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1. HEJIA U 3AJAYY OCBOEHUSA JUCIUITJINHBI

1.1 | <i>Llemn:</i> GpopMupoOBaHNE HHOAZBITHON KOMMYHUKAaTHBHOM KOMIICTEHIINH IS PEIICHNS] KOMMYHUKATHBHBIX 337124 B
ctepe 1e10BOrO OOIICHUS

1.2 | <i>3agaumn:</i> - COBEPIICHCTBOBAHUE TPAMMATHUYECKIX M JCKCHYECKINX HABBIKOB JJISI KOMMYHHUKAIINA Ha
MHOCTPAHHOM SI3bIKE U pabOThI C MHOS3BIYHBIMHU TEKCTAMH B MpoIiecce Mpo(hecCHOHaNbHON NesITeNbHOCTH;
- (dopMHUpOBaHHE YMEHUIT YTEHUSI TEKCTOB IO CIEUAIBHOCTH 0€3 CIIOBAPSI U CO CIIOBAPEM;

- (hopMHUpOBaHHE KOMMYHHUKATHBHBIX YMEHUH YCTHOTO MOHOJOTHYECKOTO

U JUAJIOTHYCCKOT'O BBICKA3bIBAHUS B npouecce JCJIIOBOIO O6IJ.ICHI/I$[ Ha I/IHOCTpaHHOM SA3BIKC,

- (hopMHupOBaHKE HABBIKOB MUChMA, HCOOXOIUMBIX JJIsl BEICHHS JICIOBOI MEPEITUCKH.

2. MECTO JUCIIUIIMHBI B CTPYKTYPE OOII

Hukn (pazpen) OOIT: b1.0

2.1 | TpeGoBaHusl K NpeIBAPUTEIbHOI MOATOTOBKE 00Y4aIOLIerocs:

2.1.1 | MUHoCTpaHHBbI# A3bIK

2.2 | [ucuUMIUIMHBI ¥ IPAKTUKH, 1JI51 KOTOPbIX OCBOEHHE JaHHOI JMCHUILIHHBI (MO1YJIs1) HEOOX0AUMO KAK
npeauecTByIoLiee:

2.2.1 | Cnenxypc Ha ”HOCTPAHHOM SI3BIKE

222

2.2.3 [ [ToaroToBka K MpoLEAype 3aIUThI ¥ 3aIIUTa BHITYCKHON KBaIH()UKAIIMOHHOMN PaboThI

3. KOMIETEHLMY OBYYAIOLIETOCSI, ®OPMHUPYEMBIE B PE3YJILTATE OCBOEHUSI JUCIHUATLIAHBI
(MOJLYJIST)

YK-4: Cioco0eH ocyLecTB/IATD JeJ10BYI0 KOMMYHHKALMIO B YCTHOH M NHCbMEHHOM (pOpMaxX HA roCy1apCTBEHHOM SI3bIKe
Poccuiickoii @enepannu 1 HHOCTPAHHOM(bBIX) A3bIKE(aX)

HNJ-1.YK-4: Baaneer cucTeMoii HOPM PyCCKOI0 JIMTEPATYPHOIO A3bIKA IIPH €r0 MCI0JIbL30BAHUM B KayecTBe
rocy1apcTBeHHOro Aa3bika Poccuiickoii ®@egepanuu 1 HOpMaMM MHOCTPAHHOIO(bIX) A3bIKA(0B), MCIOJIL3YyeT Pa3Iu4HbIe
(opmbI, BUIBI YCTHOH M MHCbMEHHONH KOMMYHHMKAIIUH.

- 3HaeT OCHOBHBIE TPAMMaTHYECKHE CTPYKTYPHI; 00IIEYyTOTPEOUTENbHYIO, OOIIEKYIBTYPHYIO U MPO()ECCHOHATBHYIO JIEKCHKY;
pedeBble KIUIe, He0OX0JUMbIE AT OCYLIECTBICHUS AEI0BONH KOMMYHHUKAIIMN HAa HHOCTPAHHOM SI3BIKE

- yMeeT IMOCTPONUTh BBICKA3BIBAHUS B CMOJEIMPOBAHHBIX (IPETaraeMbIX) CUTyallusIX OOUICHUS Ha HHOCTPAHHOM SI3BIKE,
HpPaBUIBHO HCHONB3ys BepOadbHBIE U HEBepOaNbHBIC CPEACTBA OOIICHUSL

- BJIaJICET HHOCTPAHHBIM SI3bIKOM KaK CTHJICM JICJIOBOTO OOLIEHHs

NO-2.YK-4: HUcnoab3yeT si3bIKOBBIE CPeICTBA A5 JOCTHKeHMsI NPOo¢ecCHOHATBHBIX LieJiell Ha pycCKOM M HHOCTPAHHOM
(bIX) s13bIKe(aX) B pAMKAX MEKJINYHOCTHOTO H MEKKYJIbTYPHOTO O0IIIEHH.

-3HaeT 0COOCHHOCTH CTUJIMCTUKYU HAMKUCAHUS O(QUIIHATIBHBIX U HEO(UINAIBHBIX HCEM; YMEET BECTH AEJIO0BYIO IEPEMUCKY C
Y4ETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C NPEACTaBUTEIAMH APYIUX CTPaH; BIaJeeT TEXHUKON JIEJIOBOTO IMChbMa Ha
MHOCTPAaHHOM SI3BIKE.

4. CTPYKTYPA U COAEPKAHUE TUCHUITJIMHbBI (MOAYJISA)

Kon HaumenoBanue pasnesio u TeM /Buj | Cemecrp / | Hacos | Komneren- | Jlureparypa | Uure | Ilpumeuanue
3aHATHS 3aHATHSI/ Kypce uu PaKT.

Pasgen 1. 1 mogynb

1.1 Careers. Reading. Words that go with the 6 6 na-1.vyK-4 J1.1J12.1 0 TECT, IEPEBO],
topic. Skills work. /J1a6/ Na-2.YK-4 TeKcTa

1.2 Careers.Reading. Words that go with the 6 12 HNa-1.YK-4 JI1.1J12.1 0
topic. Skills work. /Cp/ Na-2.YK-4

1.3 Discuss ideas.Reading. Words that go 6 6 HNa-1.YK-4 JI1.1J12.1 0 poneBas urpa
with the topic. Skills work. /JIa6/ Na-2.YK-4

1.4 Discuss ideas.Reading. Words that go 6 21 NAa-1.YK-4 JI1.1J12.1 0
with the topic. Skills work. /Cp/ Na-2.YK-4

1.5 Marketing.Reading. Words that go with 6 6 na-1.yK-4 J1.1J12.1 0 TecT,
the topic. Skills work. /J1a6/ Na-2.YK-4 MTUChbMEHHAsI




1.6 Marketing.Reading. Words that go with 6 15 na-1.vyK-4 J1.1J12.1 0
the topic. Skills work. /Cp/ WNa-2.YK-4
Pasnen 2. 2 moaynb
2.1 Planning.Reading. Words that go with the 6 6 HUa-1.YK-4 JI1.1J12.1 0 poJeBas urpa
topic. Skills work. /J1a6/ Na-2.YK-4
2.2 Planning.Reading. Words that go with the 6 8 na-1.vyK-4 J1.1J12.1 0
topic. Skills work. /Cp/ Na-2.YK-4
2.3 Managing people.Reading. Words that go 6 6 Na-1.YK-4 JI1.1J12.1 0 TecT,
with the topic. Skills work. /J1a6/ Na-2.YK-4 MUChbMEHHAas
2.4 Managing people.Reading. Words that go 6 8 Na-1.YK-4 JI1.1J12.1 0
with the topic. Skills work. /Cp/ Na-2.YK-4
2.5 New business.Reading. Words that go 6 6 Na-1.YK-4 JI1.1J12.1 0 TEKCTHI JIJIs
with the topic. Skills work. /JIa6/ Na-2.YK-4 nepeBoja, TecT
2.6 New business.Reading. Words that go 6 8 ua-1.yK-4 J1.1J12.1 0
with the topic. Skills work. /Cp/ Na-2.YK-4
Pasnen 3. MNpomexyTouHasa
aTTecTaums (aK3ameH)
3.1 ITonroToBka Kk 3k3aMeHy /IK3aMeH/ 6 34,75 | UJ-1.YK-4 JI1.1J12.1 0
nJ-2.VK-4
32 Kontpons CP /KCPATT/ 6 0,25 | UA-1.YK-4 JI1.1J12.1 0
na-2.yK-4
3.3 KonrakTHas pabota /KoHcOK/ 6 | ua-1.yK-4 J1.1J12.1 0
na-2.yK-4

5. ®OHJI OHEHOYHbBIX CPEACTB

5.1. [TosicHuTEILHASA 3aIIHCKA

1. Haznauenne oHIa O1eHOUHBIX cpeacTB. OIEHOYHBIE CPECTBA IPEAHA3HAYCHBI ATl KOHTPOJIS U OIIEHKH 00pa30BaTeIbHBIX
JIOCTH>KEHUH 00yJaroLINXCsl, OCBOMBIIHMX MPOrpaMMy ydeOHOW AUCIUIIINHBI «J]eT0BON HHOCTPaHHBIN S3BIKY.

2. ®oHA OLIEHOYHBIX CPEJICTB BKJIIOYAET KOHTPOJIBHBIE MaTEPHAIbI IS TPOBEICHHUS TEKYIIETO KOHTPOIA B (JOpME TECTOBBIX
3aJaHUH, POIEBOI UIPHI, MICEMA, TEKCTOB [UIS YTCHUS U IIEPEeBOAA M MPOMEKYTOUHOH aTTeCTAINH B (DOPME BOIIPOCOB M 3aaHUK K

OK3aMCHY M 3a4€TYy.

5.2. OueHo4YHbIE CPEICTBA IS TEKYIIEro KOHTPOJIS

BXOAHOUM KOHTPOJIb (mpumepHbIe 3a1aHus)

l. 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,

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 are you from? B Japan.

the receipt




a) What b) Where ¢) Who

3. Ricardo drive to work?

a) Is b) Do c) Does

4. Oscar from home.

a) sometime work

b) works sometimes

c) sometimes works

5. Mr Albert to meetings.

a) doesn’t go b) not go ¢) isn’t go

6 This office building a meeting room.

a) not have D) doesn’t have c) 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. I

%) (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.

c) 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.

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

Kputepuu ouenku:

Crynent BeimonHun 84-100% 3amganuit «OTJIHMYHO», MOBBIILIEHHBIH YPOBEHb
Crynent Boinoauin84-100% 3ananuit «XOPpOII0», TOPOrOBBIH YPOBEHD

Crynent BeinonHunS0-65% 3ananuit «YIOBIETBOPUTEIILHO», IIOPOTOBLII YPOBEHb
Crynent BeinonHua MeHee 50% 3amaHuil  «HEYHOBIETBOPUTEIBHO», YPOBEHb HE C(HOPMUPOBAH
TEKYIUMA KOHTPOJIb (ITIPUMEPHBIE 3A JAHIS)

CEMECTP 5

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.




11 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 ) out to restaurants.

7. I usually go on g) from home once a month.

8. Piet often works flexible h) football on Sunday.

I Choose the best words to complete the sentences.

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

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

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

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

6 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).

v 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) I'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.

i) I'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 havea ¢) 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.
CEMECTP 6

L 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)
taxi to my hotel. After I (7)
at the hotel, I usually go for a walk. After a long flight, I need the exercise!

my luggage because I carry it on the plane with me. I usually (6)

Choose the best word to complete the sentences.

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

(Cabbage / Salmon) is a type of vegetable.

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

1. 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 proj
then (5)(discuss) them. The quality of the training (6) (be) always very high and every course (7) (give) us a lot
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.

Kpurepuu oneHku Teca:

Crynenr Boinonnui 84-100% 3ananuit «OTJINYHOY, MOBBIIIEHHBIH YPOBEHb

Crynent Boinonnun84-100% 3ananuit «XOpOUIOY, IOPOTOBLII YPOBEHb

Crynent BeinonHunS50-65% 3anaxuit «YILOBJIETBOPUTEIILHO», IIOPOTOBLIl YPOBEHb

CryneHt BeIIONHUI MeHee 50% 3amaHuil  «HEYIOBJICTBOPUTEIBHO», YPOBEHb HE C(HOPMUPOBAH
Onenounoe cpeactso «POJIEBAS UTPA»

1. Tema (mpobnema) ,,Why are staff unhappy”

Konnernmus urpst: 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.

Pomm: a) an interviewer (Human Resources); 6) staff members (a receptionist, a website developer, a writer and, a graphic designer).
OsxuaeMblit pe3ynbTaT — MHCIIEHUPOBKa Oeceabl  OpraHU30BaHa " npeJicTaBIeHa B
COOTBETCTBHH C CUTyallei OOICHHS.

2. Tema (mpobnema) «Dealing with problems»

Konnenuus urpel: 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; 0) an office worker. Oxugaemplii pe3ynbpraTr — WHCIICHUPOBKA Oecebl
OpraHu30BaHa u npecTaBieHa B COOTBETCTBHH C CHUTYyallMel OOLICHHS.

3. Tema (mpobsiema) «Participating in discussion»

Konmermust 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; 0) an advertising manager. Oxxugaemblii pe3yiabTaT — WHCIIEHUPOBKA Oecenbl
OpraHu30BaHa u HpecTaBiIeHa B COOTBETCTBHHM C CHTyallMeH OOLICHHMS.
4. Tema (mpobnema) «Making arrangements»

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

Pomm: a) a managing director; 6) a customer. OxugaemsIif pe3ynbrar — MHCLIEHUPOBKA Oecenb
OpraHu30BaHa u npe/cTaBieHa B COOTBETCTBHM C CHTyallMeH OOLIEHHMS.
5. Tema (mpobiiema) «Interview skills»

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

Japan.

Pomu: a) a director; 6) a candidate for the job. Oxumaembrit pe3ynbpraTr — WHCIICHUPOBKA Oecebl
OpraHu30BaHa u npe/cTaBieHa B COOTBETCTBHH C CHUTYyaIleH OOIICHUS.




Kputepuu ouenku:

«OTIMYHOY, TIOBBIICHHBIN YpOoBeHb: CTYIIEHT CaMOCTOSITENILHO peallu3yeT YMEHUE MOCTPOUTh  BBICKA3bIBAHHS B

CMOJICTTUPOBAHHBIX (mpenaraeMbIX) CUTyallusX OOMICHUS HA MHOCTPAHHOM SI3bIKE, MPAaBHWIIHHO WCIIONB3Ys BepOaIbHbIC

1 HeBepOaJIbHBIE CPEICTBA OOLICHNS; BIIaJIeeT HHOCTPAHHBIM SI3IKOM KaK CTHUJIEM JIEJOBOTO OOIIEHMUS.

«XopoI1110», NOporoBeiid ypoBeHb: CTyIeHT crnoco0eH MoKa3aTb YMEHHUsI MOCTPOUTD BBICKa3bIBAaHHS B

CMOJICTTUPOBAHHBIX (mpenyaraeMbIX) CUTYyallUsX OOIICHUS HA MHOCTPAHHOM S3bIKE, MPABUJILHO WCIONB3Ys BepOaibHbIC

1 HeBepOaJIbHBIE CPEJICTBA OOIICHNUS;CIIOCO0CH YaCTUYHO TIOKA3aTh BIIAJCHUE HHOCTPAHHBIM SI3BIKOM KaK CTHIIEM JIEJIOBOTO

o01IeHus.

«Y I0BJIETBOPUTEIIHHOY, TOPOTOBBIN ypoBeHb: CTY/IEHT MO/ PYKOBOJICTBOM IIpEToIaBaTelisi CIOCOOEH MoKa3aTh YMEHHS IIOCTPOUTh

BBICKA3bIBaHHS B CMOJICITMPOBAHHBIX (TIPEITaraéMbIX) CUTYallUsIX OOIICHUS Ha HHOCTPAHHOM SI3BIKE, TTPABUIIBHO UCTIONB3YSI

BepOasbHBIE 1 HEBepOAIbHBIE CPECTBA OOIIEHHS; CIOCOOSH YaCTUYHO MOKA3aTh BIIaJIeHNE HHOCTPAHHBIM SI3bIKOM KaK CTHJIEM

JIEJIOBOrO OOIIEHHS.

«HeynoBneTBopUTEIbHO», YPOBeHb HE chopmupoBaH: CTYISHT 3aTpyaHACTCS WITH HE MOXET M0Ka3aTb yMEHUS

MOCTPOUTH BHICKA3bIBAHMUS B CMOJISIIMPOBAHHBIX (IIPEIaraeMbIX) CUTYAIHSIX OOIIEHHUS HA MHOCTPAHHOM SI3bIKE, TPABIIILHO
HCTIONB3YSI BepOanbHbIE 1 HeBepOaJbHBIE CPEACTBA OOLICHNUS; HE BIaJeeT MHOCTPAHHBIM SI3bIKOM Kak CT|

JIEJIOBOr'O OOIIEHUS.

Ouenounoe cpenctso «[IEPEBOJI TEKCTOB»

[TpumepHBIe TEKCTHI JJIs IEPEeBO/Ia C aHTIIMICKOTO Ha PYCCKHI

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. [ 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 knov
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 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.

Kputepuu ouenku:

«OTIUYHOY, IOBBIIIEHHBI ypoBeHb: CTyAE€HT CaMOCTOSATENBHO Pealu3yeT YMEHHs IO NepeBoay Npo(hecCHOHAIBHBIX TEKCTOB C
MHOCTPaHHOT'O HA FOCYJAAPCTBEHHBIH S3bIK U 00PATHO, BJIaJIeET OCHOBAMH TEXHUKH IIEPEBOJIA.

«Xopo110», MOPOTOBEIA ypoBeHb: CTYyIEHT CrIoco0eH OKa3aTh YMEHHE IepeBo/ia Npo(ecCHOHATBHBIX TEKCTOB ¢ HHOCTPAHHOTO Ha
TOCYZIapCTBEHHBIN SI3BIK U 0OPATHO, CIOCOOEH YaCTUYHO IOKa3aTh BIaJCHUE OCHOBAMH TEXHUKH MEPEeBOA.

«Y 1OBJICTBOPUTENBHOY», HOPOTOBBIH ypoBeHb: CTyAEHT CIIOCOOCH 110]] PYKOBOJCTBOM IIPEIIOAABATENS IOKAa3aTh YMEHHUS 110
MepeBOIy MPOPECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYAAPCTBEHHBII S3BIK M 00pPaTHO, CIIOCOOEH MOKa3aTh YaCTHIHOE
BJIaJICHHE OCHOBaMH TEXHUKU I1EPEBOA.

«HeynosnerBopurenbHO», ypoBeHb He chopmupoBaH: CTYISHT 3aTpyIHACTCS WM HE MOXET N0Ka3aTh YMEHHs, He
BJIAJICET OCHOBAMH TEXHHUKHU I1€PEBOJIA.
Onenounoe cpeactso «[TIPESEHTALIUS»
TeMsI 17151 pe3eHTanui:
1. Types of markets
2. Presentation of the company
3. Future Plans
Kputepuu ouenku:
«OTIANYHOY, TOBBIIICHHBIH YPOBEHb: CTY/ICHT CAMOCTOSITEIILHO PEaN3yeT YMEHHE IIOCTPOUTh BBICKA3bIBAaHUS B CMOJCIMPOBAHHBIX
(mpemTaraeMeIX) CHTYallusIX OOIIEHH Ha HHOCTPAaHHOM SI3BIKE, IIPABIIIBLHO UCIIONB3YS BepOaIbHBIC H HEBEpOAIBHBIE CPEICTBA
OO0IIeHNS, apIYMEHTHPOBAHO M3JIaraTh COOCTBEHHYIO TOUKY 3PSHHS HA HHOCTPAHHOM SI3BIKE; BIAJICeT HaBBIKAMHU BEICH
JMCKYCCHH M ITOJIEMHKH Ha MHOCTPAHHOM SI3bIKE M MHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JISJIOBOTO OOLIEHHMSI.
«XO0poI110», TOPOTOBbIH YPOBEHb: CTYICHT CIIOCOOCH IT0Ka3aTh YMEHHS IIOCTPOUTH BBICKAa3bIBAHUS B CMOACIUPOBAHHBIX
(mpemTaraeMeIX) CHTYaIlMsIX OOIIEHN Ha HHOCTPAHHOM SI3BIKE, IIPABIIIHLHO UCTIONB3Ys BepOaTbHBIC H HEBEpOAIBHEIC CPEICTBA
OOIIeHHUS, a TAaKXKe H3JIaraTb COOCTBEHHYIO TOUKY 3pPEHHS Ha HHOCTPAHHOM SI3BIKE; CIIOCOOEH YaCTHYHO MOKa3aTh BIAJICHUE
MHOCTPaHHbIM SI3bIKOM KaK CTHJICM JISJIOBOTO OOLIEHMS, & TaK)Ke HaBBIKAMH BEJICHUS IUCKYCCUH Y TIOJICMUKH.
«Y IOBIETBOPHUTEIHHOY, TOPOTOBEIA YPOBEHb: CTYACHT MO PYKOBOACTBOM IPEIOIaBaTelIs CIIOCOOCH ITOKa3aTh YMEHHS IIOCTPOUTh
BBICKa3BIBAaHUS B CMOJICJIHPOBAHHBIX (TIpeUIaraéMbIX) CUTyalnsX OOMIEHUs HA MHOCTPAHHOM SI3bIKE, TPABIIIBHO HCTIONIB3YS
BepOasIbHBIE U HEBepOaJIbHbIE CPECTBA OOIIEHHS U H3J1arasi CBOIO TOUKY 3pEHHsI HA HHOCTPAHHOM SI3bIKe; CIOCOOEH YaCTUYHO
NOKa3aTh BJIaJICHUE HHOCTPAHHBIM S3bIKOM KaK CTHJIEM JIETIOBOTO OOIICHHSI.
«HeynoBIeTBOpUTETEHOY, ypOBEHD HE CHOPMHUPOBAH: CTYJCHT 3aTPYAHACTCS WM HE MOXKET MOKA3aTh YMEHHSI IOCTPOUTH
BBICKA3BIBAaHUS B CMOJICIUPOBAHHBIX (IpeIaraéMbIX) CUTyallusIX OOLICHUS] HA MHOCTPAHHOM SI3bIKE, IPABIIIBHO UCIIONIB3YS
BepOaIbHBIC U HEBEpOaJIbHbIE CPEACTBA OOILEHNS; HE BIaeeT HHOCTPAHHBIM S3bIKOM KaK CTHJIEM JIEJI0OBOI0 OOIIECHUSI, HE BIIaJICET
HaBBIKAMH BEJICHHS IUCKYCCHH Ha HHOCTPAHHOM SI3BIKE.
5.3. Tembl nucbMeHHBIX padoT (3cce, pedepaThbl, KypcoBble padoThI U AP.)

TemaTrka 0(pUIHATBHBIX TTHCEM:
— The Inquiry Letter
- The Invitation Letter
- The Letter of Complaint
Kpurepuu ouenku:
Onenka "ornnyHo": CTyIeHT MHOKa3bIBAaeT TITyOOKHH YPOBEHB 3HAaHUI OCOOCHHOCTEH CTHIIUCTHKH
HalMcaHus OPUIHATBHBIX u HEeo(pHINATBHBIX IceM,
CTPYKTYPHOMH THUIIOJIOTUH u MIPaBIII
MIOCTPOCHUSA MTUCEMEHHOTO pPEUYCBOTO BBICKA3bIBAHMS HA M3Y4acMOM
SI3BIKE; CAMOCTOSATEIIBHO peanuzyer YMEHHS BECTH JICNIOBYIO

MIEPETIUCKY c y4eToM
COLIMOKYIBTYPHBIX ocobeHHocTei C MIPEICTABUTENAMHU APYTUX

CTpaH;




BIIAACCT TCTXHHUKON ACIIOBOI'0O ITIMCbMd Hd MHOCTPAHHOM A3BIKT.

Onenka "xopomo": CTyIeHT  HOKa3bIBAaeT XOPOIIMH YPOBEHb 3HAHMH OCOOEHHOCTEH CTHIIMCTHKU
HaIlMcaHus OPUIHATIBHBIX u Heo(HUIHAIBHBIX HceM,

CTPYKTYPHOM THUITOJIOTHH " TIPaBHII

MIOCTPOCHUSA MTMCbMEHHOTO PEUYEBOTO BBICKA3bIBAHMS HA M3Y4acMOM
SI3BIKE; CIIOCOOEH MOKa3aTh YMEHHS BECTH JICTIOBYIO

MIEPETINCKY c ydeToM COLMOKYNIBTYPHBIX OCOOEHHOCTEH c
MIPECTaBUTEIIMHI JIpYruX CTpaH; CocoOeH YaCTUYHO MOKa3aTh BJIaJICHHE TEXHUKOW JEIOBOTO MHUChMa

Ha MHOCTPAHHOM SI3bIKE.

Orenka "ynosieTBoputebHO": CTYHICHT MOKa3biBaeT 0a30BbIN YPOBEHb 3HAHUN OCOOCHHOCTEH CTUIMCTUKU HAITHCAHUS

OoHIMATIBHBIX U HEO(DUIHATBEHBIX THCEM, CTPYKTYPHOW THIIOJIOTHH W NPABUII TIOCTPOSHHUS TMCbMEHHOT'O PEYEBOI0

BBICKA3bIBAaHMS HAa M3y4aeMOM SI3BIKE; 1101 PyKOBOJICTBOM IIPEIo1aBaTelisi CliocO0eH OKa3aTh YMEHUsI BECTH JICJIOBYIO

TIEPETHUCKY C Y4ETOM COLIMOKYJIBTYPHBIX OCOOCHHOCTEW C IPEICTABUTEISAMH JPYIUX CTpaH; CIIocoOeH YaCTUYHO MOKa3aTh
BIIaJICHHE TEXHUKOW JEJIOBOro MUCbMa Ha MHOCTPAHHOM SI3BIKE.

Ornenka "HeynoBIeTBOpUTENbHO": CTyAEHT NOKa3bIBACT HEYOBICTBOPUTEIbHBIN YPOBEHb 3HAHUH 0COOCHHOCTEN CTHIIMCTUKI

HalvCcaHus OQHUINATIBHBIX U HEO(DUIMAIBHBIX THCEM, CTPYKTYPHOH THIIOJIOTHU W TMPABHUI MOCTPOSHHS  HMHCBMEHHOTO
PEUCBOTO BBICKA3bIBAHMS Ha M3Y4acMOM SI3bIKE; 3aTPYAHICTCS MM HE MOXKET MOKa3aTh yMECHUS BECTH  JEJIOBYIO
TIEPETINCKY c Y4ETOM COIHOKYJIBTYPHBIX OCOOEHHOCTEH C MPEACTaBUTEISIMU JPYTHX

OTNATI® 110 DA TAAT TAOVIIIIZAIL TATADATA TIIIOT AA I19 TIIACTANAIIIIANM AR IS

5.4. OneHo4HbIE CPEACTBA 1JIsl IPOMEKYTOYHOM aTTecTallMu

B koHIIe 5 cemecTpa CTYISHTBI CIAI0T 3a4eT MO AUCIUIUIMHE. 3aueT BKII0YAeT B ce0sl CIICAYIOLINE 3a[aHusI:
1. TIpoMeXyTOUYHBIH TECT
2. Make up a dialogue

1) [TpomeskyTOUHBI TeCT JUIs 3a4eTa BKIIOYAET JEKCUKO-TPaMMaTHYECKHe 3a/1aHHs, 3a/IJaHNs] HA YTCHUE U TOHUMaHUe TeKCTa,
3aJ[aHue N0 HAIMCAaHUIO JEI0BOI0 ITMCbMa U (POPMHUPYETCsl U3 OaHKa BOIIPOCOB, KOTOPBIN MPECTABIICH B OLICHOYHOM CPE/ICTBE
«Tect».

[puMepHbIe 3a0aHUs:

- 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. TemaTnka quajaoros:

- Participating in discussion
- Dealing with problems

- Presenting your company
— Making arrangements

- A job interview

Kpurepuu onieHKH Ha 3aueTe:

- «3aYTEHO» BBICTABJISIETCS CTYJCHTY, €CIi CPOPMHUPOBAH KAK MUHUMYM ITOPOTOBBIN YPOBEHb HHIMKATOPA JOCTHKEHUS
KOMITETECHIHH:

- TIOKa3bIBaeT 0A30BBI YPOBEHB 3HAHUN OCHOBHBIX TPAMMATHYECKHUX CTPYKTYP; OOIIEYyIOTPEOUTETBHOM, OOIIEKYIBTYPHON 1
PO eCCHOHANBHOM JIEKCHKH; PEUEBIX KIIHIIE, HEOOXOAUMBIX ISl OCYIIECTBICHHS IEIOBONH KOMMYHHKAIIMHA HA HHOCTPAHHOM
SI3bIKE; & TAK)Ke 3HAHWM OCHOBHBIX IEPEBOIUECKHX TpaHCHOpMAIIHii;

- TIOJT PYKOBOJICTBOM TIPEMOIABATENSI CIIOCOOEH MTOKA3aTh YMEHUS IIOCTPOCHHUS BHICKA3BIBAHKS B CMOICTMPOBAHHBIX
(mpemTaraeMsIx) CUTyanusx OOIICHHUS Ha HHOCTPAHHOM SI3BIKE, IPABHIIBHO MCIIOJB3Ys BepOaIbHbIC U HeBEpOAIbHbBIe CPEICTRA
0O0IIeHHsT; a TAKXKE BBIOJHATH MEPeBO/I PO(HECCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO (-bIX) Ha TOCYAAPCTBEHHBIH S3bIK U
00patHo;

- CII0COOEH YaCTHUYHO MMOKA3aTh BJaICHUE HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEJIOBOTO OOIIEHHUS, OCHOBAMHU TEXHUKH
nepeBoa.

- HE3aYTEHO» BBICTABIISIETCS CTY/ICHTY, €CJIM YPOBEHb HHAMKATOPA JTOCTIKEHUS! KOMIIETEHIIMH He COPMHUPOBaH:

- IOKa3bIBAaCT HEYOBJIETBOPUTEIBHBIN YPOBECHb 3HAHNI OCHOBHBIX I'PAMMAaTHYECKUX CTPYKTYP; OOLICYOTPEOUTENHHOM,
00IIEKyIETYPHOI 1 PO eCcCHOHATTBHOM JIEKCHKH; PEYEBBIX KIIHMIIE, HEOOXOIMMBIX JUISl OCYIIIECTBICHHS IEIIOBOH
KOMMYHHKAIIMM HA THOCTPAHHOM f3bIKE; OCOOCHHOCTEH CTHIIMCTUKHI HAIMCaHUS O(QHINATBHBIX 1 HEO(PHUIINATIBHBIX ITHCEM, a
Tak)Ke 3HAHWH OCHOBHBIX MTEPEBOTIECKHUX TPaHC(HOpMAIIHIA;

- 3aTPYyAHSACTCS MM HE MOXKET I10Ka3aTh YMEHHMs IIOCTPOCHUS! BBICKA3bIBaHHS B CMOJEIMPOBAHHBIX (TIPeUIaraeMbIX) CUTYaIHAX




00IeHns] Ha THOCTPaHHOM $SI3bIKE, IPABWIIBHO MCHONbB3Yys BepOabHbIC U HEBEPOaIbHbIE CPECTBA OOIIEHHS; BECTH ACTIOBYIO
MIEPEIUCKY C YIETOM COLIMOKYJIBTYPHBIX OCOOCHHOCTEH C MPEICTaBUTENIMH IPYIHX CTPaH, a TAKXKe BBIOJIHATE IEPEBOJ
poQeCCHOHANIBHBIX TEKCTOB C HHOCTPAHHOTO (-bIX) HAa TOCYAPCTBEHHBIN S3BIK 1 00PATHO;

- HE BJIaJICeT NHOCTPAHHBIM S3bIKOM KaK CTHJIEM JICIIOBOTO OOILEHHUSI, TEXHUKOI JIeJIOBOTO MMChbMa Ha HHOCTPAHHOM SI3BIKE;
OCHOBaMHM TEXHHUKH NEPEBOJA.

B koHI1Ie 6 cemecTpa CTYICHTHI CIAIOT SK3aMEH, KOTOPBIH BKITFOUACT CIICAYIOIINE 3aIaHuUs
1. Make up a Dialogue.
2. Translate the Text into Russian.

1. TemaTnka quaaoros
- Participating in discussion
- Dealing with problems
— Presenting your company
— Making arrangements
- A job interview
- Discuss the conditions which are important for people starting new business.
- Discuss what qualities and skills a good manager should have.
Think of a world event in resent history and discuss it.
- Discuss which qualities are the most important for a successful career in business.
Think of a successful company you know and discuss its products and achievements.

2. IlpuMepHBIe TEKCTHI IS IEPEBOJA

Text 1
E-mail Style

In the 21st century the most common form of communication is almost certainly e-mail — a means of sending and
receiving messages —internally, nationally or internationally.

E-mail is relatively low in cost and does not require a trained operator. It is also fast, relatively reliable and messages
can be sent anywhere in the world, and stored in the mailbox until they are retrieved. This can be particularly advantageous for
users who are communicating across international time zones as messages can be read at any time when the receiver is
ready.Text 2

Text 2

Annotation of the book: Economics and Culture
David Throsby

Macquarie University, Sydney

In an increasingly globalised world, economic and cultural imperatives can be seen as two of the most powerful forces
shaping human behaviour. This book considers the relationship between economics end culture both as areas of intellectual
discourse, and as systems of social organization.

Adopting a broad definition of culture, it explores the economic dimensions of culture, and the cultural context of economics.
The book is built on a foundation of value theory, developing the twin notions of economic and cultural value as underlying
principles for integrating the two fields. Ideas of cultural capital and sustainability are discussed, especially as means of
analysing the particular problems of cultural heritage, drawing parallels with the treatment of natural capital in ecological
economics.

The book goes on to discuss the economics of creativity in the production of cultural goods and services; culture in economic
development; the cultural industries; and cultural policy.

"What a pleasure to read an economic analysis of culture and cultural critique of economics by a well-trained, thoroughly
cultured economist! This is a book we all ought to read."

Text 3

The Web

Now that the Internet has arrived, it is difficult to imagine how we lived without it; it has revolutionized communications.
Changes are taking place al an incredible speed. Hardware is becoming more compact, faster and more affordable, allowing
more individuals and companies to utilize the Net. In the past, research took longer, important documents got lost in the post and
information could be difficult to find.

Unfortunately this revolution has brought with it a new set of problems. Research is certainly quicker, but connections can be
slow, making it difficult to access the websites that you need. Documents can still get lost, but now they float around cyberspace.
Spain can be a problem when your e-mail account becomes overloaded with advertising that you don't want. But more sinister
are the various computer viruses which can make your computer crash. And not all countries have equal access to the advantages
of new technology.

Kputepuu onieHKH Ha SK3aMEHe:
O1eHKa «OTJIIMYHO» BBICTABISIETCS, €CIIM CTY/IEHT IOKA3bIBAET TITyOOKOE 3HAHHUE:
-TPaMMAaTHYECKHUX CTPYKTYp; 0OIIEeyOTpeONTENbHON, OOIIEKYTETYPHOH 1 TPO(eCCHOHATTBHON JIEKCUKH; PEIEBBIX KIIHIIIE,




HEOOXOAUMBIX IS OCYIIECTBICHHUS ACIIOBOM KOMMYHHKAIIMM HA HHOCTPAHHOM SI3bIKE,

- 0COOCHHOCTEH CTUIIMCTUKHU HANKMCaHUsl OHIHATBHBIX 1 HEOPHUIIUATIBHBIX [TUCEM, CTPYKTYPHOH THITOJIOTHH U TIPABUIT
HOCTpoeHI/IH IIUCBEMCHHOTI' O pequoro BBICKA3bIBAHUS HA 1/13y11aeM0M SA3BIKC,

- OCHOBHBIX IIEPEBOTYECKUX TPaHCHOPMALIHHL.

CTyIeHT CaMOCTOSITEIBHO Peallu3yeT YMEHUS:

- IOCTPOUTH BBICKA3bIBAHUS B CMOJICITUPOBAHHBIX (IIPEIaraeMbIX ) CUTYalUAX OOIICHUS Ha HHOCTPAHHOM SI3BIKE, IIPABHIIEHO
HCTOJB3Ys BepOaTbHBIC U HeBepOAIbHBIC CPEACTBA OOIICHHIS,

- BECTH JICJIOBYIO MEPEMKCKY C YIETOM COLMOKYIBTYPHBIX OCOOCHHOCTEN C MPEICTABUTEISIMU IPYTUX CTPAH;

- epeBo/ia MpoheCCUOHATIBHBIX TEKCTOB C HHOCTPAHHOTO HA FOCYIApCTBEHHBIH A3bIK U 0OPATHO.

CrTyneHT Biajeer:

- MHOCTPAHHbIM SI3bIKOM KaK CTHJIEM JIEIOBOTO OOIICHHS;

- TEXHUKOM JCJIOBOTO MUChMa HA HHOCTPAHHOM SI3BIKE;

- OCHOBAMHU TCXHHUKU nepeBozla.

O1ieHKa «XOPOIIO» BBICTABIISIETCS, €CIIU CTYIICHT II0Ka3bIBAET XOPOILIUE 3HAHMUS:

- OCHOBHBIX TPaMMaTHYECKUX CTPYKTYP; OOLICYOTPEeOUTENHHOM, 00IEKYIBTYpHON M PO(ECCHOHAIBHOM JIEKCHKHU; PEUEeBBIX
KJIMIIE, HEOOXOJUMBIX JUIsl OCYILIECTBIICHHUS JISIOBOM KOMMYHHKAIIMY Ha HHOCTPAHHOM SI3bIKE;

- 0cOOCHHOCTEH CTUIIMCTUKY HAIMCaHUs O(HINAIBHBIX 1 HEOPHUIIUAIBHBIX ITUCEM, CTPYKTYPHOH THITOJIOTHH U TIPaBUIT
MOCTPOCHHS TUCBMEHHOTO PEYSBOr0 BHICKA3BIBAHUS HA H3y4aeMOM SI3BIKE;

- OCHOBHBIX TIEPEBOTYECKHX TPAaHCHOPMAIHH.

CTyneHT crnocoOeH MmoKa3aTh YMEHHUS:

- IOCTPOUTH BBICKA3bIBaHUS B CMOJCIUPOBAHHBIX (IIpeJIaraeMbIX) CUTYalMAX OOIICHNS HA HHOCTPAHHOM $I3bIKE, IPABHUIIBHO
HCTOJIB3Ys BepOatbHbIe M HeBepOaIbHBIC CPEACTBA OOIICHHUS;

- BECTH JICJIOBYIO IIEPEIHCKY C YYETOM COLIMOKYIBTYPHBIX OCOOCHHOCTEH € MPEACTaBUTEIIMU APYTUX CTPaH;

- BBIMIOJIHUTD MepeBO/I MPO(ECCHOHABHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYAapCTBEHHBIH S3bIK U 00PATHO C YaCTHYHOM
MIOMOIIBIO IIPETIOAaBaTeNs.

CTyneHT cnoco0OeH YacTUYHO I0Ka3aTh BlIaJCHUeE:

- HHOCTPaHHBIM S3BIKOM KaK CTHJIEM JICJIOBOTO OOILEHHUS;

- TEXHUKOH J€JI0BOT0 MMChbMa HA HHOCTPAHHOM SI3BIKE.

- OCHOBAaMHM TEXHHUKH IIEPEBOAA.

O1eHKa «YIOBICTBOPHTEIBHOY BBICTABIISCTCS, €CIIHM CTYICHT ITOKA3bIBaeT 0a30BbIi ypOBEHb 3HAHH:

- OCHOBHBIX TPAMMAaTHYECKHUX CTPYKTYp; OOMIEYIIOTPEOUTENEHOM, OOIMEKYIBTYPHOH 1 PO eCCHOHATBHOMN JIEKCHKH;, PEUEBBIX
KJIMIIE, HEOOXOAUMBIX JUIsl OCYIIECTBIICHHS 1eIOBOM KOMMYHHUKALIMN HA HHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTE! CTHINCTUKY HAMCaHUs OQUIUATIBHBIX 1 HeODUIUATIBHBIX IUCEM, CTPYKTYPHOH THUITOJIOTUH M IIPaBUII
TOCTPOCHNA NMCbMEHHOI'O PEYCBOT'0 BBICKA3bIBAHUA HA NU3YYA€EMOM SA3BIKEC;

- OCHOBHBIX IIEPEBOTYECKUX TPAHCHOPMALIHHL.

[Tox pykoBOICTBOM IperoaBaTessi CHOCOOEH 1M0Ka3aTh YMEHHUSI:

- IOCTPOUTH BBICKa3bIBaHUS B CMOJEIMPOBAHHBIX (IIpeJIaraéMbIX) CUTYalUsIX OOLICHUs] HA HHOCTPAHHOM SI3BIKE, IPaBHIIBHO
UCIIONB3Ys BepOaibHbIE M HeBepOaIbHBIE CPE/ICTBA OOIICHNS;

- BECTH JICJIOBYIO MEPENHCKY C YI€TOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C PEICTABUTEISIMU IPYTUX CTPaH;

- BBITIOJTHUTB TIEPEBOJI MPOPECCHOHATIBHBIX TEKCTOB C HHOCTPAHHOIO Ha TOCYAApCTBEHHBIH A3BIK M 0O0PATHO C YaCTUYHOI
TIOMOIIBIO TIPETIOAaBATEN.

CTymeHT CIocoO€H 4acTHYHO MOKA3aTh BIIaJCHNUE:

- MTHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIeJI0BOTO OOIICHNS;

- TEXHHUKOI1 IEIOBOr0 MUCEMa Ha HHOCTPAHHOM SI3bIKE.

- OCHOBaMH TE€XHHKH IIepeBoJia

Ol11eHKa «HEeYIOBICTBOPUTEIBLHOY» BBICTABIISIETCS, €CIU CTY/ICHT MTOKA3bIBAaeT HEYIOBIECTBOPUTEIbHBIA YPOBEHD 3HAHHIA:

- OCHOBHBIX TPAMMaTHYECKUX CTPYKTYP; OOLICYOTPEeOUTENbHOM, 0OIEKYIBTYPHON 1 PO(ECCHOHAIBHOM JIEKCUKHU; PEUEBBIX
KJIMIIIE, HEOOXOJUMBIX JUIsl OCYILIECTBIICHHUS JISJIOBOH KOMMYHHUKAIIMY HA HHOCTPAHHOM SI3bIKE;

-0COOEHHOCTEH CTHIIMCTHKY HAITMCaHHUs OQUIMaIbHBIX U HEODUIMAIBHBIX ITHCEM, CTPYKTYPHON TUIIOJIOTHH U ITPaBHII
MIOCTPOEHHS TMCBMEHHOTO PEYEBOT0 BHICKA3bIBAHUS HA H3Y4aeMOM SI3BIKE

-OCHOBHBIX IIEPEBOAYECKHX TPAHC(HOPMALII.

CTyzmeHT 3aTpyAHSETCS MM HE MOXKET IT0Ka3aTh YMCHHUS:

- IOCTPOUTH BBICKA3BIBAHMS B CMOAEIHNPOBAHHBIX (TIPEIaraéMbIX) CUTYallMsIX OOLICHHUS HA HHOCTPAHHOM SI3BIKE, IPaBUIBHO
HCTOJIB3Ys BepOatbHbIE N HeBepOaIbHBIE CPEACTBA OOIICHHS;

- BECTH JICJIOBYIO IIEPEIIHCKY C YYETOM COLIMOKYIBTYPHBIX OCOOCHHOCTEH € MPEACTaBUTEI MU PYTUX CTPaH;

BBITIOJITHUTD IIEPEBO HpO(beCCI/IOHaJ'IBHI)IX TEKCTOB C MHOCTPAHHOI'O Ha FOCy)IapCTBeHHLIﬁ SA3BIK U O6paTHO C YaCTUYHOM
MIOMOMIBIO TIPETo/IaBaTelsl.

CTyneHT He BIaJIeeT:

- UHOCTPAHHBIM $I3bIKOM KaK CTHJIEM JICJIOBOTO OOIIEHUSI.

-HE BJIaJICET TEXHUKOH JICIIOBOTO TMChMa Ha MHOCTPAHHOM $I3bIKE;

- OCHOBaMHM TEXHHUKH I1E€PEBOAA.

KOHTpOJ'IbHBIe TCCThI U 3aJaHUA




(YK-4) CrocoGeH oCyIecTBIsATh ASTOBYI0 KOMMYHHKAITUIO B YCTHON ¥ MUCBbMEHHOHN (popMax Ha TOCYIapCTBEHHOM SI3BIKE
Poccuiickoit @enepariuil 1 HHOCTPAaHHOM(BIX) sI3BIKE(ax).

1. Tun Bonpoca "Ha cooTBetcTBHE"

dopmynupoka Bompoca: Match the job interview questions (1-5) with their answers (a-e).

1 How many jobs have you had since leaving university?

2 Why have you changed jobs so often?

3 What have you done that shows leadership?

4 In what ways has your job changed since you joined the

company?

5 Have you ever worked with a difficult person?

a) I now have more responsibility and work longer hours.

b) Well, I lead the sales team. I'm also chairperson of a local business association.
¢) I wanted to earn more money.

d) Well, the boss in my last company wasn't easy to work with.

e) I've worked for six companies.

Knrou: 1-e, 2-¢, 3-b, 4-a, 5-d

2. Tum Bompoca "MHOKeCTBEHHBIH BEIOOD"

dopmynmposka Bompoca: What is the correct order of the e-mail's parts? Choose the correct option.

I would like to work for your company, because it would be a good opportunity for me to improve my communication skills. I
have three years experience of sales (F).

Dear Sir / Madam (M)

I look forward to hearing from you(K).

I am writing to apply for the job of sales assistant. (N)

I am currently working as a sales assistant in a clothes shop (S).

I attach a copy of my CV (H).

1. M-N-S-F-H-K
2. N-M -S-F-H-K
3. M-N-S-H-F-K
4 M-S-N-F-H-K
Kurou: 1

3. Tum Bompoca "Ha cooTtBercTBHE"

dopmynuposka Bonpoca: Read some advice for writing a good CV. Match parts of the information to their headings.

1. Your CV should be one to two sides of A4 paper. If you find you’ve got too much information, summarise and select the most
relevant points. If it’s shorter than a page, consider including more information about your skills and the responsibilities you had
in your previous roles.

2. When you describe what you have achieved in previous jobs, use active verbs for a strong positive effect on the reader. For
example, to make a change from was responsible for, use verbs like led or managed (a team / a project); created or developed (a
product / a positive atmosphere); delivered (results/training); and provided (support/training).

3. Avoid leaving gaps in your employment history. If you were travelling the world, on maternity leave or looking after small
children, include that in your CV.

4. Always ensure your CV is up to date. Include your most recent experience at the top of each section.

5. Your potential employer can easily check information about where you have studied and worked. Don’t be tempted to lie or
exaggerate about your expertise, because sooner or later this will be discovered and may result in you losing the job.

A. Use active verbs.

B. Keep it short ... but not too short!
C. Don’t exaggerate or lie.

D. Fill in the gaps.

E. Make sure it’s up to date.

Kmrou: 1-B, 2-A, 3-D, 4-E, 5-C

4. Tun Bompoca "MHOXECTBEHHBIH BHIOOD"

dopmynuposka Bompoca: Read the letter below and decide which type of letter is it?

Dear Ms. Rosewoods

This letter is to bring you to notice regarding the purchase of spoiled goods on 1st Aug 2020.

At the time of the purchase, I was assured that the goods would be fresh upon arrival. Instead, the products I received were
spoiled. I have attached a photo with the delivery receipt.

I would like you to deliberate on this matter as soon as possible and refund my purchase or send out another supply.
Thank you for attending to this matter. Feel free to contact me any time: (888)82782; brianpaulhsgy@gmail.com
Sincerely,




Brian Paul

Attached: Photo and receipt

A.The Cover Letter

B. The Inquiry Letter

C. The Invitation Letter
D. The Letter of Complaint

Kirou: 4

6. YHEBHO-METOJAUYECKOE H TH®OPMAIIMOHHOE OBECIIEYEHUE JUCIUITJIMHBI (MOZXY JIA)

6.1. Pexomenayemas jurepartypa

6.1.1. OcHoBHasi iUTEpaTYypa

ABTOpBI, COCTABUTEIIH 3arnaBue W3znarenbcTBO, rof . anpec
JI1.1 | Koporkux XK.A. BBezeHue B TEOPUIO MEXKKYABTYPHON Bapuayn: AntlTIY, | https://icdlib.nspu.ru/view
KOMMYHHKAITUH: ydeOHOE TTOCOOHE 2015 /icdlib/4388/read.php
6.1.2. Jlono1HUTe/ILHAS JINTEPaTypa
ABTOpBI, COCTaBUTEIU 3arnaBue WznarenscTBo, 01 1. aapec
JI2.1 |Ky3nenosa E.B. JlenoBoit HHOCTPAHHBIH SI3BIK: IPAKTHKYM Caparos: By3osckoe | http://www.iprbookshop.r

obpazoBanwue, 2019

1/85803.html

6.3.1 Ilepeyenb nporpaMMHOro odecneyeHust

6.3.1.1 | MS Office

6.3.1.2 | Kaspersky Endpoint Security mis 6msaeca CTAHAAPTHBIU

6.3.1.3 | MS WINDOWS

6.3.1.4 INVDA

6.3.1.5 | Slupexc.bpayzep

6.3.1.6 | LibreOffice

6.3.1.7 | Moodle

6.3.2 Ilepeyenns MHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1 | ba3a naHHBIX «OneKkTpoHHas 6ubaroTeka ['opHO-AnTalickoro rocy1apcTBEHHOTO YHHBEPCUTETa

6.3.2.2 | DnekrpoHHO-OubIMOTeuHas cuctema IPRbooks

7. OBPA3BOBATEJIBHBIE TEXHOJIOT'MHA

JIUCKYyCCHUS

poseBast urpa

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIHUIIJINHbBI (MOAYJIST)

Homep aynutropuun | HazHauyenue OcHOBHO€ OCHallleHUe

234 Al YueOHast ayiuTOpusl ISl IIPOBENICHUS Pabouee mecto npenoxaasarens. [locagounbie Mecra
3aHSTHI JIEKIIMOHHOTO THIIA, 3aHATUN 00yuaronuxcs (1o KOJIMIECTBY 00YyUJarOIINUXCS).
CEMHHAPCKOro THUIA, KypCOBOTO VYyeHndeckas g0cKa

IIPOEKTUPOBaHUS (BBIOJHEHUS KYPCOBBIX
paboT), TPYIIOBBIX U HHIAUBHYaIbHBIX
KOHCYJIBTAallUH, TEKYIEro KOHTPOIIS U
MIPOMEXKYTOYHON aTTecTannu

136 Al VYueOHast ayAUuTOPUS LTS TPOBEICHUS Pabouee mecto npenonasatens. [locagouneie MecTa
3aHATUH JCKIIMOHHOTO THTIA, 3aHATUI oOyuaronuxcst (110 KOJIMYECTBY 00yJaIouXcs).
CEMHHAPCKOI'0 THIIa, KypCOBOTO WHTepakTHBHAS JOCKA C IPOSKTOPOM, KOMITBIOTED,
MIPOEKTHUPOBAHUS (BBIIOJHEHISI KYPCOBBIX MTOIKITIOYECHUE K HHTEPHETY, yICHUIeCKas JT0CKa,
paboT), TPYIIOBEIX M HHANBUIYAIbHBIX Mpe3eHTAIlHOHHAS TPUOYHA
KOHCYJIBTalNH, TEKYIIET0 KOHTPOIIS U
IIPOMEKYTOUHOM aTTECTALUU

132 Al VY4eOHas ayaAuTOPHS IS IPOBEICHUS Pabouee mecto npenonaBatens. [locagounsie MecTa
3aHATHUH JEKIIMOHHOTO THTIA, 3aHATHI oOyJarorxcs (1o KOJIMIECTBY 00yJaroInuXCs).

CEMUHApPCKOro TUIIA, KypCOBOTO
MIPOEKTHPOBAHNUS (BBIIIOIHEHHS KYPCOBBIX
paboT), TPYIIOBBIX U MHIUBUIYAIbHBIX
KOHCYJIbTAIMH, TEKYLIEro KOHTPOJIS U
MIPOMEXYTOUHON aTTeCTalun

YdeHudeckas 10CKa, MPe3eHTAlMOHHAs TpPHOyHa



https://icdlib.nspu.ru/view/icdlib/4388/read.php
http://www.iprbookshop.ru/85803.html

209 b1 KomnproTepHslii kiace. YueOHas Pabouee mecto npenonaBatens. [locagounpie MecTa

AyAUTOPUS JUIS TIPOBEICHNS 3aHATHH oOyuaromuxcst (I10 KOJIMYECTBY 00yHaIOIINXCs).
JIEKIIMOHHOTO THIIA, 3aHATHH CEMHUHAPCKOro | MapkepHast yueHn4ecKast JOCKa, SKpaH,
THUIA, KypCOBOTO IPOEKTHPOBAHUS MYJIBTHMEANANPOEKTOP, KOMIBIOTEPHI C JOCTYIIOM B

(BBIIOJTHEHUS KYPCOBBIX PaboT), TpynnoBsix | HTEpHET
1 MTHAWBUAYAJIbHBIX KOHCyJ'IBTa[II/Iﬁ,
TEKYIIETr0 KOHTPOJISI ¥ IIPOMEKYTOUHOM
arrectauuu. [lomemenue nis
CaMOCTOSATENBHOM paboThI

9. METOANYECKHE YKA3AHUA JJIA OBYYAIOIIUXCA 110 OCBOEHUIO JUCIUIIVIMHBI (MOYJIs)

MeTtoaudeckue YKa3aHUA K BBIITIOJTHCHUIO JICKCUKO-TPAMMAaTUYCCKUX ynpaxHeHHﬁ

IIpu pabote ¢ IeKCUKO-rpaMMaTHIECKIM MaTepHaIoM HEOOXOANMO CTPEMHUTECS HE TONBKO K y3HABAaHHIO CIOBA HIIH
rpaMMaTHYeCKOro 000poTa, HO U K MOHHUMAaHHIO IIeJM €r0 YNoTpeOIeHUs! B JaHHOM KOHTEKCTE.

W3yqaembrii MaTepuan TpeOyeT NMPaKTHUECKOTO MPUMEHEHHs, TIPEKIe BCETO B BHIC JIEKCHKO-TPAaMMATHISCKUX
YIpaXKHEHNH, KOTOPBIE CJICAYeT BHIIONHATH TOJIBKO MOCIIE TIATETHHON MPOPabOTKH BCero MaTeprana. V3ydeHne rpaMMaTuku
HEeIIb3s1 HauaTh «C cepeAnHbD. KaxpIil HOBBIN pa3zen 6a3upyeTcs Ha H3ydeHHOM Ipexe Martepuane. OJHaKo U3ydeHHe TOIbKO
rpaMMaTHKU 0e3 IPaBUIILHOTO MIPONU3HONICHHS U 3HAHMS JICKCUKH OCTaeTCs «BELIbIO B ceOey. JINIIb KOMIIEKCHBIN ITOIX0A 1
MIOCTENCHHBIH IIepexo]] OT IPOCTOTO K CIOKHOMY MOKET JAaTh TpeOyeMbIi pe3yrbTar.

IIpu BEINOIHEHNUN YIPA)KHEHUN CHaYalla CIelyeT O3HAKOMUTBCA ¢ FPAMMaTUYECKUMU KOMMEHTAPHUSMHU, IPOCMOTPETH 3aIIUCH,
c/ieNaHHble Ha 3aHATHU. [Ipy MOATOTOBKE K KOHTPOIBHBIM paboTaM TpeOyeTcs TakKe MPOCMOTPETh BECh IEKCHUKO-TpaMMaTHYECKUil
MaTepHal, B TOM YUCIIE JOMALIHNE TUCbMEHHBIE YIPaXKHEHUSL.

CryzmeHTaM peKOMEH/IyeTCsl HCI0Ib30BaTh 00yJaroIiie KOMIBIOTEPHBIE IPOTrPaMMBI, KOTOPBIE AAIOT BO3MOXKHOCTB HE TOIBKO
HpOCITyHIaTh MPaBHIbHOE (hOHETHUECKOE O(POPMIICHHE PEUH, HO U BEIPA0OTaTh HABBIKU MCIOJIB30BAHHS IPABUIBHBIX JIEKCHKO-
IrpaMMaTHYECKUX CTPYKTYp IIPH IIOMOLLY YIIPAKHEHUH.

ITpu n3ydyeHun onpenenéHHbIX JEKCUYECKUX U IPaMMAaTUYECKUX SBICHUI HEMELIKOIO SI3bIKa PEKOMEHYETCS MCII0JIb30BATh CXEMBI,
TaOIUITBEI U3 CIIPABOYHHUKOB [0 TPAMMATHKE, TIIATEIFHO TOTOBHUTH HX IS 0OecTieueHHs MPOYHOro ycBoeHus. [Ipu moctpoenun
HEMELIKOTI'0 NPEUI0KEHUS CIeLyeT PacloaraTb C10Ba B CTPOro ONPENEIEHHOM MOPSIKE, yIUThIBAs, YTO IOPSIOK CI0B B
[IOBECTBOBATEIbHOM, BOIIPOCUTEIHHOM M OTPULIATELHOM NPEATI0KEHUAX OTIMYAETCS OT MOPSAKA CJIOB B PYCCKOM MPENTI0KEHUH.

Meronnyeckue peKOMEHAALNHN N0 TOATOTOBKE POJIEBOM UTPBI

B ctpykType poseBoii HTpbl Kak IPOoLEecca BBIICISIIOTCS CIEAYIOIIIE COCTABIIAIONINE:

. TeMa;
. poJIH, B3AThle HA ceOsl UTPAIOLIMMHU;

. UTPOBBIC NEHCTBHS KAaK CPEACTBA PEANU3ALMN ITUX POJICH;

. UTPOBOE YIMOTpEOIEHNE MPEAMETOB, T. €. 3aMEIICHNE PEaNbHBIX Bellel MIPOBBIMH, YCIOBHBIMH;
. pealibHbIe OTHOILECHUS MEXAY UIParOLINMU;

. CIOJKeT (coleprkaHne) — 00JacTh JeHCTBUTEIBHOCTH, YCIOBHO BOCIIPOM3BOJMMAsSI B UIDE.

B mporiecce poseBoii HTpsl 0TPadaTHIBAIOTCS M YCBAUBAIOTCS:

1) sTHYecKne HOPMBI U IIpaBUIIa TOBEACHHS M ONIPEAEICHHbIC COI[MANbHBIC POJIM B TOM WIJIM HHOM 3THOKYJIBTYPHOM COOOIIECTBE;

2) 0COOEHHOCTH, XapaKTEPHBIE YEPTHI, BOBMOKHOCTH T€X MJIM MHBIX COLHAJIBHBIX IPYIII WM OIPE/EICHHBIX KOIJIEKTHBOB —
AHAJIOTOB NPENPUATHH, GUpM, T.€. pa3IHMIHBIC THIIBI SKOHOMUYECKHUX M CONUAIBHBIX HHCTHTYTOB, YTO BIIOCIIEICTBHH MOXET OBITh
MEPEHECCHO B CONMAIBHYIO IIPAKTHKY;

3) yMeHHUs1 COBMECTHOM KOJUIEKTUBHOM JEATENFHOCTH;

4) KynbTypHBIC TPAIUIIUN U HOPMBI.

PoneBele Urpsl, TeMa M CIOXKET KOTOPBIX OCHOBAH Ha COJEPKaHHH TEKCTOB, HILTIOCTPHPYIOT TIOBEICHHE B CUTYAIINH
MEXKYJIbTYPHOTO OOIICHUSI.

B xauecTBe MpUEMOB, XapaKTEPHbIX ISl METO/A POJICBOH MI'PHI BBICTYIAIOT CIIEAYIOLIHE:

- IPHEM BOCCO3/IaHUsI KOMMYHHKAaTHBHOT'O KOHTEKCTa, KOMMYHHKATHBHOH CHTYallNH;

- IpUeM BUPTYaIbHOH SKCKYPCHH, KOTOPBIH MOJKHO OPTaHM30BaTh KaK C TIOMOIILIO TEXHUIECKUX CPEJICTB, TaK U C UCIIOIH30BaHHEM
peanbHbIX (POTOMATEPUANIOB B y1eOHOH ayquTOpUH,

- IPHEM JpaMaTH3allii, HallpaBJICHHBIN Ha CO31aHNE YCIOBHH, TPUOIMKEHHBIX K YCIIOBHAM PEATLHOrO OOIICHUS, CBSI3aHHbIN C
CO3JJaHUEM CHUTYaIllH OOIIEHHUS, OTIPEACTICHIEM LIeNHN, PACIIpeIeICHHEM POJIeH;

- mpueM pedIIeKCHBHON HACHTH()UKAINH, IPEANONAT ANl HASHTU(HKAUIO ¢ 00BEKTOM OOIICHNUS U IIOBECTBOBAHUE OT HMCHU
3TOr0 00BEKTA.

MeTtoanyeckue ykazaHUs K HAITMCAHUIO JIEJIOBOTO MHAChMa
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.

Mertoauueckre yka3aHHs K YTEHHUIO U NIEPEeBOY TEKCTOB NPOGheCCHOHATBHON HAIPaBICHHOCTH
TexcTel mpoeccHoHaNbHON HANPaBIEHHOCTH Ha MHOCTPAaHHOM SI3bIKE NOMHMO CBOCH OCHOBHOW 3ajaud —
MH()OPMATHBHOCTH — ITOMOTAIOT ITOTIOJTHUTh OONIMH M TeMaTHYECKUIl CIIOBapHBIH 3amac, TPEHHPYIOT B MPOW3HOIICHHH
HEMEIIKHX CIOB M BBIPAKEHMH, 3aKpPEIUISIOT NpaBHiIa I'PaMMATHKH, CIIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHON pEeUH.
[IpenTexcroBblil 3Tam:
- TIPOYTHTE 3aroJIOBOK M CKaXHTe, 0 4eM (0 KOM) OyJeT MATH pedb B TEKCTE;
- O3HAaKOMBTECh C HOBBIMH CIOBAMH M CIIOBOCOYETAHUSIMHU (€CIM TaKOBBIE JAHBI K TEKCTY C IMEPEBOJIOM);
- TPOYUTANTE W BBHINUIINTE CIOBa, 0003HAYAIOIIKE. .. (IaeTcs PyCCKUN SKBUBAJICHT);
- BBIOEpUTE U3 TEKCTa CIIOBA, OTHOCSIIMECS K U3y4aeMoi Teme;
- HalluTe B TEKCTE HE3HAKOMBIE CIIOBA.
TekcToBBIN 3TallL:
- IPOUYTHUTE TEKCT;
- BBIACIHTE CJIOBa (CIIOBOCOYCTAHHS WM IPEIUIOKCHNUS), KOTOPBIE HECYT BaKHYIO (KITIOUEBYIO HH(OPMAIIHIO);
- BBIIWIINTE WM ITOTYEPKHUTE OCHOBHBIC HMEHA (TCPMHHBI, ONIPEIeTICHIUs, 0003HAUCHU);
- chopMynupyiTe KIIOUEBYIO MBICIbL Ka)I0ro ad3ana;
- OTMETBTE CJIOBO (CIOBOCOYETAHUE), KOTOPOE Jydllle BCErO MEPENAET COAEp)KaHHE TEKCTa (YacTH TEKCTa).
IlocnerekcToBblil ATar:
- 03arJIaBbTE TEKCT;
- IPOYTUTE BCIyX NPEUIOKEHUS, KOTOpPbIE MOSCHAIOT Ha3BaHHE TEKCTa;
- HalUTe B TEKCTE IPEIUIOKCHUS IS ONMHUCAHMUSA ...
- TOATBEpAWTE (OIPOBEPTHHUTE) CIOBAMHU M3 TEKCTa CICAYIOUIYIO MBICIH ...
- OTBEThTE Ha BOIPOC;
- COCTaBbTE IJIaH TEKCTA;
- BBIMIINTE KIIOUEBBIE CIIOBA, HEOOXOIMMBIE JUISI IIepecKa3a TEeKCTa,
- TepecKakuTe TeKCT, OIUpasiCh Ha IIJIaH;
- TepecKaKhTe TEeKCT, OMMPAsCh Ha KIFOUEBBIE CIIOBA.
IIpn moxaroToBke pedepHpOBaHUUS TEKCTa PEKOMEHIYETCS BOCIOIB30BATHCS CIEAYIOMICH IMaMATKOM:
1. Tocme mpouTeHUst TeKCTa pa3deifTe ero Ha CMBICIIOBBIC YAaCTH.
2. B Kaxmoil yacTu HaiouTe mpeanokeHue (MX MOXKET OBITh HECKOJBbKO), B KOTOPOM 3aKJIIOYEH OCHOBHOM CMBICH 3TOH yacTu
TEKCTa. BBIMUIINTE 5TH NpeIIoKEHNUS.
3. IloguepkHUTE B 3TUX IPEUIOKEHHSX KIIOUEBBIE CI0BA.
4. CocTtaBbTe IUIaH IepecKasa.
5. Onupasch Ha IIaH, IePeCKaKUTe TEKCT,
6. Onmpasce Ha KITIOYEBBIE CIIOBA, PACCKAKUTE TEKCT.

Metoauueckrue peKOMEHAAIMH 110 COCTABICHHUIO JUCKYCCUU

[TamsTKa 11O COCTABICHUIO ANCKYCCHH

B mpornecce MoAroToBKY K BHITOTHEHHUIO 33aHHA (JUCKYCCHS) BHUMATEIbHO U3YUUTE €T0 COepKaTeIbHOE HAIOTHEHHE,
OIIpeIeNTUTe KOHKPETHYIO CUTYAINIO 1 KOMMYHHKATHBHYIO 3a/1a4y OOLIECHHMSI.

Curyarust oOIIeHNS YeTKO 1 IJAKOHMYHO KOHKPETU3UPYETCs B TIEPBBIX BYX-TPEX MPEIUIOKCHUAX 3aJaHNs, TOITOMY HX CIEIyeT
YUTaTh 0COOEHHO BHUMATEIBHO.

* O0s13aTenBHO 00CYIUTE BCE MpelaraeMble BAPHAHTHI, BHE 3aBUCIMOCTH OT COOCTBEHHBIX MPEANOYTSHUH.

*BynbTe MHUIMATHBHBIM ITAPTHEPOM I10 OOIIEHHUIO, a HE TTACCUBHO 0XKUJIaliTe BOIIPOCOB CO CTOPOHBI cobecennmka. Heooxoanmo
HayaTh Oecemy ¢ KpaTKOTO BCTYIUICHUS —OOBSICHEHUS CUTyalMu. Jlanee ciemyeT akTHBHO BECTH Oecemy: peaIaraTb BApUaHThI TS
00CyXIeHHs, 3a]]aBaTh COOTBETCTBYIOIINE PEUEBON CUTYaLlH BOIIPOCHL, IIPH HEOOXOIUMOCTH MIEPECTIPAIINBATh, YTOYHATh MHEHHE
co0eceIHNKa, OCYIIECTBIIATh IIEPEX0/] OT OHOTO BApUAHTA K JPYTroMy, B 3aBepIICHUE Oecebl ITociie 00CyXK/ICHNs BCceX BAPHAHTOB
caMOMYy TIPEUIOKHTE pelIcHHe. PereHne JomKHO JIOTHYHO BBITEKATh M3 BCETO CKa3aHHOTO 0OOMMH ITapTHEpaMu, He 3a0yapTe pu
3TOM eIIe pa3 MOUHTEPECOBATHCSI MHEHHEM COOECEeTHIKA.

*BeximBOCTb B {Masiore Nperosaraet, Ipesk/ie BCero, MposiBiIeHHe 3aMHTEPECOBAHHOCTH 110 OTHOLIEHHIO K CBOEMY IAPTHEPY I10




00IIeHHUIO, 0053aTeNbHOE PEarnpoBaHUE Ha €r0 PEILUIHKH (ITyCTh MOPOIO C IIOMOIIBIO KOPOTKUX PEIIIUK PearupoBaHMUs).
Heo6xoanmo BHUMATEIBHO CITyIIaTh NApTHEPa U 1aBaTh a/IeKBATHBIC PEAKIMK Ha TO, YTO OH FOBOPUT. B naHHOM THIIe Ananora
garie BCero OTBETHBIMHU PEeaKIMsIMHU OyIyT corflacie WK Hecoriacue (IIpUYeM BEXIIMBOE), M, BOSMOXKHO, YAUBIICHHE, COMHEHHE.
IIpu 3TOM, 6€3yCIOBHO, CIEAYET CTapaThCs HCTIOIB30BaTh PA3HOOOPA3HEIE S3BIKOBBIC CPEICTBA IS BRIPAKEHHS JAHHBIX SI3BIKOBBIX
GdyHKIUA.

* AKTHBHO IpeJuIaraiTe BapuaHThl A1 00CYKIEHUS (€CTECTBEHHO, I0CIIE IOCTATOYHO HOAPOOHOT0 00CYXKICHHS KaX 100
MIPEIBIAYIIETO).

+IIpu mpeIoKeHUH CBOETO BapHaHTa ClIEIyeT AaBaTh YCTKHE pa3BEpPHYTHIC apIyMEHTHI B €r0 MoJb3y. B ciayuae Hecormacus
cobOecelHIKa HEOOXOIMMO PearnpoBaTh Ha €ro PEIIMKY CBOMMH KOHTPAPIYMEHTAMH, COTJIACYs X C €r0 J0BOJaMH. Y MEHHE
YCIBIIIATh TAPTHEPA U aIeKBaTHO M apIyMEHTHPOBAHHO PEarupoBaTh B CIIOHTAHHBIX OTBETHBIX PEINIMKAaX OCOOCHHO IIEHHO B
JaHHOM Ture auanora. OJHaKO COBCEM HEOOSA3aTeIbHO BCETA HE COTTAIIATRCSA C MApTHEPOM, BEIb B PEaTbHON KOMMYHUKAIIUH MBI
JIOCTaTOYHO YacTo NepecMaTpUBaEM CBOIO TOUKY 3PEHUSI, B3BEIIMBAs JIOBOJIBI «3a» U «IIPpOTHBY». [Ipn cornacun ¢ MHEHUEM
co0eceIHNKa Ba)XKHO NTPUBECTHU JOTIOJHUTENbHbIE JIOBOABI B OJIB3Y 00CYXKa€MOT0 BapHAHTa MIIN Pa3BEPHYTh apryMEHT
co0OecenHHKa.

* AKTHBHOCTb U B&XKJIMBOCTH COOECEIHHKA IPeIoNaraeT 3aHHTEPECOBAHHOCTh BO MHEHUH MTAPTHEPA 110 OOIEHHUIO, TOITOMY B
Oecelie ciaeayeT HHTEPECOBaThCSI MHEHHEM coOeceTHHKA 10 ITOBOY IIPE/IaraéMbIX BAPHAHTOB, 3alIPAIINBATh €I0 COTJIACHE MIIN
HECOTJIaCHe CO CBOEH TOUKOi1 3peHus. IIpi He0OX0ANMMOCTH MOKHO 3aaTh YTOUHSIOIINE BOTIPOCHI, TIEPECIPOCUTE COOECETHIKA.
Heob6xoanmo yauTeIBaTh MHEHHE COOECETHUKA M IPHBOAUMBIC UM apIyMEHTHI IPH NPUHATHH OKOHYATEIFHOTO PEIICHHsI, KOTOPOoe
JIOJDKHO CTaTh JIOTHYECKUM 3aBepIleHHEM aAuainora. Eciu pelenue npoTHBOPEUrT CoepKaHHIO TPOBEICHHOI Oecepl,
KOMMYHHKaTHBHas 33/1a4a MOXKET OKa3aThCs HEBBIIIOJIHEHHOI. DTO 03HAYaeT, YTO yYacTHUK Oecebl (POpMalIbHO IIPOroBapHBall
CBOM JIOBOJIBI, HE CJIC/TMII 32 PEIUIMKAaMH COOECEeTHNKA M JIOTHKOI Pa3BUTHS THAJIOTa.

*IHnnuaTuBHOCTG B Oecesie MpeAnoIaraeT yMeHUe BOBIEYb MapTHEPa B AUANIOT. B naHHOM THIe quanora 3T0 MposIBISIETCS He
TOJIBKO B yMEHHH 3aIIPOCUTh MHEHNE COOECEAHHNKA, HO U B IIPUITIALICHUH NIpeJylaraTh CBOM BAPUAHTHI ISl 0OCYKIACHHMSI.

* Heo6x0anMO MOMHUTB, YTO JUANIOT — 3TO He 0OMEH MOHOJIOTaMH.

Meroanueckue yka3aHus 1o paboTe co ciioBapeM

DopMBI CaMOCTOSTENEHOH PabOTHI CO CIIOBAPEM:

- IOMCK 33a[JaHHBIX CJIOB B CIIOBapE;

- ompeienieHre GopM eIMHCTBEHHOTO M MHOXKECTBEHHOT'O YHCIIa CYIIECTBUTENBHBIX;
- BEIOOD HY)KHBIX 3HaU€HHI MHOT'O3HAYHBIX CJIOB,;

- IOMCK HY>KHOT'O 3Ha4E€HUS CJIOB U3 YMCJIa TPAMMATHYECKUX OMOHUMOB;

- IOUCK 3HAYEHHs TJaroa 1o 0JHOH U3 IaroabHbIX GopMm.

1. ITpu nomcke coBa B cl1oBape HEOOXOAUMO CIIETUTH 32 TOYHBIM COBIAJCHHEM Tpadudeckoro opopMIIeHHS HCKOMOTO 1
HaWJEHHOTO CJIOBA, B IPOTHBHOM CIydae IepeBo]] OyIeT HelpaBIIbHbIM.

2. MHoOrHe cJI0Ba ABISIOTCS MHOTO3HAYHBIMH, T.€. HMEIOT HECKOJIBKO 3HAYCHUIA, II03TOMY IIPHU ITOMCKE 3HAUCHHS CJIOBA B CIIOBape
HEOOXOMMO YUTATh BCIO CIIOBAPHYIO CTATHIO M BEIOMPATH JJISI IEpEeBOIa TO 3HAUCHUE, KOTOPOE MOIXOIUT B KOHTEKCT
TPEeTIOKEHHUS (TEKCTa).

3. Ilpu noHMCKe B CIIOBape 3HAYCHUS CIIOBA B PsIlC CIIy4acB CIICAyeT MPUHUMATh BO BHUMAaHHE TPAMMATHYECKYIO (DYHKIIUIO CIIOBA B
MPE/IOKEHHH, TAK KaK HEKOTOPBIE CII0BA BBHITIOJHSIOT PAa3IMYHbIC TpaMMaTHYCCKUEe (DYHKIIMU U B 3aBUCHMOCTH OT 3TOTO
MePEeBOIATCS TI0-PA3HOMY.

4. Ilpu noucke 3HAUCHHUS IJIATOJIA B CIOBApe CleAyeT UMETh B BHY, YTO TJIaroJibl yKa3aHbI B CIIOBAPE B HEOMPEAEIECHHON Gopme
(Infinitiv - schlafen, aufmachen)B To Bpemst kak B peAIOKeHUN (TEKCTE) OHU (PYHKIIMOHUPYIOT B Pa3HBIX BpeMEHaX, B pa3HbIX
rpaMMaTHIECKUX KOHCTPYKIMX. [IOMCK ritaroia 3aBHCHT OT €T0 IIPHHA/UICKHOCTH K KITacCy MPaBIIIBHBIX MITH HETIPaBIIIEHBIX
TJIarOJIOB.

Metoauueckue peKOMEHAAIHMH 110 MOJrOTOBKE K IK3aMEHY




