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1. HEJIX X 3AJAYH OCBOEHMA JUCITUITIJIMHBI

1.1|enu: popMupoBaHre MHOS3BIYHON KOMMYHUKATHBHOW KOMIIETEHIINH JIJIsl JIEIOBOTO OOILCHHS B YCTHOW M MUChbMEHHON
bopmax.

1.2|3a0auu: - ocBOCHHE TPAMMATHIECKOTO H JICKCHIECKOTO MHHUMYMA B 00beMe, HEOOXOIUMOM JIJIS ISIIOBOT'O OOIICHUS
HA MHOCTPAHHOM SI3bIKE ¥ PA0OThI C HHOS3BIYHBIME TEKCTAMHU B Tpoiiecce MpoeCCHOHATBHOMN NeATCIbHOCTH;

- (hopMupoBaHHE YMEHUM YTCHUS ¥ MOHUMAHHS JTUTEPATYPHI IO CICIUATEHOCTH CO CIIOBAPEM;

- (opMupoBaHHE KOMMYHHKATHBHBIX YMEHHH JEIOBOT0 OOIICHUSI HA HHOCTPAHHOM SI3BIKE.

2. MECTO JUCIHUIIJIMHBI B CTPYKTYPE OOII

Huka (pazgen) OOIT: B1.0

2.1|TpeboBaHus K MpeIBapPUTEIbHOI MOATOTOBKE 00y4a0IIerocs:

2.1.1{IIpenmrecTBYOIMMHU TUCIUIUIMHAMH SABJIAIOTCS TUCHUIUIMHBI I3IKOBON MOATOTOBKH Ha MPEIBIAYIIEM YPOBHE S3bIKOBOM
ITOJITOTOBKH.

2.2 I[I/ICIII/[HJII/IHBI H MPAKTHKH, JIS1 KOTOPbBIX OCBOCHUE I[aHHOﬁ AUCHUIIJIUHBI (MOleJIﬂ) HeOﬁXOHHMO Kak
npeIIecTByoIIee:

2.2.1|BrImonHeHNe ¥ 3aIIUTa BEITYCKHOH KBATH()HUKAITHOHHOW paOOTEI

2.2.2|Cnen Kypc Ha HHOCTPAHHOM SI3BIKE

3. KOMIIETEHL[UA OBYYAIOIIETOCSsl, ©°OPMUPYEMBIE B PE3YJIbTATE OCBOEHHUS AN CLIUTIINHBI
(MOJIYJIST)

YK-3: Cnoco0eH ocyIecTBJISITh COLMATBHOE B3aUMO/IeiicTBHE U Pea/lu30BbIBATH CBOIO POJIb B KOMaH/Ie

HNI-4.YK-3: O dekTHBHO B3aUMOIEIICTBYET ¢ APYTHMH YIEHAMH KOMAaH/Ibl, B T.4. Y4aCTBYeT B 00MeHe HH(opManmeii,
3HAHUSAMU U ONBITOM, H MPE3EHTANMH Pe3yJIbTATOB PA60ThI KOMAaH/IbI

- 3HACT IIpaBUJia HpO(beCCI/IOHaJ'II)HOI‘O PEYCBOro 3TUKETA
- YMECT apTryMCHTHUPOBAHO U3JIaraTb CO6CTB€HHyIO TOYKY 3pCHHA Ha NHOCTPAHHOM S3bIKC
- BJIaICCT HaBbIKaMH BCACHUS JMCKYCCHUHU U IOJICMUKU Ha MHOCTPAHHOM S3BbIKE

YK-4: CniocoGeH ocymiecTBJISITh /1€JI0BYI0 KOMMYHHKAIMIO B YCTHOH M MHCbMEeHHOI (JopMax Ha rocy1apCTBEHHOM SI3bIKe
Poccuiickoii ®eaepanuu u HHOCTPAHHOM(bIX) sI3bIKe(aX)

HNJ1-1.YK-4: Bei0upaer Ha rocy1apcTBeHHOM H HHOCTPAHHOM (-bIX) AI3bIKAX KOMMYHHKATHBHO NIpHeMJIeMble CTHIb /1eJ10BOr0
o0mennsi, BepdajbHbIe H HeBepOabHbIE CPEICTBA B3aUMOAECTBHSI C IADTHEPaMM.

- 3HaeT OCHOBHBIE TPaMMaTHUYECKHIE CTPYKTYPHI; O0IIEyOTPEONTENbHYT0, OOIEKyIbTYPHYIO U MPO(heCCHOHATEHYIO JTEKCHKY;
peueBble KIUIIE, HEOOXOIUMBIE UL OCYILECTBICHUS JEI0BOH KOMMYHUKAIIUU HA HHOCTPAaHHOM SI3BIKE;

- yMeeT IOCTPOUTh BbICKA3bIBAHUS B CMOJEIUPOBAHHBIX (IIPeJIaraeMbIX) CUTyalUsIX OOIIEHHS HA HHOCTPAHHOM SI3bIKE, [IPABUILHO
UCTIONB3YS BepOaIbHbIe U HEBEpOAIbHbIE CPECTBA OOIIECHHUS;

- BIIaJieeT UHOCTPAHHBIM SI3BIKOM KaK CTUJIEM JEJI0BOTr0O OOILEHHUS.

N-2.YK-4: Beget 1e10BYI0 NepenucKy, YYUTHIBAsSI 0COOEHHOCTH CTHJIMCTHKH O(PMIHAIBHBIX M He0(pUIMAIBHBIX HCEM,
CONMOKYJIbTYPHBIE Pa3ju4uns B popMaTe KOPPECTOHAEHIINN HA TOCYIaPCTBEHHOM U HHOCTPAHHOM (-bIX) SI3BIKAX

- 3HaeT OCOOCHHOCTHU CTHIIMCTHKU HAITUCAHUS O(I)I/II_[I/IaJ'II)HLIX u HeO(bI/ILII/IaJ'H)HLIX nruceM
- YMECT BECTHU ACJIOBYIO ICPCIHCKY C YUCTOM COLNUOKYJIBTYPHBIX 0COOEHHOCTENH ¢ NpEACTAaBUTCIISIMHA APYTUX CTPaH
- BJIagcCT TEXHUKOU JCJIOBOTO IMMCbMa Ha THOCTPAHHOM SA3BIKE

HN/-4.YK-4: [lemoHCcTpUpYyeT YMeHHEe BBINOJIHATH NepeBo/l NPo(deccHOHAILHBIX TEKCTOB ¢ HHOCTPAHHOTO (-bIX) HA
rocy1apCcTBEHHbIN A3bIK U 00PaTHO

- 3HAaeT OCHOBHBIE NIEPEBOUECKUE TpaHC(HOpMalUY;
- yMeeT BBIIOJIHATH NePeBO MpodecCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO (-bIX) Ha FOCYAAPCTBEHHBIN S3BIK K 00PaTHO;
- BJIaZieeT OCHOBAaMHU TEXHHUKH IIEPEBOJA.

4. CTPYKTYPA U COJIEP)KAHUE IV CLUILIMHBI (MOY.JIST)

Kon HaumenoBanmue pasneiioB u TeM /Buj | Cemectp / | HacoB | Komneren- | Jlutepatypa | Uute | Ilpumeuanne
| zauaTus 3anaTusa/ Kvne 1050 DAKT.




Paznea 1. Conep:xanne

Introductions. Work and Leisure.

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

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

/J1ab/

12

WJI-1.VK-4
WUJ1-2.YK-4
WJI-4.YK-4

JI1.1 J11.2J12.1
J12.2

TECT

1.2

Introductions. Work and Leisure.

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

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

15

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

JI1.1 J11.2J12.1
J12.2

1.3

Problems.

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

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

16

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

JI1.1 J11.2J12.1
2.2

Ponesast urpa,
IIHCBbMCHHBIC
paboTsl, TecT

1.4

Problems.

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

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

20

UJI-1.YK-4
UJ1-2.YK-4
WJI-4.YK-4

JI1.1 J11.2J12.1
J12.2

1.5

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

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

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

/JTab/

14

UJ-1.YK-4
UJI-2.YK-4
UJI-4.YK-4

JI1.1 J11.2J12.1
2.2

IIucbmeHHBIE
paboThl, TECT




1.6

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

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

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

/Cp/

16

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

JI1.1 J11.2J12.1
2.2

1.7

Sales. People. Telephone conversations
and Negotiations.

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

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

/J1ab/

14

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

JI1.1 J11.2J12.1
2.2

Ponesast urpa

1.8

Sales. People. Telephone conversations
and Negotiations.

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

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

/Cp/

19

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

JI1.1 J11.2J12.1
J12.2




1.9

Markets. Companies. Presentation and
Speeches.

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

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

/J1ab/

16

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

JI1.1 J11.2J12.1
2.2

[TepeBon TekcToB

1.10

Markets. Companies. Presentation and
Speeches.

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

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

/Cp/

15

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

JI1.1 J11.2J12.1
2.2

The Web. Business Corespondence.

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

/J1ab/

12

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

JI1.1 J11.2J12.1
2.2

ITucemenHbIe
paboTHI, TECT




The Web. Business Corespondence.

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

/Cp/

20

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

JI1.1 J11.2J12.1
J2.2

1.13

Cultures. Jobs. Job Application.

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

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

/J1ab/

28

UJ-1.YK-4
UJI-2.YK-4
UJI-4.YK-4

JI1.1 J11.2J12.1
J2.2

Cultures. Jobs. Job Application.

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

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

/Cp/

44

UJ-1.YK-4
UJ1-2.YK-4
UJT-4.VK-4

JI1.1 JI1.2J12.1
2.2

Paznen 2. [IpomexyTouHasi aTTecTAlMA
(3K3aMeH)

2.1

IMoarororka k 3k3aMeHy /Ik3aMeH/

34,75

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

22

Kontpons CP /KCPATT/

0,25

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




23

Konrakrnas pab6ora /KoncOx/

UJI-1.YK-4
UJI-2.YK-4
UJI-4.YK-4
UJI-4.YK-3




Paznen 3. [IpomexyTouHasi aTTecTanus
(3auér)
3.1 [Moaroroska k 3auéry /3auét/ 3 8,85 NJ-1.YK-4 0
HUa-2.YK-4
NIa-4.YK-4
N1-4.YK-3
32 KonraxtHas pa6ora /KCPATT/ 3 0,15 | UO-1.YK-4 0
Na-2.YK-4
NUa-4.YK-4
NJ1-4.YK-3
Paznen 4. [IpomexxyTouHasi aTTecTanus
(3a4éT)
4.1 TToxroroBka k 3auéty /3auér/ 2 8,85 | UJ-1.YK-4 0
HUa-2.vK-4
NJI-4.YK-4
N-4.YK-3
4.2 Konraktras padora /KCPATT/ 2 0,15 | UO-1.YK-4 0
Na-2.YK-4
Na-4.YK-4
NI-4.YK-3
Paspnea S. IIpomexyTouHas arrecTanus
(3auér)
5.1 TTonroroBka k 3auéry /3auér/ 1 8,85 | UJ-1.YK-4 0
Na-2.YK-4
NUa-4.YK-4
N1-4.YK-3
5.2 KonrakrHas pabora /KCPATT/ 1 0,15 | UO-1.YK-4 0
NI-2.YK-4
-4 YK-4
NI-4.YK-3

5. ®OHJI OIEHOYHbIX CPEJICTB

5.1. IlosicHuTeILHAS 3aNIMCKA

1. Ha3nauenue ¢oHaa oneHOYHBIX cpeAcTB. OIEHOYHBIE CPeICTBA MPEHA3HAUCHBI UIsl KOHTPOIIS U OLIEHKH 00pa30BaTeIbHBIX
JOCTIDKEHHH 00y4aromuXxcsl, OCBOUBILUX MPOTpaMMy yueOHOH aucunuminHel «VIHOCTpaHHBIN SI3BIKY.

2. DOHJT OLICHOYHBIX CPEICTB BKIIOYAET KOHTPOIbHEIE MaTepHalbl AT IIPOBEACHNS TEKYIIEero KOHTPOIS B (hOpMe TECTOBBIX 3a[aHHH,
POJIEBBIX UID, HAIIMCAHUS JIMYHBIX U J€J0BBIX IUCEM, IEPEBO/IA TEKCTOB U IIPE3EHTalU.

5.2. OueHo4Hble CPpeACTBA AJs TEKYIIero KOHTPOJIs




BXO/THOM KOHTPOJIb (puMepHbie 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 from the box.
a sales conference, a tip, a workforce, an order, annual leave, booking, stock, the receipt

Conversation 1

A Kevin has organised (1)

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

B I’m not sure.

Conversation 2

A How big is your company?

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

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

B Three weeks.
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3. Choose the best word or phrase — a, b or ¢ — to complete the sentences.
1 Dirk Ttalian.

a) isn’t b) aren’t ¢) am not

2. A areyoufrom? B Japan.

a) What b) Where ¢) Who

3. Ricardo drive to work?

a) Is b) Do ¢) Does

4. Oscar from home.

a) sometime work

b) works sometimes

¢) sometimes works

5. Mr Albert to meetings.

a) doesn’t go b) not go c) isn’t go

6 This office building a meeting room.
a) not have b) doesn’t have 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

(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?

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

Do you like football?

Can I speak to Jorge Ramos, please?

Is there a car park?

My suggestion is to go for a cocktail.
Why don’t you buy a self-study course?
What do you think?

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

0. What did you learn from your last job?

5
1
2
3
4
5
6
7
8
9
1

a) Yes, there is.

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

¢) Yes, please.

d) I learned how to be patient.

e) OK. What is it?

f) Yes, I do.

g) How about Wednesday?

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

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

Kpurepuu onenku:

Crynent BoinoiaHui 84-100% 3amaHuii «OTIMYHOY, HOBBIIEHHBIH YPOBEHb

Cryznent BoinonHuin84-100% 3afaHuil «XOPOILOY, TIOPOrOBBI YPOBEHb

Cryzaent BoinonHuI50-65% 3a1aHuil «yA0BIETBOPUTEIBHOY, IOPOTOBBII yPOBEHb

CryneHt BoinoiaHuI MeHee S0% 3alaHuil «HEYJ0BJICTBOPUTEIBHOY, YPOBEHb HE CHOPMHUPOBAH

TEKYILIUI KOHTPOJIb (ITPUMEPHBIE 3AJTAHU )
CEMECTP 1

I Complete the conversation with words from the box.

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

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

A Really? And is her husband also  ?

B Yes, he is.

A Does Kasia work at home one day every week?
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B Yes, that’s right. She works at home every

A When does she usually go on holiday?

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

A Do you and Kasia sometimes play _at the weekend?

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

IT Match the sentence beginnings with the endings.

. I don’t like going a) to music.

. Jorge quite likes b) holiday in August.

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

. We never listen  ¢) hours.

. Susan loves going f) out to restaurants.

.Tusually goon  g) from home once a month.

. Piet often works flexible h) football on Sunday.

0NN kAW~

IIT Choose the best words to complete the sentences.

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

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

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

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

6 1 didn’t buy the new Mercedes because it was too (cheap / expensive). I don’t have

€100,000!

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

IV Match the questions with the replies

1 What’s the reason for your visit?

2 Where are you staying?

3 What’s your hotel like?

4 How’s your business doing?

5 What do you do in your free time?

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

8 What do you like best about your job?

9 Where are you from?

a) 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 have a 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.

CEMECTP 2

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

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

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

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

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

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

at the hotel, I usually go for a walk. After a long flight, I need the exercise!
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II. Choose the best word to complete the sentences.

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

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

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

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

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

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

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

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

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

2 Can I have your credit card details?

3 Is there a restaurant in the hotel?

4 What time do you expect to arrive?

5 Is there a car park?

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

7 Can I pay with American Express?

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

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

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

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

e) Yes, that’s right.

f) After 10 p.m.

g) I’d like to book a room, please.

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

CEMECTP 3

I. Complete the sentences with words from the box.

export, home, luxury, mass, niche

1. Nike sports clothing sellstoa  market.

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

3. markets are usually small but profitable.

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

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

2. make b) sell abroad

3. have a workforce of ¢) launch

4. export d) employ

5. introduce e) provide

6 supply f) start

I11. Put the words in the correct order to make sentences.
.were / When / Germany /in/ they/?

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

. Lorraine / Why / Singapore / did / to / move / ?
.wasn’t/ work / Ivan / at / happy / .
.you/have /work /Do /lot/ a/of/?

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

U NV, I SN OS I O R

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

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

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

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

5. At the moment, Pete (talk) to Davina about the quality control problem.
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6. Helena is usually in her office in the afternoon but she (work) from home today.
7. Normally delivery (take) about three weeks.

CEMECTP 4

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

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

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

4 We don’t have d) at home?

5 We have to cut e) possible.

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

7 How about studying g) to me.

II. Match the sentences with the same meaning.

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

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

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

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

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

. Our meetings are informal.

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

. Every year, we have three weeks’ holiday.

O 00 1O\ L AWK —

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.

¢) We have a flexi time system.

f) We value face-to-face meetings.

g) We have relaxed meetings.

h) We have casual Fridays.

i) We often have briefings.

II1. Match the underlined words in the text with the definitions.

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

a) welcomes new ideas and change

b) make better

c) create

d) start

e) putting needs and wants of customers first

f) offer incentives for

g) make more

h) teach

i) be in charge of

IV. Choose the best words to complete the conversation.

A Look at the time.

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

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

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

A Why not?

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

A But it’s a business dinner.

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

B Sure.

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

Kpurepuu ouenku tecra:

Crynent Boimonaaua 84-100% 3amaHuii «OTIMYHOY, HOBBIIIEHHBIH YPOBEHb
Crynent Boinonaauin84-100% 3aganuil «xopolio», Ioporosblil ypoBeHb

CryaeHT BpinonuunS0-65% 3anaHuii «VI0BIETBODUTENLHOY. IODOTOBBIN VDOBEHD
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Cryzaent BeinonHmI Meree 50% 3a1aHuii «HEyIOBICTBOPUTEIBHOY, YPOBEHB HE C(HOPMUPOBAH
Onenounoe cpenctBo «POJIEBAS UTPAy

1. Tema (mpobnema) ,,At a job fair”
Konnenmust urpsr: You meet at the job fair and talk about sales position. Ponu: a) a director of a company; 6) job seeker. Oxunnaemprii
pe3yJIbTaT — HHCLIEHUPOBKA Oece bl OPraHM30BaHa U MPEACTABICHA B COOTBETCTBUM C CUTYyalHei OOLICHHS.

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

Konuenmust 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.

Ponu: a) an interviewer (Human Resources); 0) staff members (a receptionist, a website developer, a writer and, a graphic designer).
O’xumaeMblii pe3ysibTaT — MHCIIEHUPOBKA Oecelbl OpraHU30BaHa U MPEICTABICHA B COOTBETCTBHHU C CUTYAIlUeH OOIICHUSI.

3. Tema (mpobiema) ,,At the Hotel

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

Ponu: a) a guest; 0) a hotel’s manager. OxugaeMslii pe3ysipTaT — HHCLEHHUPOBKA Oece/bl OpraHU30BaHa U NPEACTaBIICHA B
COOTBETCTBHH C CHTyalHeil OOICHHSI.

4. Tema (mpob6nema) “Booking a Hotel Room*

Konmnenus: A telephone conversation between the hotel receptionist and one of the guests, who wants to book a room.

Ponu: a) a guest; 0) a receptionist. OxxumgaemMblii pe3yIbTaT — WHCIICHUPOBKA Oece/ibl OpraHu30BaHa M MPECTaBIeHa B COOTBETCTBUU
C cuTyanuen oOImeHus.

5. Tema (mpo6raema): “Food and Entertaining”

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

Ponu: a) a manager; 6) a manager. O>kxuiaeMbIii pe3yJIbTaT — HHCIIEHHPOBKA Oece/lbl OpraHu30BaHa 1 IPECTaBICHa B
COOTBETCTBHH C CHTyalHe OOIICHSI.

6. Tema (mpoGiema) ,,At a Trade Fair®

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

Pounu: a) a store manager; 0) a manufacturer. Oxxuaaemsiii(e) pe3yabTar(bl) — HHCIIGHUPOBKA OeceIbl OpraHn30BaHa M MPE/ICTABICHA B
COOTBETCTBHU C CUTyalueH OOIEHUS.

7. Tema (mpobuema) «Dealing with problems»

Konnenuus urpsi: 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. Oxxumaemblii pe3ysIbTaT — WHCLIEHHPOBKA Oece/ibl OpraHu30BaHa M NPECTaBJICHA B
COOTBETCTBHH C CUTyallHeH OOIIEHHUSI.

8. Tema (mpobnema) «Participating in discussiony

Konnenmus urpst: 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. OkunaeMslii pe3yIbTaT — HHCLIEHHUPOBKA Oece/ibl OpraHn30BaHa U
Ipe/ICTaBIE€Ha B COOTBETCTBUM C CUTYaIlel OOIeHHUSI.

9. Tema (mpobiuema) «Presenting your company»

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

Ponu: a) a representative of company Nel; 6) a representative of company Ne2. Oxxugaemblil pe3ybTaT — HHCLEHUPOBKA Oece/ibl
OpraHM30BaHa M TIPEACTABICHA B COOTBETCTBUHU C CUTYaIHel OOIeHus.

10. Tema (npobnema) «Making arrangements»

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

Ponu: a) a managing director; 0) a customer. OugaeMblii pe3yJIbTaT — WHCIIGHUPOBKA Oecebl OpraHU30BaHa U MPEICTaBICHA B
COOTBETCTBUU C CUTyallUel OOLIEeHus.

11. Tema (mpo6nema) «Identifying problems and agreeing action»
Kownmnemnus urpsi: Two managers in the same department have a problem with an employee, Ken Darby. They meet to discuss what
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to do.
Ponu: a) a manager; 6) a manager. OxXuIaeMblii pe3yIbTaT — WHCICHUPOBKa OeceIbl OpraHn30BaHa U MPE/ICTABICHa B COOTBETCTBUH
C CUTyaIel o0IIeHHS.

12. Tema (npobnema) «Interview skills»

Konnenmus urpsr: 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. OxugaemMslii pe3ysbTaT — HHCIICHUPOBKA Oece/bl OpraHu30BaHa U MPEJICTaBICHA B
COOTBETCTBHY C CHTyalHeil OOIeHHs.

Kpurepuu onenku:

«OTIMYHOY, TOBBIIEHHBIH YpoBeHb: CTYIEHT CaMOCTOSITENBEHO Peaan3yeT YMEHHE IIOCTPOUTh BEICKA3BIBAHUS B CMOJIEITMPOBAHHBIX
(npenaraeMbIx) CUTyanusx oOIEHHUs] HA HHOCTPAHHOM sI3bIKE, IPABUIIBHO UCIOJIB3YS BepOaIbHbIE U HEBEpOAIbHbBIE CPEICTBA
00IIeHus; BIaJeeT HWHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEJIOBOTO OOIICHHSI.

«Xopo1110», TOPOroBblil ypoBeHb: CTYJEHT CIIOCOOCH MOKa3aTh yMEHHsS MOCTPOUThH BHICKA3bIBAHUS B CMOJICTUPOBAHHBIX
(npennaraeMbIx) cUTyanusx oOIIEHUs] HA HHOCTPAHHOM SI3bIKE, MPABUIIBHO MCIOJIB3Ys BepOaIbHbIC U HEBEpOAIbHbIE CPECTBA
OOIIEeHNS;CIIOCO0EH YaCTHYHO MOKa3aTh BIIAIeHHE HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JIEIOBOTO OOIIECHHS.

«Y I0BJIETBOPHUTEIIBHOY, IOPOTOBBIH YpoBeHb: CTyIEHT M0J1 pyKOBOJCTBOM IPEIOIaBaTeis COCOOCH NOKa3aTh YMEHHUS MIOCTPOUTH
BBICKa3bIBaHUS B CMOJISTMPOBAHHBIX (TIpeJaraeMbIX) CUTYalUsX OOIIEHNSI HA HHOCTPAHHOM SI3bIKE, PABHIBHO UCIIONB3YSI
BepOanbHBIe U HeBepOAIbHbIE CPENICTBA OOIIEHHST; CIIOCOOEH YaCTHYHO MOKAa3aTh BJIAICHHE HHOCTPAHHBIM SI3BIKOM KaK CTHIIEM
JIETI0BOTO OOIIEHMUSI.

«HeynoBneTBopHuTENBHOY», ypOBEHB He chopmupoBan: CTYyIEHT 3aTPYIHSCTCS HIIM HE MOXKET I0Ka3aTh YMEHHS IIOCTPOHUTH
BBICKa3bIBaHMSI B CMOJICIIMPOBAHHBIX (IIPEJIaraeMbIX) CUTYalUsIX OOLICHUSI HA HHOCTPAHHOM $SI3bIKE, TIPABHUIILHO HCIIOJNB3Y st
BepOasibHbIE M HeBepOabHbIE CPEICTBA OOLICHUS; HE BIIAJCeT MHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JEJIOBOTO OOIIEHHUS.

Onenounoe cpenctBo «[IEPEBOJ] TEKCTOB»

TIpuMepHbIe TEKCTHI JJIsl IEPEBOJIA C AHTIIMHCKOTO HAa PYCCKUit

Text 1

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

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

The first thing they do every day when they get to work is check customer e-mails. They do about 95 per cent of their business online,
selling about 4,500 shirts a month. They sell 5 Per cent of their shirts in the store in Richmond, Virginia.

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

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

Text 2

Business diary: Johan Roets as told to Jude Webber

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

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

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

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

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

Text 3

Should I stay or should I go? by Lucy Kellaway

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

Senior manager, male, mid-50s.

The solution

Going back to an old employer is never a bad idea. You know exactly what it is like to work for your old boss. You know that
working there is comfortable, and sometimes comfort is a good thing.

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

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

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

Its chief executive, David Novak, says that Yum plans to more than double its restaurants in China by 2020. It hopes to have 9,000
across the 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. which is Yum's most successful market. But the company is trying
to copy that success in India and other parts of Asia with more local dishes, extended hours and breakfast.

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

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

Kpurepun ouenku:

«OTIMYHOY, TOBBIIEHHBIA YpoBeHb: CTYIEHT CaMOCTOSTENBFHO peau3yeT YMEHHS 0 MepeBoay MpodeccHnOHATBHBIX TEKCTOB C
WHOCTPAHHOTO Ha rOCYJApPCTBEHHBIN S3BIK U 00paTHO, BIIAZEeT OCHOBAMH TEXHHUKH MEPEBOJIA.

«Xopo110», MOPOroBslil ypoBeHb: CTyJEHT CIOCOOEH I0Ka3aTh yMEHHE MepeBo/ia MpoeCCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha
TOCYJapCTBEHHBIH SI3bIK M 00PAaTHO, CIIOCOOEH YaCTUYHO MOKA3aTh BJIAJCHUE OCHOBAMHU TEXHHUKH MIEPEBOIA.

«Y I0BJIETBOPHUTEIIBHOY, IOPOTOBBIH ypoBeHb: CTyIEHT CIOCOOCH MO/] pYKOBOJCTBOM IPEIOIaBaTels OKa3aTh YMEHHUS 110 IIEPEBOILY
npodeccnoHaNbHBIX TEKCTOB C MHOCTPAHHOTO Ha TOCYJaPCTBEHHBIH S3bIK M 00paTHO, CIIOCOOEH IMOKa3aTh YaCTUYHOE BIIaJICHUE
OCHOBAaMHU TEXHUKHU IIEPEBOA.

«HeynoBneTBopHuTENBHOY», ypOBeHB He chopmupoBan: CTYyIEHT 3aTPYIHSETCS HIM HE MOXKET II0Ka3aTh YMEHHs, HE BIIaJieeT
OCHOBAaMHU TEXHHUKHU IEPEeBOIA.

Ouenounoe cpenctso «[IPESEHTAIIUA»

Tembr au1st Ipe3eHTanuii:

1. Types of markets

2. Presentation of the company
3. Future Plans

Kpurepun onenxu:

«OTnUYHOY, IOBBIIIEHHBIN YPOBEHb: CTY/IEHT CAMOCTOSTEIBHO pEali3yeT YMEHUE IOCTPOUTh BBICKA3bIBAHUS B CMOJICIIMPOBAHHBIX
(mpennaraeMpIX) CUTyalusIX OOIIEHNsI Ha HHOCTPAHHOM SI3bIKE, MPAaBIIIBHO UCIIOJB3YS BepOajlbHbIe H HeBEepOaIbHbIE CPEICTBA
001IeHUs, AprYMEHTUPOBAHO U3JIaraTh COOCTBEHHYIO TOUKY 3PEHUSI HA HHOCTPAHHOM S3BIKE; BIIAJCET HABBIKAMU BEIECHUS JUCKYCCUU
U TIOJIEMHUKH Ha MHOCTPAHHOM SI3bIKE€ M HHOCTPAHHBIM SI3bIKOM KaK CTUJIEM JIEJIOBOTO OOILEHHSI.

«Xopo1110%», TOPOTOBBIH YPOBEHB: CTYACHT CIIOCOOCH MOKA3aTh YMEHHS IOCTPOUTH BBICKa3bIBAaHHS B CMOACIMPOBAHHBIX
(npenaraeMbIx) cUTyanusx oOIIEHHUs] HA HHOCTPAHHOM SI3bIKE, MPABUIIBHO MCIOJB3Ys BepOaIbHbIC U HEBEpOAbHBIE CPEICTBA
OOIIeHus, a TaKKe U3J1araTh COOCTBEHHYIO TOUKY 3pEHHSI HA HHOCTPAHHOM SI3bIKE; CIIOCOOEH YacTHYHO MTOKa3aTh BIIAICHHE
MHOCTPAHHBIM SI3BIKOM KaK CTUJIEM JIEJIOBOTO OOIICHHS], a TAK)KE HABBIKAMU BEJCHHSI IUCKYCCUH U TIOJEMHUKH.




«Y IOBIETBOPUTENHHOY», IOPOTOBBIN YPOBEHb: CTYEHT M0J PYKOBOJICTBOM IIPEIIOAABATENS CIIOCOOEH MTOKa3aTh YMEHHS IIOCTPOUTh
BBICKa3bIBaHHSI B CMOJICIIMPOBAHHBIX (IIPEJIaraeMbIX) CUTYalUsIX OOLICHUSI HA MHOCTPAHHOM $SI3bIKE, TIPABHUIILHO HCIIOJNB3Y st
BepOaNbHBIe U HeBepOaIbHBIE CPENICTBA OOIIEHHS M U3JIarasi CBOIO TOUKY 3pEHHsI Ha HHOCTPAHHOM SI3bIKE; CIIOCOOCH YaCTHIHO
MI0Ka3aTh BJIJICHUE NHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JETI0OBOTO OOIICHHSI.

«HeynoBneTBopuTenbHO», YpOBEHb HE CHOPMHUPOBAH: CTYIEHT 3aTPyIHAETCS MM HE MOXKET [10Ka3aTh YMEHHS OCTPOUTH
BBICKa3bIBaHHUS B CMOJISTMPOBAHHBIX (TIpeJiaraeMbIX) CUTYalUsX OOIIEHNsI HA HHOCTPAHHOM SI3bIKE, IPABHIIBHO UCIIONB3YSI
BepOalIbHBIE M HEBepOaIbHBIC CPEICTBA OOLICHUS; HE BIIaJICeT HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JEJI0OBOro OOIICHHs, HE BaJeeT
HaBBIKAMU BEJICHHUS IMCKYCCUN HA HHOCTPAHHOM SI3BIKE.

5.3. Tembl NUCHLMEHHBIX PadoT (3cce, pepepaThbl, KypcoBbIe padoOTHI U 1P.)

Harmwmcanme TMYHOTO U AETIOBOTO MHCHEMa
Buab! IHYHOTO MUCHMA:

- Introduction Letter

- Friendly Letter

Buipl 1e10BOr0O MHChMA:
— The Inquiry Letter

— The Invitation Letter

— The Letter of Complaint
-CV

Kpurepuu onieHnBanus:

- OLIEHKA «OTJIMYHOY BBICTABIISETCS CTY/ICHTY, €CIIM CTYJICHT ITOKa3bIBACT rITyOOKHE 3HAHUS TPAMMATHYECKHX CTPYKTYP;
00I1IeyIOTPEOUTEILHOM, OOIIEKYIBTYPHOM U PO(ECCHOHATBHON JIGKCUKU; PEYECBBIX KIIHIIE, HEOOXOIUMBIX IS
OCYIIECTBIICHHUS JICIIOBOI KOMMYHHUKAIIMU HA HHOCTPAHHOM SI3bIKE, OCHOBHBIX TIEPEBOTIECKUX

TpaHc(hOopMAaIHii.

CopeprkaHuie TUCbMa OTPaXKaeT BCE aCMEKTHI, YKa3aHHBIC B 33IJaHUH; CTIIICBOS 0(DOPMIICHHE BRIOPAHO MPABIIIFHO C YIETOM
TEMBI U aJjpecaTa; COOJIOACHBI IPUHSTHIC B ICJIOBOM U JIMYHOM [TUCbME HOPMBI BEXKIUBOCTH ((POPMYJIBI TPUBETCTBHS,
obpainenus, mpomanus). TeKCT nmiuckMa NOoCTPOeH JOTUYHO, CPEJICTBA JIOTHYECKOW CBS3H M IMTyHKTYAIMH HCIIOJIb30BaHbI
NpaBWIbHO. [ paMMaTHueckue CTpyKTYphl pa3HOOOpa3Hbl M UCITIOIB30BAHBI B COOTBETCTBHH C 33JjaHUEM, COOJIIOaeTCs
JIEKCUYECKasi COYETAeMOCTb.

- OLIEHKA «XOPOILIO» BBICTABISIETCS CTYAEHTY, €CIH CTYACHT MOKa3bIBaeT XOPOIIUH ypOBEHb 3HAHHI OCHOBHBIX
rpaMMaTHYECKUX CTPYKTYP; OOLICYIIOTPEOUTENILHOM, OOIEKYIbTYPHOU 1 MPO(eCcCHOHANBHOMN JIEKCUKHU; PEUEBBIX KIIUILE,
HEOOXOANMBIX JJIsl OCYLIECTBIICHHUS 1€JIOBO KOMMYHHUKAIIMU HA HHOCTPAHHOM SI3bIKE, OCHOBHBIX IIEPEBOTYECKHUE
TpaHcdopmanun. HekoTopsle acleKThl, yKa3aHHBIC B 3aJaHUH, PACKPBITHI HE TIOTHOCTBIO; IMEIOTCSL OT/AEJIbHBIC HAPYIIIEHUS
CTHUJIEBOr0 O()OPMIICHHUS MUCbMA; B OCHOBHOM COOJIIO/ICHBI IIPHHATBHIC B ACTOBOM U JITYHOM NHUCbME HOPMBI BEXKIIMBOCTH.
BrIcka3biBaHHE B OCHOBHOM JIOTUYHO; HUMEIOTCSI OT/IENIbHBIE HEJOCTATKH IIPH UCIIOIB30BaHUH CPEICTB JTOTHYECKON CBS3H U
MYHKTYalnuu; UMEIOTCS OTJEIbHBIC HAPYIICHNS B O(OPMIICHHH JIEJIOBOTO MHChMa. B OCHOBHOM IpaMMaTHYECKHE CTPYKTYPBI
Pa3HOO00pa3HbI U HCIIOJIb30BaHbl B COOTBETCTBUH C 3aJlaHUEM, COOIIOIAaeTCs JIEKCHUECKasi COYETaeMOCTb.

- OLIEHKA «YZOBJICTBOPUTEIHGHO» BBICTABIISIETCS CTYAEHTY, €CIIH CTY/ICHT IIOKa3bIBAaeT 0Aa30BbIi yPOBEHb 3HAHWI OCHOBHBIX
rpaMMaTHYECKUX CTPYKTYD; OOIIEYHOTPeOUTENbHOMN, O0IIEKYIBTYPHOH 1 MPOPEeCCHOHATBHON JIEKCHKH; PEUEBBIX KIIHIIIE,
HEOOXOANMBIX JJIsl OCYLIECTBIICHHUS 1€JIOBOM KOMMYHHUKAIIMY HA HHOCTPAHHOM SI3BIKE, OCHOBHBIX IIEPEBOTYECKIX
tpancdopmanmii. Conepxanue oTpakaeT He BCe acleKThl, YKa3aHHbIC B 33JJaHUU; HApYLICHHsI CTUIEBOTO 0(OpPMIICHUS
JIEJIOBOTO IIMChMa BCTPEYAIOTCS JOCTATOYHO YacTO; B OCHOBHOM HE COOJIIOIAI0TCSA IPUHATHIE B ISIOBOM U JIMYHOM ITHCHEME
HOPMBI BE&KINBOCTH. BBICKa3bIBaHNE HE BCETa JOTUYHO; MIMEIOTCS MHOTOUYHCIICHHbBIE OMIMOKY B HICIIOIb30BaHUH CPEACTB
JIOTWYIECKON CBSA3H, MX BBIOOP OTpaHMYEH; JICNICHNE TECTa Ha a03albl OTCYTCTBYET; HMEIOTCSI MHOTOUHCIICHHBIE
rpaMMaTHYECKHE U JICKCHYECKHE OMHOKH B 0pOpMIICHNH TEKCTa.

- OIIEHKA «HEYJOBJIETBOPUTEIHHO)» BBICTABIISCTCS CTYICHTY, €CIIM HE MOATOTOBIICHO 3a7anue. CTyIeHT He BIaaeeT 6a30BbIM
YpOBEHb 3HAaHWH OCHOBHBIX IPaMMaTHYECKUX CTPYKTYp; 00IEYNOTpeOUTENbHON, O0IIEKYIBTYPHOH 1 MPOeCcCHOHATBHON
JIEKCHUKH; PEUYEBBIX KIINIIE, HEOOXOANMBIX /IS OCYIIECTBICHNUS IIOBOM KOMMYHHKAIMU HA HHOCTPAHHOM SI3BIKE, OCHOBHBIX

nepeBoueckux Tpanchopmarmii. CoaepkaHue He OTPAXKAET T aCHEKThI, KOTOPBIC YKa3aHbl B 3aJIaHUH, WK HE COOTBETCTBYET
=~ L raY

5.4. OneHo4YHbIE CPeACTBA JUISI POMEKYTOYHON aTTeCTAlNU




IEPEYEHb TEM JJ1 3AYETOB:

1 cemectp

Introductions. Work and leisure. Jobs and studies. Nationalities. to be a/ an with jobs; wh- questions. Introducing yourself and
others. Meet conference attendees. Days, months, dates. Leisure activities. Present simple. Adverbs and expressions of

frequency. Problems. Adjectives describing problems at work. Present simple: negatives and questions, have got. Telephoning:
solving problems.




VIT: 44.03.02_2023_1123.plx crp. 18



2 cemecTp

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

3 cemectp

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

4 cemectp

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

Kpurepuun onenku:

- «3aYTEHO» BBICTABIISIETCS CTYACHTY, €CIIH C(OPMUPOBAH KAaK MUHUMYM MOPOTOBBIN YPOBEHb MHIUKATOPOB JTOCTHKEHHUS
KOMIICTCHITHH:

- TIOKa3bIBaeT 0a30BBIN YPOBEHH 3HAHUI OCHOBHBIX TPaMMAaTHIECKUX CTPYKTYP; OOMIEeYyOTpeONTEIbHO, 00Ky IbTypHOH
pOoECCUOHATBHOMN JICKCHKH, PECUEBBIX KIIUIIIE, HCOOXOIMMBIX JIIS OCYIIECTBICHUS JICIOBOM KOMMYHHKAIIUU HA HHOCTPAHHOM
SI3BIKE; 0COOCHHOCTE! CTHIMCTUKU HAMMCAHUS O(PUIIUATBFHBIX U HEO(UIIHATBHEIX TIICEM, 3HAHHI OCHOBHBIX ITEPEBOTUCCKIX
TpaHchopMaIui, a TAKKe 3HAHHUH MPaBUIT MPOGECCHOHATBPHOIO PEUCBOTO ITHKETA;

- OJT PYKOBOJICTBOM IIPETIOIaBaTENs CIIOCOOCH MOKa3aTh YMEHHSI MOCTPOCHHS BBICKA3bIBAHUSI B CMOJICTUPOBAHHBIX
(mpennaraeMpIX) CUTyalusaX OOIIEHUS Ha MHOCTPAHHOM S3BIKE, IPABHIILHO MCIIONB3Ys BepOanbHbIe U HeBepOaIbHBIE CPEICcTBa
OOIIIEHHS; BECTH JCTIOBYIO MEPEIUCKY C YIETOM COLUOKYIBTYPHBIX OCOOCHHOCTEH ¢ PEACTABUTEIAME qPYTHUX CTPaH,
BBITIOJTHATH IIEPEBO MPOPECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO (-BIX) Ha TOCYJapCTBEHHBIN S3BIK M 00PAaTHO, a TaKXKe
apryMEHTHPOBAHO M3JIaraTh COOCTBEHHYIO TOUKY 3pEHHS HA HHOCTPAHHOM SI3BIKE;

- CITOCOOCH YaCTHYHO MOKAa3aTh BIIAJCHUE HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JEJIOBOTO OOIMICHHUS, TEXHUKOH JICIIOBOTO THCEMa
HAa HMHOCTPAHHOM SI3BIKE; OCHOBAMH TEXHUKH TIEPEBOJIa, HABBIKAMU BEIICHSI TUCKYCCHH U TIOJICMUKH Ha HHOCTPAHHOM SI3BIKE.

- KHE3aYTEHO» BBICTABIISIETCS CTYJICHTY, €CJIM YPOBEHb HHANKATOPA JOCTHKEHUSI KOMIIETEHIIMN HE C(DOPMHUPOBAH:

- ITOKA3bIBACT HEYAOBJICTBOPUTEIBbHBIN YPOBEHb 3HAHUH OCHOBHBIX IPaMMaTHYECKUX CTPYKTYP; 00IEYHOTpeOUTENbHOH,
OOILEKYIIBTYPHOM U MPOPECCHOHATBHOMN JIEKCHKU; PEUEBbIX KIIHIIE, HEOOXOUMBIX JJIsl OCYILECTBICHHS AEIOBOM
KOMMYHHUKAIIMU HA MTHOCTPAHHOM SI3bIKE; 0COOCHHOCTEH CTUIIMCTUKYU HANMCaHUs O(ULIUATBHBIX U HEO(PUIHATBHBIX MTHCEM,
MpaBIJI MPOGECCHOHATBHOTO PEUYEBOT0 ITHKETA, & TAK)KE 3HAHNH OCHOBHBIX IIEPEBOTIECKUX TPaHCHOPMAIIHH;

- 3aTPyIHSIETCS WIIM HE MOJKET II0Ka3aTh YMEHHUS IIOCTPOCHUS BEICKA3bIBAHHSI B CMOCITHPOBAHHBIX (IIPEIaraeMbIX)
CHUTYaIUsIX OOIIEeHNs Ha MHOCTPAHHOM $I3bIKE, IIPABUIIBHO MCIIOJIB3YS BepOalbHbIE U HeBepOAIbHBIE CPEACTBA OOIIEHHNS; BECTH
JIETIOBYIO MEPETINCKY C yYETOM COLMOKYIBTYPHBIX OCOOEHHOCTEH C MPEACTABUTENSIMH APYTUX CTPaH, apryMEHTHPOBAHO
n3JaraThb COOCTBEHHYIO TOUKY 3PEHHSI Ha HHOCTPAHHOM SI3bIKE, @ TAKXKE BBINIOJIHATH MIEPEBOA MPO(ECCHOHANBHBIX TEKCTOB C
MHOCTPAHHOTO (-bIX) Ha TOCY/IapPCTBEHHBIH S3bIK U 00pPaTHO;

- HE BJIAJIEET MHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JIEIIOBOI0O OOIIECHHS, TEXHUKOH JIEI0BOTO MMChMa Ha MHOCTPAHHOM SI3bIKE;
OCHOBaMHM TEXHHUKH NE€PEBO/Ia, HABBIKAMU BEJCHUS AUCKYCCUU U MOJIEMUKH HA HHOCTPAHHOM SI3bIKE

B konue 4 cemectpa ctyaents! cnailoT ODK3AMEH, koTopblii BKIIFOYAeT ceIyromue 3aaHus:
1. Progressive Test.

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

3. Read and translate the text.

1. IlpumepHBIit TECT

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

. Do you like football?

. Can I speak to Jorge Ramos, please?

Is there a car park?

. My suggestion is to go for a cocktail.

. Why don’t you buy a self-study course?
. What do you think?
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10. What did you learn from your last job?

a) Yes, there is.

b) OK, I’ll take a look at one.

¢) Yes, please.

d) I learned how to be patient.

e) OK. What is it?

f) Yes, I do.

g) How about Wednesday?

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

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

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

a) What’s

b) My subject today is

¢) One thing we could do is

d) I think

e) I have a problem with

f) I really enjoy

g) I’'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.

credit card details, please? B It’s a MasterCard. The number is ...
Pascal’s is the best restaurant. The food is delicious. B Yes, I agree. The food is great.
the target market? B It’s aimed at stylish young men who want to look good.
training to do my job properly. B I'm sorry. It’s just not possible.
social networking sites? B I’'m not sure that’s a good idea.

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

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

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

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

> > > >

2
3
4
5
6
7
8
9
1

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

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

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

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

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

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

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

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

. Good managers understand their teams’ thoughts and feelings.

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

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

O 001N DN b WK —

Turning bosses into cross-cultural coaches

In the 20th century, managers often worked to control employees. But 2 1st-century management has different rules. Twenty-
first century managers should prepare to be coaches rather than bosses. They should influence and work with their team rather
than control it.

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

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

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

Regular communication is essential. “It can take longer to build trusting relationships because you don't always have that face-
to- face contact with people.”
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You and your colleague Tony need to fly to London for a meeting. You can choose between two airlines. Write an e-mail to
Tony comparing the two airlines. Say which one you prefer to travel with and why. Write 60—70 words.

2. TemaTHka 11aoros

— 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. HpI/IMepHLIe TCKCThI 1A NIEPEBOaa

Text 1

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

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

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

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

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

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

Text 2

The next generation of a business empire by Rachel Sanderson

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

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

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

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

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

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

Text 3

Social media sites are a hit for ads by David Gelles

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

$3.5m.

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

The campaigns are mainly designed to build brand awareness. Last year, Volkswagen in the US had the hit commercial of the

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

Text 4

Starbucks plans $80m Indian joint venture

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

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

The first outlet will open in

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

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

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

Text 5

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

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

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

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

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

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

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

Kputepun oneHku:

OI1leHKA OTJINYHOY BBICTABIIACTCS, €CIIM CTYICHT MOKAa3bIBACT NTyOOKOE 3HAHKE:

-TpaMMaTHYECKUX CTPYKTYD; OOIICYOTPEOUTENLHON, OOMIEKYIBTYPHOM U TPO(eCcCHOHATEHON JIGKCUKHU; PEYCBBIX KITHIIIE,
HEOOXOANMBIX JJIsl OCYILIECTBIICHHUS IEJIOBO KOMMYHHUKAIIMU HA MHOCTPAHHOM SI3BIKE;

- 0COOEHHOCTEH CTUIIMCTUKN HAMCaHUs O(UINATBHBIX 1 HEOPUIINATIBHBIX ITUCEM, CTPYKTYPHOM THITOJIOTUH U TIPABUIT
MOCTPOEHHS TMChbMEHHOT'O PEYEBOT0 BHICKA3bIBAHHS HA U3YYaEMOM SI3BIKE;

- OCHOBHBIX MEPEBOAYECKUX TPaHCHOPMAIHIA;

- paBwWI MPO(PECCHOHATEHOIO PEYCBOTO ITHKETA.

CTyIeHT caMOCTOSTENFHO PeaTH3yeT YMCHUS:

- HOCTpOI/ITI) BBICKA3bIBAHUS B CMOI[CJ'II/IpOBaHHI:IX (npe,unaraeMLIx) CI/ITyaHI/IHX O6IH6HI/I$[ Ha I/IHOCTpaHHOM S3BIKC, HpaBI/IHI)HO
UCTONB3Ys BepOabHbIC M HEBEPOATbHBIC CPEIICTBA OOIICHHUS;

- BECTH JICJIOBYIO MEPEIHCKY C YYETOM COLUOKYJIbTYPHBIX OCOOCHHOCTEH C MPENCTaBUTESIMH JPYTHX CTPaH;

- mepeBoaa MpoheCCHOHATBHBIX TEKCTOB ¢ HHOCTPAHHOTO Ha TOCYAapCTBEHHBIN SI3BIK M 00paTHO;

- apryMEHTHPOBAHO M3JIaraTh COOCTBEHHYIO TOUKY 3PEHUSI HA HHOCTPAHHOM SI3bIKE.

CryneHT Biajeer:

- HHOCTPAHHBIM S3bIKOM KaK CTHJIEM JCIIOBOTO OOIICHHUS;

- TEXHUKOH JISNIOBOTO MMHChMa Ha HHOCTPAHHOM SI3BIKE;

- OCHOBaMH TEXHHUKH TIEPEBO/IA;

- HaBBIKAMH BEJICHUS TUCKYCCUU U TIOJICMUKH HAa MHOCTPAHHOM SI3BIKE.

O11eHKa «XOPOIIOY» BBICTABIISIETCS, €CIIU CTYACHT NOKA3bIBAET XOPOLINE 3HAHUSL:

- OCHOBHBIX I'PaMMaTH4YECKUX CTPYKTYD; OOLIEYIOTPEOUTEILHOM, O0IEKYIbTYPHOM U MTPOECCHOHANBHOMN JIEKCHKHU; PEUeBBIX
KJIMIIe, HeOOXOANMBIX IJIs OCYIIECTBIICHUS eI0BOH KOMMYHHUKALMH HA HHOCTPAHHOM SI3BIKE;

- 0COOEHHOCTEH CTHIIMCTUKY HAMCAHUs OQUIUAIBHBIX H HEODHIMAIBHBIX TUCEM, CTPYKTYPHOI THIIOIOTHH M IIPABUI
HOCTPOCHHS MMCEMEHHOT'0 PEYEBOr0 BHICKA3bIBAHUS HAa H3Y4aeMOM SI3BIKE;

- OCHOBHBIX IEPEBOAYECKUX TPAHCHOPMALHH;

- IIpaBUJI MPO(ECCHOHATIBHOTO PEUYEBOTI0 ITHKETA.

CTyneHT criocoOeH 1MoKa3aTh YMEHHSL:

- IOCTPOUTH BHICKA3bIBaHHS B CMOJICIIMPOBAHHBIX (IpeIaraeMpIX) CUTyalusIX OOLICHHUsI HA HHOCTPAHHOM SI3bIKE, TIPABHIIBHO
UCIIOJIb3Ys BepOanbHble U HeBepOaIbHbIE CPEICTBA OOLICHHS;




- BECTH JICJIOBYIO NEPEIHCKY C YIETOM COLMOKYIbTYPHBIX OCOOEHHOCTEH € MPENCTaBUTEIAMH JPYTHX CTPaH;

- BBINTOJIHUTH NEPEBO MPO(ECCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYNApCTBEHHBIH A3bIK U 00pAaTHO C YaCTUYHON
TIOMOIIBIO TIPETIOIaBaTelIs;

- apryMEHTHPOBAHO M3JIaraTh COOCTBEHHYIO TOUKY 3pEHUSI HA HHOCTPAHHOM SI3BIKE.

CTyIeHT criocoOeH YacTHYHO 10Ka3aTh BilaJIeHUE:

- HIHOCTPAHHBIM S3bIKOM KaK CTHJIEM JEJIOBOTO OOIICHHUS;

- TEXHUKOMH JIeI0OBOTO MUChMa Ha HHOCTPAHHOM SI3BIKE.

- OCHOBAMH TEXHHKH TIEPEBOJIA;

- HaBBIKAMH BEJICHUS TUCKYCCHH H TIOJIEMUKH Ha HHOCTPAHHOM SI3BIKE.

OLeHKa «YIOBIETBOPUTEIBHOY» BBICTABISICTCS, €CIIN CTYACHT IMOKa3bIBaeT 0a30BbIH YPOBEHb 3HAHHIA:

- OCHOBHBIX TPAMMAaTHYECKHX CTPYKTYp; OOLICyOTPpeOUTENHHON, OOMEKYIBTYPHON 1 MPO(eCCHOHANBEHOM JIEKCHKH; PEYEBBIX
KJIMIIE, HEOOXOUMBIX ISl OCYILECTBICHHS JeTI0BOH KOMMYHHKAIIMN HA HHOCTPAHHOM SI3bIKE;

- 0COOEHHOCTEH CTHIIMCTUKN HAaMCaHUs O(QHINATBHBIX U HEOPHUIINATIBHBIX ITUCEM, CTPYKTYPHOH THITOJIOTHUH U TIPaBUIT
MOCTPOCHU MUCBbMEHHOT'O PEYCBOT'0O BBICKA3bIBAHWA HA U3YUaCMOM SA3BIKE;

- OCHOBHBIX MIEPEBOAYECKUX TPaHCHOPMAITHIA;

- paBUII IPO(ECCHOHATIBHOTO PEYEBOTO ITHUKETA.

[Tox pyKoBOJICTBOM MperoiaBaress croco0eH NoKa3aTh yMEHHUSI:

- IOCTPOHTH BBICKA3bIBAaHMS B CMOJICTTUPOBAHHBIX (TIPEIaracMbIX) CUTYaIMAX OOIICHNS HA HHOCTPAHHOM S3BIKE, TIPABHUIIBHO
WCTIONB3YS BepOaTbHBIC M HEBEpOAIBHBIE CPEIICTBA OOIICHNS;

- BECTH JICJIOBYIO NIEPEIHCKY C YUETOM COLMOKYJIbTYPHBIX OCOOEHHOCTEH € MPENCTaBUTEISIMH JPYTHX CTPaH;

- BBITTOJIHUTH NEPEBO MPO(ECCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYNApCTBEHHBIH A3bIK U 00pPAaTHO C YaCTUYHON
MIOMOLIBIO TIPETIoIaBaTells;

- apryMEHTHPOBAHO M3JIaraTh COOCTBEHHYIO TOUKY 3pEHUsI HA HHOCTPAHHOM SI3bIKE.

CryneHT crmocoOeH 4acTHYHO MOKa3aTh BIIaJCHHUE:

- THOCTPAaHHBIM A3BIKOM KaK CTHJIEM ACJIOBOTO O6U_ICHI/I${;

- TEXHUKOH JIeIIOBOT0 MMMCbMa Ha HHOCTPAHHOM SI3bIKE.

- OCHOBAaMH TEXHHUKH TIepeBoOja

- HaBBIKAMHM BEJICHUS TUCKYCCHH W TIOJIEMUKH Ha HHOCTPAHHOM SI3bIKE

O1eHKa «HEyI0BIETBOPUTEIILHOY BBICTABIISIECTCS, €CJIN CTYJICHT ITOKA3bIBACT HEYAOBICTBOPUTEIBHBINA YPOBEHb 3HAHUMI!

- OCHOBHBIX IPaMMaTUYCCKUX CTPYKTYP; OOMICYTOTPEOUTEIHHOM, O0IIEKYIBTYpHON U MPOGECCHOHATBHOMN JICKCHKH; PEUEBBIX
KJIMIIIE, HEOOXOJUMBIX ISl OCYILECTBIICHHS JETI0BOH KOMMYHHKAIIMN HA HMHOCTPAHHOM SI3bIKE;

-0COOCHHOCTEH CTUIIMCTHKY HaIMUCAHUs OQUIMAIBHBIX U HEO(PUIMAIBHBIX IIUCEM, CTPYKTYPHOH TUIIOJIOTUH U IIPaBHIT
MMOCTPOCHHUA MUCBbMEHHOT'O PEYECBOT'0 BBICKA3bIBAHNA HA U3YUYaCMOM SA3BIKE

-OCHOBHBIX NTEPEBOTYECKUX TpaHCchHopmanmii;

- IpaBMII IPOECCHOHATIBHOTO PEYEBOTO ITUKETA.

CTyIeHT 3aTpyIHIETCS WIIM HE MOKET II0Ka3aTh YMEHUS:

- IOCTPOUTH BHICKA3bIBAHHS B CMO/ICIIMPOBAHHBIX (IIPEIaracMbIX) CUTyalMsIX OOLIEHHUsI HAa HHOCTPAHHOM S3bIKE, TIPAaBHIIBHO
UCIIOJIb3Ysl BepOanbHble U HeBepOaIbHbIE CPECTBA OOLICHMS;

- BECTH JICJIOBYIO MEPEIHCKY C YYETOM COLUOKYJIbTYPHBIX OCOOEHHOCTEH C MPENCTaBUTEISIMH JPYTHX CTPaH;

BBIIIOJIHUTH IIEPEBOA NPOGECCHOHAIBHBIX TEKCTOB ¢ HHOCTPAHHOTO Ha FOCYAAPCTBEHHBIH A3BIK M 0OPATHO C YaCTUYHOH
MIOMOIIIBIO TIPETIoJIaBaTels;

- apryMEHTHPOBAHO M3JIaraTh COOCTBEHHYIO TOUKY 3PCHUS Ha HHOCTPAHHOM S3bIKE.

CryneHT He BIajieeT:

- HHOCTPaHHBIM S3BIKOM KaK CTHJIEM JICJIOBOTO OOILECHUSI.

-HE BJI/ICCT TEXHUKOW JICIIOBOTO MICbMa HAa HHOCTPAHHOM SI3BIKE;

|- OCHOBAMH TEXHUKH IIEPEBOA..

6. YHEBHO-METOINYECKOE © THOOPMAIIMOHHOE OBECIHEYEHUE JUCHUTIIUMHBI (MOAY JIST)

6.1. Pekomenayemasi qurepaTypa

6.1.1. OcHoBHas JquTEpaTypa

ABTOpBI, COCTaBUTENN 3arnaBue WznarenscTBo, roa Q5. agpec
JI1.1 |IleBenesa C.A. JenoBoit anrmiickuii: yueObHoe mocodue must [Mocksa: KOHUTU-  |http:/
BY30B JAHA, 2017 www.iprbookshop.ru
JI1.2 |Mursakuna O.B., AHTIHMIACKU SI3bIK 17151 ienoBoro oouienus.  |Kemeposo: http://
lepuna U.B. Dkcnpecc-Kypce: yuebHoe rocodue uist Kemeposckuit www.iprbookshop.ru
CTYICHTOB BceX (GopM 00ydeHHUs TEXHOJOTHYECKHUI /61258 html
WHCTHUTYT MUIIEBON
MIPOMBINLICHHOCTH,
2014
6.1.2. lonotHUTeNbHAA INTEPATYPA
ABTOPBI, COCTABHTEIH 3arnaBue W3natenbcTBO, roj D11 agpec




ABTODBI, COCTaBUTEIHN 3ariaBue WsparenscTBO, rox On. agpec
JI2.1 |Maiiep H.T. AHTIHMACKUH S3BIK: yuyeOHOe TTocoOue T'opuo-Aunraiick: PUO |http:/elib.gasu.ru/index.ph
rATY, 2014 p?
option=com_abook&view
=book&id=323:anglijskij-
yazyk3&catid=35:inostran
nye-yazyki&Itemid=180
JI2.2 |A6pamos B.E. DneMeHTapHas rpaMMaTrka coBpemenHoro  |Camapa: IToBosmkckwid |http://
AHTJIMHACKOTO A3bIKA [Tl HAYMHAIOIINX U TOCYyTapCTBEHHBIN www.iprbookshop.ru
MIPOJOJDKAOIINX €0 U3yUYeHHe: y4eOHOe YHUBEPCUTET /71909.html
mocobwue [yisl By30B TEJICKOMMYHHKAIHH 1
undopmaruku, 2013
6.3.1 [lepeyens MPpOrpaMMHOro odecreyeHust
6.3.1.1|MS Office
6.3.1.2| SAanexc.bpaysep
6.3.1.3|LibreOffice
6.3.1.4|Kaspersky Endpoint Security ans 6usneca CTAHJAPTHBIN
6.3.1.5|MS WINDOWS
6.3.1.6|Moodle
6.3.1.7INVDA
6.3.2 Ilepevyenb HHGPOPMAIHOHHBIX CIIPABOYHBIX CHCTEM
6.3.2.1|MexBy30BCKast 2JICKTPOHHAs OMOIHOTEeKA

6.3.2.2

baza nanHbIx «OnekTpoHHas 6nbnuoreka 'opHO-ANTalCKOro rocyAapCcTBEHHOTO YHHUBEPCUTETA)

6.3.2.3

OnexkTpoHHO-OubaroTeuHas cucrema IPRbooks

7. OBPA3OBATEJIBHBIE TEXHOJIOT'HA

poreBas urpa

IIPe3eHTaLUs

8. MATEPUAJIBHO-TEXHUYECKOE OBECHHEYEHUE JUCHUIIIUHBI (MOJY JIS)

Homep aynuropun

Hasnauenue

OcCHOBHOE OCHAIIIEHHE

408 A2

YueOHas ayIuTOpHUs AJIS IPOBEACHUS
3aHITUHN JEKIIMOHHOT'O TUIIA, 3aHATHI
CEMHUHApPCKOI0 TUIA, KypCOBOI'O
MIPOEKTHPOBAHNUS (BBITIOTHEHUE KYPCOBBIX
padoT), rPyNIIOBBIX M UHIANBUAYATEHBIX
KOHCYJIbTAalluH, TEKYLIEr0 KOHTPOJIS U
MPOMEKYTOUHOU aTTECTAlIMU

Pabouee mecto npenogaBarens. [locagounsie mecta
o0yJaromuxcs (1Mo KOJIUIeCTBY 00ydaronnuxcst)

204 A2

Jlabopatopust COIUATLHON paOOTHI.
VYueOHast ay JuTOpHs JJIs IPOBECHUS
3aHITUH JEKIIMOHHOTO TUIIA, 3aHATHI
CEeMHMHApPCKOTO TUIIA, KypCOBOTO
MIPOEKTHPOBAHNUS (BBITIOTHEHUE KYPCOBBIX
paboT), rPyNIIOBHIX W HHANBUAYATBHBIX
KOHCYJIbTalluH, TEKYLIEr0 KOHTPOJIS U
NIPOMEKYTOYHOU aTTecTalluu

Pabouee mecro npenonasarens. [Tocanounsie mecta
oOyyaromuxcs (10 KOJIMYECTBY 00Yy4arOInXCs).
WuTtepakTuBHas nocka, mpoektop SMART V30, HOyTOyK

207 A4

Komnerotepnsiii kiacc. [lomemienue mis
CaMOCTOSITEITLHON paboTHI

[epconanbHbIe KOMIBIOTEPHL. Pabouee MecTo
npenoaasarens. [locagounsle Mecta oOyuaromuxcs (1o
KOJINYECTBY 00YYaIONINXCs)

9. METOAUYECKHE YKA3ZAHMA IJIAA OBYYAIOIIIUXCA 11O OCBOEHUIO JUCHUIIVIMHBI (MOY JIS)




Metoandeckne ykazaHusl 110 YTEHUIO U TIEPEBOY TEKCTOB

ITonnmMaHue TeKcTa JOCTUTaeTCsl IPU OCYIIECTBIICHUN JABYX BUJIOB UYTECHUS:

1) u3y4aromiero 4reHus;

2) uTeHHs C OOLIMM OXBATOM COJICPKAHUSI.

TouHOE ¥ MTOJTHOE TOHUMaHUE TEKCTa OCYIIECTBISIETCS My TEM H3YUYaromero YTeHHs, KOTOpOoe MperoiaraeT yMeHHe CaMOCTOSITEIIbHO
MPOBOJUTH JIEKCUKO-TPAMMATHYECKUI aHAIN3 TeKCTa. FITOroM U3yJaroIero YTeHHs SBISETCs aJeKBaTHBIH IIepeBo]] TeKCTa Ha
POIHOM S3BIK ¢ IOMOLIBIO ciioBaps. [Ipu 3TOM cienyeT pa3BUBaTh HAaBBIKHU IOJIb30BAHUS OTPACIIEBBIMU
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TCPMUHOJIOTHICCKUMU CJIIOBApsIMU U CJIOBApSIMHU coxpameﬂnﬁ‘
Yuras TCKCT, HpeﬂHa3Ha‘IeHHLIﬁ JJIS1 IIOHUMaHU s O6HI€FO COACpIKaHMA, HeOﬁXOHI/IMO, HC o6pama;{c1> K CJIOBapro, IMOHATH OCHOBHOM
CMBICJI IIPOYUTAHHOTO.

O6a BHa YTEHHS CKIIAIBIBAIOTCS U3 CIEMYIOMNX YMCHHUMH:

a) I0TabIBaThCA O 3HAUYCHHH HE3HAKOMBIX CIIOB Ha OCHOBE CII0BOOOPA30BaTEIbHBIX MPU3HAKOB M KOHTEKCTA;

6) BUJETh UHTEPHALMOHAIbHBIE CJI0BA U ONPEJEIATh UX 3HAUCHUE;

B) HAXOJWUTH 3HAKOMBIE TpaMMaTHIeCKHe (pOPMBI M KOHCTPYKINH U YCTAaHABIMBATh X SKBUBAICHTHI B PYCCKOM SI3BIKE;

T') UCIIOIB30BaTh UMEIOMINIiCA B TEKCTE UIIIOCTPATUBHBIM MaTepuai, CXeMsl, (GopMyJIbl U T.IL.;

) IPUMEHATh 3HAHUA 110 CIELHUATbHBIM, OOLETEXHUIECKUM, OOLIEIKOHOMUYIECKUM IIpeIMETaM B KaUeCTBE OCHOBBI CMBICIIOBOU U
SI3BIKOBOM JTOTA/IKH.

OnuuM 13 3GQEKTUBHBIX NPHEMOB GOPMUPOBAHUS CIIOCOOHOCTH CaMOCTOSTENBHO pabOTaTh € TEKCTOM SIBIISIETCS IIepecKas.
INoaroroBka k mepeckasy TeKCTa BKIFOYaeT B cebs pa3jelieHHe TeKCTa Ha CMBICTIOBBIE YACTH, BBIIENICHHE KIIOYEBBIX (pas,
COCTaBJICHHE IIJIaHa IIEPECKa3a.

IIpu nmoaroToBke mepeckasa TEKCTa PEKOMEHAYETCS BOCIOJIB30BAThCS CIEAYIOLIEH aMATKOM:

1. Tlocne mpouTeHHs TEKCTa pa30eiTe ero Ha CMBICIOBBIC YaCTH.

2. B xaxnoil uwacTu Haiiiure HpeiIoKeHUE (MX MOXKET OBITh HECKOJBKO), B KOTOPOM 3aK/IIOYEH OCHOBHOM CMBICI 3TOH 4acTu
TEKCTa. BpIMUINMTE 3TU NpeaIoKeHHs.

3. IlogyepkHUTE B 3THUX NPEAJIOKEHUSAX KIHOUEBBIE CJIOBA.

4. CocraBbTe IIJIaH IepecKasa.

5. Omnwmpasich Ha IIaH, MEPECKaKNUTE TEKCT,

6. Onmpasich Ha KIIIOYEBBIE CIIOBA, PACCKAKUTE TEKCT.

IIpu nepeckase TekcTa PEKOMEHIYETCS UCIOIb30BATh PEUEBbIC KIIUILE.

Meroauyeckue peKOMEHJAUH 110 TOJrOTOBKE MPE3EHTANN
Co3naHue Mpe3eHTalrud COCTOUT U3 TPEX JTAIlOB:
1. [InanupoBaHue MPE3CHTAIIMN BKIIIOYAET B ceOsl:
1. Onpenenenue ueneil.

2. OnpenesneHne OCHOBHOM MJEH MPE3EHTALUH.
3. ITonGop nononHUTENbHOH nHGOpMALUH.

4. IlnaHupoBaHNE BBICTYILUICHHUS.

5. Co3nanue CTpyKTyphI IPE3EHTAITHH.

6. IIpoBepka JIOrMKM OJauu MaTepHuaa.

7. IloAroToBKa 3aKIIFOYCHHUSL.

I1. Pa3paboTka mmpe3eHTanuu.

III. 3amura npe3eHTaNH.

MeToauyecKie peKOMEHIAIMH [0 MTOATOTOBKE POJICBOH HIPHI

B cTpykType poreBoii HTpbl Kak Ipoliecca BEIICSIOTCS CIEYIONNe COCTABISIONINE:

- TeMa;

- pou, B3SIThIE Ha Ce0sl UTPAIOIINMH;

- UTPOBEIE NEHCTBUSI KaK CPEICTBA pealln3alii ITUX POJIeH;

- UTPOBOE yNOTPeOJICHNE IPEAMETOB, T.C. 3aMEIICHHUE PEANIbHBIX BEIIeH HIPOBBIMH, YCIOBHBIMHU;

- peaJbHBIC OTHOIICHUS MEXY HTPAIOIIHMI;

- croxkeT (cozepkanue) — 00J1acTh JEHCTBUTEIBHOCTH, YCIOBHO BOCIIPOU3BOIUMAs B HTPE.

B nporecce poJieBoit UTPBI OTPaOATHIBAIOTCS M YCBAUBAIOTCS:

1) oTHYecKHe HOPMBI M TIPaBHJIa TIOBEJCHUS U OTIpeieIeHHbIe COLMAIBHBIE POJIM B TOM MJIM HHOM 3THOKYJIBTYPHOM COOOLIECTBE;
2) 0COOCHHOCTH, XapaKTepHBIE YePThI, BOSMOKHOCTH T€X WM MHBIX COIMANBHBIX TPYII WX ONpeeNIeHHbIX KOJJIEKTUBOB —
AHAJIOTOB TIPEIIPHUATHH, QUPM, T.€. Pa3THYHBIC TUITBI SKOHOMHYECKUX M COLHAIBHBIX HHCTUTYTOB, YTO BIIOCIECACTBHU MOXET OBITh
TIEPEHECEHO B COLHAIBHYIO IIPAKTUKY;

3) yMEHUs COBMECTHOW KOJUICKTUBHOM NESATEIBHOCTH;

4) KyJbTYpHBIE TPAAUIN H HOPMBIL.

Ponesrie HUTPBI, TEMA U CIOKET KOTOPBIX OCHOBAH Ha COACPIKaHUU TCKCTOB, WJNIFOCTPUPYIOT MMOBCACHHUE B CUTYyallU MEKKYJIBTYPHOI'O
oO0IIeHuSI.

B kauecTBe nMpueMoB, XapaKTePHBIX ISl METOJa POJIEBOI UTPBI, BRICTYIAIOT CIEAYIOIINE:

- IpUeM BOCCO3AaHHsI KOMMYHHUKAaTHBHOTO KOHTEKCTa, KOMMYHHKAaTHBHON CUTYallNH;

- IpUEeM BUPTYaJbHON SKCKYPCHH, KOTOPBIA MOXKHO OPraHM30BaTh KaK C MOMOMIBIO TEXHHUECKUAX CPENICTB, TAK M C UCIIOIb30BAHUEM
peanbHbBIX ()OTOMATEpHATIOB B YYeOHOH ayINTOPHH,

- IpHeM ApaMaTH3alNY, HAIIPABJICHHBIH HA CO3aHNC YCIOBUH, MPHOIMKEHHBIX K YCIOBUSIM PEAIbHOTO OOIICHUS, CBSI3aHHBIN C
CO3/IaHHEM CHTYaIlUH OOIICHHUS, OIPEEICHHEM LIeIH, PACIIPEACIICHIEM polie;

- mpueM pedIeKCUBHON NASHTU(UKALMN, IPEANONATAIOINH NICHTH(GUKAINIO ¢ 0OBEKTOM OOLIEHUS U TOBECTBOBAHHE OT UMEHH
3TOro OOBEKTA.

MeTO)II/I‘IeCKI/Ie YKa3aHHus K HAITUCAHHUIO ACJIOBOI'O IMKUCbMa

SI3bIK HanMCaHUS JACJI0OBOI'0 NMUCbMa OTINYACTCA OT CTUJIA JIMYHOI'O IIMChMa. B nenoBeIX nuckMax sI3bIK Ooiee OCI)I/IHI/IaIIeH " CTpOT; HE
IIPUHATO yHOTpeGJ'[eHI/Ie COKpPAIICHHBIX I'JIar0JIbHBIX q)OpM, B TO BpEMs KaK KOHCTPYKIHUH CO CTPAAATCIIBHBIM 3aJIOT'OM HCIIOJIB3YIOTCA
ropasfo Jamtie. ,HJ'I?{ I[eJ'IOBOfI TICPCTIMCKU XapaKTCPHO yHOTpe6J’IeHI/Ie CTaHAAapPTHBIX BBIan(eHHﬁ, HCNOJIb3YCMBIX JJIs1




MOATBEP KACHUS OTyYESHUs IETOBBIX IIMCEM, JUIS1 BEIPAXKEHHUSI IPOCHOBI, IPH COOOIIEHNH O MOCHIIKE KaTaloroB WiIH JOKYMEHTOB,
IIpU CCBUIKE Ha JOKYMEHTHBI U T.[1. 9THU CTAaHAAPTHBIC BBIPAKCHUA HCO6XO,Z[I/IMO BbIYYUTb.

BerynuTensHoe oOpaliieHre MHIIETCs CIASTYONIM 00pa3oM:

1. ecnit BBI He 3HaeTe (PaMUIIHIO YEIIOBEKA MIIH JIFOJICH, K KOTOPBIM BBl O0palllaeTech, MUCbMO OOBIYHO HaYMHAETCs co ciioB Dear Sir,
Dear Sirs wnu Gentlemen.

2. Ecnu BBI MUIIHTE KEHIIMHE U HE 3HaeTe ee (haMUIINIo, OOBIYHBIM siBIIsieTcs oOpamenne Dear Madam.

3. Eciiu BBI 3HaeTe (haMUIIHIO ajfipecara, OOBIYHBIM OOpaIleHnEM K MYKIUHE SIBIISICTCSI

Dear Mr. Smith, k sxeHmune Dear Miss Smith (He3amyskHeil xenmune), Dear Mrs. Smith (3amysxHeit xenmune), Dear Ms. Smith
(ecnu BBI HE 3HAETE, 3aMY)KEM OHa MIIM HeT. JTa hopma rpuoldperaet Bce 0oJiee MUPOKOe PACTIPOCTPAHEHHUE).

B nenoBom nuceme B oopamennn HEJIB3S nucats UMSI nocine cinos Mr., Mrs, Ms.

OCHOBHO# TEKCT MUChMa

1. ITuceMo-3amnpoc, kanoda M T.II.

B Havane 1enoBoro NuchMa yKa3blBaeTCsl IPUYMHA HAMMCAHUS TAHHOTO MichMa. OOBIMHBIM HAYaJIOM MOTYT CIIY>KUTh BBIpaXkeHus |
am writing in connection with...

I am writing to enquire about... Eciu BbI HIIIETe 04epeHOE MTHCHMO IO OJJHOMY U TOMY K€ BOTIPOCY, TO HAYAIOM MOTYT SIBJISITHCS
BeIpaxkeHus Further to...

With reference to...

2. [lucemo-oTBET

OOBIYHBIM HAYAJIOM SIBIISIETCSI

Thank you for your letter of 12 January ( O6paTture BHuMaHue Ha nipezyior of), In reply/ answer/ response to your letter of 12
January...

B coobmeHunsx 00 HCHONMHEHNH POCHOBI YIOTPEOISIOTCS CIESAYIOIIIE BBIPaKESHHS:

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

TIpu U3BEIICHHUH O MOCBUIKE TOKYMEHTOB, KATAIOTOB | T.I1. 00BIYHO MCHONB3YIOTCS Clieaytonme Beipaxkenus:: We are pleased/ glad to
send you..., We enclose..., We send enclosed...

JleroBoe MUCEMO OOBIYHO eUTCs Ha ab3aripl. JleneHue moaepKuBaeTCst CIIOBAMHU:

First of all, Firstly, Secondly, Finally

He 3a0bIBaiiTe 0 cloBax, CBA3BIBAIOLINX OTAEIBHBIE YACTH NPEIOKEHHH, U BBOAHBIX CIIOBaX:

Moreover, In addition to it

So, As a result, Therefore

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

In conclusion, To sum up, On the whole

He 3a0bIBaiiTe 0 BEXKJIMBBIX CIIOBaX M BBIPAKCHHSIX:

I would be very pleased...

Will you be so kind to inform me...

I will be obliged if you could ...

I would appreciate if you could...

3akirounTenbHas popMylia BeXKIHBOCTH BKIIIOYAET B Ce0S TaKHe BEIPAXKECHUSI, KaK:

I look forward to hearing from you soon. If you require any further information please do not hesitate to contact us.
3aKIII04nTENbHAS YacTh MMChMa — MOJIHCh — 3aBUCHUT OT oOpamenus. Ecnu Bel Havany nucbMo ¢ oOparienust Dear Sir, Dear Sirs
Dear Madam unu Gentlemen, B KOHIIE TUChMa TMEpe MOAIKUCHIO BbI JIOJDKHBI TOCTaBUTH ciioBa Yours faithfully.

Ecnu Bbl Havany nmucbMo ¢ obparienust Dear Mr. Smith, Dear Miss Smith, Dear Mrs. Smith, Dear Ms. Smith 00bIYHBIM OKOHUaHHEM
OynayT cioBa Yours sincerely.




