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1. LIEJIM U 3AJIAYY OCBOEHHUS TNCLIUTLINHBI

1.1 | enu: popMupoBaHne HHOS3BIYHON KOMMYHHKATUBHOW KOMIETEHIMH IS IEJIOBOr0 OOIIEHUS B YCTHOW M MMCbMEHHOM (opmax.

1.2 | 3aoauu. - ocBoeHME IrpaMMaTU4Y€CKOIo U JICKCUYECKOro MMHUMYMa B OG’BCMC, HCOGXOZ[I/IMOM JJISA A€TTI0BOI'O OGH_ICHI/IH Ha
HWHOCTPAHHOM A3BLIKC U paGOTI)I C MHOA3BIYHBIMU TEKCTAMU B IIPOLECCE HpO(l)eCCPIOHaJ'ILHOﬁ JACATCIBbHOCTH,

- (l)OpMI/IpOBaHI/Ie yMeHI/Iﬁ YTCHUA U ITOHUMAaHUA JIUTECPATYPhI 110 CIICHUAJIBHOCTU CO CIIOBAPEM;

- (l)OpMI/IpOBaHI/Ie KOMMYHUKAaTHUBHBIX yMeHI/Iﬁ JCIIOBOI'O OGH.IEHI/IH Ha THOCTPAaHHOM S3BIKE.

2. MECTO JUCIUIIJIMHBI B CTPYKTYPE OOII

Huxn (pazgen) OOIT:

2.1 | TpeGoBaHusi K IpeABAPUTEILHON OATOTOBKe 00y4aloIerocs:

2.1.1 | TIpeaiiecTBYIOIUM JJISl U3y9ICHHS AUCIUTUTHHBL SBJISCTCS TUCIUILTHHA «ITHOCTPAaHHbIH A3bIK» HA TPEABIAYIIEM YPOBHE
o0pa3oBaHHUs.

2.2 | JucUMIUIMHBI U IPAKTHKH, JJI51 KOTOPHIX OCBOEHHUE JAHHOI AMCHUILIMHBI (MOAYJIs1) HEOOX0IUMO KaK
npejLIecTBYyoOLIee:

2.2.1 [ OcBoenue qucuuriuHbl «MTHOCTpaHHBIH A3bIKY» HEOOXOAMMO Ha TIOCIEAYIOIIEM YPOBHE 00pa30BaHUS.

2.2.2 [TlonroroBka Kk cade 1 caya rocyJapCTBEHHOI0 9K3aMeHa

3. KOMIIETEHIIUY OBYYAIOIIETOCSI, ®OPMHAPYEMBIE B PE3YJIbTATE OCBOEHHUS IVMCIUTLINHBI
(MOJLYJIST)

YK-4: CriocoGeH ocyniecTBJIATH eJI0BYI0 KOMMYHUKALMIO B YCTHOW U MUCHLMEHHO# (popMax Ha rocyIapCTBEHHOM SI3bIKe
Poccuiickoii @enepauuu u HHOCTPAHHOM(bIX) SI3bIKE(aX)

HN/1-1.YK-4: Bpioupaer Ha rocyiapcTBEHHOM U HHOCTPAHHOM (-bIX) S3bIKAX KOMMYHMKATHBHO NIpUeMJIeMble CTHJIb [1€JI0BOI'0
0o0u1eHns1, BepOajibHble U HeBepOaibHble CPeCTBA B3aHMO/eliCTBUS ¢ HAPTHEPAMH.

- 3HAE€T OCHOBHBIE IPaMMAaTHYECKUE CTPYKTYPHI; OOLIEYyNOTPEOUTENBHYIO, OOLIEKYIBTYPHYIO M IPO(ECCHOHATBHYIO JIEKCHUKY;
peueBble KIuIle, HEOOXOIMMBIE [UIsl OCYIIECTBIEHHS A€I0BOIl KOMMYHHUKALMKY HA HHOCTPAHHOM SI3BIKE;

- YMEET NIOCTPOUTH BBICKa3bIBAHUS B CMOJIEIUPOBAHHBIX (IIPeJuUlaraeMblX) CUTYalusX OOLIEHHsI HA MHOCTPAHHOM SI3bIKE, IPABUIILHO
UCIIOJIb3Ys BepOasibHbIE U HEBEpOaIbHbIE CPENCTBA OOLICHUS;

- BJIaJieeT HHOCTPAHHBIM SI3bIKOM KaK CTUJIEM JETIOBOTO OOIIEHHUS.

N/I1-2.YK-4: Beer 1e/10By10 MePeNnuCKY, YYUTHIBas 0COOEHHOCTH CTHIMCTUKH OPUINAIBHBIX U HeOpUIHATBHBIX IHCEM,
COLMOKYJIbTYPHBIE Pa3jinyus B ¢popMaTe KOPPECTOHIEHIIMH HA TOCYAAPCTBEHHOM U HHOCTPAHHOM (-bIX) A3bIKaX.

- 3HACT OCOOCHHOCTH CTUJIMCTUKHU HATMUCAHUS OQUIMATBHBIX U HEOPHITHATIBHBIX TIHCEM;
- YMEET BECTH JICIOBYIO MEPEMUCKY C YIETOM CONMOKYJIBTYPHBIX OCOOCHHOCTEH C PEICTABUTEISIMU IPYTUX CTPaH;
- BJIaJIceT TEXHUKOMU JISIOBOrO MUChMa HA HHOCTPAHHOM SI3bIKE.

N/1-4.YK-4: lemoHCTpUPYeT YMEHHUeE BbIIOJIHATD NepPeBoj NPo(decCHOHANBHBIX TEKCTOB ¢ HHOCTPAHHOIO (-bIX) Ha
rocyJapcTBEHHBII A3bIK U 00PaTHO.

- 3HAaCT OCHOBHBIE IEPEBOYECKHE TPaHCHOpMaLHy;
- yMeeT BBIIOIHATE ITEePEBOJT MPOPECCHOHABHBIX TEKCTOB ¢ HHOCTPAHHOTO (-bIX) HA FOCYIAPCTBEHHBIN S3BIK 1 00PaTHO;
- BIIaJICCT OCHOBaMH TE€XHUKH IIEPEBOJA.

4. CTPYKTYPA U COJEPKAHME IV COUILINHBI (MOIYJIST)

Kon HaumeHnoBaHnue pa3eJioB U TeM /BUJ Cemectp / | YacoB | Komneren- | Jlureparypa | HUure | IIpumeuanue
3aHATUS 3aHATUsA/ Kypc 1070 DAKT.

Pa3nen 1. Conepxanue.




1.1 Introductions. Work and leisure. 10 UJ-1.YK-4 JI1.1J12.1
Jobs and studies. Nationalities. to be a/ an N-2.YK-4
with jobs; wh- questions. Introducing
yourself and others. Meet conference
attendees.

Days, months, dates. Leisure activities.
Present simple. Adverbs and expressions
of frequency. Writing: e-mail. /JTa6/

1.2 Introductions. Work and leisure. 18 Na-1.YK-4 JI1.1J12.1 Brimonnenue
Jobs and studies. Nationalities. to be a/ an UI-2.YK-4 JIEKCUKO-
with jobs; wh- questions. Introducing rpaMMaTH4ecKu
yourself and others. Meet conference X yIpaXHEeHHUH.
attendees. [Hoaroroska
Days, months, dates. Leisure activities. JTNAJIOTOB.
Present simple. Adverbs and expressions
of frequency. Writing: e-mail. /Cp/

1.3 Business trips (airports, hotels). Food and 14 n-1.VYK-4 JIL.1J12.1
entertaining. na-2.vyK-4
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. Writing: e-mail. /JTa6/

1.4 Business trips (airports, hotels). Food and 20 NU-1.YK-4 JIL.1J12.1 BelnonHeHne
entertaining. na-2.vyK-4 JIEKCHKO-
Travel details: letters, numbers, times. rpaMMaTH4ecKu
Can/can’t. There is/are. Making booking X YIpaKHCHUH.
and checking arrangements. UreHue u

MepeBo
Eating out: food and menu terms. TEKCTOB.
Some/any. Countable and uncountable [Hoaroroska
nouns. Choose a restaurant for a business JTHAJIOTOB U
meal. Writing: e-mail. /Cp/ POJICBOM HIPBI.

1.5 Sales. People. 14 na-1.vK-4 JIT.1J12.1
Choosing a product or a service. Past na-2.vyK-4
simple. Past time references.

Types of colleagues. Starting a business.
Describing people. Past simple: negatives
and questions. Question forms.
Negotiating: dealing with problems.
Writing: e-mail.

/J1a6/

1.6 Sales. People. 15 na-1.vK-4 JIT.1J12.1 Brinonnenue
Choosing a product or a service. Past na-2.vyK-4 JIEKCHKO-
simple. Past time references. rpaMMaTH4ECKH

X yIpa)KHEHHH.
Types of colleagues. Starting a business. UreHue u
Describing people. Past simple: negatives epeBo
and questions. Question forms. TEKCTOB.
Negotiating: dealing with problems. [Hoaroroska
Writing: e-mail. JTHAJIOTOB U

POJIEBOH UTPBI.
/Cp/ Hanucanue

1.7 Markets. Companies. 14 na-1.vK-4 JIT.1J12.1
Types of markets. Comparatives and na-2.vyK-4
superlatives. Much /a lot, a little /a bit. nJ-4.YK-4

Meetings: participating in discussions.
Successful companies. Describing
companies. Present continuous. Present
simple or present continuous. Writing:
company profile. /J1a6/




1.8 Markets. Companies. 17 na-1.vK-4 JIT.1J12.1 0 Brinonnenue
Types of markets. Comparatives and na-2.vyK-4 JIEKCHKO-
superlatives. Much /a lot, a little /a bit. Na-4.YK-4 rpaMMaTHYCCKH
Meetings: participating in discussions. X YIpaKHEeHHH.
Successful companies. Describing UreHue u
companies. Present continuous. Present nepeBo
simple or present continuous. Writing: TEKCTOB.
company profile. /Cp/ IoaroroBka

1.9 The Web. 14 Wa-1.YK-4 JI1.1J12.1 0
Using the Internet. Internet terms. Time na-2.vyK-4
expressions. Talking about future plans na-4.vyK-4
(present continuous and going to, will).

Making arrangements. Writing: e-
mail. /JTa6/

1.10 The Web. 18 Na-1.YK-4 JI1.1J12.1 0 BrimonHenue
Using the Internet. Internet terms. Time na-2.vyK-4 JIEKCHKO-
expressions. Talking about future plans na-4.vyK-4 rpaMMaTU4ecKu
(present continuous and going to, will). X yIpaKHEHHH.
Making arrangements. Writing: e- UreHue u
mail. /Cp/ HEePEBOJ

1.11 Cultures. Jobs. 28 Na-1.YK-4 JI1.1J12.1 0
Company cultures. Cultural mistakes. na-2.vyK-4
should /shouldn't, could /would. WUI-4.YK-4
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.

/J1a6/

1.12 Cultures. Jobs. 44 Na-1.YK-4 JI1.1J12.1 0 BrimonHenue
Company cultures. Cultural mistakes. na-2.vyK-4 JIEKCHKO-
should /shouldn't, could /would. Na-4.YK-4 rpaMMaTHYCCKH
Identifying problems and agreeing action. X YIpaKHEeHHH.

Urenue u
Skills you need for a job. Skills and MepeBos
abilities. Present perfect. Past simple and TEKCTOB.
present perfect. Interview skills. Writing: [Hoaroroska
a curriculum vitae. JTHAJIOTOB U
/Cp/ POJICBOM HIPBI.

1.13 Problems. 18 Na-1.YK-4 JI1.1J12.1 10
Adjectives describing problems at work. nJI-2.YK-4
Present simple: negatives and questions,
have got. Telephoning: solving problems.

Writing: telephone message. /J1a6/

1.14 Problems. 17 Na-1.YK-4 JI1.1J12.1 0 Brinonnenue
Adjectives describing problems at work. nJ-2.YK-4 JICKCUKO-
Present simple: negatives and questions, rpaMMaTU4ecKu
have got. Telephoning: solving problems. X YIpaKHEeHHH.
Writing: telephone message. /Cp/ UreHue u
Paznen 2. [Ipome:kyrounas arrecranusi
(3K3aMeH)

2.1 IMoaroToBka K sK3aMeHy /DK3aMeH/ 34,75 | U1-1.YK-4 JI1.1J12.1 0

nJ-2.YK-4
nJ-4.YK-4

2.2 Kontpons CP /KCPATT/ 0,25 | UO-1.YK-4 JI1.1J12.1 0

nJI-2.YK-4
nJ-4.YK-4

23 KonrtakTHas padora /KoHCOK/ 1 nJ-1.yK-4 JI1.1J12.1 0

nJI-2.YK-4
nJ-4.YK-4

Paznen 3. Ilpome:kyrounas arrecranusi
(3a4éT)







3.1 IMoaroroBka k 3a4éry /3auér/ 3 8,85 | UI-1.YK-4 JI1.1J12.1 0
WJ1-2.YK-4
WJ1-4.YK-4
32 KonraktHast pabota /KCPATT/ 3 0,15 UJ-1.YK-4 JI1.1J12.1 0
WJ1-2.YK-4
WJ1-4.YK-4
Pasnen 4. Ilpome:kyTouHnas arrecranusi
(3auéT)
4.1 IMoaroroBka k 3a4éry /3auér/ 2 8,85 | UI-1.YK-4 JI1.1J12.1 0
WJ1-2.YK-4
WJ1-4.YK-4
4.2 KonraktHast pabora /KCPATT/ 2 0,15 UJ-1.YK-4 JI1.1J12.1 0
WJ1-2.YK-4
WJ1-4.YK-4
Pazpgea S. Ilpome:kyTouHasi aTTecTanus
(3a4éT)
5.1 IMoaroroBka k 3a4éry /3auér/ 1 8,85 | UJ-1.YK-4 JI1.1J12.1 0
WJ1-2.YK-4
WJ1-4.YK-4
5.2 KonraktHast pabota /KCPATT/ 1 0,15 UJ-1.YK-4 JI1.1J12.1 0
WJ1-2.YK-4
WJ1-4.YK-4

5. ®OHJI OLIEHOYHBIX CPEJICTB

5.1. HosicHuTEILHASA 3aAMUCKA

1. OueHOYHBIE CPECTBA MPEAHA3HAYEHBI JJIs1 KOHTPOJIS U OLIEHKH 00pa30BaTeNbHBIX JOCTHKEHUH 00Y4atoIMXCsl, OCBOMBILNX
MporpaMMy y4eOHOM AUCUUITINHBI «IHOCTpaHHBIN S3BIKY.

2. DoHJ1 OLIEHOYHBIX CPpE€ACTB BKIIIOYACT KOHTPOJIbHBIC MaTC€pUaJibl JJIsI MPOBECACHUS TCKYIICTO KOHTPOJIS B Q)OpMe TECTOBbIX
SaZ[aHI/Ifl, IIMCbMCHHBIX pa60T, POJIEBBIX UI'P, IPOCKTOB U TECKCTOB JIsI UYTCHHUS U IEPEBOAA, HpOMe)KyTO'iHOfI aTTrecraluu B (bOpMe
BOIIPOCOB U 3aJIaHui K 3a4€Ty U 3K3aMCHY.

5.2. OueHoOYHbIe CPeACTBA VISl TEKYLIero KOHTPOJIs

BxonHoil KOHTPOIb (IPUMEPHOE 3aIaHKE)

1. He ... at the weekend, he spends time with his family.
1 doesn’t work

2 don’t work

3 work

4 works

2. He played tennis yesterday but he ... .
1 doesn’t win

2 didn’t win

3 don’t win

4 win

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

2 looked

3 look

4 am looking

4.1 ... him since childhood.
1 am knowing

2 have known

3 knew

4 know

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

BapuaHTbI OTBETOB:

1 which

2 who

3 where

4 when







Kpurepun oneHku:

Crynent Boinonaui 84-100% 3agaHuii «OTIMYHOY, OBBILIEHHBIH ypOBEHD

CryzneHT BolonHua 66-83% 3amaHuil «XOpoLI0», TIOPOTrOBLIH YPOBEHb

CryneHT BoinonHua 50-65% 3anaHuil «y10BIETBOPUTEIBHOY», IOPOTOBBIH YPOBEHb

CrynenT BeinonHuI Menee 50% 3aaHuil «HEYIOBIETBOPUTENBHOY, YPOBEHb HE CHOPMHUPOBAH

1 CEMECTP
Texymuii KoHTpoIb 1
Tect (IIpumepHble 3a1aHus)

1. T can start work at 7:30, 8:30 or 9:30. I'm really glad I can work ... .
1 friendly boss

2 flexible hours

3 high salary

4 company car

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

2 high salary

3 job security

4 company car

3. Match the sentence beginnings with the endings:

1 I don’t like going a) to music.

2 Jorge quite likes  b) holiday in August.

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

5 We never listen e) hours.

6 Susan loves going f) out to restaurants.

7 T usually 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 T 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? ¢) 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? ¢) Between 40 and 50 hours.

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

7 How many hours a week do you work?  g) The room is very comfortable.
8 What do you like best about your job?  h) From time to time.

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

Kpurepuu oneHku:

Crynent Boinonaui 84-100% 3agaHuii «OTIMYHOY, OBBILIEHHBIH ypOBEHb

CryzaeHT BoIonHMI 66-83% 3a1aHuil «XOPOLI0Y, IOPOTOBLIH YPOBEHD

CryzneHT BolnonHua 50-65% 3anaHuil «y10BIETBOPUTEIBHOY», IOPOTOBBIH YPOBEHb

CryzaeHT Boinonauia MeHee 50% 3a1aHuil «HEeyAOBIETBOPUTEILHO», YPOBEHb HE ChOpMUPOBaH

Texymuii KOHTPOIIb 2
Tect (IIpumepHble 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 you and Kasia sometimes play at the weekend?

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

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

Al Ursula Becker.

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

B No, I’'m not. I work in television.

A your job?

B I’'m Director of Advertising.

A do you work?

B At Channel 10.

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

A does she do?

B She’s a graphic designer.

A she travel in her job?

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

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

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

2 Can I speak to b) a refund.

3Thavea 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, this is  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 I (7) at the hotel, I usually go for a walk. After a

long flight, I need the exercise!

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

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

2 she have a meeting today?

3 Where you usually have lunch?

4 A Do you know Raymond Smith?

B No, I .

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

B Yes, we .

7 you have training every April?

Kpurepun oneHku:
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2 CEMECTP
Texymuii KoHTpoIb 1
Tect (IIpumepHble 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?

B21.

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.
c) It’s €100.

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

e) Yes, that’s right.

f) After 10 p.m.

g) I’d like to book a room, please.

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

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

A Tell me about your new MP3 player.

B What would you like to know?

A Tell me about the design.

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

A What’s special about it?

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

A What about colours?

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

A It’s very lightweight and compact.

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

A What about the price?

B If you order from our website, it eighty dollars. The price postage and packaging

and we can in three days.







Kpurepun oneHku:
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Texymuii KOHTPOIIb 2
Tect (IIpumepHble 3a1aHus)

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

1. Nike sports clothing sells toa market.

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

3. markets are usually small but profitable.

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

2. Write the numbers in words.
1.540

2.6,370

3.29,606

4.902,000

5.4,225,094

6.12.6%

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

.make b) sell abroad

. have a workforce of ¢) launch

.export d) employ

. introduce e) provide

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

When were they in Germany?

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

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

4. wasn’t/ work / Ivan/ at/happy/.

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

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

5. Match the sentence beginnings with the endings.
1 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.

Kpurepun oneHku:
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3 CEMECTP
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Tect (IIpumepHble 3a1aHus)

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. T 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 really like that idea.

¢) I agree with you.

d) Let’s use Facebook and Twitter.

¢) 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

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

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

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

4. Starbucks uses Facebook to learn about its customers.

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

6. Facebook earns most of its money from advertising.

5. Match the sentences with the same meaning.

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

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

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

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

7. Our meetings are informal.

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

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

a) We upload a lot of work to the intranet.

b) We download a lot of work from the intranet.
¢) We have a forum on Fridays.

d) We have a system of annual leave.

e) We have a flexi time system.

f) We value face-to-face meetings.

g) We have relaxed meetings.

h) We have casual Fridays.

1) We often have briefings.
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Texymuii KOHTPOIIb 2

Tect (IIpumepHble 3a1aHus)

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

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

a) welcomes new ideas and change

b) make better

c) create

d) start

e) putting needs and wants of customers first

f) offer incentives for

g) make more

h) teach

i) be in charge of

2. Complete the conversation with the correct form of will or going to.
A 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. 1(6) have any meetings with clients.

A Oh, good.

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

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

A T1(Q2) 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 oneHku:
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4 CEMECTP
Texymuii KoHTpoIb 1
Tect (IIpumepHble 3a1aHus)

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 I 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.

O 001NN W~ W

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

b) I spend a lot of time reading.

¢) How about 4.15?

d) I’'m afraid I can’t make that date.

e) I improved my organisational skills.

f) 27th March would be fine.

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

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

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

b) My main aim is to become

¢) I had a problem with

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

a) contact companies

b) meet new friends

c) talk about products or services

2. Read the (given) article again. Then choose the best option — a, b or ¢ — to complete the sentence.
Advertisers like Facebook because it helps them to
a) reach a big market

b) deal with cultural problems

c) sell products cheaply

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

b) stopped most of its traditional advertising
¢) 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.
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OuenouHoe cpeactBo "Ponesas urpa"

IIpumepHbIe TEMBI

1. Tema (mpobiiema) «At the Hotel»

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

Ponu:

a) a guest;

6) a hotel’s manager.

OsxuzaeMblii pe3yiibTaT — WHCIICHUPOBKA Oece bl OpraHM30BaHa M IIPEICTABICHA B COOTBETCTBUH C CHTYallleil OOLICHHSI.

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

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

Pomu:

a) a manager;

6) a manager.

OsxuzaeMblii pe3yibTaT — WHCIICHUPOBKA Oece bl OpraHM30BaHa M IIPEICTABICHA B COOTBETCTBUH C CHTYallHeil OOLICHHSI.







3. Tema (npobnema) «At a Trade Fair»

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

Pomu:

a) a store manager;

6) a manufacturer.

Oxxupaaemsblii(e) pe3ynbTaT(bl) — MHCLIEHUPOBKA Oecelbl OpraHM30BaHa U IPEACTAaBICHA B COOTBETCTBUU C CUTYallMell OOLIeHMs.

4. Tema (mpobiiema) «Dealing with problems»

Konmnerus urpsl: 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.

OsxuIaeMblii pe3yJIbTaT — WHCIIEHUPOBKA Oece/bl OpraHM30BaHa U MPECTABIICHA B COOTBETCTBUH C CHTYalHel OOLICHHS.

5. Tema (npobnema) «Participating in discussion»

Konmemus urpsl: 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.

OsxuzaeMblii pe3yiIbTaT — HHCIICHUPOBKA Oece bl OpraHM30BaHa M IPEICTABICHA B COOTBETCTBUH C CHTYallHeil OOLICHHSI.

6. Tema (npobnema) «Presenting your company»

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

Pomu:

a) a representative of company Nel;

0) a representative of company Ne2.

OsKHaeMblii pe3yJbTaT — HHCIICHUPOBKA Gece/ibl OpraHu30BaHa U MPE/ICTABIICHA B COOTBETCTBHH C CHTYAIUEil OOICHHSI.

7. Tema (npobnema) «Making arrangements»

Konnermus urpsi: 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.

O’KHIAaeMBbIii pe3ybTaT — HHCIIEHUPOBKA Oece/lbl OpraHU30BaHa U MPEICTABICHA B COOTBETCTBUH C CUTYAIlHEH OOIICHHMS.

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

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

Ponu:

a) a manager;

0) a manager.

O’KHIaeMBbIi pe3ybTaT — HHCIIEHUPOBKA Oece/lbl OpraHu30BaHa U MPEICTABICHA B COOTBETCTBUH C CUTYAIlHEH OOIICHHMS.

9. Tema (npobsema) «Interview skills»

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

Ponu:

a) a director;

6) a candidate for the job.

OKHIaeMBbIii pe3ybTaT — HHCIICHUPOBKA Oece/ibl OpraHu30BaHa U MPEACTABICHA B COOTBETCTBUH C CUTYAIlHEH OOIICHHS.

Kputepuu OreHKH:

OneHka "OTIMYHO": CTYAEHT AEMOHCTPUPYET XOPOLIME HABBIKA 1 YMEHHUS CBOOOIHOIO PEUEBOT0 B3aUMOJIEHCTBHS C IapTHEPAMHU:
yMeEEeT HayaTh, IOAAEPKATh U 3aKOHUUTh Oecely; coOIIoAaeT 04epENHOCTh TP OOMEHE PEMIMKaMK; BOCCTAHABJIUBAET Oecely B
citydae c0os; SIBISIETCS aKTUBHBIM, 3aMHTEPECOBAHHBIM COOECEAHUKOM; COOJIIOAAET HOPMBI BEXJIUBOCTH. ¥ MEET IMOLIMOHAIEHO
n300pa3uTh XapaKkTep, HACTPOECHHUE, YyBCTBA UCIONHAEMOr0 Iepos B Pa3IMUHbIX CUTYALUSX; YIIOTPEOIISET CIOXKHBIE
rpaMMaTH4eCcKUe KOHCTPYKIIUH B PEYH; JOIYCKAET He3HAYNUTEIbHbIE TPaMMaTHYECKUE OLIMOKH; YIIOTPEOIsieT pa3roBOpHbIE
(GbOopMyIbI B COOTBETCTBUY C CUTYyalUeH OOLICHUS.

OreHka "Xopomo": CTyIeHT IEMOHCTPUPYET HABBIKM U YMEHHUSI CBOOOIHOIO PEUEBOT0 B3aUMOIEHCTBHSA C HApTHEPaMU: YMEET
HauaTb, NOJJIEP>KaTh (B OOJMBIIMHCTBE CIy4aeB) U 3aKOHIUTH Oecelly; coOmoaaeT ouepENHOCTb IpU 0OMEHE PEILTMKaMU;
JIEMOHCTPHUPYET HaJIU4KeE [IPOOJIEMbl B IOHUMaHUU COOECEIHUKA; HE BCErJa COOJIIONAET HOPMbI BEXKIIMBOCTH. Y MEET SMOLIMOHAIBLHO
n300pa3uTh XapakTep, HACTPOEHHUE, YyBCTBA HCIIOIHAEMOr0 reposi B Pa3INUHbIX CUTYAIUSX; YIIOTPEOsIeT B peun
IIPEUMYILIECTBEHHO [IPOCThIE IPEATOKEHHS; IOYCKAET HE3HAUUTENIbHbIE TPAMMATHUECKUE OLIMOKY; YIIOTPEOIIsIET pa3sroBOpHbIE
(GbOopMyIbI B COOTBETCTBUY C CUTYyalUeH OOLICHUS.







OueHka "yI0BJIETBOPUTENBHO": CTY/IEHT HE SIBJISIETCS] aKTUBHBIM COOECEHUKOM; HE MOXKET BOCCTaHOBHTH Oecely B cirydae cOos;
WCIIOJIb3YeT HE3HAYUTEIbHBIN 00bEM U3yUEHHOM JIEKCUKH; I0ITYCKAeT TPAMMATHUYECKIE OIUOKHU;

OneHka "HeyIOBIETBOPUTENLHO": CTYACHT SIBIISICTCS MACCUBHBIM COOECETHUKOM; HE MOXKET MOJIepKaTh O0IIEHHUE; 10ITyCKaeT
rpyOble rpaMMaTHYEeCKUE OIINOKH.

OreHoYHOE CpeACTBO «HpOCKT))

TeMbl IPOEKTOB:
1 Types of markets.
2 Presentation of the hotel.

Kpurepun oneHku:

OneHka "oTau4HOo": IIpOeKT BBIIOIHEH MTOJHOCTBIO: LIelb JOCTUIHYTA; TeMa PAaCKpbITa B IIOJHOM 00bEMe. CTYAEHT CaMOCTOSTENBHO
peaau3yeT yMeHHE IOCTPOUTh BBICKA3bIBAHHS B CMOZICIMPOBAHHBIX (IPEUIaraéMblX ) CUTYyallusIX OOLIEHHs HA HHOCTPAHHOM S3bIKE,
IIPaBUJIBHO UCII0JIb3Ysl BepOasbHbIE U HEBepOaIbHbIE CPEACTBA OOLICHUS; BIIaIceT HaBbIKaMU MHOCTPAHHBIM S3bIKOM KaK CTHIIEM
JIETIOBOT0 OOLIEeHUS

Ouenka "xoporo": IIpoeKT BBIOTHEH: 11eb TIOCTUTHYTA, HO TEMa PacKphiTa HE B MOJTHOM 00béMe. CTyIeHT cllocOOeH IoKa3aTh
YMEHHUS IOCTPOUTH BBICKA3bIBAHUS B CMOJICIUPOBAHHBIX (IIpeJlaraeMblX) CUTYalusIX OOLIEHHsI HA MHOCTPAHHOM SI3bIKE, IPABUIILHO
UCIIONIb3Ys BepOasibHbIE U HEBEpOaJIbHbIE CPEACTBA OOLIEHNUS; CIOCOOEH YaCTUYHO II0Ka3aTh BIIaJeHUE HHOCTPAHHbIM SI3bIKOM KaK
CTUJIEM JIETIOBOTO

o0IeHusl.

OneHka "y10oB1IeTBOpUTENBHHO": [IpOEKT BBHIIOMHEH YaCTHYHO: LI€JIb IOCTUTHYTA HE MOTHOCTHIO; TEMA PACKPHITA B OTPaHUUEHHOM
o0béme. CTyIeHT 110J] pyKOBOJICTBOM IIPENoaBaTelis CIOCOOEH N0Ka3aTh yMEHUS

[IOCTPOUTH BBICKA3bIBAHUS B CMOJEIMPOBAHHBIX (IIPEAIaraeMbIX) CUTyalUsIX OOIEHHsI HA UHOCTPAHHOM SI3bIKE, [IPAaBUIILHO
UCIIONIb3Ys BepOasibHbIE U HEBEpOaJIbHbIE CPEACTBA OOLIEHNUS; CIOCOOEH YaCTUYHO II0Ka3aTh BIIaJeHUE HHOCTPAHHbIM SI3bIKOM KaK
CTUJIEM JIETIOBOT'O OOIIEHMUS.

OreHka "HeynoBIEeTBOPUTENLHO": IIPOEKT He BBINONHEH: 1I€Ib HE JOCTUTHYTA; TeMa He pacKpblTa. CTy[EHT 3aTpyIHAETCS WM He
MOXKET [10Ka3aTh YMEHUS [IOCTPOUTDH BBICKa3bIBAaHUS B CMOJIEIMPOBAHHBIX (IPEAIaraéMblX) CUTYalUsIX OOIIEHHs Ha HHOCTPAHHOM
SI3bIKE, IPABIIILHO UCIIONB3Ys BepOaibHble U HEBEpOaIbHbIE CPEICTBA OOLLEHUS; HE BIaJeeT HHOCTPAHHBIM S3bIKOM KaK CTHJIEM
JIETIOBOTO OOIIEHHUSI.

OuenouHoe cpencTBo «llepeBos TeKCTOB»
IIpumepHbIe TEKCTHI AJIsI HEPEBOJIA C AHITIMHCKOT0 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
alot 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

Getting it right: doing business abroad by Natasha Stidder

Good etiquette is important when you do business abroad. It is essential 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 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 host leads you by the hand. Do not be surprised if
people interrupt meetings with phone calls or walk in unexpectedly. Expect people to muiti-task in meetings, for example
checking and sending e-mails. In meetings, it is not unusual 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 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 seeifhe is serious, but that might
seem like Tam 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.

Kputepuu OreHKH:

OneHka "OTIMYHO": CTYAEHT CAaMOCTOSITENBHO PEAIU3yeT YMEHUs [0 MEepEBOAY MPO(eCCHOHATBHBIX TEKCTOB C HHOCTPAHHOI'O Ha
rOCYJapCTBEHHBIH S3BIK U 00pATHO, BIIaJCET OCHOBAMHU TEXHHKH IIEPEBOJIA. .

Ouenka "xoporo'": CTyIeHT criocoOeH MoKa3aTh yMEHHE NepeBoJa NpodecCHOHABHBIX TEKCTOB C MHOCTPAHHOTO Ha
rOCYJapCTBEHHBIH S3BIK U 00PATHO, CIIOCOOCH YaCTHYHO MTOKA3aTh BJIaJCHHE OCHOBAMH TEXHUKH NEPEBO/A.

OueHka "yI0BJIETBOPUTENBHO": CTY/IEHT CIIOCOOEH 10/ PYKOBOJICTBOM IIPENOaBaTeNs MOKa3aTh YMEHHS 110 MEPEBOAY

PO eCCHOHATBHBIX TEKCTOB C MHOCTPAHHOTO Ha TOCYIAPCTBEHHBIH SI3BIK M 00paTHO, CIIOCOOCH IOKa3aTh YACTUYHOE BIIAJICHUC
OCHOBaMHM TEXHHKH IEPEBOIA.

OueHka "HeyJOBIETBOPUTENBHO": CTYACHT 3aTPYAHSETCS WM HE MOXKET 1I0Ka3aTh YMEHUs, HE BJIaJICET OCHOBAMH TEXHUKH
nepeBoza.

5.3. Temsbl nucbMEHHBIX PadoT (3cce, pepepaThl, KypcoBbie padoThI U AP.)

TemaTtrka OQUIHATBHBIX TTHCEM:
The Inquiry Letter

The Invitation Letter

The Letter of Complaint
CV/Resume

TemaTtHka HEODUIHATBHBIX THCEM:
Introduction Letter
Friendly Letter

Kputepuu omeHku:

- OLIEHKA «OTJIMYHO» BBICTABIISETCS CTYJICHTY, €CIIU CTYACHT ITOKa3bIBaeT IIIyOOKUI YpOBEHb 3HAHUH OCOOEHHOCTEH
(opmanbHOro U He(hOpMaIHHOI'O OOILIEHHS, IPABHIJII IIOCTPOSHHS MUCHbMEHHOTO PEYEBOr0 BBHICKA3hIBAHMUS HA N3Y4aeMOM S3BIKE;
CaMOCTOSITENTFHO PEeaIn3yeT YMEHHUS BECTH JICIOBYIO TIEPEIHCKY C YIETOM COLIMOKYIIBTYPHBIX OCOOEHHOCTE! C MpeICTaBUTEISIMU
JPYTHX CTpaH; BlaJieeT TEXHUKOH IepeBoa U peaKTHPOBaHUSI.

- OLIEHKA «XOPOIL0» BHICTABIISIETCS CTYACHTY, €CIIH CTYIEHT MOKa3bIBa€T XOPOUINH YPOBEHb 3HAHUI 0COOCHHOCTEH (OpMaIILHOTO
1 He(OpPMATBEHOTO O0IIEHHS, TIPABHJI IIOCTPOSHHUS IIMCHBMEHHOT0 PEYEBOT0 BBICKA3bIBAHHS Ha U3y4aeMOM SI3BIKE; CIIOCOOEH
MOKa3aTh YMEHHs BECTH JIEJIOBYIO MEPENUCKY C YYETOM COIIMOKYIIBTYPHBIX OCOOEHHOCTEH C MPEACTaBUTENISIMH JPYTUX CTPaH;
CHoco0eH YacTHYHO MOKa3aTh BiaJeHHe TEXHUKOH MepeBo/ia U pelaKTHPOBAHUSI.

- OLIEHKA «YJIOBJIETBOPHUTEIFHO» BBICTABIISIETCS CTY/ACHTY, €CIIM CTYJICHT IIOKa3bIBaeT 0a30BbIi ypOBEHb 3HAHUI 0COOEHHOCTEN
(opmManbHOro U He(hOPMAaIHHOI'O OOIIEHHS, IPABIJI IIOCTPOSHHS MICbMEHHOTO PEYEBOr0 BBHICKA3bIBAHUS HA N3Y4aeMOM S3BIKE;
TIO/1 PYKOBOJICTBOM IIPEMO/IaBaTeNsl CIIOCOOEH MTOKa3aTh YMEHHS BECTH JICTOBYIO MEPEITUCKY C YIETOM COIIMOKYIIBTYPHBIX
0COOEHHOCTEH C MPEICTABUTEISIMH APYTUX CTPaH; CIIOCOOEH YaCTUYHO TOKa3aTh BIIaJICHHE TEXHUKOH MepeBoa 1
pEeIaKTUPOBAHUSL.

- OLIEHKA «HEYIOBJIETBOPUTEIBHOY» BBICTABIISIETCS CTYACHTY, €CIIU CTYACHT MTOKa3hIBAET HEYJIOBIECTBOPUTENBHBINH YPOBEHb 3HAHUM
0ocoOeHHOCTEW (hOPMATEHOTO U He()OPMaIBHOTO OOIIEHHsI, IPAaBUJI TOCTPOSHHSI TMCHbMEHHOT'O PEYEBOT0 BHICKA3bIBAHUSI HA
M3y4aeMOM S3BIKE; 3aTPYIHSIETCS WM HE MOXKET NIOKa3aTh YMEHHUS BECTH JEIOBYIO MIEPENHICKY C YI€TOM COLUOKYIbTYPHBIX
0COOEHHOCTEH C MPEJICTABUTESIMU IPYTUX CTPaH; HE BJIAJCET TEXHUKOU IIepeBO/ia U pelaKTHPOBAHUSI.

5.4. OueHo4yHbIe cpeacTBA A NPOMEKYTOUYHON aTTeCTAUU

B xoH1e 1,2,3 ceMecTpoB CTyIEHTHI CIAIOT 3a4€T 110 AUCLIUILIMHE. 3a4eT BKIIOYAET B CEOsl CIEAYIOMIHE 3aaHusl:
1. ITpomexxyTOUHBIHN TeCT
2. Make up a dialogue

1) ITpoMexyTOUHBIN TECT AJIS 3a4eTa 1o AUCHUIUINHE “VIHOCTpaHHBIN A3BIK” BKIIIOYAET JIEKCUKO-TpaMMaTHYECKHe 3a/1aHHs,
3aj[aHKs HA YTEHHE U TOHUMAaHUEe TEKCTa, 3aIaHKe M0 HAMCAHUIO JIETIOBOTO MMUChMA.
[puMepHbIe 3a1aHUSL:

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

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

- answer the questions using the Active Vocabulary;

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

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

- read the text and answer the questions;

- complete the sentences about the text;

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

- complete the letter with the words from the box;

- match the parts of the letter to their names;

- write a formal letter to the ... about .... .







2) Tematuka 1uaaoroB:
— A job fair

— Why are staff unhappy
— At the Hotel

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

— Dealing with problems

KPUTEPHU OLIEHUBAHUWS HA 3AYETE:

- «3aUTEHO» BBHICTABIISIETCS CTYAEHTY, €CIIH CPOPMUPOBAH KAK MUHUMYM ITOPOTOBBII YPOBEHb UHIMKATOPA JOCTHXKEHHS
KOMITETEHIIHH:

- IOKa3bIBaeT 0a30BbIH YPOBEHb 3HAHUH OCHOBHBIX IPaMMATHUECKHUX CTPYKTYp; 00IIEYNOTPEeOUTENbHOM, O0IIEKYIbTYPHOH 1
poeCCHOHANBHOM JIEKCUKH; PEUEBBIX KIIHIIIE, HEOOXOAUMBIX [UISl OCYILECTBICHHS AETOBOM KOMMYHUKAIIMYA HA HHOCTPAHHOM
SI3bIKE; 0OCOOEHHOCTEW CTUIIMCTUKU HAIIMCaHUs O(UINAIBHBIX M HEOPHIHAIbHBIX [TUCEM, 3HAHHI OCHOBHBIX MEPEBOIYECKHX
TpaHcdopmanuii, a Takke 3HAHUH TPaBUI MPOPECCHOHAIBEHOTO PEUEBOT0 ATHKETA;

- IIOJl PYKOBOJICTBOM IIPENO/iaBaTeNs CIIOCOOEH MOKa3aTh YMEHHs IOCTPOSHHUS BHICKAa3bIBAaHUSI B CMOJICINPOBAHHBIX
(peayaraeMbIx) CUTyalusX OOIEHNsI Ha MHOCTPAHHOM $I3bIKE, PaBHIBHO UCTIONB3Ys BepOalibHbIE U HeBepOaIbHbIE CPECTBA
00IIeHNS; BECTH JETOBYIO TIEPEITHCKY C YIETOM COIIMOKYIIBTYPHBIX OCOOCHHOCTEW C MpPEeICTaBUTEISIMU JAPYTUX CTPaH;

- crioco0eH YaCTHYHO 1T0Ka3aTh BlIaJIeHHE HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JEIOBOr0 OOIIEHHMs, TEXHHKOH JeI0BOr0 MMChMa
Ha MHOCTPAHHOM SI3BIKE.

- «HE3a4YTEHO» BBICTABIISETCS CTYJICHTY, €CJIU YPOBEHb HHAMKATOpA TOCTHXEHHS KOMIIETEHIIMU He C(hOPMHUPOBAH:

- ITOKa3bIBAET HEY/IOBJICTBOPUTENBHBIN YPOBEHb 3HAHHI OCHOBHBIX IPaMMAaTHUECKUX CTPYKTYD; OOIIEYOTPEOUTEIHHON,
OOIEKYNbTYPHOH U MPOEeCcCHOHAIBHON JIEKCHKH; PEUYEBBIX KIIHIIIE, HEOOXOAMMBIX JUIsl OCYILIECTBICHHS AETOBOMH KOMMYHHKAIH
Ha MHOCTPAHHOM sI3bIKe; OCOOEHHOCTEW CTUIIMCTUKY HAIMCaHUs OHUIMAIBHBIX U HEOPHUIINATBHBIX ITHCEM,

- 3aTPYIQHSETCS WM HE MOXKET IT0Ka3aTh YMEHUsI [TOCTPOCHHSI BEICKA3bIBaHHS B CMOJICIMPOBAHHBIX (TIpeIaraeMbIX) CUTYalusIxX
00IIIeHNs] Ha MTHOCTPAHHOM $I3bIKE, TIPABHIIBHO MCIIONB3Ys BepOalibHbIE U HeBepOaIbHBIE CPEACTBA OOILEHNUS; BECTH JAETIOBYIO
MIEPETUCKY C YYETOM COIIMOKYJIBTYPHBIX OCOOEHHOCTEN C MPEACTABUTENSIMH JIPYTUX CTPaH;

- HE BJIaJIe€T MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JEIOBOro OOIIEHNs, TEXHUKOH eI0BOr0 MMChMa Ha HHOCTPAHHOM SI3BIKE.

B xoHIIe 4 ceMecTpa CTYAEHTBI CIAIOT 9K3aMEH, KOTOPBIN BKIIIOYAET CIIEAYIOIME 3a aHHs:
1. Progressive Test.

2. Make up a Dialogue.

3. Translate the Text into Russian.

1. WToroBslii TECT, pa3MEIIICHHBIH B CHCTEME 3JICKTPOHHBIX KypcoB Moodle (moodle.gasu.ru), BkmogaeT: 1) JeKCHKO-
rpaMMaTHYeCKHe 3aaHus, 2) 3alaHie Ha TIEPeBO/] TeKCTa, 3) 3aaHue M0 HAMMCAHUIO MUChMa. [IpruMepHbIe 3a1aHus:

1. Choose the best words to complete the text.

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

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: a sales conference / a tip / a workforce / an order / annual leave /
booking / stock / the receipt
Conversation 1

A Kevin has organised (1) for 25th—26th July.
B I know. And I’m planning to return from my holiday on 27th July!
A Oh, no. Can you change your holiday (2) ?

B I’m not sure.
Conversation 2
A How big is your company?

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

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

B Three weeks.

Conversation 3

A T"d like to place (5) for 100 boxes of item 20091. Are the goods in (6) ?

B Yes, they are.
Conversation 4
A Do you have (7) from dinner last night? I need it for my expense records.







B Yes, here it is.
A Did you leave (8) for the waiter?
B No, I didn’t. I thought you did!

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 are you from?

B Japan.

a) What b) Where ¢c) Who

3. Ricardo drive to work?
a) Isb) Doc) Does

4. Oscar from home.

a) sometime work
b) works sometimes
¢) sometimes works

5. Mr Albert to meetings.
a) doesn’t go b) not goc) 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.

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. I (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. Complete the conversations with words and phrases: a little / are aren’t / can / can’t / don’t / should
Conversation 1

A (1) Can you speak Japanese?

B No, 1 (2)
Conversation 2

A(3) there any visitors in the office today?
B No, there (4)
Conversation 3
A How much is the RX-100?

B1It’s (5) more expensive than the RX-90.
Conversation 4

A Do you think we (6) talk to Ramon?

B No, 1 (7) .

6. 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 1’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?

) 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.







7. 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) [ 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 agree. talk to her.
10. A What do you do in your free time?

B sports.

. Read the (given) 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.

O 01N N b W~

2. TemaTuka quanoroB

— 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. IlepeBon Tekcra

[IpumMepHbIe TEKCTHI:

Text 1

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







Where to stay

If you are in Istanbul for sightseeing, then 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 ahot 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 ciry run 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 2

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 country in 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.

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

Text 6

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

Ms Liis onatrip to New York. Sheis 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 athome. 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 alot. It was my
first fashion show," said Ms Li. Sheis 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 apiano 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

KPUTEPUU OLIEHNBAHM S HA 5K3AMEHE:

O1ieHKa «OTJIMYHO» BBICTABISIETCS, €CIM CTYJCHT IOKa3bIBACT IIIyOOKOE 3HAHHE!

- TPaMMaTHYECKHUX CTPYKTYP; OOLICYOTPEOUTEIBHOM, OOIIEKYIBTYPHON U PO ECCHOHATBLHOMN JICKCUKHU; PEUEBBIX KIIHIIC,
HEOOXOMUMBIX JUTS OCYIIECTBIICHHS JCTOBON KOMMYHUKAIIUU HA HHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTHJIMCTHKH HAIMCAHUS OPHUIIMATBHBIX U HEO(DUITHATBHBIX ACEM, CTPYKTYPHOU THITOJIOTHH ¥ ITPABII
MIOCTPOEHHUS MMCEMEHHOTO PEYEBOI'0 BHICKA3bIBAHUS HA U3Y4a€MOM SI3bIKE;

- OCHOBHBIX ITEPEBOMYCCKHUX TpaHCHOpMAITHii;

- IIpaBWII MPOECCHOHATIBHOIO PEUEBOT0 STHKETA.

CTyIeHT caMOCTOSTENBHO peaIn3yeT YMEeHHUS:

- MIOCTPOMUTH BHICKA3bIBAHUSA B CMOJICIUPOBAHHBIX (TpeIIaracMbIX) CUTYAITHSIX OOIICHHS Ha HHOCTPAHHOM SI3BIKE, IIPABUIILHO
HCIIONB3Ys BepOallbHbIC ¥ HEBepOaIbHBIC CPEICTBA OOIICHHMS,

- BECTH JICJIOBYIO TICPEIHMCKY C YUETOM COITHOKYIBTYPHBIX OCOOCHHOCTEH C MPEICTABUTEIISAMU APYTUX CTPAH;

- mepeBoia MPo(heCCUOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYJapCTBEHHBIN S3BIK U 0OPaTHO.

CTy/IeHT BIaJIeeT:

- MHOCTPAHHBIM S3bIKOM KaK CTHJIEM JCJIOBOTO OOIICHUS;

- TEXHUKOM JIEJIOBOT0 MHChbMa Ha UHOCTPAHHOM SI3BIKE;

- OCHOBaMH TEXHHUKH TEPEBO/IA.

OI1eHKa «XOpOIIIOY BBICTABIIACTCS, €CIU CTYACHT MOKA3hIBAET XOPOIIUE 3HAHMUA:

- OCHOBHBIX T'PaMMaTHYECKUX CTPYKTYp; OOIICyOTpeOUTENHHOM, OOLIEKYIBTYPHOU 1 MPO()EeCCHOHANBEHOM JIEKCUKH; PEUEBBIX
KJIHIIe, HEOOXOAMMBIX JUIsl OCYILECTBIICHUS JET0BOM KOMMYHHKAIIMA HA HHOCTPAHHOM SI3BIKE;

- 0COOEHHOCTEW CTUIIMCTUKYU HAIMCAHUs O(HUIIUATBEHBIX M HEOPHUIIUATIBHBIX IUCEM, CTPYKTYPHOH THITOJIOTUU M TIPaBHUI
MIOCTPOEHMS MUCBMEHHOT'O PEYEBOr0 BHICKA3bIBAaHUS HA U3Y4aeMOM SI3BIKE;

- OCHOBHBIX MEPEBOAYECKUX TPAHC(HOPMALIHIA;

- IpaBWJI IPO(PECCUOHATBHOTO PEUEBOT0 ATUKETA.

CryneHT criocoOeH 1oKa3aTh yMEHHUS:







- MIOCTPOUTH BHICKA3bIBAHUSA B CMOJICIUPOBAHHBIX (TpeIIaracMbIX) CUTYAIHSIX OOIICHHS Ha HHOCTPAHHOM SI3BIKE, IIPABUIILHO
HCIIONB3Ys BepOallbHbIC ¥ HEBepOaIbHBIC CPEICTBA OOIICHHUS,

- BECTH JICJIOBYIO TICPEIIMCKY C YUETOM COI[HOKYIBTYPHBIX 0COOCHHOCTEH C MPEICTABUTEIIAMU APYTHX CTPAH;

- BBITIOJTHUTH MEPEBOJI MPOPECCUOHATBHBIX TEKCTOB ¢ HHOCTPAHHOI'O Ha FOCYAapPCTBEHHBIN SA3bIK M 00PATHO C YaCTUIHOMN
MIOMOIIBIO NIpenoaBaTes.

CTyaeHT crnocoOeH YacTHYHO 10Ka3aTh BIaICHHE!

- MHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JCJIOBOTO OOIICHUS;

- TEXHUKOM JIEJIOBOTO MHChbMa Ha HHOCTPAHHOM SI3BIKE.

- OCHOBaMH TEXHHKH TEPEBOIA.

O1ieHKa «yJIOBJIETBOPUTENBHOY» BBICTABIISIETCS, €CIIM CTY/ICHT MTOKa3bIBaeT 0a30BbIH YPOBEHb 3HAHHIA:

- OCHOBHBIX T'PaMMaTHYECKUX CTPYKTYp; OOIICYOTpeOUTENHHOM, OOLIEKYIBTYPHOU 1 MPO(EeCCHOHANBEHOM JIEKCUKH; PEUEBBIX
KJIHIIe, HEOOXOAMMBIX JUIsl OCYILECTBIICHHS JET0BOM KOMMYHHKAIIMA HA MHOCTPAHHOM SI3BIKE;

- 0COOEHHOCTEW CTUIIMCTUKY HAIMCaHUs O(HUIUATBHBIX 1 HEOPHUIIUATIBHBIX IUCEM, CTPYKTYPHOH THITOJIOTUU M TIPaBHUII
MIOCTPOEHMS MUCbMEHHOT'O PEYEBOr0 BHICKA3bIBAHUS HA U3Y4aeMOM SI3BIKE;

- OCHOBHBIX MEPEBOTYECKUX TPaHC(HOPMALIHIA;

- IpaBWJI NPO(PECCUOHATBHOTO PEUEBOT0 ATUKETA.

INox pyxoBOACTBOM IpenofaBaTess CIOCOOEH I0Ka3aTh YMEHUSL:

- IOCTPOUTH BBICKA3bIBaHHS B CMOJICITMPOBAHHBIX (IIPEIIaraeMbIX) CUTYalUsIX OOIIeHHs HA MHOCTPaHHOM SI3bIKE, PaBHIBHO
UCIIONB3Ys BepOasbHbIe H HeBEepOaIbHbIE CPEICTBA OOLICHUS;

MOMOIIBIO TIPENOaBaTeNs.

CTyzneHT Cnoco0eH YacTUYHO I0Ka3aTh BIIa/ICHUE:

- HHOCTPaHHBIM SI3BIKOM KaK CTHJIEM JICIIOBOT'O OOLIEHUS;

- TEXHUKOM JIeTIOBOT0 NMUChbMa Ha HHOCTPAHHOM SI3BIKE.

- OCHOBaMH TE€XHUKH II€PEBOAA.

OlieHKa «HEeY0BJIETBOPUTENBHOY BBICTABIISIETCS, €CIIM CTY/IEHT MOKA3bIBAET HEYIOBIETBOPUTEILHBIA YPOBEHL 3HAHUH:

- OCHOBHBIX I'PaMMaTHYCCKUX CTPYKTYp; OOIICYIOTPEOUTEIBHOM, O0IIEKYIETYPHON U MPOPECCUOHATBHOM JICKCHKH; PEUEBhIX
KJTUIIIE, HCOOXOMUMBIX JIJIS OCYIIECTBIICHHS ICIOBON KOMMYHHKAIIUU Ha HHOCTPAHHOM SI3BbIKE;

- 0COOCHHOCTEH CTHJIMCTHKH HAIMCAHUS OPHUIIMATBHBIX U HEO(DUITHATBHBIX MACEM, CTPYKTYPHOM THITOJIOTHH ¥ ITPABHJI
MIOCTPOEHHUS MMCEMEHHOTO PEYEBOI'0 BHICKA3bIBAHUS HA U3Y4a€MOM SI3bIKE

- OCHOBHBIX ITEPEBOMUCCKHUX TpaHCHOpMAIIHii;

- IIpaBWJI PO(ECCHOHATIBHOIO PEUEBOT0 ITHKETA.

CTyeHT 3aTpyJHSETCS WK HE MOXKET MOKa3aTh YMEHHUSI:

- MIOCTPOUTH BHICKA3bIBAHUA B CMOJICIUPOBAHHBIX (TpeIIaracMbIX) CUTYAITHSIX OOIICHHS Ha HHOCTPAHHOM SI3BIKE, IIPABUIILHO
HCIIONB3Ys BepOallbHbIC M HEBepOabHBIC CPEICTBA OOIICHHUS;

- BECTH JICJIOBYIO TICPEIIMCKY C YUETOM COITHOKYIbTYPHBIX OCOOCHHOCTEH C MPEICTABUTEIIAMU APYTUX CTPAH;

BBITIOJTHUTB MTEPEBOJI MPOPECCHOHATBHBIX TEKCTOB ¢ HHOCTPAHHOTO Ha TOCYAapCTBEHHBIN A3bIK M 00PAaTHO C YaCTUYHOM
MIOMOIIBIO NIpenoaBaTes.

CTy/eHT He BiIaJieeT:

- MHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JICJIOBOTO OOIICHUS.

- He BIIaJIeeT TEXHUKOMN JETOBOr0 NMMChMa HA HHOCTPAHHOM SI3BIKE;

- OCHOBaMH TEXHHKH TEPEBOIA.

6. YYHEBHO-METO/MYECKOE U UH®OPMAIIMOHHOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAYJIA)

6.1. Pexomenayemas JiuTeparypa

6.1.1. OcHoBHas JMTEepaTypa

ABTOpBI, COCTaBUTEH 3arnaBue V3natenscTBO, TOJ On. aapec
JI1.1 |Murskuna O.B., AHMIHACKUI A3BIK AJISI IETOBOTO OOIICHHUSI. Kemeposo: http://www.iprbookshop.ru
IHepuna 1.B. OKcnpecc-Kypc: ydeOHoe rocodue asst Kemeposckuit /61258.html
CTYZIEHTOB BceX (hopM 00ydeHust TEXHOJIOT HYECKU
MHCTHTYT IUIIEBOM
MPOMBIIILICHHOCTH,
2014
6.1.2. lono/IHMTeIBbHAS JIUTEPaTYpa
ABTOpBI, COCTABUTENH 3arnaBue V3natenscTBO, TOJ On. aapec
JI2.1 | 3emisroBa MLII. VIHOCTpaHHBIH A3BIK (QHITIHHCKHIT). Tromens: TiomeHckuii | https:/icdlib.nspu.ru/view/
Communicative english: let's read and discuss: rOCY/IapCTBEHHBIH icdlib/7067/read.php
y4eOHO-METOJUUECKOE TI0coOue yHuBepcuter, 2018

6.3.1 IlepeyeHb MPOrpaMMHOro odecmedeHust







6.3.1.1 | Moodle
6.3.1.2 | Kaspersky Endpoint Security ast 6usneca CTAHTAPTHBIN
6.3.1.3 | MS Office
6.3.1.4| MS WINDOWS
6.3.1.5 | SAAunexc.bpayzep
6.3.1.6 | LibreOffice
6.3.1.7| NVDA
6.3.2 IlepeyeHb MHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM
6.3.2.1 | DnexkrponHo-6ubMoTeuHas cucrema IPRbooks
6.3.2.2 | ba3a naHHBIX «DeKTpoHHas OubaroTeka ['opHO-ANITaliCKOr0 roCy1apCTBEHHOI'O YHUBEPCUTETa
6.3.2.3 | MexxBy30BCKasi 3JIEKTpOHHAsi OMbIroTeKa

7. OBPA30OBATEJIbHBIE TEXHOJIOT'MH

porneBasi urpa

METOJI IIPOCKTOB

8. MATEPHUAJIBHO-TEXHUYECKOE OBECHHEYEHHUE JUCHUILINHBI (MOAYJIA)

Homep aynuropun

Hasnauenne

OCHOBHOE OCHAIIIEHHE

214 B1

Kabuner Meroauku npenogaBanus pU3NKy.
VYueOHast ayauTOpus AJIsl TPOBEACHUS
3aHATUH JEKIIMOHHOT O TUIIA, 3aHATUH
CEMHHAPCKOro THUIIA, KypCOBOI'O
MIPOEKTUPOBAHUS (BBITIOIHEHUSI KYPCOBBIX
paboT), TPYNIIOBBIX W MHAWBUAYaIbHBIX
KOHCYJIbTAIMH, TEKYIIEr0o KOHTPOIS U
MIPOMEXXYTOYHON aTTeCTalluu

VYuenndeckas 10CKa, MyJIbTUMEIUATIPOEKTOP, KOMIIBIOTED,
9KpaH, Moca0uHbIe MeCTa 00YJAIOIIHXCS (110 KOTUYECTBY
00yJarommxcs), pabouee MeCTO IperoaaBaTes

206 b1

KabuHer MeTOMUKHU MpenoaaBaHus
MaTeMaTUKHU. Y4eOHas ayTuTOpus s
MIPOBEJICHUS 3aHATUH JIEKIIMOHHOTO TUTIA,
3aHATHIH CEMUHAPCKOTO TUIIA, KypCOBOT'O
MIPOCKTHPOBAHUS (BBIIOJHEHHUSI KYPCOBBIX
paboT), TPYIIOBBIX U HHIUBUAYATBHBIX
KOHCYJIbTAIlUH, TEKYIIIETO KOHTPOJIS U
MIPOMEXYTOUHOHN aTTeCcTaIlu

VYueHuueckast I0Cka, HHTePaKTHUBHAsSI JIOCKa, YKpaH,
HPOEKTOP, KOMITBIOTEP, TOCAT0YHBIC MECTa 00yJAIOIIUXCS
(o konmMuecTBY 00y4aromuxcs), pabouee MecTo
HpEnoaBaTeNs

211 B1

KomrbrotepHsiii kinace. YueOHast ayquTOpust
JUTSL IPOBE/ICHUS 3aHSTHI JIEKIIOHHOTO
TUIIA, 3aHATHIA CEMUHAPCKOTO THUIIA,
KYpPCOBOI'O IIPOEKTUPOBAHUS (BBITOIHEHHS
KYPCOBBIX pa0OT), TPYIIOBBIX U
WHIMBHIYaJIbHBIX KOHCYJIBTAlUH, TEKYILETO
KOHTPOJISL U IPOMEKYTOYHOH aTTECTaIUH.
[Tomemenue 11t caMOCTOSITENEHON paboThI

Pabouee mecto npenonasatens. Ilocagounsie Mecta
oOyuvaromumxcst (1o KOJIMYECTBY 00YUYarOIIUXCs),
KOMIIBIOTEPHI ¢ T0cTynoM k MHTepHeT

201 B1

Kabuner Meroauku npernogaBaHus
nHpopmaTuky. YueOHast ayaAuTOpus st
MIPOBEACHUS 3aHATHH JIEKIIMOHHOT'O THIIA,
3aHATUI CEMHUHAPCKOI0 THUIIA, KypCOBOTO
MIPOEKTUPOBAHUS (BBITIOHEHUSI KYPCOBBIX
paboT), TPYNIIOBBIX W MHAWBUAYAIbHBIX
KOHCYJIbTAIMH, TEKYIIEr0o KOHTPOIS U
MIPOMEXXYTOYHOU aTTecTanuu. [lomemienue
JUTSI CAMOCTOSITENbHON paboThI

MapxkepHast yueHH4YecKas 10CKa, SKpaH,
MyJIbTUMEMANpPoeKTop. Pabouee MecTo npenonaBartes.
[Mocamounsie MecTa o0y4aromumxcs (1o KOIHIECTBY
00ydJaromumxcs), KOMIbIOTEPHI ¢ TOCTYIIOM K VHTepHeT

209 b1

KomrbrotepHsiii kinace. YueOHast ayquTOpUst
JUTSL IPOBE/ICHUS 3aHSTHI JIEKIIHOHHOTO
TUIIA, 3aHATHA CEMUHAPCKOTO THUIIA,
KYpPCOBOI'O IIPOEKTUPOBAHUS (BBITOIHEHHS
KYPCOBBIX pa0OT), IPYIIOBBIX U
WHIVBHYaJIbHBIX KOHCYJIBTAlUH, TEKYILETO
KOHTPOJISI U IPOMEXYTOYHON aTTeCTallluu.
[Tomemenue 11t caMOCTOSITENBEHON paboThI

Pabouee mecto npenonasaters. Ilocagounsie Mecta
o0yuvaromuxcs (1o KoJIM4YecTBy o0ydaromuxcs). MapkepHas
ydeHndIecKas J0CKa, SKpaH, MyJIbTUMEIUATIPOCSKTOD,
KOMIIBIOTEPHI ¢ 1ocTynoM B MHTEpHET







9. METOAWYECKHUE YKA3AHUS 1151 OBYUYAIOIIMXCSI IO OCBOEHUIO IUCLUILINHBI (MOAYJIST)

CamocrosrenbHas paboTa CTyIEHTOB IPEANONAraeT CleyIOIUe BUIBL:

- IOATOTOBKA K NPAaKTUYECKUM 3aHITUIM;

- YTEHUE U NEPEBOJ TEKCTOB;

- COCTaBJIEHHE II0CCApHsl 10 TEME;

- BBIIIOJIHEHUE ITUCbMEHHBIX U YCTHBIX 3aJJaHUM (JIEKCUKO-TpaMMaTHYECKUX YIPa)KHEHUH, HAallMCAHUE JENIOBbIX IMCEM Ha
HMHOCTPAaHHOM SI3BIKE U JIp.;

- BBIIIOJIHEHUE KOHTPOJIbHBIX Pa0OT (TECTOB);

- OATOTOBKA K 3a4€TY U 3K3aMEHY.

Kpome Toro, camocrosTenbHas paboTa CTyAeHTa 110 U3y4EHUIO AUCLUIIMHBI OXBAThIBAET: 3ay4MBaHHUE CIIOB MHOCTPAHHOTO SI3bIKa,
rpaMMaTHYECKUX MPaBUJI, YTEHUE TEKCTOB Ha HHOCTPAHHOM SI3BIKE BCIYX B COOTBETCTBHU C IIPaBUJIAMU YTEHMUS, TOHUMAHUE
TEKCTOB, IIOCTPOEHHE BOIIPOCOB U OTBETOB K TEKCTaM; MIEPEBOJ] HA PYCCKUIL A3bIK (YCTHBII U MHMCbMEHHBII).

MCTO)II/I‘{ecKI/Ie YKa3aHusl 110 BBITIOJIHCHHUIO CaMOCTOSITeILHON pa6OTI)I
MCTO)II/I‘{@CKI/IG YKa3aHus K BBIIIOJTHCHHIO JICKCHUKO-TPaAaMMAaTUYCCKUX pra)I(HCHI/Iﬁ

Ipu pabote ¢ NeKCUKO-rpaMMaTHYECKUM MaTepHaIoM HEOOXOIUMO CTPEMUTHCS HE TOJBKO K Y3HABaHHUIO CJIOBA WU
rpaMMaTH4eCKOro 000poTa, HO M K IOHUMAHMIO LIEIH €r0 YNOTPEOJEHUsT B JaHHOM KOHTEKCTE.

W3zyqaemblii MaTepuan TpeOyeT PakTHYECKOro MPUMEHEHHs, IPEXKIE BCETO B BUE JIEKCUKO-TPAMMATHUECKUX YIPasKHEHUIH,
KOTOPBIE CJIENYET BBINOIHATH TONBKO [OCIIE TIIATEIbHON IPOpabOTKU Bcero MaTepuaia. V3ydeHue rpaMMaTHKU HENb3s Ha4aTh «C
cepeuHbl». Kaskaplil HOBbIH pasnen 6a3upyercst Ha U3y4eHHOM npeskae Matepuane. OJTHaKo u3ydeHHe TOJIbKO I'PaMMaTUKK 0e3
IIPAaBUJIBHOTO NIPOM3HOLICHUS U 3HAHUS JIEKCUKU OCTACTCs «BELIbIO B ceOe». JIMIIb KOMIJIEKCHBII OIXO0A U ITOCTENICHHBII ITepexo],
OT NIPOCTOTO K CIIOKHOMY MOXET aTh TPeOYEeMblii pe3ybTar.

Ipu BBINOIHEHUN YIPa)KHEHUI CHayala ClIeAyeT 03HAKOMUTBCS C IPAMMAaTHYECKUMHU KOMMEHTapUSIMH, IPOCMOTPETh 3aIIMCH,
c/leNlaHHbIe Ha 3aHATHU. [Ipy NOATrOTOBKE K KOHTPOJIBHBIM paboTaM TpeOyeTcs Takke IPOCMOTPETh BECh JIEKCUKO-TPaMMaTHYECKUH
MaTepual, B TOM YUCIIe JOMAIIHUE TMCbMEHHbIE YIPa)KHEHUSL.

CTyaeHTaM peKOMEHIyeTCsl UCIIONb30BaTh 00y4arolie KOMIBIOTEPHbIE IPOrpaMMbl, KOTOPBIE Jal0T BO3MOXKHOCTb HE TOJIBKO
HPOCIYLIATh NPaBIIEHOE (pOoHETHYECKOE OOPMIICHHE Pedy, HO ¥ BBIPAOOTATh HABBIKU UCIIOIB30BAHHS MIPABHIIBHBIX JICKCHKO-
rpaMMaTHYECKUX CTPYKTYP IPH IOMOIIHN YIPaKHEHUH.

Ipu n3ydeHun onpenenéHHbIX JEKCUUECKUX U IPaMMAaTUIECKUX SIBJIEHUH HEMELKOTro s3bIKa PEKOMEHAYETCsl UCII0Ib30BaTh CXEMBI,
TabIMIBI U3 CIIPABOYHHUKOB 10 IPaMMAaTHKE, TIATEILHO FOTOBUTH UX UL 0OecrieueHHs IPO4YHOro ycBoeHus. IIpu noctpoennu
HEMELIKOI' 0 PEUIOKEHNUS CIEAYeT pacrosaraTh cI0Ba B CTPOro ONpeaeaEHHOM MOPsIIKE, YUUThIBAsI, YTO MOPSIIOK CIOB B
[IOBECTBOBATEIBHOM, BOIIPOCUTEIBHOM M OTPULIATEILHOM MPEUIOKEHUAX OTIMYAETCS OT IOPSAAKA CJIOB B PYCCKOM MPEUIOKEHHU.

MeTtoauueckue PEKOMEHAAUH 10 IMTOATOTOBKE pOHeBOﬁ HI'PBI

B cTpykType poneBoii Urpbl Kak Mpolecca BbIACISIIOTCS CISAYIOIINE COCTABIISIONINE:

* TEeMa,

* pOJIH, B3AThIC Ha CE0s UTPAIOIINMU;

* UTPOBBIE JICUCTBUSI KaK CPEJCTBA PEATTM3ALIUU STHX POJICH;

* UTPOBOE YNOTpeOJIeHNE TIPEIMETOB, T. €. 3AMEIICHNE PEAIbHBIX BEIICH UIPOBBIMH, YCIOBHBIMU;

* peaibHbIE OTHOILICHUS MEXAY UTPAIOIINMHU;

* cloxer (cozepxaHue) — 00JacTh ACHCTBUTENBHOCTH, YCJIOBHO BOCIIPOU3BOIMMAs B UTPE.

B nipouiecce poneBoii urpsl 0TpadaThIBAIOTCS U YCBaUBAIOTCS:

1) aTHYecKre HOPMBI U ITPAaBUJIA TTOBEICHUS U OINPE/ICIIEHHbIE COLIMAJIbHBIC POJIM B TOM HJIM HHOM 3THOKYJIBTYPHOM COOOIIECTBE;
2) 0cOOEHHOCTH, XapaKTepPHbIE YEPThl, BOSMOXXHOCTH TEX MJIM MHBIX COLMAJIBHBIX TPYIII WM ONPEACICHHBIX KOJUIEKTUBOB —
aHaJIOrOB NPEATIPUATHH, QUPM, T.€. PA3JIMUHBIC TUITBI SKOHOMHUYECKUX U COILMATIbHBIX HHCTUTYTOB, YTO BIIOCIIEICTBUN MOXKET OBbITh
MEPEHECEHO B COLMAJILHYIO MPAKTUKY;

3) yMeHHsI COBMECTHOW KOJUIEKTUBHOM JICATEIILHOCTH;

4) KynbTYpHBIC TPAAUIIH U HOPMBI.

PoneBbie Urphl, TEMa U CIO)KET KOTOPBIX OCHOBAH Ha COJIEPKaHUU TEKCTOB, WIUTFOCTPUPYIOT ITOBEICHUE B CUTYallUH MEXKKYJIBTYPHOTO
o0rieHusl.

B kayecTBe npreMoB, XapaKTEPHBIX JUIsl METO/Ia POJIEBOW UTPbHI BHICTYIAIOT CIIEAYIOIINE:

- IPUEM BOCCO3/]aHUSI KOMMYHHUKAaTHBHOTO KOHTEKCTa, KOMMYHUKAaTHBHOW CUTYaIUH;

- IPUEM BUPTYaJIbHON 3KCKYPCHH, KOTOPBI MOXXHO OPraHU30BaTh KaK C IIOMOILBIO TEXHUYECKUX CPEJICTB, TAK U C UCIIOJIb30BaHUEM
peanbHbIX (POTOMATEPHAIIOB B y4eOHON ayIUTOPHH,

- IpUEM JIpaMaTH3alli1, HalPaBJICHHBIA Ha CO3JJaHNE YCIIOBUM, MPUOIMKEHHBIX K YCJIOBUSM PEAIbHOTO OOIICHUS, CBA3aHHbBIH C
CO3JITaHHEM CUTYalluH OOIICHUS, OTIPE/ICIIEHEM 1IeIH, PacIipe/eIeHHEM POJIeii;

- pueM pedIeKCUBHON UICHTU(UKAIMH, IPEANOTAraONINIA HACHTUPHUKAIIIO ¢ 00HEKTOM OOIICHHS 1 TOBECTBOBAHHE OT HMEHHU
3TOro 0OBEKTA.

MeTroauueckue PEKOMEHAAHNH T10 CO3JaHHIO IIPOCKTA

OCHOBHEBIC Tp€6OBaHI/I${ K UCITOJIb30BAHUIO ITPOCKTOB!
- HaJM4YMEe 3HAYMMOU B HCCIICAO0BATCIIbCKOM, TBOPYCCKOM IIIAHE l'[pO6J'IeMI)I/ 3aJa4H, Tpe6y}0mel71 HUHTCIPUPOBAHHOI'O 3HAHUS,







HCCIIEIOBATENBCKOTO TIOMCKA ISl €€ PeLICHHS;
- MpaKTHYECKasl, TEOPETUUESCKask 3HAYMMOCTD TPEIIONIAracMbIX PE3yJIbTATOB.

- caMOCTOsTENbHAsI (MHANBHUyaTbHasl, TAPHAS, TPYIIOBAsi) AEITEIbHOCTD Ha 3aHITUH WK BO BHCYPOUYHOE BpEMS,

- CTPYKTYPUPOBAHHUE COJCPIKATEIBHOMN YaCTH NPOCKTA (C yKa3aHHEM IT03TAIHBIX PE3YJIBTATOB U PACIIPENICICHHEM POJIeii).

DTarbl IPOSKTUPOBAHUS

IlepBblit 3TaN — MOATOTOBUTENBHBIH. [IpeanokeHrne TeMbl HCcaenoBaHus. BIOOp TeMBbI MPOSKTHON pabOThI OUCHb BaXKEH, 3a4aCTYIO
HMMEHHO TeMa TPOEKTa, B KOHEYHOM CYETE, MOXKET ONPEICITUTh YCIEIIHOCTh U PE3YAbTaTUBHOCTD MPOSKTHOM paboThI B 1ieiioM. Ha
HAYaJILHOM 3Tare O4eHb BAKHO HE TOJIBKO c(HhOPMYIHPOBATh TEMY M KOHEUHYIO LIENIb MPOCSKTa, HO H:

-pa3yMHO OIPEACIUTh BPEMEHHbBIC PAMKH;

-MPOIyMaTh KaKhe MaTePHANbl U ICTOYHUKU MOYKHO HCITOIb30BATh;

-BBIOPATh ONTUMAIbHYIO ()OPMY TPE3CHTALIUH PE3YIbTATOB;

-COCTaBUTh U OOCYINUTh IPUMEPHBII MTaH pabOTHI.

Bropoit atam — oprann3sanust padotsl. CornacoBanue oduiei TuHUN pa3paboTku npoekta. @opmuposanue rpymi. CocTaBieHne
nopoOHoro miaHa padotel Hax npoektoM. OOCykIeHHe TyTel coopa HHOPMAIMK U OCYILECTBICHHE TIOMCKOBOI paboThL
OO0cyxaeHre IEPBBIX Pe3yIbTaTOB B Tpymie. CaMblid TPYIOSMKHIA U MPOIOIKUTEIBHBIN 10 BPEMEHH 3TaIl paboThI- 3TO cOOp
nH(OpMAITK — 0OpAICHHIE K Y)KE UMEIOLIUMCS 3HAHUAM, paboTa ¢ pa3IuYHbIMI HCTOYHHUKAMH HH(OPMAITHH, TOUCK HOBBIX 3HAHHH,
(opMupoBaHHue COOCTBEHHOI0 MHEHHUS U B3IJIsI1a HA MPEAMET HCCIICTIOBAHMS.

Tperuii atan — 3aBepiaronuii ( 3tan npezeHranun). [Ipomexyrounsiit KoHTponb. O0cykaeHue criocoda 0hOpMIICHHS TPOEKTA.
JlokyMeHTHpOoBaHKe MpoekTa. [Ipe3eHTanus pe3yabTaToB npoekta. [TofBeieHre HTOroB MpoeKTa. BrICTaBIeHHE OI[CHOK

MertoanvecKue yka3aHus K HAIMCAHUIO IIOBOTO MUChMa
Business Letter

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

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

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

Business Letter Writing

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

MCTO)II/I‘{ecKI/Ie YKa3aHus K YTCHUIO U IIEPEBOAY TEKCTOB HpO(l)eCCHOHaHBHOﬁ HampaBJICHHOCTU

Texctbl npodeccroHaNbHONH HANPaBICHHOCTH HAa MHOCTPAHHOM SI3bIKE MOMHMO CBOEH OCHOBHOW 3a1ayd — WH(POPMATUBHOCTH
— TOMOTAIOT MOMOJIHUTh OOLIUI M TEeMAaTUYECKUH CIIOBApHBIM 3amac, TPEHUPYIOT B MPOM3HOLIEHUHA HEMEIKHX CJIOB U
BBIP@KCHUH, 3aKPEIUIAIOT MpaBWjia I'PAMMATHKH, CIIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOH pey.

[IpenrexcroBelii 3Tar:

- TPOYTUTE 3aroJIOBOK M CKaXXHTE, O 4eM (0 KOM) OYyZeT HITH peub B TEKCTE;

- O3HAaKOMBTECh C HOBBIMH CIIOBAMH H CIIOBOCOYETAaHHMSMHU (€CIIM TAKOBBIE JaHbl K TEKCTY C IIEPEBOIOM);

- TpOYMTANTE W BBINUIINATE CIOBa, 0003HAYAIOUIME. .. (JACTCS PYCCKHI YKBUBAJICHT);

- BbIOEpUTE M3 TEKCTa CJIOBA, OTHOCSIIUECS K M3y4aeMOH TeMeE;

- HalauTe B TEKCTE HE3HAKOMBIE CIIOBA.

TekcToBBIM 3Tall:

- IPOUYTHUTE TEKCT;

- BBIJICNIUTE CJI0Ba (CIOBOCOYETAHUS WIIM MPEIUIOKEHUS), KOTOPbIE HECYT BaXKHYIO (KIFOYEBYIO HH()OPMAIIHIO);

- BBINUIIMTE WK IOJYEPKHUTE OCHOBHBIE MMEHA (TEPMHUHBI, ONpe/IeeH s, 0003HAYCHUS);

- copMynupyiTe KIIOYEBYI0 MBICIb KaxJao0ro ab3ana;

- OTMETbTE CJIOBO (CIIOBOCOYETAHHWE), KOTOPOE JIy4Ille BCEro MepelaeT COJAEepKaHHWE TEeKCTa (YaCTH TEKCTa).
[locnerexcToBbIN 3Tam:







- 03arjaBbTe TEKCT;
- TPOYTHUTE BCIYX IMPENJIOKEHUs, KOTOPHIC MOSCHIIOT HA3BaHHE TEKCTA;

- HalauTe B TEKCTE IPEUIOKEHHS ISl OMMCAHMUS ...

- moaTBepauTe (OMPOBEPTrHUTE) CIIOBAMH M3 TEKCTA CICAYIOILYIO MBICIb ...

- OTBETHTE Ha BOIPOC;

- COCTaBbTE IIJIaH TEKCTA;

- BBINUILNTE KIIOYEBBIE CIIOBa, HEOOXOAMMBIE JUIs MTepecKa3a TeKCTa;

- TEePECKaKUTE TEKCT, OMHUPAsCh HA IJIaH;

- TIEPECKaXUTe TEKCT, ONMUPAsCh HA KIFOYEBbIC CIIOBA.

[Ipu monroroBke pedepUpOBaHUUS TEKCTA PEKOMEHAYETCS BOCIOIb30BATHCS CICAYIOMICH NaMITKOM:

1. Tlocne mpouTeHus Tekcra pas3beiiTe ero Ha CMBICIOBBIE YaCTH.

2. B KaxJ0il yacty HalguTe MpeuIoKeHHe (MX MOXET ObITh HECKOJbKO), B KOTOPOM 3aKJIFOU€H OCHOBHOW CMBICI 3TOW YaCTH
TEKCTa. BRINMUIINTE 3TH NPEATIOKEHNUS.

3. TlomyepkHHUTE B 3THUX MPEAJIOKCHHUSAX KIFOUYEBBIC CIIOBA.

4. CocraBbTe IIaH NepecKasa.

5. Omnupasce Ha IIaH, NEPECKAKUTE TEKCT,

6. Onupasch Ha KIHOYEBBIE CJIOBA, PACCKAYKUTE TEKCT.

MeTtoauueckue YKa3zaHus 110 pa60Te CO CJIOBapeEM

DOpMBI CaMOCTOSITEIIBHOM PAOOTHI CO CIIOBAPEM:

- TIONCK 33/IaHHBIX CIIOB B CIIOBApE;

- onpezeneHue GopM eAMHCTBEHHOTO U MHOXKECTBEHHOTO YHCIIA CYIIECTBUTEIbHBIX;
- BBIOOp HY)KHBIX 3HAYCHHH MHOTO3HAYHBIX CJIOB;

- IOMCK HY>KHOT'O 3HAYEHHSI CJIOB M3 YKCIIa TPaMMAaTHISCKIX OMOHHUMOB,

- MOMCK 3HAYCHUSI [J1arojia Mo OJHOM U3 TIArobHbIX HOpM.

1. Ilpu noucke cioBa B clI0Bape HEOOXOAUMO CIEAUTH 32 TOUHBIM COBIAJICHUEM IpaduuecKkoro opopmiieHNus: HICKOMOTo U
HalJEHHOTr o CJI0Ba, B IPOTUBHOM Ciydae IepeBos OyaeT HepaBUIbHbIM.

2. MHorue ci10Ba SBJISIOTCS MHOIO3HaYHBIMY, T.€. UMEIOT HECKOJIBKO 3HAUCHUM, 103TOMY NIPU IIOMCKE 3HaUEHUsI CIIOBA B CJIOBApe
HEOOXOMMO YHUTATh BCIO CIOBapHYIO CTaThIO M BBIOUPATH IS IEPEBOJIA TO 3HAYEHHE, KOTOPOE IOAXOIUT B KOHTEKCT MPEII0KECHUS
(Texcra).

3. IIpu noucke B cioBape 3Ha4EHMS CJI0BA B PAJE CIy4acB CleAyeT IPUHUMATh BO BHUMAaHUE IPAMMAaTHUECKYIO0 (DYHKIMIO CIIOBA B
IIPEUIOXKEHUH, TaK KaK HEKOTOPBIE CJIOBA BBIIOIHAIOT Pa3jIMuHble IpaMMaTHUeCKue QYHKIMU U B 3aBUCUMOCTH OT 3TOr0
HepEBOAATCS M0-Pa3HOMY.

4. Ilpu noucke 3HaYeHU I71aroijia B CJIOBape CIEAYeT UMETh B BUJY, UTO IJIaroiibl yKa3aHbl B CIOBape B HEONpPEEIEHHOH dhopme
(Infinitiv - schlafen, aufimachen)s To Bpems kak B IpeaIoKeHUHN (TEKCTE) OHM (QYHKIIMOHUPYIOT B PAa3HBIX BPEMEHAX, B Pa3HBIX
rpaMMaTHYECKUX KOHCTPYKIMAX. IIoMcK rinarona 3aBUCHUT OT €0 IPHHAAIEKHOCTH K KJIAcCy NPaBHIbHBIX WK HENIPABUIBHBIX
TJIaroJoB.

MCTO)II/I‘{GCKI/IG PCKOMEHAAUH 10 MTOATOTOBKE K 9K3aMEHY

B nepuoj moaroToBky K 3K3aMeHy CTYJCHThI BHOBb 00palaroTcs K MpoiieHHOMY ydyeOHoMy MaTepuaiy. [Ipy 3ToM OHU HE TOJIBKO
CKPEIUISIOT NIOTYYEHHbIE 3HAHUS, HO U MOJIy4atoT HOBbIE. [10AroToBKa cTy/IeHTa K 9K3aMeHY BKIIIOYAeT B ce0sl TPH dTamna:
-ayJUTOpHAs U BHEAYIAUTOPHAs CAMOCTOSITENbHAs paboTa B TEUEHHUE CEMECTPA;

-HENOCPE/ICTBEHHAs MTOJrOTOBKA B JIHH, PE/ILISCTBYIOIIUE YK3aMEHY 10 TeMaM Kypca;

-IOJITOTOBKA K OTBETY Ha BOIPOCHI, COJIepKaIluecs B Ouerax.

Jlurepatypa Ass OATOTOBKY K 9K3aMEHY PEKOMEHAYETCs IIpernoaBaTesieM 1100 yKa3aHa B y4eOHO-METOANYECKOM KOMIUIEKCE.

B xoze noArotoBkM K sK3aMeHy CTyJeHTaM HeoOX0auMOo o0paiiaTh BHUMaHKE HE TOJBKO Ha YPOBEHb 3aIIOMHHAHUS, HO U HA CTEIICHb
MTOHUMAaHUSI U3JIaraeMbIX MPoOIIeM.

DK3aMeH NMPOBOJIUTCA 110 OMiIeTaM, OXBAThIBAIOIIMM BECh NIPOHACHHBINA MaTepuall. [1o OKOHYaHUH OTBETa 3K3aMEHATOpP MOXKET
3a/1aTh CTY/ICHTY JIOMOJIHUTEIIbHBIE U YTOUHSAIOLIME BONPOChl. Ha MoAroToBKyY K OTBETY 110 Borpocam OuiieTa cTyaeHTy aaercs 30
MUHYT C MOMEHTA TIOJIy4YEHHSI UM.




