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1. IEJIN U 3BAJAYN OCBOEHUSA U CIIUITJINHBI

1.1 | Henu: hopMupoBaHHe HHOA3BIYHON KOMMYHUKATUBHOM KOMIIETEHIIUH AJIs JEI0BOrO OOIIEHHs B YCTHOM U NMChbMEHHOH (opmMax.

1.2 | 3a0auu: - ocBoeHHE TPaMMAaTHIECKOTO 1 JISKCHUECKOTO MUHUMYMa B 00beMe, HEOOXOIMMOM IS ISJIOBOTO OOIIEHUS Ha
HHOCTPAHHOM SI3bIKE W paOOTHI C HHOS3BIYHBIMU TEKCTAMH B IIPOIEcce MPO(EeCCHOHATBHOM A TEIbHOCTH;

- (hopMUpOBaHHE YMEHUI YTCHUS] M TOHUMAHHUS JIUTEPATYPHI TI0 CICIUATBLHOCTH CO CIOBAPEM;

- (hopMHUpOBaHHE KOMMYHHKATHBHBIX YMCHHI JCJI0BOTO OOIICHHMS HA HHOCTPAHHOM SI3BIKE.

2. MECTO JUCIIUIIJIMHBI B CTPYKTYPE OOII

Huxn (pazgen) OOIT:

2.1 | TpeGoBaHus k npeaIBapUTeJIHLHOI NOAT0OTOBKE 00y4Yalouerocs:

2.1.1 | IIpeaumiecTBYOMMM TSl U3y4€HHS AUCIUILIHHBI SBISICTCS TUCHHUIUTNHA «THOCTpaHHBIN SI36IKY» Ha TPEIbIIYIIEM YPOBHE
00pa3oBaHusI.

2.2 | IucuMnianHbl ¥ NPAKTHKH, 111 KOTOPBIX 0CBOCHHE JAHHON JMCHUILINHBI (MOAY.I51) HE00X0JUMO KAK
npeJuIecTByOlIee:

2.2.1 | 3ammra BRIMYCKHOW KBATH(UKAIMOHHOM paboThl, BKJIFOUYAs MOATOTOBKY K MPOLEAYPE 3aLIUTHI M POLIECAYPY 3alUThI

2.2.2 [ IloaroroBka K MpoLEAype 3aIlUThI U 3alUTa BBITYCKHON KBanuhUKalMOHHON paboThl

2.2.3 | OcBoeHue AMCIUILTHHBI «IHOCTpaHHBIN S3bIK» HEOOXOANMO Ha MOCIEAYIOIIEM YPOBHE 00pa3oBaHUsl.

3. KOMIIETEHI[Y OBYYAIOILETOCSl, ©OPMUPYEMBIE B PE3YJIbTATE OCBOEHUSI JUCLUATLIAHBI
(MOAY.JIs)

YK-4: Cnioco0eH ocylecTBJISATH /1eJI0BYI0 KOMMYHHKAIMIO B YCTHO# ¥ MUCbMEHHOi (opMax HA rocy/1apCTBEHHOM SI3bIKe
Poccuiickoii @enepannu 1 ”HOCTPAHHOM(BIX) A3bIKe(AX)

N/-1.YK-4: Boioupaer Ha rocy1apcTBeHHOM M HHOCTPAHHOM (-bIX) SI3bIKaX KOMMYHMKATHBHO NpHeMJieMble CTHJIb [1eJI0BOT0
o0ueHusi, BepdajibHble H HeBepOaIbHbIe CPeACTBA B3AaUMOIECTBUSI € MAPTHEPAMH.

- 3HAET OCHOBHBIE IPaMMAaTHYECKUE CTPYKTYPBI; 00LICYNOTPEOUTENbHYIO, OOMIEKYIBTYPHYIO U MPOPECCHOHANBHYIO JICKCUKY;
peUeBbIe KIUIIE, HEOOXOJUMBIC TSl OCYILECTBICHHS ISIOBOH KOMMYHHKAIMU HA HHOCTPAHHOM SI3BIKE;

- yMEeT HOCTPOUTH BHICKAa3bIBaHMS B CMOJICIHPOBAHHBIX (IIPE/TaraeMbIX) CUTYALHsX OOIICHUs] HA HHOCTPAHHOM SI3BIKE, IPABHILHO
UCTIOJIB3YS BepOabHbIC M HEBEpOAbHbBIC CPEJCTBA OOICHHS;

- BIIaJICET HHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JEIIOBOTO OOLICHHS.

HNI-2.YK-4: Beaer 1es10BYI0 epenuckKy, yYUTHIBask 0COO0EHHOCTH CTHWJIMCTHKH 0(PMUIHMAJLHBIX M Heo(UINATBHBIX NHCEM,
COLMOKYJIbTYPHBIE pa3inyus B ¢popMaTe KOPPeCHOHIeHIUU HA FOCYIaPCTBEHHOM H MHHOCTPAHHOM (-bIX) SI3bIKAX.

- 3HaeT 0COOCHHOCTH CTHJIMCTUKU HAITUCAHUS O(QUIMATIBHBIX U HEO(UIMATIbHBIX ITHCEM;
- YMeeT BECTH AEIOBYIO NIEPENUCKY C YIETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH ¢ IPEICTAaBUTEIISIMU IPYTUX CTPAH;
- BJIaJIe€T TeXHUKOM /IeJI0BOr0 MMChMa Ha HHOCTPAHHOM SI3BIKE.

HN/1-4.YK-4: leMOHCTPHPYeT YMeHHe BbINOJIHATD IepeBo] NPo(hecCHOHAIbHBIX TEKCTOB ¢ HHOCTPAHHOIO (-bIX) Ha
rocyAapCcTBeHHBbIH A3bIK U 00PaTHO.

- 3HAET OCHOBHBIC TIEPEBOTYECKUE TPAaHCHOPMALIUH;
- YMeEeT BBIMOJHITH MEPEBO MPO(PECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO (-bIX) HA TOCYAapCTBEHHBIH A3bIK U 00paTHO;
- BJIafieeT OCHOBAMHU TEXHUKH MEPEBOJIA.

4. CTPYKTYPA U COJAEP KAHUE JTUCIUIIJIMHBI (MOLY JIsI)

Kon HaumenoBaHue pa3iesioB U TeM /BUJ Cemectp / | Yacos | Komneren- | Jlutepatypa | Unte | Ilpumeuanue
3aHATUSA 3aHATHSA/ Kvpc 107011 PAKT.

Pazgen 1. Conepxanmne.




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

Days, months, dates. Leisure activities.
Present simple. Adverbs and expressions
of frequency. Writing: e-mail. /JIa6/

1.2 Introductions. Work and leisure. 18 WUa-1.vK-4 JI1.1J12.1 Brimonnenune
Jobs and studies. Nationalities. to be a/ an WUa-2.VK-4 JIEKCHUKO-
with jobs; wh- questions. Introducing rpaMMaTH4ecKu
yourself and others. Meet conference X yIpakHeHui.
attendees. IToaroroska
Days, months, dates. Leisure activities. JIAAJIOTOB.
Present simple. Adverbs and expressions
of frequency. Writing: e-mail. /Cp/

1.3 Business trips (airports, hotels). Food and 14 Ua-1.YK-4 JI.1J12.1
entertaining. Ua-2.YK-4
Travel details: letters, numbers, times.

Can/can’t. There is/are. Making booking
and checking arrangements.

Eating out: food and menu terms.
Some/any. Countable and uncountable
nouns. Choose a restaurant for a business
meal. Writing: e-mail. /JIa6/

1.4 Business trips (airports, hotels). Food and 20 Ua-1.vyK-4 JI1.1J12.1 Brimmonaenune
entertaining. UA-2.YK-4 JIEKCHUKO-
Travel details: letters, numbers, times. IrpaMMaTU4YECKHU
Can/can’t. There is/are. Making booking X yIpaKHEHHH.
and checking arrangements. Urenue u

HepeBO.
Eating out: food and menu terms. TEKCTOB.
Some/any. Countable and uncountable [ToaroroBka
nouns. Choose a restaurant for a business JIMaJIOroB U
meal. Writing: e-mail. /Cp/ POJIEBOM UIPBIL.

1.5 Sales. People. 14 Ua-1.YK-4 JI1.1J12.1
Choosing a product or a service. Past Ua-2.YK-4
simple. Past time references.

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

/J1a6/

1.6 Sales. People. 15 Ua-1.YK-4 JI.1J12.1 Beinonnenue
Choosing a product or a service. Past Ua-2.YK-4 JICKCHKO-
simple. Past time references. rpaMMaTH4eCKu

X YOpaKHEHHH.
Types of colleagues. Starting a business. Urenue u
Describing people. Past simple: negatives TIEpPEBOJT
and questions. Question forms. TEKCTOB.
Negotiating: dealing with problems. Ioaroroska
Writing: e-mail. JINAJIOTOB U

pOJIEeBOI UTPEIL.
/Cp/ Hanucanue

1.7 Markets. Companies. 14 Ua-1.YK-4 JI.1J12.1
Types of markets. Comparatives and Ua-2.YK-4
superlatives. Much /a lot, a little /a bit. Ua-4.YK-4

Meetings: participating in discussions.
Successful companies. Describing
companies. Present continuous. Present
simple or present continuous. Writing:
company profile. /JIa6/




1.8 Markets. Companies. 17 Ua-1.YK-4 JI.1J12.1 0 Beinonnenue
Types of markets. Comparatives and nj-2.YK-4 JIEKCHKO-
superlatives. Much /a lot, a little /a bit. N1-4.YK-4 IrpaMMaTU4YECKHU
Meetings: participating in discussions. X YOPaKHEHHUH.
Successful companies. Describing UreHue u
companies. Present continuous. Present HepeBO.
simple or present continuous. Writing: TEKCTOB.
company profile. /Cp/ IMonroroska

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

Making arrangements. Writing: e-
mail. /JIa6/

1.10 The Web. 18 Ua-1.vyK-4 JI1.1J12.1 0 Beinonnenue
Using the Internet. Internet terms. Time nj-2.YK-4 JIEKCHKO-
expressions. Talking about future plans Ua-4.YK-4 rpaMMaTH4eCKU
(present continuous and going to, will). X YIpaKHEHHUH.
Making arrangements. Writing: e- Urenue u
mail. /Cp/ MepeBo/I

1.11 Cultures. Jobs. 28 na-1.yK-4 JI1.1J12.1 0
Company cultures. Cultural mistakes. Ua-2.YK-4
should /shouldn't, could /would. n1-4.YK-4
Identifying problems and agreeing action.

Skills you need for a job. Skills and
abilities. Present perfect. Past simple and
present perfect. Interview skills. Writing:
a curriculum vitae.

/J1ab/

1.12 Cultures. Jobs. 44 Ua-1.vyK-4 JI1.1J12.1 0 Brimonaenune
Company cultures. Cultural mistakes. Ua-2.YK-4 JIEKCHUKO-
should /shouldn't, could /would. Ua-4.YK-4 rpaMMaTH4eCKu
Identifying problems and agreeing action. X YIpaKHEHHUH.

Urenue u
Skills you need for a job. Skills and nepeBosl
abilities. Present perfect. Past simple and TEKCTOB.
present perfect. Interview skills. Writing: [ToaroroBka
a curriculum vitae. JINAJIOTOB U
/Cp/ POJIEBOM UIPBIL.

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

Writing: telephone message. /JIa6/

1.14 Problems. 17 WUa-1.vK-4 JI1.1J12.1 0 Brimonnenune
Adjectives describing problems at work. Ua-2.YK-4 JICKCHKO-
Present simple: negatives and questions, rpaMMaTH4eCKu
have got. Telephoning: solving problems. X YIpaKHEHUH.
Writing: telephone message. /Cp/ UreHue u
Paznen 2. [IpomexxyTouHas aTTecTanust
(3K3aMeH)

2.1 ITonroroBka K 3x3aMeny /Jk3aMeH/ 34,75 | UO-1.YK-4 JI1.1J12.1 0

na-2.yK-4
na-4.yK-4

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

na-2.yK-4
na-4.yK-4

2.3 KonTakthas pabora /KoHcOK/ 1 Ua-1.YK-4 JI.1J12.1 0

na-2.yK-4
na-4.yK-4

Pa3nen 3. [IpomexxyTouHas aTTecTanust
(3auér)




3.1 TToxroroBka k 3auéry /3a4ér/ 3 8,85 | NO-1.YK-4 JI1.1J12.1 0
nJ-2.YK-4
nJ1-4.YK-4
3.2 KonTrakrnas pabora /KCPATT/ 3 0,15 | UA-1.YK-4 JI1.1J12.1 0
nJ-2.YK-4
nJ1-4.YK-4
Paznean 4. [IpomesxkyTouHas aTTeCcTANUS
(3a4ér)
4.1 ITonroroBka k 3auéry /3a4ét/ 2 8,85 nJ-1.YK-4 JI1.1J12.1 0
nJ-2.YK-4
nJ1-4.YK-4
4.2 Konrakthas padora /KCPATT/ 2 0,15 Na-1.YK-4 JI1.1J12.1 0
N1a-2.YK-4
NJ-4.YK-4
Pasnea 5. [IpomexyTouHasi aTTecTamust
(3auér)
5.1 TToaroroBka k 3auéry /3a4ér/ 1 8,85 | UO-1.YK-4 JI1.1J12.1 0
N1a-2.YK-4
NJ-4.YK-4
5.2 Konrakthas padora /KCPATT/ 1 0,15 Na-1.YK-4 JI1.1J12.1 0
nJ-2.YK-4
nJ1-4.YK-4

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. IlosicHuTEeILHAS 3aNIMCKA

1. OueHouHbIe CpenCcTBA MPEAHAZHAYEHBI U KOHTPOJIS M OLICHKH 00pa30BaTeNIbHBIX JOCTHKEHHH 00yJaronuxcs, OCBOMBIINX
porpaMMy yueOHOU AUCIMITIMHBI «THOCTpaHHBIH S3BIKY.

2. ®oHA OLECHOYHBIX CPEACTB BKIIOYAET KOHTPOJILHBIE MaTepHaIbl IS IPOBEACHUS TEKYILET0 KOHTPOJIS B popMe TECTOBBIX
3aJaHuH, MUCbEMEHHBIX paboT, POJEBBIX UIP, TPOESKTOB M TEKCTOB I YTCHUS U MIEPEBOA, TPOMEKYTOUHOH aTTecTanuy B popme
BOIIPOCOB U 33/IaHUH K 3a4€Ty U SK3aMEHY.

5.2. OueHo4HbIe CpeACTBA /15 TEKYIIero KOHTPOJIst

BxoHOW KOHTPOJIb (IPHEMEPHOE 3a1aHHAC)

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

2 don’t work

3 work

4 works

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

2 didn’t win

3 don’t win

4 win

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

2 looked

3 look

4 am looking

4.1 ... him since childhood.
1 am knowing

2 have known

3 knew

4 know

5. Beibepute noaxonsiiee oTHocurensHoe Mectoumenne: The principal of Ridgecrest High School, ... had worked there for over ten
years, finally decided to retire.

BapuanTs! oTBeTOB:

1 which

2 who

3 where




4 when

Kpurepun onenxu:

Cryzent Boinonuun 84-100% 3anaHuil «OTIMYHOY, HOBBIIEHHbBIH YPOBEHb

CryzeHT BbIIONHUI 66-83% 3aJaHuil «XOpPOILI0Y, IOPOTOBLIH YPOBEHb

Cryzent Bbinonuun 50-65% 3agaHuil «yJOBIETBOPUTENIBHOY, IIOPOrOBBII yPOBEHD

CryzeHt BeinonHua MeHee 50% 3aJaHuil «HEYIOBIETBOPUTEILHOY», YPOBEHDb HE CHOPMUPOBAH

1 CEMECTP
Texymuit KoHTpOIH 1
Tecr (IIpumepHbIe 3a1aHMs)

1. I can start work at 7:30, 8:30 or 9:30. I'm really glad I can work ... .
1 friendly boss

2 flexible hours

3 high salary

4 company car

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

2 high salary

3 job security

4 company car

3. Match the sentence beginnings with the endings:

1 I don’t like going  a) to music.

2 Jorge quite likes  b) holiday in August.

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

5 We never listen  ¢) hours.

6 Susan loves going  f) out to restaurants.

7 Iusually go on  g) from home once a month.

8 Piet often works flexible h) football on Sunday.

4. Choose the best words to complete the sentences:

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

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

3 My holiday was nice but it wasn’t (stressful / relaxing) enough. We were very busy every day.
4 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 I can’t move this chair. It’s too (light / heavy).

5. Match the questions with the replies:

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

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

4 How’s your business doing? d) I work flexible hours, which is great.

5 What do you do in your free time? e) Between 40 and 50 hours.

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

7 How many hours a week do you work? g) The room is very comfortable.

8 What do you like best about your job? h) From time to time.

9 Where are you from? 1) 'm from Italy.

Kputepuu ouenku:

Crynent BoinoaHua 84-100% 3ananuil «OTIMUHOY», OBBIILIEHHBIH YPOBEHB

CryneHT BoinoaHuI 66-83% 3anaHuii «XOpoII0», IOPOTOBbIH YPOBEHb

Crynest BoeinoaHua 50-65% 3anaHuil «yJOBIETBOPUTEILHOY, IOPOTOBBIN YPOBEHb

Crynent BoinoaHuI MeHee 50% 3a1aHuid «HEYJOBJIETBOPUTEILHO», YPOBEHD HE C(HOPMHUPOBAH

Texymuii KOHTPOIIb 2
Tect (IIpumepHble 3a1aHKs)

1. Complete the conversation with words: a restaurant / August / Friday / Barcelona / Germany / golf / Poland / Polish
A Is Kasia from  ?

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

A Really? And is her husband also ?




B Yes, he is.

A Does Kasia work at home one day every week?
B Yes, that’s right. She works at home every
A When does she usually go on holiday?

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

A Do you and Kasia sometimes play at the weekend?

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

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

Al Ursula Becker.

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

B No, I’m not. I work in television.

A your job?

B I’m Director of Advertising.

A do you work?

B At Channel 10.

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

A does she do?

B She’s a graphic designer.

A she travel in her job?

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

B Two or three times a month.
A What about you? Do you work at the weekend?
BNo, I

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

2 Can Ispeak to b) a refund.

3 Thavea ¢) Georg Sipos, please?

4 The invoice is  d) to hear that.

5 There’s e) Pat Carter speaking.

6 We can give you f) a piece missing.

7 Hello, thisis  g) later, please.

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

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

I travel abroad for work about once a month. I always (1) my ticket and (2) my hotel
room on the Internet. I carry a small suitcase and I always use an electronic ticket. So, when I arrive at the airport, I can immediately
3) security. I never (4) the in-flight movie. On the plane, I like to work on my
computer.

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

long flight, I need the exercise!

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

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

2 she have a meeting today?

3 Where you usually have lunch?

4 A Do you know Raymond Smith?

B No, I .

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

B Yes, we .

7 you have training every April?

Kpurepun onenxu:

Crynent BoinoaHua 84-100% 3ananuil «OTIMUHOY», OBBIILIEHHBIH YPOBEHB

CryzeHT BbIONHUI 66-83% 3aJaHuil «XOpOLIOY, IOPOTOBLIH YPOBEHb

Cryzent Bbinonuun 50-65% 3agaHuil «yJOBIETBOPUTENIBHOY, IIOPOrOBbII yPOBEHD

CryzeHt BoinonHui Menee 50% 3aJaHuil «HEYIOBIETBOPUTEILHO», YPOBEHDb HE CHOPMUPOBAH

2 CEMECTP
Texymuit kKoHTpOIH 1




Tecr (IIpumepHbIe 3a1aHMs)

1. Choose the best word to complete the sentences.

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

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

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

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

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

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

2. Complete the short conversations with any, some, much or many.

1 A How coffee do we have?

B We don’t have any.

2 A How days off do you get every year?

B 21.

3 A I’ve just made a pot of tea. Would you like more?

B Yes, please.
4 A Are there a lot of engineers in your office?

B No, there aren’t . We’re all businesspeople.
5 A Do you have soup today?

B Yes, we do. We have vegetable soup.

6 A How time do you have free this afternoon?

B Sorry, I don’t have any. I’m really busy.
7 A Are there  cars in the car park?
B Yes, there are.

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

My company (1) (provide) training every year for all employees. Last month, I (2) (go) on a three-day
training course about project management. It (3) (be) an interesting three days. We (4)

(read) case studies about successful and unsuccessful projects and then (5) (discuss) them. The quality of the
training (6) (be) always very high and every course (7) (give) us a lot of useful
information.

4. Match the questions with the responses.

1 How much is the room per night?

2 Can I have your credit card details?

3 Is there a restaurant in the hotel?

4 What time do you expect to arrive?

5 Is there a car park?

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

7 Can I pay with American Express?

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

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

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

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

e) Yes, that’s right.

f) After 10 p.m.

g) I’d like to book a room, please.

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

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

A Tell me about your new MP3 player.

B What would you like to know?

A Tell me about the design.

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

A What’s special about it?

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

A What about colours?

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

A It’s very lightweight and compact.

B Yes, it about 150 grams and it just 10 centimetres long.
A What about the price?

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




and we can in three days.

Kpurepun onenxu:

Cryzent Bbinonuun 84-100% 3anaHuil «OTIMYHOY, HOBBIIEHHbBIA YPOBEHb

CryzeHT BbIIONHUI 66-83% 3aJaHuil «XOpPOILI0Y, IOPOTOBLIH YPOBEHb

Cryzent Bbinonuun 50-65% 3agaHuil «yJOBIETBOPUTENIBHOY, IIOPOrOBBII yPOBEHD

CryzeHt BeinonHui Menee 50% 3aJaHuil «HEYIOBIETBOPUTEILHOY», YPOBEHDb HE CHOPMUPOBAH

Texymuit KOHTPOIIH 2
Tecr (IIpumepHbIe 3aaaHMs)

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

1. Nike sports clothing sells toa  market.

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

3. markets are usually small but profitable.

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

2. Write the numbers in words.

1.540

2.6,370

3.29,606

4.902,000

5.4,225,094

6.12.6%

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

2. make D) sell abroad

3. have a workforce of ¢) launch
4. export  d) employ

5. introduce e) provide

6. supply  f) start

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

When were they in Germany?

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

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

4. wasn’t/ work/ Ivan/ at/happy/.

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

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

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

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

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

4 We don’t have  d) at home?

5 We have to cut e) possible.

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

7 How about studying g) to me.

Kpurepun onenxu:

Cryzent Bbinonuun 84-100% 3anaHuil «OTIMYHOY, HOBBIIEHHbBIA YPOBEHb

CryzeHT BbIIONHUI 66-83% 3aJaHuil «XOpPOILI0Y, IOPOTOBLIH YPOBEHD

Cryzent Bbinonuun 50-65% 3agaHuil «yJOBIETBOPUTEIBHOY, IIOPOrOBBII yPOBEHD

CryzeHt BoinonHuI MeHee 50% 3aJaHuil «HEYIOBIETBOPUTEILHOY», YPOBEHDb HE CHOPMUPOBAH

3 CEMECTP
Texymuit kKoHTpOIH 1
Tecr (IIpumepHbIe 3a1aHMs)




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

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

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

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

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

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

7. Normally delivery (take) about three weeks.

2. Complete the conversation with the phrases (a—g).
a) [ think we need to target younger people.

b) I really like that idea.

c) I agree with you.

d) Let’s use Facebook and Twitter.

¢) How about starting a Facebook page?

f) What about using social networking sites?

g) [ don’t agree.

Tania I think we need to send out e-mail advertisements.
Franco (1) . Ithink that’s a great idea. Diana, what do you think?
Diana I’m afraid (2) .

Franco Why not?

Diana (3) . They don’t really use e-mail.

Tania So what should we do?

Diana (4) ?

Franco What, you mean like Facebook and Twitter?

Diana Yes.

Tania (5) . In fact, I think it’s brilliant.

Franco (6) ?

Franco Good idea. But what about Twitter?

Diana (7)

3. Complete the sentences with words and phrases: end / presentation / sections / subject / subject of / talk about / talk to you
1. By theend of my , you will have a clear idea of our plans.

2. My today is our sales strategy.

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

4. The my presentation is export sales.

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

7. My presentation is in three

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

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

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

4. Starbucks uses Facebook to learn about its customers.

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

6. Facebook earns most of its money from advertising.

5. Match the sentences with the same meaning.

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

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

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

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

7. Our meetings are informal.

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

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

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

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

d) We have a system of annual leave.

e) We have a flexi time system.

f) We value face-to-face meetings.

g) We have relaxed meetings.

h) We have casual Fridays.




i) We often have briefings.

Kpurepun onenxu:

Cryzent Bbinonuun 84-100% 3anaHuil «OTIMYHOY, HOBBIIEHHbBIA YPOBEHb

CryzeHT BbIIONHUI 66-83% 3aJaHuil «XOpPOILI0Y, IOPOTOBLIH YPOBEHb
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Texymuit KOHTPOIIH 2

Tecr (IIpumepHbIe 3aaaHMs)

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

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

a) welcomes new ideas and change

b) make better

c) create

d) start

e) putting needs and wants of customers first

f) offer incentives for

g) make more

h) teach

i) be in charge of

2. Complete the conversation with the correct form of will or going to.
A Thave to move these boxes.

BI(3) help you.

AReally? Thanks!

3. Complete the conversation with the correct form of will or going to.
A Have you made your schedule for next week?

B Yes. 1(6) have any meetings with clients.

A Oh, good.

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

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

A 1) start my own company.

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

Kpurepuu ouenku:

Crynent BoinoaHua 84-100% 3anaHuil «OTIMUHOY», OBBIILIEHHBIH YPOBEHB

CryneHT BoinoaHUI 66-83% 3anaHuii «XOpOILI0», TOPOTOBBIH YPOBEHb

Crynest BeinoaHua 50-65% 3amaHuil «yJOBIETBOPUTEILHO, IOPOTOBBIN YPOBEHb

CryzeHT BeinonHII MeHee 50% 3aJaHuil «HEYIOBIETBOPUTEILHOY», YPOBEHb HE CHOPMUPOBAH

4 CEMECTP
Texymuuii KoHTpoIb 1
Tect (IIpumepHble 3a1aHKs)

1. Choose the best words to complete the conversation.

A Look at the time.

B It’s six o’clock. We (1) (should / would) go. We don’t want to be late. (Could / Would) you like to walk to the restaurant? It isn’t
far.

B That’s a good idea.

A (3)(Should / Could) you bring a copy of the report, please? We may want to discuss it.

B I don’t think we (4)(should / would) take that.

A Why not?

B We (5)(shouldn’t / wouldn’t) directly discuss business at this meal. They don’t do business that way here.
A But it’s a business dinner.

B Yes but we (6) (would / should) get to know each other, too. That’s very important here.

A (7) (Could / Should) you explain something to me?

B Sure.

A How are we going to make a deal if we don’t talk about business?




B You need to be patient!

2. Complete the conversation with the correct form (past simple or present perfect) of the verbs in brackets.

A Do you travel a lot for work?

B Yes. Since [ started the job two years ago, I (1) (travel) abroad more than thirty times and I (2) (visit) more
than ten different countries. Last month, I (3) (spend) two weeks in Bahrain and Dubai.

AWow. That’s interesting. (4) (you visit) the United Arab Emirates?

B Yes. 1 (5) (go) there last year.

A (6) (you like) it?

B Yes, it was fantastic.

AI(7) (not travel) anywhere yet this year but next month I’m going to Spain on holiday.

. Match the sentences with the responses.

. What time is good for you?

. What’s a good day for you?

. We could meet the other members of the team.

. There’s something I’d like to talk to you about.

. Do you have any special strengths?

. What do you do in your free time?

. What did you learn from your last job?

. I think we should stop meeting Dave every week.
. I can make 15th January.

O 001N N A W~ W

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

b) I spend a lot of time reading.

¢) How about 4.15?

d) ’m afraid I can’t make that date.

e) [ improved my organisational skills.

f) 27th March would be fine.

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

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

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

b) My main aim is to become

¢) I had a problem with

d) 'm sorry I

e) The traffic was

f) My main skills are

g) Let’s talk to

h) We should move him to

i) My flight was

Conversation 1

A (1) missed our meeting on Tuesday. (2) late.

B Don’t worry. Ajay missed it, too. We changed the meeting to tomorrow.
Conversation 2

A What happened?

B (3) very bad. There’s a lot of snow and ice on the roads.
Conversation 3

A We need to talk about the staff in this department. (4) Andreas.
B I know. (5) another department.

A T agree. (6) him.

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

B (7) a manager.

Conversation 5

A What are you good at?

B (8) advertising and marketing.

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

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

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

3. Speaking directly to people is sometimes very useful.




4. Nowadays, it’s OK to keep your phone switched on all the time.
5. The rules are the same for e-mail and online chat rooms.
6. Sometimes, abbreviations like GRS are fine.

Kpurepuu onenku:

Cryzent Bbinonuun 84-100% 3anaHuil «OTIMYHOY, HOBBIIEHHbBIA YPOBEHb
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Texymuit KOHTPOIIH 2
Tecr (IIpumepHbIe 3a1aHMs)

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

a) contact companies

b) meet new friends

¢) talk about products or services

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

b) deal with cultural problems

c) sell products cheaply

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

b) stopped most of its traditional advertising
¢) used the information to improve its traditional advertisements

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

b) employees

c) market

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

Cost: €350 /€180

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

Free meal during flight?: Yes / No

Flights each day: 3/ 1

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

Kputepuu ouenku:

Crynent BoinoaHua 84-100% 3anaHuii «OTIMYHOY», OBBIILIEHHBIH YPOBEHB

CryneHT BoinoaHuI 66-83% 3anaHuii «XOpoII0», IOPOTOBbIH YPOBEHb
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Onenounoe cpenctso "Ponesast urpa"

IIpumepHble TeMbL

1. Tema (mpobnema) «At the Hotel»

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

Pomu:

a) a guest;

0) a hotel’s manager.

O>xumaeMslil pe3ynbTaT — UHCIIEHUPOBKA Oecebl OpraHM30BaHa M MPEACTABICHA B COOTBETCTBUH C CHTYaIHeil 00IIeHnsI.

2. Tema (npoOiema): «Food and Entertaining

Konuenuus urpel: 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.

Pomn:

a) a manager;

0) a manager.




OskuzaeMblii pe3ysIbTaT — MHCIEHUPOBKA Oecelbl OpraHu30BaHa M NPEICTaBIEeHa B COOTBETCTBUH C CUTYalHel OOIIeHH S

3. Tema (npobiema) «At a Trade Fair»

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

Pomu:

a) a store manager;

6) a manufacturer.

Osxunaemslii(e) pe3ynbTar(bl) — MHCIICHUPOBKA Oece/ibl OpraHu30BaHa U MPEJCTABICHA B COOTBETCTBUU C CUTYyalUeH OOICHUS.

4. Tema (mpobnema) «Dealing with problemsy

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

a) a manager;

0) an office worker.

OsxumaeMblil pe3ysibTaT — MHCIEHUPOBKA Oecelbl OpraHu30BaHa M MPEICTaBICHa B COOTBETCTBUH C CUTYal[eH OOIICHHSI.

5. Tema (mpobiuema) «Participating in discussion»

Konnemnmus 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;

0) an advertising manager.

OsxuaeMblil pe3ysibTaT — MHCIEHHPOBKA Oecelbl OpraHu30BaHa M MPEICTaBICHa B COOTBETCTBUH C CUTYal[eH OOIICHHSI.

6. Tema (mpobGiuiema) «Presenting your company»

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

Pomu:

a) a representative of company Nel;

0) a representative of company Ne2.

O>xumaeMslil pe3ynbTaT — UHCIIEHUPOBKA Oecebl OpraHM30BaHa M MPEACTABICHA B COOTBETCTBUH C CHTYaIHell 00IIeHN s

7. Tema (mpobGiiema) «Making arrangementsy

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

Pomn:

a) a managing director;

0) a customer.

O>xumaeMslil pe3ynbTaT — UHCIIEHUPOBKA Oecebl OpraHM30BaHa M MPEACTABICHA B COOTBETCTBUH C CHTYaIHeil 00IIeHnsI.

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

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

Pomn:

a) a manager;

0) a manager.

O>xumaeMslil pe3ynbTaT — WHCIIEHUPOBKA Oecebl OpraHM30BaHa M MPEACTABICHA B COOTBETCTBUH C CHTYaIHeil 00IIeHn s .

9. Tema (npodiema) «Interview skills»

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

Pomu:

a) a director;

0) a candidate for the job.

OskuzaeMblil pe3ysIbTaT — MHCIEHUPOBKA Oecelbl OpraHu30BaHa M NPEICTaBIeHa B COOTBETCTBUH C CUTYalHel OOIIeHH S

Kpurepun onenxu:

OrieHka "OTIHYHO": CTYJICHT JIEMOHCTPUPYET XOPOIIME HABBIKK M YMEHHsI CBOOOTHOTO PEUEBOTO B3aUMOJICUCTBHSI C ITAPTHEPAMHU:
yMeeT Ha4yaTh, HOAJEPKaTh M 3aKOHUUTH Oecely; coOIoaaeT o4epEqHOCTh TP 0OMEHE PEeIUIMKaMH; BOCCTaHABINBaeT Oeceny B
ciryyae c¢0o0si; SIBJII€TCS aKTUBHBIM, 3aMHTEPECOBAHHBIM COOECETHUKOM; COOIIIOAAET HOPMBI BEXKIIMBOCTH. Y MEET SMOLMOHAILHO
n300pa3uTh XapakTep, HACTPOCHUE, YYBCTBA UCIIOJIHAEMOI'O reposi B Pa3IMUHbIX CUTYALUAX; YIIOTPEOISIET CIOXKHbBIE
rpaMMaTH4eCcKue KOHCTPYKLMH B PEYH; OITyCKaeT He3HAUYNTENbHbIE IPaMMaTHUECKUE OIINOKH; yIIoTpeOIsieT pa3roBOpHbIE
(hopMyJIbI B COOTBETCTBHH C CUTYAI[eH OOILEHHS.

OreHka "XOpouIo": CTyIeHT JEMOHCTPUPYET HABBIKA M YMEHHSI CBOOOIHOTO PEYCBOTO B3aMMOJICHCTBUS C MAPTHEPAMH: YMEET
HayaTh, NOJIEPKaTh (B OOJBLIMHCTBE CIy4aeB) M 3aKOHYHUTH Oecey; coOmroiaeT ouepERHOCTh TP OOMEHE PETUTMKAMU;
JEMOHCTPHPYET HalIn4ue MpoOsieMbl B IOHUMAaHUH COOECEeHNKA; He BCeTAa cOOMI0OIaeT HOPMBI BEXKIIMBOCTH. Y MEET SIMOLMOHAIBHO
1300pa3uTh XapakTep, HACTPOCHUE, YYBCTBA UCIIOJIHAEMOIO Ieposi B Pa3JIMUHBIX CUTYAlHUAX; YIOTPEOIseT B peun
MIPEUMYIIECTBEHHO MPOCTHIE MPEUIOKEHHS; JOIYCKAeT HE3HAYUTEIIbHbIE IPaMMAaTHYECKUe OIIUOKHU; yIoTpeOIIsieT pa3roBOpHbIE




(hopMyJIBI B COOTBETCTBHH C CUTYaIMEH OOIICHHUS.

OneHka "yIOBIETBOPUTEIILHO": CTYJICHT HE SIBJIIETCS] aKTUBHBIM COOECETHUKOM; HE MOYKET BOCCTAaHOBHUTD Oeceny B cirydae c0os;
HCIOJIb3YEeT HE3HAUNTEIbHBIN 00beM N3yYeHHOH JIEKCUKH; IOITYCKaeT I'paMMaTHYECKIe OIINOKH;

OreHka "HEYJOBJIETBOPUTENIHHO": CTY/ICHT SBISIETCS IIACCUBHBIM COOECETHIUKOM; HE MOXKET HOJIEpKAaTh OOIEHHE; TO0ITyCKaeT
rpy0Oble IPaMMaTUUECKUE OLIOKY.

Ouenovnoe cpencTBo «IIpoexT»

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

Kpurepun onenxu:

Onenka "oTauyHO": [IpOeKT BBINONHEH MOJHOCTHIO: LIE)b JOCTUTHYTA; TEMa PAacKpbITa B MOJIHOM 00béMe. CTyIeHT CaMOCTOSITEIBHO
peanu3yeT yMEeHHUE MOCTPOUTh BBICKA3bIBaHHS B CMOJICIMPOBAHHBIX (TIpeUlaraeMblX) CUTyallusIX OOIIEHHsI HA HHOCTPAaHHOM SI3BIKE,
MIPaBWIBHO UCIOJIB3Ys BepOaIbHbIe U HEBepOaIbHbIE CPEICTBA OOIIEHNS; BJIa/IeeT HaBBIKAMU MHOCTPAHHBIM SI3BIKOM KaK CTHIIEM
JIEJIOBOTO OOLIEHHUS

Ornenka "xoporio": IIpoeKT BBIMOJIHEH: 11eIb JOCTUTHYTA, HO TeMa PacKphITa He B OJIHOM 00béMe. CTyIeHT ClIocOOCH NOKa3aTh
YMEHHS IIOCTPOUTH BEICKA3BIBAHMS B CMOJICIUPOBAHHEIX (IPEIaraéMblX ) CUTYalusaX oOLIeH!sI Ha HHOCTPAHHOM SI3BIKE, IPaBHILHO
UCIIOJB3YsI BepOaIbHbIC U HeBEepOAIbHbIE CPEACTBA OOLICHNS; CIIOCOOCH YaCTHYHO TT0Ka3aTh BIaJCHUE HHOCTPAHHBIM SI3BIKOM KaK
CTHJIEM JIETIOBOTO

oOrieHust.

Onenka "ynoBieTBopuTesibHO": [IpOEKT BBIIOIHEH YaCTUYHO: LEJb IOCTUTHYTA HE NOJIHOCTBIO; TEMa PAaCKpPhITa B OTPaHUYEHHOM
00béMe. CTyneHT 1oJ1 pyKOBOJICTBOM IIPETI0IaBaTeist CIOCOOSH NOKa3aTh YMEHHUS

MIOCTPOUTD BBICKA3bIBAaHMS B CMOJIETHPOBAHHBIX (IPEIaraéMblX) CUTYalUsX OOLICHUsI HA MHOCTPAHHOM SI3bIKE, IPaBHIBHO
UCIIOJB3Ysl BepOaIbHbIE U HeBEepOaIbHbIE CPEACTBA OOLICHUS; CIIOCOOCH YaCTHYHO ITOKa3aTh BIaJeHUE HHOCTPAHHBIM SI3bIKOM KaK
CTHJIEM JIETIOBOTO OOIIEHHSI.

Ornenka "HeynoBiIeTBOpUTENHHO": IIpOEKT HE BHIMOIHEH: 11eTb HEe JOCTUTHYTA; TeMa He packpbiTa. CTyAEeHT 3aTpyAHSIETCS WIH HE
MOJKET I10Ka3aTh yMEHHS MOCTPOUTH BHICKA3bIBAHUS B CMOJICIIMPOBAHHBIX (IpeAiaraeMbiX) CUTyalUsIX OOLUICHNS! HA UHOCTPAaHHOM
SI3bIKE, IPABUIIBHO UCIOJB3YS BepOaJbHbIE U HEBEpOaJIbHbIE CPEJICTBA OOIICHHS; HE BJIa/IeeT HHOCTPAHHBIM S3bIKOM KaK CTHUJIEM
JIJIOBOTO OOLIECHUSI.

OueHouHoe cpencTBo «IlepeBox TeKCTOBY
IpuMepHBIe TEKCTHI AT IIEPeBOJia C aHITTHICKOTO Ha PYCCKHIA

Text 1

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

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

USA. The first thing they do everyday when they get to workischeck 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 toeach other. At lunchtime, they go
to the shop to talk to customers. They spend 25 percent of the dayon the phone with their web designer. The website
takes

alotof time and money. To raise money ($300,000) to start the business, theyasked 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 alarge insurance company in Houston wore their shirts, andin the past four months they gotabout 12 more
customers from there.

Text 2

Getting it right: doing business abroad by Natasha Stidder

Good etiquette is important when you do business abroad. It isessential to research local customs,to avoid
misunderstandings. Here are some examples:

Japan Smiles can express joy or displeasure. Give gifts with both hands and do not give gifts in odd numbers (bad luck).
China Exchange business cards using both hands. The following gifts should be avoided: clocks, umbrellas, white and
handkerchiefs -these signify tears or death

India Business cards should be given and received with the right hand. Avoid wrapping gifts in black or white these are
believed to bring bad luck.

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

Text 3

Should I stay or should I go? by Lucy Kellaway

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




boss. You know that working thereis 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 cometo you. Try to negotiate areturn withalot more money and
a

promotion. But remember you've only been away for six months. I'm notsure that this is long enoughto make a decision
about the new place. Some organisations don't like outsiders; it takes a while before they accept them, and until then, they
are

pretty unfriendly. Spend time working hard at your new job and be friendly. Then, if you decide to go back toyour old
job,

you know that you tried.

Kputepuu ouenku:

OneHka "OTIMYHO": CTYJEHT CAMOCTOSITEIBHO pEeaju3yeT yMEHUs [0 MepeBOy NPO(PEeCCHOHAIBHBIX TEKCTOB C HHOCTPAHHOTO Ha
roCyJapCTBEHHBIN SA3bIK U O0paTHO, BJAJ€eT OCHOBAMH TEXHUKH I1EPEBOJA. .

OreHka "Xopomo": CTyieHT crioco0eH MoKa3aTh YMEHHE NepeBoia MpOoQecCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha
TOCYAQPCTBEHHBIN SA3BIK M OOPaTHO, CHOCOOEH YaCTHYHO MOKA3aTh BIaJCHUE OCHOBAMU TEXHUKH IIEPEBOJIA.

OrieHKa "yIOBIETBOPHUTENILHO": CTYJCHT CIIOCOOEH MO/ PYKOBOACTBOM MPEMNOaBaTeisi I0Ka3aTh YMEHHUS 110 MIEPEBOAY
npodeccnoHaIbHBIX TEKCTOB C MHOCTPAHHOTO HA FOCYIAapCTBEHHBIH A3bIK M 00pAaTHO, CIIOCOOEH MOKa3aTh YACTUYHOE BIAJICHUE

QOCHORAMI TOXIIUKIA TTANOROTIA

5.3. Tembl nucbMEHHBIX PadoT (3cce, pedpepaThbl, KypcoBble padoThI U AP.)

Temaruka oHIIHATBHBIX THCEM:
The Inquiry Letter

The Invitation Letter

The Letter of Complaint
CV/Resume

Tematnka HEOPHUIUATBHBIX ITHCEM:
Introduction Letter
Friendly Letter

Kpurepun onenku:

- OIICHKA «OTJIMYHOY» BBICTABIIACTCS CTYJCHTY, €CIIA CTY/ICHT IMOKA3bIBACT IIIyOOKUH YPOBCHb 3HAHUI 0COOCHHOCTEH
(hopmanpHOTO ¥ He(hOPMATEHOTO OOIIEHUS, IPAaBUI MOCTPOSHHSI MUCHMEHHOTO PEYEBOTO BHICKA3BIBAHNS Ha N3Y9IaeMOM SI3BIKE;
CaMOCTOSTEIIFHO PEaTn3yeT YMCHHUS BECTHU JCIOBYIO MEPEIUCKY C YISTOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C MPEICTABUTEIIIMU
IPYTHX CTPaH; BIJACET TEXHUKOH IIePeBOAa U PeIaKTHPOBAHUSL.

- OIICHKA «XOPOIIO» BBICTABISICTCS CTYACHTY, €CIIH CTYJCHT NOKA3bIBACT XOPOIIUI YPOBSHb 3HAHUI 0COOCHHOCTEH (POPMATHLHOTO
1 He(hopManbHOTO OOIIEHNS, TPABUII IOCTPOSHHSI MMCHbMEHHOTO PEUEBOTO BBICKA3BIBAHMS HA H3YYa€MOM SI3BIKE; CIIOCOOCH
MOKa3aTh YMEHUS BECTH JICIIOBYIO MIEPEIUCKY C YYETOM COLMOKYJIBTYPHBIX OCOOCHHOCTEH C MPEJCTABUTEIISIMH IPYTUX CTPaH;
CHocO0CH YaCTUYHO TTOKa3aTh BIIaJICHNE TEXHUKOM MepeBoia M peIaKTHPOBAHHUS.

- OIICHKA «YJOBJICTBOPUTEIHHOY» BBICTABISICTCS CTYACHTY, €CIIM CTYJICHT NIOKa3bIBacT 0a30BbIi YPOBCHb 3HAHHUI 0COOCHHOCTEH
(hopmanpHOTO ¥ He(hOPMATEHOTO OOIIEHUS, TPAaBUI MOCTPOSHHS MUCHMEHHOTO PEYSBOTO BHICKA3BIBAHNS Ha N3Y9IaeMOM SI3BIKE;
O] pyKOBOJICTBOM IPENOaBaTeNsl CIOCOOCH MOKa3aTh YMCHHS BECTH JCIOBYIO IIEPEIHCKY C YYSTOM COILMOKYIBTYPHBIX
0COOEHHOCTEH C MPEeICTABUTEISIMA APYTUX CTPaH; CIocoOeH YaCTHYHO ITOKA3aTh BIAJACHNE TEXHUKOH repeBoia u
PEAaKTUPOBAHUSL.

- OIICHKA «HEYIOBJICTBOPHTEIHHOY BBICTABIICTCS CTYCHTY, €CIIU CTYACHT ITOKa3bIBaeT HEYIOBICTBOPHTEIBHBIN YPOBCHD 3HAHHMHA
0COOEHHOCTEH PopMaNTBHOTO U HEPOPMATEHOTO OOIICHHUS, TTPABHII TOCTPOCHHUS MUCBMEHHOTO PEYEBOTO BHICKA3BIBAHUS Ha
M3y4acMOM SI3BIKE; 3aTPYAHSCTCS WM HE MOXKET IMOKa3aTh YMCHHS BECTH JCIOBYIO MIEPEIHCKY C YYETOM COIMOKYIBTYPHBIX
0COOEHHOCTEH C PEeICTABUTEISIMA APYTUX CTPaH; HE BIAJCET TEXHUKOHN IIePEeBOa U PeAaKTHPOBAHHS.

5.4. OueHouHbIe CpeCTBA IS MPOMEXKYTOYHOI aTTeCTalluK

B xonme 1,2,3 ceMecTpoB CTYIEHTHI CAAIOT 3a4€T MO JUCIMIUIMHE. 3a4eT BKJIIOYACT B CeOS CICAYIONINE 3aIaHMUs:
1. IIpomesxyTOUHBIH TECT
2. Make up a dialogue

1) [TpoMeXyTOUHBI# TECT AJIs 3a4eTa 1Mo AUCHUTUINHE “VHOCTpaHHBIN A3BIK” BKIIIOYAET JIEKCHKO-TPaMMAaTHIECKUE 3a/IaHHUs,
3aJjaHusl Ha YTEHHE ¥ NOHMMaHHUE TEKCTa, 3a/IlaHNe 110 HAIMCAHUIO JIEJIOBOTO IHChMA.
IIpumepHsbIe 3a1aHud:

- 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) TemaTHka IUajJoOrOB:
— A job fair

— Why are staff unhappy
— At the Hotel

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

— Dealing with problems

KPUTEPHU OLIEHMBAHUS HA 3AUETE:

- «3a4TEHO» BBICTABIICTCS CTYACHTY, €CIH C(hOPMUPOBAH KaK MUHIMYM ITOPOTOBEIN YPOBEHb HHANKATOPA TOCTIKEHUS
KOMIIETCHIIUU:

- TOKa3bIBaeT 0a30BHIN YPOBEHB 3HAHNI OCHOBHBIX IPaMMAaTHIECKHUX CTPYKTYp; O0OIMEYTOTpeONTEIHOH, 0OIIEKYIBTYPHONH U
npodeccHoHAILHOM JIEKCHKHU; PEUEBBIX KIINIIE, HEOOXOAUMBIX JJISl OCYLIECTBICHHS AEI0OBON KOMMYHHMKAIIMK HA HHOCTPAHHOM
S3BIKE; OCOOCHHOCTEH CTUIIMCTUKY HAMMCAHUS O()UITHATFHBIX U HEO(UIIMAIbHBIX IICEM, 3HAHUH OCHOBHBIX ITEPEBOTUECKIX
TpaHchOopMAaIHid, a TAK)KE 3HAHUI PaBUIT MPOGECCHOHATHHOTO PEYEBOTO ITHKETA;

- TTOJT pyKOBOZACTBOM IIPETIOIaBATENs CIIOCOOCH NOKa3aTh YMEHHS MMOCTPOSHHS BEICKA3bIBAHUS B CMOJICITMPOBAHHBIX
(mpennaracMpIX) CHTYyalUsIX OOIICHUS HA MHOCTPAHHOM SI3bIKE, IPABUIILHO UCIIONB3Ys BepOalibHBIC M HEBEPOAIbHBIC CPEICTBA
OOIIIEHHS; BECTH JICIOBYIO MEPEIUCKY C YIETOM CONMOKYIBTYPHBIX OCOOCHHOCTEH ¢ IPeACTaBUTEIIMH JPYTUX CTPaH;

- CIIOCOOEH YacTUYHO I10Ka3aTh BJaJICHUE MHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JICJIOBOTO OOIIECHHS, TEXHUKOH JIeJI0BOr0 IHChMa
Ha MTHOCTPAHHOM SI3bIKE.

- «HE3aYTECHO)» BBICTABIIIETCS CTYJCHTY, €CIIH YPOBEHb HHANKATOPA AOCTHKCHHS KOMIIETCHIINN HE C(OPMHUPOBAH:

- MOKA3bIBACT HEYIOBJICTBOPUTEIIBHBIN YPOBCHb 3HAHUI OCHOBHBIX I'PAMMATHYCCKUX CTPYKTYP; OOLICYyNOTPEOUTEIBHO,
0O0IIEeKyIbTypHOH ¥ PO ECCHOHATBHOM JIEKCHKH; PEUEBBIX KIIHIIE, HEOOXOIUMBIX AJISI OCYIIECTBICHHUS AETI0BOH KOMMYHUKAITHH
Ha WHOCTPAHHOM $SI3bIKE; 0COOCHHOCTEH CTHIIMCTHKY HAMCAaHUS O(HUIHATIHHBIX U HEO(PHIHAIBHBIX ITHCEM,

- 3aTPYIHSIETCS WM HE MOXET MOKa3aTh YMEHHSI MOCTPOCHHUSI BEICKa3bIBAHUS B CMOJICIIMPOBAHHBIX (TIPEIIaracMbIX) CUTYaIUsIX
0O0IIIeHNs] Ha MHOCTPAHHOM SI3BIKE, TIPABIIIBHO HMCTIONB3YS BepOalbHBIE M HeBepOabHBIE CPEACTBA OOIICHIS; BECTH JEIIOBYIO
MEPEMICKY C YIETOM COLUOKYIBTYPHBIX OCOOCHHOCTEH ¢ MPEACTAaBUTEIISIME JPYTUX CTPaH;

- He BJIaJIceT MHOCTPAHHBIM S3BIKOM KaK CTHJIEM JICIIOBOTO OOIICHUS, TEXHUKOH JEITOBOTO MHChMa HAa HHOCTPAHHOM SI3BIKE.

B xoHIe 4 cemecTpa CTYISHTHI CAAIOT 3K3aMEH, KOTOPBIH BKIIIOYAET CJISYIOIINE 3aJaHuUs:
1. Progressive Test.

2. Make up a Dialogue.

3. Translate the Text into Russian.

1. ToroBelii TecT, pa3MELIEHHBIH B CHCTEME JIEKTPOHHBIX KypcoB Moodle (moodle.gasu.ru), Bkirouaer: 1) jgekcuKo-
rpaMMaTHYECKUe 3a7aHvsl, 2) 3alaHre Ha MepeBOl TEKCTA, 3) 3aJaHne M0 HAIMMCAHUIO TUChMa. [IpuMepHbIe 3a1aHus:

1. Choose the best words to complete the text.

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

Next week, she’s moving to a new flat because her old one is (6) (too far / far enough) from the office. She’s a very (7)

(punctual / practical) person — she likes to be on time — and the long journey to work was difficult. She had a lot of problems with
train and bus delays. She’s also buying some new furniture for the flat. She doesn’t have a lot of money so she paid a (8)

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

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

Conversation 1

A Kevin has organised (1) for 25th—26th July.

B I know. And I’m planning to return from my holiday on 27th July'

A Oh, no. Can you change your holiday (2)
B I’m not sure.

Conversation 2

A How big is your company?

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

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

B Three weeks.

Conversation 3

A TI"d like to place (5) for 100 boxes of item 20091. Are the goods in (6) ?
B Yes, they are.

Conversation 4




A Do you have (7) from dinner last night? I need it for my expense records.
B Yes, here it is.

A Did you leave (8) for the waiter?

B No, I didn’t. I thought you did!

3. Choose the best word or phrase — a, b or ¢ — to complete the sentences.
1 Dirk  Italian.
a) isn’tb) aren’tc) am not

2.A are you from?

B Japan.

a) Whatb) Wherec) Who

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

4. Oscar from home.

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

5. Mr Albert to meetings.
a) doesn’tgob) notgoc) isn’tgo
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) canheb) canc) hecan

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

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

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

B Well, it (4) (be) nine in the morning here now. I (5) (have) my breakfast and now I
(6) (wait) for a taxi. In fact, the taxi is here now! I (7) (call) you later, OK?

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

A (1) Can you speak Japanese?

B No, 1 (2)
Conversation 2

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

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

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

B No, [(7) .

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

2. Do you like football?

3. Can I speak to Jorge Ramos, please?

4. Is there a car park?

5. My suggestion is to go for a cocktail.

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

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

10. What did you learn from your last job?

a) Yes, there is.

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

¢) Yes, please.

d) I learned how to be patient.

e) OK. What is it?

f) Yes, I do.

g) How about Wednesday?

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




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

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

b) My subject today is

¢) One thing we could do is

d) I think

e) I have a problem with

f) I really enjoy

g) 'm afraid I can’t make

h) What about using

i) I need some

j) Can I have your

LA my new camera.

B Oh dear. I'm sorry to hear that.

2.A credit card details, please?

B It’s a MasterCard. The number is ...

3.A Pascal’s is the best restaurant. The food is delicious.
B Yes, I agree. The food is great.

4.A the target market?

B It’s aimed at stylish young men who want to look good.
5.A training to do my job properly.
B I'm sorry. It’s just not possible.

6. A social networking sites?

B I’m not sure that’s a good idea.

7. A What are you going to talk about?

B our new product line.
8. A Is 25th May OK for you?

B 25th May.

9. A There’s a problem with Astrid.

B I agree. talk to her.
10. A What do you do in your free time?

B sports.

. Read the (given) article and decide if the statements are true or false.

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

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

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

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

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

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

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

. Good managers understand their teams’ thoughts and feelings.

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

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

— 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. ITepeBon TekcTa
IIpuMepHBIC TEKCTHI:
Text 1




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

Where to stay

If you are in Istanbul for sightseeing, then youcould stayin Sultanahmet or find asmalls hotel away from the
tourist

areas. However, this maynot be the bestoption for the business traveler with a moming appointment on the far side of
town. Traffic and distance can be aproblem for those on abusy schedule. The challengeis to getthe work done, but
also

find time to discover what makes Istanbul unique. Many ofthe city's five-star hotels enjoy aview where youcan see
lights

on the Bosphorus and passing ships. Where to eat A visitto the grand bazaar can feel exotic. An afternoon at Hagia
Sophia,

once a Byzantine church, then amosque and nowa museum,is recommended. But some of the best sightseeing in
Istanbul

is done with a knife and fork. What to see There are alarge number of restaurants along the river. A Bosphorus
meal is a

great Istanbul tradition. A meal can include a cold meze, then ahothors 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 ofthe old city, andthe chances arethat youwill have to continue yourjourney by taxi.Cabs from the
airyort are strictly confolled. Allcabs in the ciry run ona meter andare reasonably priced. If you can reach
your

destination by ferry, it is the bestway to see the city, and the boatsrun on time.

Text 2

Yum plansto bethe McDonald's of Chinaby 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 nextdecade.Its chief executive, David Novak, says that Yum plansto more than
double its restaurants in China by 2020. It hopes to have 9,000 across the countryin the best locations. Yum is
likely to

earn about $900m in net income from its China business this year. It plansto build small restaurants in rail stations
and

airports. It is already the leading international restaurant company in China.

developed markets. Currently, it owns 53 per cent of its restaurants in emerging market and 47 per centin developed
markets. Executives call the brand's performance in the USA "disappointing” and "terrible"."It's been a big challenge
in

the US," Mr Novak

Text 6

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

Ms Liis onatrip to New York. Sheis travelling with Affinity China, aluxury 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 cometo the USand Europe to buy luxury goods. Prices are up to 50%
lower

than the price of some luxury goods athome. Companies organise events toshow their products to Ms Liand the
others

in her group. Bergdorf Goodman, adepartment store, puts ona fashion show in their honour. "I liked it alot. It
was my

first fashion show," said MsLi. Sheis the kind ofperson that luxury retailers wantto meet. Sheis the co-founder
of a

recruitment agency in Shanghai. Another luxury company that organises an event for the groupis Mont Blanc, the
pen

maker. Itputs apiano in the store and Lang Lang, the Chinese pianist, plays for the group. Estde Lauder, the
cosmetics

brand, gives people inthe Affinity China group samplesof an expensive new eye cream. Chinese travellers took
million

overseas trips in 2011 and spent atotal of $69bn, anincrease of 25 per cent fromthe previous year. Coach, the
handbag

brand, says thatsometimes 15-20 percent ofitssales in New York, Las Vegas and Hawaii are from Chinese tourists

KPUTEPHU OLIEHMBAHUW A HA DK3AMEHE:

O1cHKA «OTJIMYHOY BBICTABJIICTCS, €CJIM  CTY/ACHT IMOKA3bIBACT TIIyOOKOE 3HAHUC:

- TPaMMaTHYECKHUX CTPYKTYp; O0IMEyTOoTpeONTEIHHOM, OOIIEKYIBTYPHON U MPO(ECCHOHATBHOM JIEKCUKH; PEYeBbIX KIIHIIIE,
HEOOXOIUMBIX JUTSI OCYIICCTBIICHHS ICIOBOM KOMMYHUKAIIUN HA HHOCTPAHHOM SI3BIKE;

= ﬂ(‘(\ﬁPHH(\(‘TF‘f/’I CTUNMMCTUKU HATITWCAHU I (\(hT/”TT/Tﬂ ITEHBIX W HPDd’)VﬂTV[?\ OLHEIX TIUCEM CTNVKTVNHOW TUMOIOTUN U TINARUIL




CTyzneHT criocoOeH MoKa3aTh YMEHUSI:

- MOCTPOUTH BBICKA3bIBAHUS B CMOJICIIMPOBAHHBIX (TPEIaracMbIX) CUTyalusaX OOIICHUS Ha MHOCTPAHHOM SI3BIKE, TIPABUIIBHO
WCTIONB3Ys BepOabHbIe U HeBepOATbHbBIE CPEJCTBA OOIICHHUS;

- BECTH JICJIOBYIO MIEPEIUCKY C YYETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C MPEACTaBUTEIISIMU PYTUX CTPaH;

- BBIMIOJIHUTD MEPEBO] MPO(ECCHOHANIBHBIX TEKCTOB C MHOCTPAHHOTO Ha FOCYJapCTBEHHBIN SI3bIK M 00PATHO C YaCTUUHON
MOMOIIBIO TIPEIOIABATEISL.

CryneHt coco0eH YacTUYHO MOKa3aTh BIIaIeHHE:

- HHOCTPAHHBIM S3bIKOM KaK CTHJIEM JICJIOBOTO OOIICHHUS;

- TEXHHUKOH JIeJIOBOTO MUChMa Ha HHOCTPAHHOM SI3bIKE.

- OCHOBaMH TEXHHUKH TIEPEBO/IA.

OI1cHKA «YIOBJICTBOPUTEIIHFHOY» BBICTABISCTCS, €M CTYJCHT IIOKA3hIBAaCT 0a30BbIi YPOBCHb 3HAHUIA:

- OCHOBHBIX IPAMMATHYECKUX CTPYKTYP; O0IMIEeyNOTpeOUTEIHHON, OOMIEKYIBTYPHOU U TIPO(ECCUOHATLHON JIEKCUKH; PEUEBBIX
KJTUIIE, HEOOXOAUMBIX JUIS OCYIICCTBIICHHS ICIIOBOH KOMMYHHUKALIUU HA HHOCTPAHHOM SI3BIKE;

- 0COOEHHOCTEH CTUIIMCTUKN HAMCAHUS O(UIMAIBHBIX H HEO(DHIUAIBHBIX MUCEM, CTPYKTYPHOI THIIOJIOTHH U HPaBHII
MOCTPOCHUS MUCBMEHHOT'O PEYCBOTO BHICKA3BIBAHUS HA U3Y4aEMOM SI3BIKC;

- OCHOBHBIX MEPEBOAYECKUX TpaHCHOpMALIHii;

- IPaBWI MPO(YECCHOHATBFHOTO PEYCBOTO ITUKETA.

[oj pyKOBOJCTBOM MpENoAaBaTesist COCOOEH MOKa3aTh YMEHHSL:

- MOCTPOUTH BBICKA3bIBAHUS B CMOJICIIMPOBAHHBIX (TPEIIaracMbIX) CUTyalusaX OOIICHUS HA MHOCTPAHHOM SI3bIKE, TIPABUIIBHO
HCTIONB3Ys BepOabHbIe U HeBEpOAIbHBIE CPEACTBA OOIICHUS;

MOMOIIIBIO TIPETOIaBATENSI.

CryneHT cnocoOeH YaCTHYHO MOKa3aTh BIAJICHUC!

- MHOCTPAHHbBIM SI3bIKOM KaK CTHJIEM JICJIOBOTO OOIIEHHUS;

- TEXHUKOH JICIOBOTO MUChMa Ha MHOCTPAHHOM SI3BIKE.

- OCHOBaMH TEXHHKH TEPEBO/IA.

O1eHKa «HEYIOBIETBOPUTEIHHOY BBICTABIISACTCS, €CIIU CTYACHT IMOKa3bIBAET HEYAOBICTBOPUTEIHHBIN YPOBCHD 3HAHUIH:

- OCHOBHBIX I'PaMMaTHYECKUX CTPYKTYP; OOLICYIOTPeONTEIEHOM, O0IEKYIBTYPHOH U MTPOECCHOHANBHON JISKCHKH; PEUEBBIX
KITUIIE, HEOOXOAUMBIX JUIS OCYIIECTBIICHHS JEIOBOH KOMMYHHUKALIMN Ha MHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTUIIMCTHKY HATMCAHUS O(QUIHNATBHBIX U HEO(PUIUATBHBIX IIACEM, CTPYKTYPHO! TUIONIOTHU U IIPABHII
MOCTPOCHUS NICEMEHHOTO PEYEBOTO BHICKA3bIBAHUS HA N3y9IaeMOM SI3bIKE

- OCHOBHBIX NIEPEBOAYECKUX TpaHCHOpMALHIA;

- MpaBWJI MPO(ECCHOHAIBFHOTO PEYEBOTO ITHKETA.

CryIeHT 3aTpyAHAETCS UM HE MOXKET MI0Ka3aTh YMEHHUS:

- IOCTPOUTH BBICKA3BIBAHUS B CMOJICITMPOBAHHBIX (TIPEAIaraeMbIX) CUTyallusAX OOIIeHNST Ha MHOCTPAaHHOM S3BIKE, IPABUIIEHO
UCIIOJIb3Ys BepOanbHble U HeBepOaJlbHbIE CPEJICTBA OOLICHUS;

- BECTH JICJIOBYIO MIEPENHCKY C YI€TOM COIMOKYIBTYPHBIX OCOOCHHOCTEH ¢ peACTaBUTEISAMH IPYTHUX CTPaH;

BBITIOJIHUTH NIEPEBO/T NPO(ECCHOHANBHBIX TEKCTOB C MHOCTPAHHOT'O Ha IOCYIapCTBEHHBIH S3bIK U 00pPAaTHO ¢ YaCTHYHOM
TIOMOIIIBIO TIPEIOaBATEIS.

CTyIeHT He BIajeeT:

- MHOCTPAHHBIM S3BIKOM KaK CTHJIEM JEJIOBOTO OOIICHHUS.

- He BJIajieeT TEXHUKOH EJI0BOro MUChbMa HA HHOCTPAHHOM SI3BIKE;

- OCHOBaMH TE€XHHUKH TIEPEBOIA.

6. YHEBHO-METOJMYECKOE U TH®OPMAIIMOHHOE OBECHEYEHUE JTUCHUIIJIMHBI (MOAY JIA)

6.1. PexoMeHayemasi JiuTepaTypa

6.1.1. OcHoBHas JiUTepaTypa

ABTODBI, COCTaBUTENU 3arnaBue W3narensctBo, TOA On. agpec
JI1.1 | Murskuna O.B., AHTTIMHACKUH SI3BIK 7151 ISIOBOTO OOIIEHHUSI. Kemepogo: http://www.iprbookshop.ru
[lepuna N.B. DKcrpecc-Kype: yueOHoe ocoOue st Kemeporckwuii /61258.html
CTYZIEHTOB Bcex hopM o0ydeHHs TEXHOJIOTHYECKU I
MHCTHUTYT MUIIEBON
MIPOMBIILICHHOCTH,
2014
6.1.2. JlonoiHuTeIbHAS JUTEpPaTypa
ABTODBI, COCTABUTEIH 3arnaBue W3natenbCTBO, roj On. azxpec
JI2.1 | 3emnsnoBa ML.IL. WHocTpaHHbIH S3bIK (AHTTTMHCKUI). Tromens: TromeHckuii | https://icdlib.nspu.ru/view/
Communicative english: let's read and discuss: rOCyIapCTBEHHBIN icdlib/7067/read.php

y4eOHO-METOMYECKOe Tocodne yHuBepcurtet, 2018



http://www.iprbookshop.ru/61258.html
http://www.iprbookshop.ru/61258.html
https://icdlib.nspu.ru/view/icdlib/7067/read.php
https://icdlib.nspu.ru/view/icdlib/7067/read.php

6.3.1 IlepeyeHs NporpaMMHOro odecnedeHust

6.3.1.1 | Moodle
6.3.1.2 | Kaspersky Endpoint Security ans 6usneca CTAHJAPTHBIN
6.3.1.3 | MS Office
6.3.1.4 | MS WINDOWS
6.3.1.5 | SInnexc.bpaysep
6.3.1.6 | LibreOffice
6.3.1.7| NVDA
6.3.2 IlepeuyeHb MHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM
6.3.2.1 | DnexkrponHO-OnbIMOTeUHast cucrema [PRbooks
6.3.2.2 | baza naHHbIX «OneKTpoHHas Oudnauoreka I'opHO-ANTalCKOro rocyAapCTBEHHOTO YHUBEPCUTETA»
6.3.2.3 | MexBy30BcKasl 3JISKTpOHHas OUOIMOTEKA

7. OBPA3OBATEJIBHBIE TEXHOJIOI'NU

poreBas urpa

METOJ IPOCKTOB

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJINHBI (MOAY JIS)

Homep ayauropun

Hasznauenue

OcHOBHOe OCHaIlleHHe

211 Al

VYueOHast ay IuTOpHsL AJIs IPOBEICHUS
3aHATHUI JCKIIMOHHOTO TUTIA, 3aHATUI
CEeMHUHAPCKOr'0 THIA, KYpCOBOTO
MIPOEKTUPOBAHUS (BBITIOJIHEHUE KYPCOBBIX
paboT), TPYNIOBBIX U WHANBHUIYATbHBIX
KOHCYJIBTAIUiA, TEKYIIIETO KOHTPOJIS U
MPOMEXYTOYHOM aTTeCTAH

Pabouee mecto npenonasatens. [locagounsie MecTa
oOyuaromuxcs (10 KOJTHYECTBY O0YYAROIIUXCS).
WHarepakTuBHas pocka, mpoektop SMART V25, HoyTOyK,
Kpeclo-MemoK AN0Ba, My3bIKalIbHbIN LEeHTp Samsung MX-
F730DB, Ily3sippkoBas kononHa «CtanaapT B-1500mm,1 —
100 mm. IToacseTtka mynbTHKOI0pY, Tenesusop LG
32LB628U=(3D), Yemoman ncuxosora. JInarHocTHIeCKUi
KOMIUTEKT «Cemaroy, AuK-1ecoyHna (Hadbop ais
SKCIEPUMEHTHPOBAHISI C TIECKOM), HACTOJIEHBIE
MICHXOJIOTHYECKHE UTPBI, HA00p MeTadopruuecKux
ACCOITMATUBHBIX KapT

212 Al

YueOHast ayJUTOpUs IS IPOBEICHUS
3aHATHH JEKIIMOHHOTO THIIA, 3aHATHI
CEMHHAPCKOTO TUIIA, KypCOBOTO
MIPOCKTHPOBAHMS (BBITIOTHEHUE KYPCOBBIX
padoT), rPYIIIOBBIX ¥ UHIUBUAYAIBHBIX
KOHCYJIbTAITH, TEKYIIIETO KOHTPOJIS U
MIPOMEKYTOUHOM aTTeCTalUH.
Kommnsrorepnsriit knacc. [lomenienue amns
CaMOCTOSATEIILHOU PabOTHI

Pabouee mecto npenoaasarens. [Tocagounsie Mecta
obydJaromuxcs (1o KOJIMIECTBY 00yJaIONTUXCs).
KomnsroTepst

207 A4

KomMmrmptoTepHsIii kiacc. Y4ueOHas ayIuTopus
JUTS TIPOBE/ICHUS 3aHATUH JICKIIUOHHOTO
TUTIA, 3aHATHH CEMIHAPCKOTO THIIA,
KYPCOBOT'O IIPOCKTHPOBAHUS (BHITOTHCHHUS
KYPCOBBIX paboT), TPYIIIOBBIX U
WH/IUBUYATBHBIX KOHCYJIBTALUHN, TEKYIIETO
KOHTPOJISI K IPOMEKYTOYHON aTTEeCTALINH.
[MomenieHne sl CAMOCTOSTENBHOM PabOThI

ITepconanbHBIe KOMIIBIOTEPHI. Pabodee MecTo
npenoasarens. [Tocagounsie Mecta oOyyaromuxcs (o
KOJIMYECTBY OOYJArOIIIIXCS)

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

CamocrosTenbHas paboTa CTYICHTOB IPEIIoaracT CIeIyIOIUe BUIbL:
- IOATOTOBKA K MPaKTHYECKUM 3aHATHSM;

- YTEHHUE U NIEPEBOJ TEKCTOB;

- COCTaBJIEHHUE IJI0CCapus 110 TEME;

- BBIIIOJIHEHHE TMCbMEHHBIX M YCTHBIX 33JJaHUH (JIEKCUKO-TPaMMaTHYEeCKUX YIIPaKHEHUH, HalllCaHHUe JIeJIOBbIX ITHCEM Ha
HWHOCTPAaHHOM SI3bIKE H IP.;

- BBIIIOJIHEHHE KOHTPOJIbHBIX paboT (TECTOB);

- MOJITOTOBKA K 3a4€Ty M SK3aMCHY.

Kpowme Toro, camocTosiTenbHast paboTa CTYACHTA M0 U3YYSHHIO JUCIUILTHHBI OXBATHIBACT: 3ayYHBAHHUE CJIOB HHOCTPAHHOTO SI3bIKA,
rpaMMaTH4eCKUX MPABUII, YTCHHE TEKCTOB HA MHOCTPAHHOM SI3BIKE BCJIYX B COOTBETCTBUH C TMPABHIAMH YTCHHS, TOHUMaHUE
TEKCTOB, [IOCTPOEHHE BOIIPOCOB U OTBETOB K TEKCTaM; EPEBO/] Ha PYCCKUH SI3bIK (YCTHBIM U MUCBMEHHBIN).




Meroauyeckue yKa3aHHs 10 BBITOJHEHUIO CAMOCTOSITENBHOM paboTh
Metoandeckre yka3aHus K BBINOJIHEHHIO JEKCUKO-TPaMMaTH4YEeCKUX YIIPaKHEHUH

IIpu paboTe ¢ TEeKCHKO-TPaMMaTHYECKUM MaTepraIoM HEOOXOANMO CTPEMUTHCS HE TOJBKO K Y3HABAHUIO CJIOBA MM
rpaMMaTHYeCcKoro 000poTa, HO M K TIOHUMAHUIO [IEJIM €T0  YyHOTpeOlneHnss B JAHHOM KOHTEKCTe.

W3yyaemblil MaTepuan TpeOyeT NPaKTUUECKOTO IPUMEHEHHS, IPEXKIE BCETO B BUJE JIEKCUKO-IPAMMATUUECKUX YIIPaKHEHUH,
KOTOpBIE CIEAYET BBIIOIHATH TOJILKO I10C/IE THIATENbHON IPOPAaOOTKU BCEro MaTepuana. l3yueHue rpaMMaTUKU HEJIb3sl HAUaTh «C
cepeuHbl». Kaxkaplil HOBBIH pa3zaen O6azupyeTcs Ha U3y4eHHOM Ipexae MaTepuaie. OJIHaKo U3ydeHUe TOJIbKO IPaMMAaTUKK 03
MPaBUIBHOTO MPOM3HOLICHUS U 3HAHUS JIEKCHKN OCTACTCS «BELIBbIO B ceOey. JIMIIb KOMIUIEKCHBIN MTOJX0 U TOCTENIEHHBIN epexo.
OT MPOCTOTO K CIOKHOMY MOXET JaTh TpeOyeMbIli pe3ynbTar.

IIpu BeINOSHEHNH YIpa)KHEHUH CHaYalIa CleyeT 03HAKOMUTBCS C TPaMMaTHYeCKUMHU KOMMEHTapUsIMH, IPOCMOTPETH 3aIKCH,
C/IeNIaHHBIC HA 3aHATHH. [IpH MOATOTOBKE K KOHTPOJIBHBIM padoTaM TpeOyeTCs TakKe IPOCMOTPETh BECh JIEKCHKO-TPaMMaTHUECKUI
MaTepuall, B TOM YUCIIE JOMALIHUE IMChbMEHHbIEC YIPaKHEHUS.

CryzaeHTaM peKOMEHlyeTCs HCIO0Ib30BaTh 00yJalOIUe KOMIIbIOTEPHBIE IPOrPaMMbl, KOTOPbIE JaI0T BO3MOXHOCTb HE TOJIBKO
IIPOCIYIIATh PABUILHOE (POHETUUECKOE O(POPMIICHUE PEUM, HO U BEIPAOOTATh HABBIKU UCIIOJIb30BaHUS IIPABUIIBHBIX JIEKCUKO-
rpaMMaTH4eCKUX CTPYKTYP IPH MOMOIIN YIPaXKHEHHUH.

IIpu nzyuenun onpenenéHHbIX JEKCUYECKUX U IPaMMaTHUECKUX SIBJIEHUH HEMELIKOTO s3bIKa PEKOMEH1YeTCsl UCIIOIb30BaTh CXEMBI,
TaOIUIBI U3 CIIPAaBOYHUKOB IO TPaMMaTHKe, TIIATEIFHO TOTOBUTH UX IJIs o0ecrieyeHns MpouHoro ycoeHwus. [Ipu moctpoennn
HEMELIKOTO MIPEJIOKEHUS ClIeIyeT pacoiaraTh CjoBa B CTPOIrO ONPEeIEHHOM HOPSIJIKE, YUUTBIBAs, YTO IOPAJOK CIIOB B
[IOBECTBOBATEIBHOM, BOIIPOCUTEIBHOM M OTPULATEILHOM IIPEUIOKEHUSIX OTIUIAETCS OT HOPSIKA CIIOB B PYCCKOM HPEATI0KEHUN.

MeTO)II/I‘IeCKI/Ie PCKOMCHAAIUU 110 TOATOTOBKE pOHeBOﬁ HI'PbI

B cTpyKType poiieBoil HIpbl Kak MpoLecca BBIACSISIFOTCS CIECAYIONINE COCTABISFOLIHE:

* TeMa,

* pOJTH, B3ATHIC HA CEOsI UTPAIOIINMU;

* UTPOBBIE JEHCTBHSI KaK CPEACTBA pealn3allii 3TUX POJIEH;

* UTPOBOE YIOTPEOICHUE IPEIMETOB, T. €. 3aMEIEHHE PEANIbHBIX BEIIe HTPOBBIMH, YCIOBHBIMH;

* peaJIbHbIe OTHOIICHUS MEKAY UTPAIOIIUMH;

* CIOXKeT (cozeprkanne) — 00JacTh ACUCTBUTENILHOCTH, YCJIOBHO BOCIIPOU3BOIUMAS B HTPE.

B nporiecce posieBoi Urpbl OTPabaTHIBAIOTCS U YCBAUBAIOTCSL:

1) aTHUEeCKHEe HOPMBI ¥ TIPABHJIA IOBEICHUS U ONPEIeNICHHbIE COLUATBHBIC POJIU B TOM HJIA HHOM 3THOKYJIBTYPHOM COOOIIECTBE;
2) 0cOOCHHOCTH, XapaKTEPHbIC YSPThI, BO3MOXKHOCTH TEX MJIM HHBIX COIMABHBIX TPYIII WX ONPEISICHHBIX KOJJICKTUBOB —
QHAJIOTOB MPEANPHUATHH, GUpPM, T.€. pa3INUHbIe THIIBI SKOHOMHUYECKHX U COLMAIBHBIX HHCTUTYTOB, YTO BIIOCIEACTBHU MOXET OBITH
MIEPEHECEHO B COLMAIBHYIO IPAKTUKY;

3) yMeHHS COBMECTHOM KOJIJICKTUBHOMU JIEATEIILHOCTH;

4) KynbTypHBIE TPAAULUN U HOPMBL.

PoneBble HUrpbl, TEMa M CIOKET KOTOPBIX OCHOBaH Ha COJCPKAaHUH TEKCTOB, MILTIOCTPUPYIOT MOBEICHHE B CUTYAI[MH MEXKKYIBTYPHOTO
oO1ieHust.

B kadecTBe MPUEMOB, XapaKTEPHBIX ISl METOJIa POJICBOM UTPHI BEICTYHAIOT CIIEAYIOLIHE:

- IPUEM BOCCO3/IaHHsI KOMMYHHUKATHBHOTO KOHTEKCTa, KOMMYHUKATHBHOW CUTYaIIUH;

- IpUEeM BUPTYaJbHON SKCKYPCHH, KOTOPBIH MOXKHO OPIaHM30BaTh KaK ¢ MOMOIIBIO TEXHUUECKHUX CPEJICTB, TaK U C UCIIOIb30BAaHUEM
peanbHbIX (POTOMATEPUAIOB B yueOHOU ayAUTOPHH,

- IpUeM ApaMaTU3alny, HAPABJICHHBIN Ha CO3JaHUE YCIOBHUH, IPUOIMKEHHBIX K YCIOBHSAM PEaIbHOTO OOIIEHMS, CBSI3aHHBIH C
CO3/JIaHHEM CUTYalluH OOLICHUS, ONIPEACICHUEM LIS, PAaCpeACICHHEM Poieil;

- pueM pedIeKCUBHOM WACHTU(DUKALIH, TPEANONAraloNnil HACHTUHHKALKIO ¢ 00BEKTOM OOIICHHS M TOBECTBOBAHHE OT UMEHHU
3TOro 00bEeKTa.

MeTO)II/I‘IeCKI/Ie PCKOMCEHAAUH 110 CO3JaHUIO ITPOCKTA

OcHOBHBIE TPeOOBaHUS K UCIONb30BAHHUIO IPOEKTOB!

- HaJIMYHUe 3HAYUMOH B HICCIIE0OBATETbCKOM, TBOPUECKOM IIaHe POoOIeMbl/ 3a1a4u, TpeOyroleil HHTerpUPOBaHHOTO 3HAHM,
UCCIIE0BATENBCKOTO IOUCKA JUIs €€ PEIEHNS;

- IPAaKTHYECKasl, TEOPETUYECKAsk 3HAYMMOCTD IPENOJIaraeMbIX Pe3yJbTaToB.

- camocTosATeNnbHas (MHAUBHAYabHAs, TTapHas, TPYNIIOBas) AEATENFHOCTD Ha 3aHATHH HIM BO BHEYPOUHOE BPEMS;

- CTpYKTYPUPOBaHHE COEPKATENbHON YaCTH MPOEKTa (C yKa3aHHEM MOA3TAIHBIX PE3yIbTaTOB U paclpeeieHueM poeil).

Otansl NPOEKTUPOBAHUS

IlepBblil 3Tan — nogroroBuTenbHbIl. IIpepioxenue TeMsl Hccle10BaHus. BEIOOP TeMbI IPOEKTHON pabOThl OUEHb BaXKEH, 3a4aCTYIO
HMMEHHO TeMa IIPOEKTa, B KOHEUHOM CUETE, MOXKET OILPEENIUTh YCIEIHOCTb U Pe3yIbTaTUBHOCTh IIPOEKTHOM paboThl B LienoM. Ha
HavaJbHOM 3Tale 04eHb Ba)KHO HE TONBKO CHOPMYIHPOBATH TEMY U KOHEUHYIO IIE/Tb TPOEKTa, HO H:

-pa3syMHO OIIPEEIUTh BPEMEHHBIE PAMKH;

-NIPOlyMaTh KaKHe MaTepHalbl U HCTOYHUKU MOKHO HCIIOJIb30BaTh;

-BbIOpaTh ONTUMAIBbHYIO (POPMY NPE3CHTALUM PE3YIbTAaTOB;

-COCTaBUTb U 0OCYAUTH IPUMEPHBIH I11aH PabOTHI.

Bropoii aTan — opranuzanus padotsl. CornacoBanue obuei iuHuy pa3padorku npoekra. Gopmuposanue rpyni. CocraBieHue




o ;poOHOro IaHa padoTsl Haj npoekToM. OOCykIeHHe TyTel cOopa HHYOPMAIIMK U OCYIIECTBICHUE TIOMCKOBOM Pa0OTHI.
OO6cyx/IeHNE IEPBBIX Pe3yabTaToB B rpymme. CaMblii TPyJOSMKHUH U IIPOJIODKATENBHEIN [0 BPEMEHH 3Tall paboThI- 3TO cOOp
nH(OpMaUH — OOpaleH:e K yXKe HMEIOIIMCsS 3HAaHHAM, paboTa ¢ pa3InYHBIMI HCTOYHHKAMU HH(OPMaIiy, OMCK HOBBIX 3HAHHIA,
(opMHpOBaHHE COOCTBEHHOTO MHEHYIS H B3IIAA HAa MPEIMET MCCICOBAHMS.

Tperuii stan — 3aBepiuaromuii ( 3ran npesentanun). [lpomesxyTounslit KOHTpoIb. OOCyxaeHHE criocoda 0popMIEHUS IPOEKTa.
JoxymentupoBanue npoekta. [Ipesenranus pe3ynpraToB mpoekra. [logsenenne uToros nmpoekra. BeictaBienue oneHok

Meroaryeckne yka3aHus K HAIIMCAHUIO IEJIOBOTO MUChMa
Business Letter

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

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

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

Business Letter Writing

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

Meroanyeckue yka3aHUs K YTEHHUIO U IIEPEBOAY TEKCTOB MPO(eCcCHOHANBHON HaNPaBIeHHOCTH

TekcThl NPOQECCHOHANBLHOW HANPABICHHOCTH Ha HHOCTPAHHOM SI3bIKE MOMHMO CBOCH OCHOBHOM  3aiaud — HWH(QOPMATHBHOCTH
— [IOMOTAIOT MOMOJMHUTh OOMMA W TEMAaTHYSCKUI CIOBapHbI 3amac, TPEHUPYIOT B MPOU3HOIICHHH HEMEIKHX CIIOB U
BBIPDAXKCHHH, 3aKpeIUIIIOT TpaBWiIa TPaMMaTHKHU, CIOCOOCTBYIOT Pa3BUTHIO HABHIKOB YCTHOM pedu.

TIpeaTeKcTOBBIA JTAI:

- TIpOYTHTE 3arojlOBOK M CKaXUTE, O 4eM (0 KoM) OyAeT UATH pedb B TEKCTE;

- O3HAKOMBTECh C HOBBIMH CIIOBAMH M CJIOBOCOYETAaHMSIMH (€CIM TAaKOBbIE JaHbI K TEKCTY C IIEPEBOAOM);

- TIPOYHTAaNTEe W BBINMIINTE CJIOBa, 0003HAUAIOIIKE. .. (aeTCs PYCCKHI SKBHBAJICHT),

- BbIOEpHTE W3 TEKCTa CJIOBA, OTHOCSIIMECS K M3y4aeMOH TeMe;

- HalauTe B TEKCTE HE3HAKOMBIE CIIOBA.

TekcToBBI 3TaI:

- IPOYTHTE TEKCT;

- BBIICIHUTE CJOBa (CIOBOCOYETAHWS WU MPEATIOKEHUS), KOTOPbIE HECYT BaXKHYIO (KIIIOUEBYIO HH(POPMAIIUIO);

- BBIIMIIMTE WIM HOAYEPKHHUTE OCHOBHBIE MMEHA (TEPMMHBI, ONIpeeeH s, 0003HaYeHNS);

- chopmyiHpyiTe KIFOUEBYH MBICIb KaXJI0ro ad3ara;

- OTMEThTE CJIOBO (CJIOBOCOYETAHHUE), KOTOPOE JIydllle BCEro IepelaeT CoJCpKaHHE TEeKCTa (YacTH TEeKCTa).
IlocnerexkcToBblil  ATar:

- 03arJIaBbTE TEKCT;

- TPOYTUTE BCIAYX MPEAJIOKEHHs, KOTOPBIC MOSCHSIIOT HA3BaHUE TEKCTA,

- HaWauTe B TEKCTe MPEIIOKSHUS ISl OMUCAHUS ...

- TOATBEpAWTE (ONPOBEPTHHUTE) CIOBAMH W3 TEKCTA CIEAYIOIIYIO MBICTD ...

- OTBETHTE Ha BOIIPOC;

- COCTaBbTE IUIaH TEKCTa;

- BBHIIUIINTE KJIIOYEBHIE CJIOBa, HEOOXOIMMBIE IS IIepecKasa TEeKCTa;

- TEePEeCKKHUTE TEKCT, OMHUPASCh HA TUIAH;

- MEepPEecKaXUTe TEKCT, OMUPAsICh HA KIIOUEBBIEC CIIOBA.

IIpu noaroroBke pedepupoBaHUMS TEKCTa PEKOMEHIYETCS BOCIOJIb30BATHCS CIEAYIOMIEeH TaMsITKOM:

1. Tlocne mnpouTeHust TekcTa pa30eHTe ero Ha CMBICIOBBIE YACTH.

2. B kaxmoW uacTM HaWIWTe TMpeIUIoKEHHE (X MOXKET ObITh HECKOJBbKO), B KOTOPOM 3aKJIHOUEH OCHOBHOH CMBICI 3TOI 4acTH
TEKCTa. BEIMUImMTe 9T NpeIIoKEeHUSL.




HOI[‘{epKHI/ITe B OTHUX TPCMIOKCHUAX KIIOYCBBIC CJI0BA.
CocTaBbTe MIIaH nepeckasa.

Ormpas{cr; Ha IIJIaH, IEPECKAXKXUTC TCKCT,

Ormpas{cr; Ha KIIIOYCBLIC CJIOBA, pPACCKAXKUTEC TCKCT.

S kW

MeTtoauyeckue YKa3aHus 110 pa60Te CO CJIOBapeM

DopMBI CaMOCTOATENBHON pabOThI CO CIOBAPEM:

- IOMCK 3a/IaHHBIX CJIOB B CJIOBAapE;

- omnpernieneHre GOpPM EANHCTBEHHOTO M MHOXKECTBEHHOTO YHCIIA CYIMIECTBUTEIBHBIX;
- BBIOOP HY)KHBIX 3HaU€HHI MHOTO3HAYHBIX CIIOB;

- IOMCK HY>KHOTO 3Ha4€HHs CJIOB M3 YHCJIa TPaMMaTH4YECKHX OMOHUMOB;

- IOUCK 3HAUE€HUs [J1aroja o OAHOU U3 IIaroybHbIX GopM.

1. Ilpu noucke cioBa B CIIOBape HEOOXOAUMO CIEJUTh 32 TOUHBIM COBIAJECHUEM rpaduueckoro ohopMIeHHUs UICKOMOTO U
HalJEHHOr'0 CJI0BA, B IPOTUBHOM CIIy4ae epeBOj OyaeT HeNpaBUIbHBIM.

2. MHorue c10Ba SBIISIOTCS MHOTO3HAYHbIMY, T.€. UMEIOT HECKOJIBKO 3HAYEHUMH, 103TOMY IIPU MIOUCKE 3HAUEHHUs CI0Ba B CIOBape
HE0OXOAMMO YUTATh BCIO CIIOBAPHYIO CTATHIO M BBIOMPATH ISl IEPEBO/A TO 3HAUCHHUE, KOTOPOE TMOAXOAUT B KOHTEKCT NPEAT0KEHHS
(Tekcra).

3. IIpu moucke B cioBape 3HaYEHHS CIIOBA B PsZie CIIydaeB CIeAyeT NPHHIMATh BO BHUMaHHE IPAMMAaTHIECKyI0 (DyHKITHIO CIIOBA B
TPEeJI0KeHNH, TaK KaK HEKOTOPBIE CITOBA BBIMONHSIOT Pa3INYHbIe TpaMMaTHIeckne (GYHKINH U B 3aBICHMOCTH OT 3TOTO
NEPEBOASATCA IIO-PA3HOMY.

4. Ilpu noucke 3Ha4eHUs Iaroia B cJIoBape clIeyeT UMETh B BUJY, UTO IJIaroJibl yKa3aHbl B CIIOBApE B HEONIPEAEIEHHON Gopme
(Infinitiv - schlafen, aufmachen)B To BpeMs kak B Ipea0xKeHUU (TEKCTE) OHU (DYHKIMOHUPYIOT B Pa3HBIX BPEMEHAX, B pa3HbIX
rpaMMaTHIeCKUX KOHCTPYKIHUAX. ITouCK riarona 3aBUCHT OT €r0 NPHHAIISKHOCTH K KITACCy TIPABUIBHBIX MITH HEMTPaBHIbHBIX
TJIaroJIoB.

Meroanveckue PECKOMCHOAIUH 110 ITOATOTOBKE K OK3aMCHY

B nepron moaroToBKH K 9K3aMEHY CTYIEHTHI BHOBb 00paIaloTCs K IPOHACHHOMY yueOHOMY Matepuainy. [Ipu 5ToM OHU HE TOIBKO
CKPEIUISIOT TIOJTyYeHHbIe 3HaHUS, HO M TOJIy4atoT HOBEIE. [I0AroTOBKa CTyIEeHTa K 9K3aMeHY BKIIOYAeT B ce0st TpH dTamna:
-ay/IMTOpHAsl M BHEAYJIUTOPHAs CAMOCTOSTENIbHAsl paboTa B TEUSHHE CEMECTPa;

-HEMOCPEICTBEHHAs [TOJITOTOBKA B IHH, PEALIECTBYIOLINE SK3aMEHY 110 TeMaM Kypca;

-IIOATOTOBKA K OTBETY Ha BOIIPOCHI, CO/IeprKalluecs B Ouierax.

Jluteparypa /U1 MOATOTOBKH K 9K3aMEHY PEKOMEH/IyeTCs IperoaaBaTesieM 00 yka3aHa B y41eOHO-METOJMYECKOM KOMILIEKCE.

B xoze moAroToBKy K 9K3aMeHy CTyIEHTaM HE00XO0AMMO 00pamiaTh BHUMaHKE HE TOJIBKO Ha YPOBEHb 3aIIOMUHAHUS, HO U HA CTEIICHb
MOHMMAaHUS U3JaraeMbIX MpooiIeM.

DK3aMeH MPOBOAUTCS MO OHUJIETaM, OXBATHIBAIOIUM BECh MPOUICHHBIN MaTepuall. [Io OKOHYaHHUH OTBETa IK3aMEHATOP MOXKET
3a7aTh CTYACHTY JIOTOJHHUTEIbHbIE H YTOYHSIONME BOIIPOCHL. Ha moarotoBky k oTBETY 1o BonmpocaM Ouiera cTyaeHTy naercs 30
MUHYT C MOMEHTA HOJIY4EHHS UM.




