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BusupoBanue PII/I n1iist ucnosiHeHUs B 04epeHOM Y4eOHOM roay

Pabouas nporpamma repecMoTpeHa, 00Cyx1eHa U 0100peHa s
ucnonaeHus B 2024-2025 yueOHOM roay Ha 3aceaHuu Kadeapsl
Kageapa HHOCTPAHHBIX A3BIKOB U METOJUKH NPenoAaBaHus

IIpoTokoi ot 2024 1. Ne

3aB. kadenpoii SnkydaeBa Alicyny CepreeBH:

BusupoBanue PII/I st ucnosiHeHUs B 04epeHOM Y4eOHOM roay

Pabouvas nporpamma nepecMoTpeHa, 00CykieHa U 0100peHa st
ucrnoHeHus B 2025-2026 yaeOHOM TOy Ha 3aceiaHuu Kadeapbl
Kageapa HHOCTPAHHBIX SA3bIKOB U METOIUKH NPeNnoaaBaHus

[Iporoxomor 2025r. Ne
3aB. kadenpoil SnkydaeBa Aiicyny CepreeBHa

Busuposanue PII/I 1iist ucnosiHeHUs B 04epeHOM Y4eOHOM roay

PaGouvas nporpamma nepecMoTpeHa, 00CykieHa U 0100peHa st
ucnojHerus B 2026-2027 yueOHOM roay Ha 3aceqaHuu Kadeapsl
Kadepa NHOCTPAHHBIX S3BIKOB U METOAMKH NPENoIaBaHMs

[Iporoxomor 2026 r. Ne
3aB. kadenpoil SnkydaeBa Aiicyny CepreeBHa

BusupoBanue PII/I 1iist ucrosiHeHUs B 04epeHOM Y4eOHOM roay

Pabouvas nporpamma nepecMoTpeHa, 00CykieHa U 0100peHa st
ucnonHeHus B 2027-2028 yueOHOM roy Ha 3aceaHuu Kadeapsl
Kadeapa HHOCTPAHHBIX SI3BIKOB H METOAMKH MpPernoJaBaHusi

ITporokoi oT 2027 1. Ne

3aB. kadenpoii SnkydaeBa Alicyny CepreeBH:



1. IEJIN U 3AJAYN OCBOEHUSA U CIIUITIJINHBI

1.1 | Henu: hopMupoBaHHe HHOS3bIYHON KOMMYHUKATUBHON KOMIIETEHIIUH AJIs JEI0BOrO OOLIEHHs B YCTHOI U NMChbMEHHOH opmax.

1.2 | 3a0auu: - ocBOeHHE TPaMMAaTHIECKOTO U JISKCHUECKOTO (0OIIEeT0 W TEPMHHOJIOTHYECKOTO) MUHIMYMa B 00beMe,
HEOOXOANMOM ]ISl OOLICHHUS HA MHOCTPAHHOM SI3bIKE U pabOThI C MHOS3BIYHBIMHU TEKCTAMH B TIpoliecce MpodecCHoHaIbHON
JIESITeITBHOCTH,

- (hopMHpOBaHUE YMEHHI YTCHUS U TIOHUMAHUS JINTEPATYPHI MO CIEIMATBHOCTH CO CJIOBapeM;

- (hopMupOBaHHE KOMMYHHKATUBHBIX YMCHHI YCTHOTO MOHOJIOTHYECKOTO BRICKA3BIBAHUS U TUAIOTHUCCKOTO OOIICHUS Ha
HWHOCTPAHHOM SI3bIKE.

2. MECTO JUCIIUIIJIMHBI B CTPYKTYPE OOII

Huxn (pazgen) OOIT:

2.1 | TpeOGoBaHus k nNpeaBapUTe/IbLHOM NOJTOTOBKE 00y4a0LIerocs:

2.1.1 | UnocTpaHHBIA A3BIK HA TPEABIAYIIEM JTaMe MOATOTOBKH

2.2 | JucuuninHbl 4 NPAKTHKH, 1JIs1 KOTOPHIX OCBOeHHE JAHHOH JHCHUILINHBI (MO1Y.J1) He00X0IMMO KaK
npealIecTByOIEe:

2.2.1 | Kynbrypa peuu u nenoBoe oOiieHue

3. KOMIIETEHIINH OBYYAIOIIETI'OCs, @OPMUPYEMBIE B PE3YJIbTATE OCBOEHUSA JUCITUIIJIMHBI
MOAyJis)

YK-3: Cnioco0eH ocymiecTBJIAThL COLHAJbHOE B3aMMO/ielicTBHE U PeaIn30BbIBAaTh CBOI0 POJIb B KOMaH/e

N-4.YK-3: D¢pdexTnBHO B3auMojeiicTBYeT ¢ APYyrUMHU YJIeHAMHU KOMAHAbI, B T.4. y4acTByeT B 00MeHe HH(opManmeii,
3HAHUSIMHU U ONBITOM, U NIPe3eHTALUU Pe3yIbTATOB PAGOTHI KOMAHABI

- 3HACT IIpaBUJjia l'[pO(beCCI/IOHaJ'H)HOFO PCUCBOI0 3THUKETA,
- YMECT apryMCHTUPOBAHO HU3JIaraTtb CO6CTB€HHy}0 TOYKY 3p€HHS Ha HHOCTPAHHOM S3BbIKC;
- BJIaA€CT HaBbIKaMH1 BCACHUSA JUCKYCCHUHU U ITOJICMHUKHU HAa THOCTPAHHOM SA3BIKE.

YK-4: Cnioco0eH 0CylecTBJIATH /1eJIOBYI0 KOMMYHHKALMIO B YCTHO# M MUCbMEHHOii (opMax Ha rocyapcTBEHHOM SI3bIKe
Poccuiickoii @egepannu 1 ”HOCTPAHHOM(BIX) A3bIKe(AX)

HN/1-1.YK-4: Bei0upaer Ha rocyiapcTBeHHOM U HHOCTPAHHOM (-bIX) A3bIKAX KOMMYHHKATHBHO NIpHeMJIeMble CTU/Ib 1eJI0BOI0
o0meHus, BepdajibHble H HepepOaibHbIe CPEACTBA B3aUMO/eiicTBHSI ¢ MapTHepaMH

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

- YMEET IOCTPOUTH BBICKA3bIBAaHHS B CMO/ICJIMPOBAHHBIX (TIPEJIaraéMbIX) CUTyalusIX OOIIEHH HA HHOCTPAHHOM SI3bIKE, IPABUIILHO
UCTIOJIB3YS BepOanbHbIe  HEBepOallbHbIE CPECTBA OOILEHHUS;

- BJIafieeT HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEJIOBOTO OOIIECHHS.

NA-2.YK-4: Benet 1e/10BY10 IepeNHCKY, yYUTbIBasi 0COOCHHOCTH CTHIHMCTHKY 0(PHIHAIBHBIX H HeOHIUAIbHBIX NHCEM,
COLMOKYJIbTYPHBIE pa3in4us B popMaTe KOPPECIOHACHIUH HA FOCYAapPCTBEHHOM U MHOCTPAHHOM (-bIX) S3bIKAX

- 3HaeT OCOOEHHOCTH CTHIMCTUKY HANUCAHUS O(QUIMANbHBIX U HEO(PUIHANbHBIX IIHCEM;
- yMeEeT BECTU AEIOBYIO EPENUCKY C yIETOM COLUOKYIbTYPHBIX OCOOEHHOCTEN € IPEJCTaBUTEIIIMU IPYTUX CTPaH;
- BlIajleeT TEXHUKOM J1eJI0BOr0 MUChMa Ha HHOCTPAHHOM S3bIKE.

N-4.YK-4: [leMmoHCcTpHpYeT yMeHHe BBINOJIHIATH MepeBoA NPpogecCHOHATBbHBIX TEKCTOB ¢ HHOCTPAHHOTO (-bIX) HA
rocyAapcTBeHHbIH S3bIK U 00PAaTHO

- 3HaeT OCHOBHBIE NTEPEBOAYECKHE TpaHCHOpMaIHY;
- yMeeT BBIIOJIHATE NIEPEeBO MPO(eccCHOHaTBHBIX TEKCTOB C HHOCTPAHHOTO (-bIX) Ha TOCYAAPCTBEHHBIH S3bIK M 00PaTHO;
- BJIafieeT OCHOBAaMHU TEXHUKH IepeBOa.

4. CTPYKTYPA U COJEPKAHUE JUCIUIIMHBI (MOY.JIsT)

Kon HaumenoBaHue pa3iesioB U TeM /BUJ Cemectp / | Yacos | Komneren- | Jlutepatypa | Unte | Ilpumeuanue
3aHATHS 3aHATHS/ Kvpe M DAKT.




Pa3geax 1. Introductions. Work and
leisure. Problems. Business trips
(airports, hotels). Food and

entertaining.

1.1 Introductions. 4 WUa-1.VK-4 JI1.1J12.1 Tecrt. ITucemo.
Work and leisure. nJ-2.YK-4 J12.2 Ipesenrauus.
Problems. na-4.yK-4 Pounesas urpa.
Business trips (airports, hotels).

Food and entertaining.
/J1ab/

1.2 OcBoeHUe rpaMMaTUYECKOTO MaTepuana u 7 nja-1.yK-4 JI1.1J12.1
BBITIOJTHEHHE TPaMMaTHYECKHX 3aJaHUN Na-2.vyK-4 J12.2
o teme "['maroa to be. WUa-4.YK-4
B Present Simple Active".

/Cp/

1.3 OcBoeHue rpaMMaTUYECKOTO MaTepuana u 9 nja-1.yK-4 JI1.1J12.1
BBINIOJTHEHHE FPaMMaTUYECKUX 3aJaHUN HU-2.YK-4 J12.2
MectoumeHnust some / any. /Cp/ Ua-4.YK-4

1.4 OcBoeHHe rpaMMaTHIEeCKOT0 MaTeprana u 9 Ua-1.vyK-4 JIT.1J12.1
BBITIOJTHEHHE 3aaHuil o TeMe "I maromn NJ-2.YK-4 J12.2
have got " B yTBepIUTEIBHOI, Ua-4.yK-4
BOIMPOCHUTENBHON U OTPULIATEIHHOM
dopmax. /Cp/

1.5 BrinmonHenne rpaMMaTHIECKIX 9 Ua-1.vyK-4 JIT.1J12.1
yrnpaxHeHue 1o Teme Present Simple. Ua-2.YK-4 J12.2
VYTBepanuTeNnbHbBIE U OTPUIIATETIbHBIE Na-4.yK-4
npeatoxkeHus . BonpocurensHele
npeanoxenus. /Cp/

1.6 OcBoeHue rpaMMaTUYECKOTO MaTepuana u 10 nJa-1.YK-4 JI1.1J12.1
BBITIOJTHCHHE 3aJaHUH 110 TEMe NJ-2.YK-4 J12.2
MIPUTSDKATENbHBIE U JTUIHBIE Na-4.yK-4
mecroumenus. /Cp/

1.7 Hanucanue nnunoro nucema . Mzyuenue 7 nJa-1.YK-4 JI1.1J12.1
JIEKCUKO-TPAaMMAaTUIECKOTO MaTepuaia, Ua-2.vyK-4 J12.2
odopmieHre MucbMeHHOH paboTel. /Cp/ Ua-4.yK-4

1.8 Urenwe, mepeBol TEKCTOB, BHINIOJIHEHNE 8 NJ-1.YK-4 JI1.1J12.1
JICKCHKO-TpaMMaTHieckux 3aganuid. /Cp/ Ua-2.YK-4 J12.2

na-4.yK-4
Paznen 2. [IpomeskyTouHas aTTecTanus
(3auéT)

2.1 IMonroroBka k 3auéty /3auét/ 8,85 | UO-4.YK-3
na-1.yK-4
na-2.yK-4
na-4.yK-4

2.2 Konrakrthas pabora /KCPATT/ 0,15 | UO-4.YK-3
na-1.yK-4
na-2.yK-4
na-4.yK-4

Pa3gen 3. Sales. People. Markets.
Companies. The Web. Cultures. Jobs.

3.1 Sales. 4 HU-1.YK-4 JI1.1J12.1 ITucemo.
People. Ua-2.YK-4 J12.2 [Ipe3enTanus.
Markets. Ua-4.yK-4 PouneBas urpa.
Companies. Iepeson
The Web. tekcra.Tecr.
Cultures.

Jobs.
/J1a6/

3.2 Bpemena rpynmnsi Past Active. 10 Ua-1.YK-4 JI1.1J12.1
I'maron to have HU-2.YK-4 J12.2
Bpemena anrnmiickoro riaroya rpymibl Na-4.yK-4
Simple. /Cp/

33 O3HaKOMIIEHUE C IIpaBUIaMU O(GOPMIECHUS 9 na-1.yK-4 JI1.1J12.1
U CTpYKTypo# nucema. Hanncanne nJ-2.YK-4 J12.2
JTUYHOro tuckma. /Cp/ Ua-4.YK-4




3.4 O3HaKOMJICHUE C TIPaBUIIAMH 0(OPMIICHHUS 9 Na-1.vyK-4 JIT.1J12.1
u cTpykTypoil nuceMa (the Inquiry Letter, nJ-2.YK-4 J12.2
the Invitation Letter, the Letter of na-4.yK-4
Complaint). Haniucanue pestome. /Cp/

3.5 [ToaroroBka Kk NTOTOBOMY 9 Na-1.vyK-4 JIT.1J12.1
tectupoBanuo . /Cp/ Ua-2.YK-4 J12.2

na-4.yK-4

3.6 OcBoeHue rpaMMaTUUECKOTO MaTepuana u 5 nja-1.YK-4 JI1.1J12.1
BBINOJIHEHHE YIPaKHEHUH 110 TEME nJ-2.YK-4 J12.2
"O6opors! there is, there are. n1-4.YK-4
VYxazatenbHble Mectoumenus" /Cp/

3.7 [ToaroroBka nmpe3enranuu no teme How to 7 Ua-1.YK-4 JI1.1J12.1
book a hotel. /Cp/ Ua-2.YK-4 J12.2

na-4.vyK-4

3.8 [MonroroBka npesenraryu Types of 5 Ua-1.YK-4 JI1.1J12.1
markets. /Cp/ Ua-2.YK-4 J12.2

na-4.yK-4

39 Urenwe, mepeBol TEKCTOB, BHINIOJIHEHNE 5 NJ-1.YK-4 JI1.1J12.1
JICKCUKO-TpaMMaTH4eckux 3aganuid. /Cp/ Ua-2.YK-4 J12.2

na-4.vyK-4
Paznen 4. [IpomeskyTouHas aTTecTanus
(3auéT)

4.1 IMonroroBka k 3auéty /3auét/ 8,85 | UO-4.YK-3
na-1.yK-4
Ua-2.YK-4
Na-4.yK-4

4.2 Konrakthas pabora /KCPATT/ 0,15 | UO-4.YK-3
na-1.yK-4
Ua-2.YK-4
na-4.yK-4

Pazgen 5. IIpomeskyTounas arrecranus
(3a4ér)

5.1 [TonroroBka k 3auéty /3auér/ 8,85 n-4.YK-3
na-1.yK-4
na-2.yK-4
na-4.yK-4

5.2 Konrakrthas pabora /KCPATT/ 0,15 n-4.YK-3
na-1.yK-4
na-2.yK-4
na-4.yK-4

Paznen 6. [IpomeskyTouHas aTrecTanus
(3x3aMeH)

6.1 [TonroroBka K 3k3aMeHy /Dk3aMeH/ 34,75 | UO-4.YK-3
Ua-1.YK-4
Ua-2.YK-4
na-4.yK-4

6.2 Konrpons CP /KCPATT/ 0,25 n-4.YK-3
Ua-1.YK-4
Ua-2.YK-4
na-4.yK-4

6.3 KonrakrHas pabora /KoHcOK/ 1 nJ-4.YK-3
Ua-1.YK-4
Ua-2.YK-4
na-4.yK-4

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. IlosicHuTEeILHAS 3aNIMCKA

1. OueHouHbIE CpeNCcTBA MPEAHAZHAYEHBI JUI KOHTPOJIS M OLCHKH 00pa30BaTeNIbHBIX JOCTHKEHUH 00yJaronuxcs, OCBOMBIINX
MporpamMmy y4eOHOU AUCHUIITNHBI «IHOCTpaHHBIN S3BIKY.

2. cDOH,H OLCHOYHBIX CPCACTB BKIIIOYACT KOHTPOJIbHBIC MATCpHAJIbl AJIs IIPOBCACHUS KOHTPOJIA B (bopMe TECTOBBIX BaﬂaHHﬁ,
HNHUCBEMCHHBIX pa60T, POJIEBBIX UI'D, IEPEBOAOB TEKCTOB, npe3eHTau1/n71, HpOMe)I(yTO‘IHOfI aTrTeCTallii B BaZ[aHI/Iﬁ K 3a4UCTy U




9K3aMECHY.

5.2. OueHo4HbIe CpeACTBa I/ TEKYIIero KOHTPOJIst

IIpumepHsbIe 3aJaHusl 1JIs1 BXOJAHOTO KOHTPOJIS

BxoHO# KOHTPOIL (IPUMEPHOE 3a/1aHHUE)

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. Bribepute noaxonsiee orHocuTenbHoe Mecroumenue: The principal of Ridgecrest High School, ... had worked there for over ten
years, finally decided to retire.

BapuaHTbl OTBETOB:

1 which

2 who

3 where

4 when

Kpurepuu onenku:

Cryzent Boinonnun 84-100% 3anaHuil «OTIMYHOY», NOBBIIEHHbBIA YPOBEHb

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

Cryzent Bbinonuun 50-65% 3agaHuil «yJOBIE€TBOPUTEIBHOY, IOPOrOBBII yPOBEHb

CryzeHT BeinonHMI MeHee 50% 3aJaHuil «HEYIOBIETBOPUTEILHOY», YPOBEHb HE CHOPMHUPOBAH

IIpesenTanms
Onenounoe cpenctso «lIpesenTtarus»
Tembl A5t Ipe3eHTanuii:

1. Types of markets
2. Presentation of the company

Kputepuu oneHku:

"Otaugno": CTyJEeHT CaMOCTOATENBHO Pealu3yeT yMEHUs IPO(PECCHOHAILHOTO OOLIEHUS B YCTHOM M NUChbMEHHOM opmMe Ha
HHOCTPAHHOM S3bIKE;

BJIaJIe€T HHOCTPAHHBIM SI3bIKOM B 00bEME, I03BOJIAIONIEM UCIIOIb30BATh €r0 B IPO(ECCUOHATIBHON 1€ATEIbHOCTH.

"Xopomo": CTyaeHT crocoOeH MoKa3aTh yMEHHE MPOo(eCCHOHATIBHOTO OOIICHUS B YCTHOW M MMCbMEHHON (JOpMe Ha HHOCTPAaHHOM
S3BIKE;

CIOCOOEH YaCTHYHO IOKa3aTh BIaJCHUE HHOCTPAHHBIM SI3BIKOM B 00bEME, MTO3BOJISIIOIIEM HCIIOIb30BATh €r0 B NPodeccCnoHaIbHOM
JEeATeTbHOCTH.

"V noBnerBoputenbHO":CTyJEHT CIOCOOEH 110J] PYKOBOJCTBOM IIPENOoaBaTes I0Ka3aTh yMeHUE IPo(ecCUOHAIbHOIO O0IIeH s B
YCTHOH U MICBMEHHOH (hopMe Ha HHOCTPAHHOM SI3BIKE;

CIOCOOEH 4aCTUYHO II0Ka3aTh BIaJEHUE HHOCTPAHHBIM SI3bIKOM B 00bEME, MIO3BOJISIOIIEM UCIIOIb30BATh €I0 B IPO(ECCUOHAIBHOM
JEeATeTbHOCTH.

"HeynosierBopurenbHo":CTyIeHT 3aTPyIHICTCS I HE MOXKET I0Ka3aTh yMEHHE MPOPECCHOHANIBHOTO OOIICHHS B YCTHOH 1
NMCHbMEHHOM (hopMe Ha HHOCTPAHHOM SI3BIKE;

HE BIIAJIeeT HHOCTPAHHBIM S3BIKOM B 00BEME, TO3BOJISIOLIEM HCIONB30BaTh €r0 B MPOGECCHOHATIEHOMN AeSITEILHOCTH.




Ponesast nrpa

[Ipeanaraemele TEMBI POJIEBBIX UTD:

1. Tema (mmpobnema) ,,At a job fair”

Konnemnmus urpst: You meet at the job fair and talk about sales position.

Pomu:

a) a director of a company;

0) job seeker.

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

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

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

Pomu:

a) an interviewer (Human Resources);

0) staff members (a receptionist, a website developer, a writer and, a graphic designer).

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

3. Tema (npo06iema) ,,At the Hotel

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

Pomu:

a) a guest;

6) a hotel’s manager.

OskuzaeMBblil pe3ysIbTaT — MHCIEHUPOBKA Oecelbl OpraHu30BaHa M NPEICTaBIeHa B COOTBETCTBUH C CUTYyalHel OOIIeHH S

4. Tema (mpo6nema) “Booking a Hotel Room*

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

a) a guest;

6) a receptionist.

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

5. Tema (npo6nema): “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.

Ponu:

a) a manager;,

0) a manager.

O>xuIaeMslil pe3ynbTaT — UHCIICHUPOBKA Oecelbl OpraHM30BaHa | IIPEACTABICHA B COOTBETCTBUH C CHTYaIHeil 00IIeH s

6. Tema (npobinema) ,,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) — MHCIIGHUPOBKA Oece/ibl OpraHu30BaHa U MPEJCTABICHA B COOTBETCTBUU C CUTYyallUeH OOIICHUS.

7. Tema (npodiema) «Dealing with problems»

Konnemnmus 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.

OskuaeMblil pe3ysibTaT — WHCIIGHUPOBKA Oece/ibl OpraHu30BaHa U MPEICTABICHA B COOTBETCTBUH C CHUTYallUEH OOIICHUSI.

8. Tema (npoGnema) «Participating in discussion»

Konnemnwus 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 — HHCIIEHHPOBKA Oecelbl OpraHu30BaHa M MPEICTaBICHa B COOTBETCTBUH C CUTYal[HEH OOIICHHSI.

9. Tema (mpobiuema) «Presenting your company»

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

Ponu:

a) a representative of company Nel;




0) a representative of company Ne2.
OsxuaeMblii pe3ysibTaT — MHCIICHUPOBKA Oecelbl OpraHu30BaHa M MPEICTaBICHA B COOTBETCTBUH C CUTYal[el OOIICHHSI.

10. Tema (npo6aema) «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 Oecelbl OpraHM30BaHa M MPEACTABICHA B COOTBETCTBHH C CHTYaIHell 00IIeHnsI.

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

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 — UHCIIEHUPOBKA Oecelbl OpraHM30BaHa M MPEACTABICHA B COOTBETCTBUH C CHTYaIHell 00IIeHN s

12. Tema (mpobnema) «Interview skills»

Konnemnus 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.

OskuzaeMBbIil pe3ysIbTaT — MHCIEHUPOBKA Oecelbl OpraHu30BaHa M NPEICTaBIeHa B COOTBETCTBUH C CUTYalHel OOIIeHH s

Kpurepnn onennBanus:

"O1inaHo":CTYJICHT CAMOCTOSITEIBHO PEaM3yeT YMEHHE MOCTPOUTH BHICKA3bIBAHUS B CMOJICIMPOBAHHBIX (MPEJIaraeMbIX)
CUTYaIMsIX OOIIEHUS HAa HHOCTPAHHOM SI3BIKE, IPABUIIBHO UCIIONB3YsI BepOaIbHbIE M HeBEpOanbHbIE CPEACTBA OOLICHUS,
apryMEHTUPOBAHO U3JIaraTh COOCTBEHHYIO TOUKY 3pEHHUS] HA HHOCTPAHHOM $SI3bIKE;

BJIaJieeT HaBbIKaMH BEJACHUS TUCKYCCHH U MOJIEMUKH HA MHOCTPAHHOM S3bIKE M WHOCTPAHHBIM S3bIKOM KaK CTHJIEM JEJI0BOrO
oOrieHust.

"Xopomo": CTyaeHT crocoOeH MoKa3aTh YMEHHUS IIOCTPOUTH BBHICKA3bIBAaHHS B CMOJICIIMPOBAHHBIX (TIPEIaracMbIX) CUTYaIUsIX
OOIIEeHNs HA HHOCTPAHHOM SI3BIKE, IIPABHIBHO UCTIONB3YS BepOabHbIE H HeBEpOaIbHBIC CPEACTBA OOIICHNUS, a TAKKE N3JaraTh
COOCTBEHHYIO TOUKY 3pEHHSI Ha HHOCTPAHHOM SI3BIKE;

CIOCOOEH YaCTHYHO TI0Ka3aTh BIaJCHUE HHOCTPAHHBIM SI36IKOM KaK CTHJIEM JIETIOBOTO OOIIEHNS, & TAK)KE HABBIKAMHU BEICHUS
JUCKYCCHU U MOJIEMUKH

"V nosnerBopurenbHO" :CTYISHT MO PYKOBOACTBOM IPENOAaBaTENsl CIIOCOOEH IM0Ka3aTh YMEHUS IOCTPOUTH BBHICKA3bIBAHUS B
CMOJIETTMPOBAaHHBIX (Tpe/IaraeMplX) CUTyalnsIX OOIIeHUs] HA THOCTPAHHOM SI3bIKE, IPAaBUJILHO UCIIONB3Ys BepOasibHbIE U
HeBepOaIbHbIE CPeCTBA OOIIEHHS U M3JIarasi CBOI0 TOUKY 3pE€HUsI HA MHOCTPAHHOM SI3BIKE;

CIOCOOCH YaCTHYHO TI0Ka3aTh BIaJCHUEC HHOCTPAHHBIM SI36IKOM KaK CTHJIEM JIEJIOBOTO OOIICHHSI.
"HeynosnerBopurensHo":CTyIeHT 3aTPyAHAETCS WM HE MOXKET IMOKa3aTh YMEHHS OCTPOUTH BBICKAa3bIBAHUS B CMOJICITMPOBAHHBIX
(mpemaraeMbIx) CUTyanusx OOIICHUs] HA HHOCTPAHHOM $I3bIKE, TPABHIILHO MCIIONBb3Ys BepOallbHbIC U HEBEpOaIbHbIC CPEICTBA
0OIIICHHS,

HE BJIa/IeeT NHOCTPAHHBIM A3bIKOM KaK CTHJIEM JIEJIOBOro OOIIEHHs, HE BJaJieeT HaBbIKaMH BEICHUS TUCKYCCUH HA HHOCTPaHHOM
SI3BIKE.

OnenouHoe cpencTBo «Ilucbmon

Tematnka oQuUIHANTBHBIX TACEM:
— The Inquiry Letter

— The Invitation Letter

— The Letter of Complaint

-CvV

TemaTyka Heo(pUIIHATILHBIX THCEM:
- Introduction Letter
- Friendly Letter

Kpurepuu oneHuBanus:

"Otauyno": CTyJeHT 0Ka3bIBaeT IIyOOKUil YpOBEHb 3HAHUM 0COOCHHOCTEN CTUAMCTUKY HAIKUCAHUS O(QUIMANIbHBIX U
HEeOo(DHIHATBHBIX [ICEM, CTPYKTYPHOI THIIOJIOTHH U MPABUII IIOCTPOCHHUS MMCBMEHHOTO PEYEBOTO BHICKA3BIBAHNS HA H3yJaeMOM
A3BIKE;

CaMOCTOSATENBHO Pean3yeT yMEHHS BECTU JETOBYIO IIEPETIHUCKY C YUETOM COIMOKYIBTYPHBIX 0OCOOEHHOCTEH C MPeACTaBUTENIMI
JpYTUX CTPaH;

BJIaJIe€T TEXHUKOMU JIEIOBOrO MUCbMa HA HHOCTPAHHOM SI3BIKE.

"Xopouo":CTyAeHT 0Ka3bIBa€T XOPOILIUil ypOBEHb 3HAHUN OCOOEHHOCTEN CTUIMCTUKY HAIUCAHUSA O(ULUAIBHBIX U




HEO(QUIMANBHBIX TIHCEM, CTPYKTYPHOW THIIOJIOTHH M IIPaBHJI IOCTPOSHHUS TUCBMEHHOTO PEUEBOTO BBICKA3bIBAHUS HA N3y4aeMOM
S3BIKE;

CHOCOOEH NOKa3aTh YMEHHUS BECTH JICIOBYIO MIEPEMHCKY C YIETOM COLIMOKYIBTYPHBIX OCOOEHHOCTEH C MPEICTaBUTEISIMU APYTHX
CTpaH;

CHOCOOEH YaCTHYHO MOKa3aTh BJIaIEHHE TEXHUKOM JIEJIOBOrO MMMChMa HA MHOCTPAHHOM SI3BbIKE

"V nosnerBopurenbHO":CTYICHT MOKa3bIBaeT 0a30BbIi yPOBEHb 3HAHUI OCOOCHHOCTEH CTHIMCTUKU HATHUCAHUS O(PUIUATBHBIX U
HEO(QUIMATBHBIX IIHCEM, CTPYKTYPHOW THIIOJIOTHH M IIPaBHJI IOCTPOSHHUS TUCBMEHHOTO PEYEBOTO BBICKA3BIBAHUS HA H3y4aeMOM
S3BIKE;

IO PYKOBOJCTBOM IIPENOAABATENS CIIOCOOCH MOKa3aTh YMEHHS BECTH JETIOBYIO MEPEIHCKY C YUETOM COLMOKYJIBTYPHBIX
0COOEHHOCTEH C MPEJCTaBUTEISIMU APYTHX CTPaH;

CHOCOOEH YaCTHUYHO OKa3aTh BJIaIeHHE TEXHUKOM JIEJIOBOTO MMUChMa HA HHOCTPAHHOM SI3BIKE.

"HeynosierBopurenbHo":CTy1eHT NOKa3bIBAET HEYIOBJICTBOPUTEIbHBINA YPOBEHb 3HAHHH 0COOEHHOCTEH CTHIIMCTHKY HAIUCAHUS
odunmaneHBIX ¥ HeO(UIMANBHBIX TUCEM, CTPYKTYPHOH THUIIOJIOTHU M IPABHII IOCTPOCHUS MUCEMEHHOTO PEYEBOTO BHICKA3bIBAHUS
Ha U3y4aeMOM SI3bIKE;

3aTPyQHSACTCS WM HE MOXKET [TOKA3aTh YMEHHS BECTHU JEJIOBYIO IIEPEMHCKY C YU€TOM COLMOKYIBTYPHBIX OCOOEHHOCTEH C
NPEICTaBUTEISIMH APYTUX CTPaH;

HE BJI/ICET TEXHUKOMH JEJI0BOT0 MUCbMa Ha HMHOCTPAHHOM $SI3bIKE

Ouenounoe cpeactso "IlepeBon Texcra

IIpuMepHbIe TEKCTHI AJIsl IEPEeBOIa

Text 1

Business diary: Paul Trible, Paul Watson

astold 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 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 toeach other. Atlunchtime, they
g0

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 schoolto invest money. The
friends also wear the shirts and introduce their colleagues to the company. For example, an investor who worksin alarge
insurance company in Houston wore their shirts, andin the past four months they gotabout 12 more customers from
there.

Text 2

Business diary: Johan Roets

astold to Jude Webber

Johan Roets is Head of Personal and Business Banking for the Americas at Standard Bank. Heis based in Buenos Aires.
Johan says, "I don'treally have atypical day. SometimesI have a conference call with the executive committee at3 a.m.
there is a five-hour time difference with our head officein Johannesburg.

Usually, the Argentine day doesn't start until 10 am. orll am. I domy bestthinkingin the morning and my best
administration in the afternoon."l goto South Africa every couple of months. WhatI love about travel is the solitude to
think andread. I don'tlike meetings they can be incredibly unproductive andI try to avoid them. Isit on two boards
and

typically have six or eight meetingsa week.

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

"l think the greatsecret in life—and business —is to focus on maximising your strengths, notimproving 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 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.

The solution

Going back to an old employeris never abadidea. 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 cometo you. Try to negotiate a
return with a lot more money and a promotion.

But remember you've only been away for six months. I'mnotsure that this is long enough

to make adecision 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.




Text 4

Istanbul guide: from the bazaar to the Bosphorus

by Andrew Finke

Where to stay

If you are in Istanbul forsightseeing, then youcould stayin Sultanahmet or find asmallshotel away from the tourist
areas.

However, this maynot be thebestoption 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, butalso find time to
discover what makes Istanbul unique.

Many ofthe city's five-star hotels enjoy aview where youcan see lights onthe Bosphorusand passing ships.

Where to eat

Avisitto the grand bazaar canfeel exotic. An afternoon at Hagia Sophia, once a Byzantine church, then amosque 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 alarge number of restaurants along the river. A Bosphorus meal is agreat Istanbul tradition. A meal
can include a cold meze, then ahothorsd'euvre, followed by a perfectly cooked piece of fresh fish.

How to travel around the city

Try to arrange your flights to avoidthe 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 inthe most convenient part
of

the old city, and the chances arethat you will have to continue your journey 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.

Text5 Yum plansto bethe McDonald's of China

by Alan Rappeport

Yum! Brands, the operator of KFC, Pizza Hutand 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 restaurantsin Chinaby 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 companyin China. which is Yum's most successful market. But the
company

is trying tocopy thatsuccessin India and other parts of Asia with more local dishes, extended hours and breakfast.

In two years, it expectstoown 70 per cent ofits restaurants inemerging markets and just 30 per centin 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

Kputepuu ouenuBanus:

"O1inuHo": CTYAEHT CaMOCTOATENIFHO pPEeaNn3yeT yMEHHS 0 IepeBOAY NMpo(ecCHOHAIbHBIX TEKCTOB ¢ HHOCTPAHHOTO Ha
TOCYAPCTBEHHBIN SA3BIK M OOpaTHO, BIAJEeT OCHOBAMU TEXHHKH IIEPEBOA.

"Xopomo":CTyneHT crioco0eH MoKa3aTh YMEHHE MepeBoAa MPOQEeCcCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO Ha rOCyJapCTBEHHBIN
S3BIK U 00paTHO, CIOCOOEH YaCTUYHO MTOKA3aTh BIIaJ€HHE OCHOBAMH TEXHUKH IIEPEBOAA

"V noBnerBopurenbHO" :CTYICHT CIOCOOCH 101 PYKOBOJCTBOM NPENOaBaTeliss MOKa3aTh YMEHHS 0 MEPEBOLY MPOGeCCHOHATBHBIX

TAKCTAR © UUACTNANUATA U3 TOCVIANCTRANULIN 92LIK I AONATHA CcOOCARNAT IAKARATE UACTUULINA RUATASNIES OCTORAMU TOY KL

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

Hanucanue oQUIHAIbHBIX U HEO(DUIHATBHBIX THCEM.
Tematuka ohUIIHATHHBIX THCEM:

— The Inquiry Letter

— The Invitation Letter

— The Letter of Complaint

-CV

TemaTnka HEO(PUIIUATBEHBIX ITHCEM:
- Introduction Letter
- Friendly Letter

Kputepun ornieHuBaHUs:

"Otmmano": CTyACHT MOKa3bIBaeT TIIyOOKUH YPOBEHb 3HAHHMA 0COOCHHOCTEH CTHIIMCTHUKN HATIMCAHUS OUITHATBHBIX U
HEO(UIMATBHBIX TUCEM, CTPYKTYPHOU THITOJIOTHH U TPABUII MOCTPOCHUS TUCEMEHHOTO PEYE€BOTO BRICKA3bIBAHUS HA U3yY4aCMOM
S3BIKE;

CaMOCTOSTEIIFHO PEaTn3yeT YMCHHUS BECTU JCIOBYIO MEPEIUCKY C YICTOM COIMOKYIBTYPHBIX OCOOCHHOCTEH C MPEICTABUTEIIIMU
JPYTUX CTpaH;

BJIaJICCT TEXHUKOW JAETOBOTO MAChMa HA HHOCTPAHHOM SI3BIKE.

"Xopomo":CTyIeHT OKa3bIBaCT XOPOIITUi YPOBEHb 3HAHUIM 0COOCHHOCTEH CTHIUCTHKHN HAMMCAHUS OQHUITHATLHBIX U
HEO(UIHMATBHBIX TUCEM, CTPYKTYPHOU THITOJIOTHH U TPABUII MOCTPOCHUS TUCEMEHHOTO PEYE€BOTO BRICKA3bIBAHUS HA U3y4acMOM




A3BIKE;

CIOCOOEH MOKa3aTh YMEHHS BECTH JICJIOBYIO MEPETIHUCKY C YIE€TOM COLUOKYIBTYPHBIX OCOOEHHOCTEH ¢ MIPEeACTaBUTEIAMH OPYTHX
CTpaH;

CIOCOOEH YaCTHYHO MOKA3aTh BIAJICHUE TEXHUKOH JEI0BOTO MMChMa HA HMHOCTPAHHOM S3bIKE

"V nonerBopurensHO":CTyJEHT MOKa3bIBaeT 0a30BbIH YPOBEHb 3HAHUH 0COOCHHOCTEH CTHIIMCTUKH HAIIMCAHUS O(UIUAIBHBIX 1
HEO(HIIUATBHBIX ITUCEM, CTPYKTYPHOH THITOJIOTHU Y TIPABUI ITOCTPOEHHS MICHMEHHOTO PEUEBOTO BBICKA3bIBAHHS HA U3y4aeMOM
A3BIKE;

MOJ] PYKOBOJICTBOM HPETOaBaTeNs CIIOCOOEH MT0Ka3aTh YMEHHS BECTH JEIOBYIO MEPETNCKY C YUETOM COLMOKYIBTYPHBIX
0COOCHHOCTE! C PEICTABUTEISIMU IPYTUX CTPaH;

CIOCOOEH YaCTHYHO MT0KA3aTh BIAJICHUE TEXHUKOH EIOBOr0 MHChMa HA HHOCTPAHHOM S3bIKE.
"HeynosnerBopurensHo":CTyIeHT TIOKa3bIBacT HEYIOBIETBOPUTEIILHBIN yPOBEHb 3HAHNH OCOOEHHOCTEH CTHIIMCTHKY HAITHCAHHS
ounmanbHBIX ¥ HEO(QUIIHAIBHBIX IIHCEM, CTPYKTYPHOMN THUIIONIOTHH U IIPAaBUII IIOCTPOCHUS MIMCBMEHHOTO PEYEBOTO
BBICKA3bIBaHUS HA U3yYaeMOM SI3BIKE;

3aTPyIHSIETCS WIIM HE MOKET MOKa3aTh YMEHHMS BECTH ACTIOBYIO IIEPEMUCKY C yIETOM COLIMOKYNIBTYPHBIX OCOOCHHOCTEM C
IpeJCTaBUTENSIMU IPYTUX CTPAH;

HE BJIaJIceT TEXHUKOH JIeI0BOTO MMChMa HA HHOCTPAHHOM SI3bIKE

5.4. OueHouHbIe CpeCcTBA I MPOMEKYTOYHOI aTTeCTallUK

[IpumepHbIe 3a1aHUS K 3a9ETy

1, 2, 3 cemecTpsl

1. Tecr

2. CocraBbTe AWAJIOT TI0 OJTHOHN M3 TPEIOKECHHBIX TEM

1. Tecr. IlpumepHble 3aaHus:

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 I"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) 1sn ’tb) aren’tc) am not

are you from?

B J apan.

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) nothaveb) doesn’t havec) 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, 1 (7)

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

2. Do you like football?

3. Can I speak to Jorge Ramos, please?

4. Is there a car park?

5. My suggestion is to go for a cocktail.

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

8. There’s something 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) [ 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.

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

8. A What are you going to talk about?

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

B 25th May.

10. A There’s a problem with Astrid.

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

B sports.

2) TemaTHhka IAajJoOTOB:

— A job fair

— Why are staff unhappy

— At the Hotel

— Booking a Hotel Room

— Food and Entertaining

— At a Trade Fair

— Dealing with problems

— Participating in discussion
— Presenting your company
— Making arrangements

KPUTEPUU OLUEHMBAHUS HA 3AYETE:

- «3a4TCHO» BBICTABISCTCS CTYACHTY, €ClH C(hOPMUPOBAH KaK MUHIMYM ITOPOTOBEIH YPOBCHb HHAUKATOPA TOCTHKCHUS
KOMITETEHIIHH:

- MOKa3bIBaeT 0a30BBIN YPOBEHD 3HAHUIN OCHOBHBIX IPaMMATHYCCKUX CTPYKTYP; OOIICYTOTPEOUTEIHHOM, OOIICKYIBTYPHOU U
npodeccHoHaNBHOM JEKCUKH; PEUEBBIX KIUIIE, HEOOXOAUMBIX JJIsl OCYIECTBICHHS AEIOBOH KOMMYHHKAI[MKA HA HHOCTPAHHOM
SI3BIKE; 0COOCHHOCTE! CTHIIMCTUKU HAITUCAHUS HEO(UIHATbHBIX MIHCEM, 3HAHUN OCHOBHBIX IEPEBOAUCCKUX TpaHCHopManuii, a
TaKKe 3HaHUH MPaBUI MPOPECCHOHATBHOIO PEUEBOr0 ITHKETA,;

- ITOJT PYKOBOJICTBOM IIPEIIOIaBaTENsl CIIOCOOCH TOKa3aTh YMEHISI MOCTPOCHUS BHICKa3bIBAHUS B CMOJICIIUPOBAHHBIX
(mperaraeMpIX) CUTyausaX OOIICHHS Ha MHOCTPAaHHOM SI3BIKE, IPABHIILHO MCIIOJIB3Ys BepOalibHbIe U HeBepOaIbHBIE CPEICTBA
OOIICHUS; BECTH TIEPEIUCKY C YIETOM COIHMOKYIBTYPHBIX 0COOCHHOCTEH C MPEICTABUTEIIAMU IPYTHX CTPAH;

- CHIOCOOEH YacTUYHO 10KA3aTh BIaICHUE HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JICIIOBOTO OOIICHHS, TEXHUKON HANIMCAaHUS TTHChMa
HAa HHOCTPAHHOM SI3BIKE.

- «HE3aYTCHOY» BBICTABIISICTCS CTYJICHTY, €CIIH YPOBEHb HHIUKATOPA JOCTHKCHHS KOMIICTCHIIMU HE C(HOPMHUPOBAH:

- TOKA3BIBAET HEYIOBJICTBOPUTEIHHBIN YPOBEHD 3HAHMI OCHOBHBIX TPAMMATHIECKUX CTPYKTYP; 00IIeyNOTpeOHTEIbHOIA,
OOIIEKYNETYPHOU ¥ MPOGECCHOHATBHOM JICKCHKH; PEUCBBIX KIIHIIE, HEOOXOUMBIX JJISI OCYIMICCTBICHUS ACT0BOH KOMMYHUKAIIH
Ha WHOCTPAHHOM SI3bIKE; OCOOCHHOCTEH CTUIIMCTHKH HAIMCAHUS TIHCEM;

- 3aTPYIHSIETCS WM HE MOXET MOKa3aTh YMEHHSI MOCTPOCHHUSI BEICKa3bIBAHUS B CMOJICIIMPOBAHHBIX (TIPEIaraéMbIX) CUTYaIUSIX
0OIIIeHNs] Ha MHOCTPAHHOM SI3BIKE, TIPAaBIIIBHO HCIIONB3YS BepOabHbIE M HEBepOATbHBIE CPEACTBA OOIICHHS; BECTH JECIIOBYIO
MEPEMICKY C YIETOM COIUOKYIBTYPHBIX OCOOCHHOCTEH ¢ MPEACTAaBUTEIISIME JPYTUX CTPaH;

- He BJIaZIceT MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JICIIOBOTO OOIICHUS, TEXHUKOH JETOBOTO MUChMa HAa HHOCTPAHHOM SI3BIKE.

[pumepHbIe 3aaaHus IS SK3aMEHa.

B konIie 4 cemecTpa CTYACHTBI CAAIOT 9K3aMEH, KOTOPBIN BKIIIOYAET CIEAYIOIIUE 3a/1aHHS:
1. Progressive Test.

2. Make up a Dialogue.

3. Translate the Text into Russian.

1. ToroBeiii TeCT BKJIIOYACT: 1) JEKCHKO- rpaMMaTHYeCKHE 3aaHus, 2) 3aJaHe Ha TIEPEBOJI TEKCTa, 3) 3alaHKe IO HATIMCAHHUIO
MMHCHhMA.

[IpumMepHbIC 3aaHuS:

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) nothaveb) doesn’thavec) 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, [ (2)
Conversation 2

AQ3) there any visitors in the office today?
B No, there (4)
Conversation 3
A How much is the RX-100?

B It’s () 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

1. A my new camera.

B Oh dear. I’m sorry to hear that.

2. A credit card details, please?

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

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

4. A the target market?

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

6. A social networking sites?

B I’m not sure that’s a good idea

7. A What are you going to talk about?

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

B 25th May.

9. A There’s a problem with Astrid.

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

B sports.

. 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.
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8. Good managers understand their teams’ thoughts and feelings.

9. 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.

2. TemaTHka 1HajgoroB

— Participating in discussion

— Dealing with problems

— Presenting your company

— Making arrangements

— A job interview

- Discuss the conditions which are important for people starting new business.

- Discuss what qualities and skills a good manager should have.

- Think of a world event in resent history and discuss it.

- Discuss which qualities are the most important for a successful career in business.

- Think of a successful company you know and discuss its products and achievements.

3. IlepeBon TekcTa

IIpumepHbIE 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 a smalls 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

onthe Bosphorus and passing ships. Where to eat A visitto the grand bazaar canfeel 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 a hothors 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 Hutand 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. which is Yum's most successful market.
But

the company is trying to copy thatsuccessin India and other parts of Asia with more local dishes, extended hours
developed markets. Currently, it owns 53 per cent of its restaurants in emerging market and 47 per centindeveloped
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
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- TpaMMaTHYCCKHUX CTPYKTYP; OOIICYTOTPEOUTEIHHOM, OOIICKYIBTYPHOU U MPO(HECCHOHATBHOM JICKCUKH; PEYEBBIX KIIHIIIE,
HEOOXOIUMBIX TSI OCYIICCTBICHHS AJI0BOM KOMMYHUKAIIMH HA HHOCTPAHHOM SI3bIKC;

- 0COOCHHOCTEH CTHIIMCTHKY HATHUCAHUS O(QUIMATHHBIX U HEO(PHUIUATBHBIX IACEM, CTPYKTYPHOH TUIIOIOTHH U IIPABHII
MOCTPOCHHUSI TUCBMEHHOTO PEYEBOI0 BHICKA3BIBAHUS Ha H3y4aEMOM SI3bIKC;,

- OCHOBHBIX ITEPEBOAYCCKUX TPaHCHOPMALIHIT;

- MPaBWJI MPO(HECCHOHATBLHOTO PEYCBOTO ITHKETA.

CTyIeHT CaMOCTOSATENFHO PEealn3yeT YMCHUS:

- MOCTPOUTH BBICKA3BIBAHMS B CMOCIMPOBAHHBIX (IPEIIaracMbIX) CUTyalnsAX OOIICHUS Ha HHOCTPAHHOM SI3BIKE, IIPABUIIBHO
UCTIOJNB3Ys BepOallbHBIC M HEBEPOATBHBIC CPEIICTBA OOLICHHUS,

- BECTH JICJIOBYIO MIEPEIUCKY C YIETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH ¢ MPEACTaBUTEISIMHU IPYTUX CTPaH;

- IepeBoia MPOPECCHOHANBHBIX TEKCTOB ¢ MHOCTPAHHOTO Ha TOCYAapPCTBEHHBIN SI3bIK H 00PATHO.

CTyneHT Blajeer:

- HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JICJIOBOTO OOIICHHS;

- TEXHUKO# JEI0OBOTO MHChMa Ha HHOCTPAHHOM SI3BIKE;

- OCHOBaMH TEXHHUKH TIEPEBO/IA.

O1eHKa «XOPOIIO» BBICTABISICTCS, €CITH CTYACHT IMOKA3hIBACT XOPOIIUC 3HAHUS:

- OCHOBHBIX T'PAMMATHYECKUX CTPYKTYP; OOLICYOTPEOUTENbHOM, OOIEKYIBTYPHOH U MPOPEeCCHOHATBHON JIEKCHKH; PEUEBBIX
KITUIIIE, HEOOXOAUMBIX JUIS OCYIICCTBIICHHS JICIIOBOH KOMMYHHUKAIIMU Ha MHOCTPAHHOM SI3BIKE;

- 0COOEHHOCTEH CTUIIMCTUKN HAMCAHHS O(UIIMATBHBIX H HEO(HIUATBHBIX MUCEM, CTPYKTYPHOI THIIOJIOTHU M PABHII
MOCTPOCHUS MUCBEMEHHOTO PEYCBOTO BHICKA3BIBAHUS Ha U3y9aeMOM SI3bIKC;

- OCHOBHBIX MEPEBOAYECKUX TpaHCHOpMaLIHii;

- MPaBWI MPO(YECCHOHATBFHOTO PEYCBOTO ITUKETA.

CTyzaeHT criocoOeH MoKa3aTh YMEHUSI:

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

- BECTH JICJIOBYIO MEPEMHCKY C YUETOM COLUOKYIbTYPHBIX OCOOCHHOCTEH ¢ MPEICTABUTEISIMHU JPYTHX CTPaH;

- BBITIOJIHUTH MEPEBOJ MPOGECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO HA FOCYNAPCTBCHHBIH S3BIK U OOPATHO C YACTHYHOM
MOMOIIIBIO TIPETIOIaBATENSI.

CryneHTt crocoOeH YacTUYHO MMOKa3aTh BIIaICHUE:

- MHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JICJIOBOTO OOILEHHS;

- TEXHUKOH JIEIOBOTO MUChMa Ha MHOCTPAHHOM SI3BIKE.

- OCHOBaMH TEXHHKH TEPEBO/I.

OreHKa «yIOBIETBOPUTEIHFHOY» BBICTABISETCS, €CIH CTYICHT OKa3hIBaeT 0a30BbI YPOBCHD 3HAHHIA:

- OCHOBHBIX 'PaMMaTHYECKUX CTPYKTYP; OOLICYIOTPEONTENEHOM, O0IEKYIBTYPHOH U MTPOECCHOHATBHON JISKCHKH; PEUEBBIX
KITUIIE, HEOOXOAUMBIX JUIS OCYIECTBIICHHS JEIOBOH KOMMYHHUKAIIMN Ha MHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTHIIMCTUKN HAMCAHMS O(UIHAIBHBIX M HEO(HIMAIbHBIX IMCEM, CTPYKTYPHOH THITOJIOTHH M IPaBHII
MOCTPOCHHUS MICEMEHHOTO PEYEBOTO BHICKA3bIBAHUS HA N3y9IaEMOM SI3BIKE;

- OCHOBHBIX MIEPEBOAYECKUX TpaHCHOpMALHIA;

- IpaBWJI MPO(ECCHOHAIBFHOTO PEYEBOTO ITHKETA.

[Tox pykoBOACTBOM IpenoaaBaTesst CIOCOOEH 1MOKa3aTh YMEHHSL:

- IOCTPOUTH BBICKA3BIBAHUS B CMOJICITMPOBAHHBIX (TIpeAIaraeMbIX) CUTyallusAX OOIIEHNS Ha MHOCTPAHHOM SI3BIKE, TIPAaBHUIIEHO
UCTIONIb3Ys BepOabHble U HeBepOaJIbHbIE CPECTBA OOLICHUS

TIOMOIIIBIO TIPETIOaBATEIS.

CryneHT cnocoOeH YacTHYHO MOKa3aTh BilaJICHHE:

- MHOCTPAHHBIM S3BIKOM KaK CTHJIEM JEJIOBOTO OOIICHHUS;

- TEeXHUKOH JeI0BOT0 MHChMa Ha HHOCTPAHHOM SI3BIKE.

- OCHOBaMH TE€XHHUKH TIEPEBOIA.

Or1eHKa «HEYIOBIECTBOPUTEIHHOY BBICTABIIACTCS, €CIIU CTYACHT IMOKa3bIBAET HEYAOBICTBOPUTEIHHBIN YPOBEHD 3HAHUIA:

- OCHOBHBIX 'PaMMaTHYECKUX CTPYKTYP; OOLICYIOTPEONTENEHOM, O0IEKYIBTYPHOH U MTPOECCHOHANTBHON JISKCHKH; PEUEBBIX
KITHUIIE, HEOOXOAUMBIX IS OCYIECTBIICHHS JEIOBOH KOMMYHHUKAIIMN Ha MHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTHIIMCTHKY HATHUCAHUS O(QUIMATHHBIX U HEO(PHUIUATBHBIX IACEM, CTPYKTYPHOH TUIIOIOTHH U IIPABHII
MOCTPOCHHUS MICEMEHHOTO PEYEBOTO BHICKA3bIBAHUS HA N3y9IaEMOM SI3bIKE

- OCHOBHBIX MEPEBOAYECKUX TpaHCHOpMALHiA;

- IpaBWJI MPO(HECCHOHAIBFHOTO PEYEBOTO ITHKETA.

CryneHT 3aTpyAHAETCs UM HE MOXET MI0Ka3aTh YMEHHUS:

- IOCTPOUTH BBHICKA3BIBAHUS B CMOJICITMPOBAHHBIX (TIpeAIaraeMbIX) CUTyallusAX OOIICHNS Ha MHOCTPAHHOM S3BIKE, IPABUIIEHO
UCTIONB3Ys BepOanbHble N HeBepOaIbHbIE CPEICTBA OOLICHUS,

- BECTH JICJIOBYIO MIEPENICKY C YI€TOM COIMOKYIBTYPHBIX OCOOCHHOCTEH ¢ peACTaBUTEISAMH IPYTUX CTPaH;

BBITIOJTHUTH NIEPEBO/T NPO(ECCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO Ha IOCYIapCTBEHHBIH S3bIK U 00pPaTHO ¢ YaCTUYHOM
TIOMOIIIBIO TIPETIOaBATEIS.

CTyIeHT He BIafeeT:

- HHOCTPaHHBIM S3BIKOM KaK CTHJIEM JEJIOBOTO OOIICHHUS.

- He BJIajieeT TEXHUKOH EI0BOr0 MUChbMa HA HHOCTPAHHOM SI3BIKE;




- OCHOBaMU TCXHUKHU IEPEBOIA.

6. YHEBHO-METOJMYECKOE 1 TH®OPMAIIMOHHOE OBECHHEYEHUE JTUCHUIIJIMHBI (MOAY JIS)

6.1. Pexomenayemas qutepatypa

6.1.1. OcHoBHasi TUTepaTypa

ABTOpBI, COCTaBUTEIIH 3arnaBue W3narenscTBo, rof On. agpec
JI1.1 | Mursakuna O.B., AHTTIMIACKUHN SI3BIK U151 1€I0BOTO OOIICHUS. Kemepogo: http://www.iprbookshop.ru
epuna U.B. DKcrpecc-Kype: yueOHoe TocoOue st Kemeposckwuii /61258.html
CTYICHTOB BceX GOpM 00yUdCHHUS TEXHOJIOTHYECKHI
WHCTHUTYT MUIIEBON
MPOMBIIITIEHHOCTH,
2014
6.1.2. lono/iHUTeIbHAS JIUTEPATypa
ABTOPBI, COCTaBUTEIHN 3arnaBue M3narensctBO, rox On. agpec
JI2.1 |Maitep H.I'. Amnrnuiickuil 3bIK: yueOHOE ocobue 1Lt I'opHo-Anraiick: http://elib.gasu.ru/index.ph
CTYZEeHTOB | Kypca Hes3bIKOBBIX (PaKyIbTETOB PUOTATIY, 2015 p?

(6a30BbLl KypC)

option=com_abook&view
=book&id=44:anglijskij-
yazyk&catid=35:inostrann
ye-yazyki&Itemid=180

JI12.2 | 3emnsinoBa ML.IL. WHocTpaHHbIH A3bIK (AHTTTHHCKUN). Tiomens: TromeHCKuMi
Communicative english: let's read and discuss: roCyIapCTBEHHBIN
y4eOHO-METOMYECKOe mocodue yHuBepcurtet, 2018

https://icdlib.nspu.ru/view/
icdlib/7067/read.php

6.3.1 IlepevyeHs NporpaMMHOro odecnedeHust

6.3.1.1 | Moodle

6.3.1.2 | Kaspersky Endpoint Security ans 6usneca CTAHJIAPTHbIM

6.3.1.3 | MS Office

6.3.1.4 | SAunexc.bpaysep

6.3.1.5 | LibreOffice

6.3.1.6 | NVDA

6.3.2 llepeyenb HHPOPMALMOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1 | baza nanubIX «1eKTpoHHas 6ubanorexa I'opHO-ANTaliCKOro rocy1apCTBEHHOIO YHUBEPCUTETA

6.3.2.2 | DnexktpoHHO-O0nMbIHOTEUHAast cuctema [PRbooks

6.3.2.3 | MexBYy30BCKas 3JICKTPOHHAs OUOIHOTEeKa

7. OBPA3OBATEJIbHBIE TEXHOJIOI'MA

IIpe3eHTanus

poJieBas urpa

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIUITIJINHBI (MOAY JIS)

Homep ayauropun | Ha3znauenme OcHOBHOe OCHalIleHHe

207 A4 KommbrotepHsrii kiacc. Yuebnas ayauropus | [lepcoHanbHbie KOMITBIOTEpEI. Pabouee MecTo
JUTSL IPOBEICHUSI 3aHATUH JICKIIHOHHOTO npemnoaaBarens. [Tocagounsie MecTa oOyvaromuxcs (o
THIIa, 3aHATHIA CEMHHAPCKOTO THIIA, KOJIMYECTBY O0YYAIOIINXCS)

KYpPCOBOTO IIPOCKTUPOBAHUS (BBITOTHCHUS
KYPCOBBIX paboT), TPYNIIOBBIX U
WHIUBUAYAIGHBIX KOHCYJIBTAIUH, TEKYIIIETO
KOHTPOJISI X TIPOMEKYTOYHOM aTTeCTalnH.
[Tomemenne A1 caMOCTOSTENBHOM PabOTHI




211 Al

VYueOHast ay IUTOpHs AJIsl IPOBEICHUS
3aHATHUH JCKIIMOHHOTO THIIA, 3aHATUH
CEeMUHAPCKOT0 THIIA, KYpPCOBOTO
MPOCKTHPOBAHUS (BBIMOJIHEHUE KYPCOBBIX
paboT), TPYNIOBEIX U WHAWBUAYITBHBIX

Pabouee mecTo mpenogasarens. [locagounsie Mecta
oOydJarommuxcs (10 KOJIMYECTBY 00YJaIOIINXCS).
WuTepakTuBHas nocka, mpoektop SMART V25, HOyTOYK,
Kpeclo-MemokK AJIOBa, My3bIKaJIbHBIN LIEHTp Samsung MX-
F730DB, Ily3sippkoBas kononHa «Ctarmapt B-1500mMm,1 —

KOHCYJIbTallUi, TEKYIIETO KOHTPOJIS U
MPOMEXKYTOUHOM aTTeCcTalllu

100 mmM. IToacBeTka mynbTukosnopy», Tenesusop LG
32LB628U=(3D), Uemoman nicuxoJiora. JlmarHocTHIecKuit
KOMIUIEKT «Cemaroy, suK-necoyHnna (Habop aust
9KCTIEPUMEHTHPOBAHHS C IIECKOM), HACTOJILHBIC
TICUXOJIOTHYECKHE UI'PBI, HA00p MeTapOpUIECKUX
ACCOIMATHBHBIX KapT

212 Al Y4eOHast ayTUTOpHS AJIs IPOBEICHHUS
3aHATHH JIEKIIMOHHOTO THUIIA, 3aHATHI
CEMUHAPCKOI0 TUIA, KypPCOBOTO
MIPOEKTUPOBAHMSI (BBITIOJTHEHHE KYPCOBBIX
paboT), TPYNIIOBBIX M WHANBUAYAIEHBIX
KOHCYJIBTAITUH, TEKYIIIETO KOHTPOJIS 1
MPOMEXYTOUHOM aTTeCTaIlHy.
Komnrerotepnsiit kiace. [lomenienue ans
CaMOCTOSATEIFHOU pabOTHI

Pabouee mecto npenonasaress. [locagounsie Mecta
00yJaroImuxcs (Mo KOJIUIECTBY 00yJaIOIIUXCS).
Komnbrorepsl

9. METOJAMYECKHUE YKA3AHUS JJ151 OBYYAIOI[UXCS 10 OCBOEHUIO JUCIUIIMHBI (MOIY.JI5)

CamocrosTenbHas padoTa CTYJCHTOB 110 HHOCTPAHHOMY SI3BIKY SIBIISICTCSI HEOTHEMJIEMON  COCTABILIIOLIEH MPOIlecca OCBOCHUS
IpOrpaMMBbl OOYYeHUSI WHOCTPAHHOMY S3BIKY B Byze. CamocrostenbHas padota cTynentoB (CPC) oxBaTbIBaeT BCe acleKThI
U3y4YCHHS] HHOCTPAHHOTO s3bIKa U B 3HAYUTEJIBbHOM Mepe OIpeIessieT Pe3yIbTaThl U KaUe€CTBO OCBOEHUS JUCLIUIUINHBI
«MHOCTpaHHBI A3bIK ». B CBS3M € 3TUM IUTaHUPOBAaHUE, OpraHU3alMs, BBIIOJHEHHE U KOHTPosib CPC 10 MHOCTpaHHOMY SI3BIKY
proOpeTarT 0co00e 3HAYCHNE U HYXKJIAIOTCA B METOIMYECKOM PYKOBOJCTBE M METOIMYECKOM 00ECIIeYeHUH.

OcHOBHasl IeJb METOJUYECKUX YKA3aHUI COCTOUT B 00ECIIEUEHUU CTYAEHTOB HEOOXOAUMBIMU CBEICHUSAMMU AN  YCIEHIHOIO
BBIIIOJIHEHUS CAMOCTOATENBHON paboThl, B YOPMUPOBAHUU YCTOMYMBBIX HABBIKOB U YMEHUI! 10 pa3HbIM acleKTaM 00ydeHus
HMHOCTPAHHOMY SI3BIKY, TIO3BOJISIOIINX CAMOCTOSTEIBHO PEIIaTh yaeOHbIe 3a1a9H, BBIOTHATE Pa3HOOOpa3HbIe 3aJaHMHs.
Hcnonp3yss MeTOIMYECKME YKa3aHUs, CTYACHTHl JOJDKHBI OBJIAJIETh CIACAYIOIIMMH HABBIKAMHM U YMEHUAMM:

* NPOAYKTMBHOIO AaKTHMBHOIO M IIACCUBHOIO OCBOEHHUS JIEKCMKH MHOCTPAHHOTO SI3bIKA;

* OBJIaJICHUS IPAMMATHYECKUM CTPOEM MHOCTPAHHOIO  SI3BIKA;

* paboThl ¢ Yy4eOHO-BCIOMOraTENbHON JUTEPATYpoil (CIOBapsIMU U CHPABOYHUKAMU [10 HHOCTPAHHOMY SI3BIKY);

* HOATOTOBJIEHHOTO YCTHOIO MOHOJOTMYECKOTO BBICKA3bIBAHUS HAa MHOCTPAHHOM SI3BIKE B IPEJeaxX U3ydaeMbIX TEM.
CamocrosrenbHas paboTa o gucuuminHe «HOCTpaHHbIH S3bIK» HallpaBiieHa Ha ()OPMUPOBAHUE U COBEPLIEHCTBOBAHUE
TrpaMMaTHYECKUX, TeKCHIECKHX HAaBBIKOB U MPUMEHEHNE UX IIPU YTeHHH U TIePEBOJIE TEKCTOB, YCTHOM M IIMCbMEHHOM OOIICHHUH.

dopMHUpOBaHUE U COBEPLICHCTBOBAHHE JICKCHIECKUX HABBIKOB BKIIIOYAET:

1) aHanM3 OTAENBHBIX CIOB JUIS JIyUIIEero IOHUMAHUS UX 3HAYCHHS;

2) BBITIOJHEHHUE JICKCHYECKHX 3aJJaHUI M YIIPOKHEHUH, TPEYCMOTPEHHBIX COJCpKaHUEM pabodel porpaMmBbl;

IIpu pabore Haj JEKCUKOI PEKOMEHTyeTCS:

- BBIIIHUCHIBATH SI3BIKOBBIE €IMHULIBI B X UCXOAHOM (CIOBapHOH (popMe): MMEHA CYIECTBUTENIbHBIE B UMEHHUTEIBHOM IaJeKe
€IMHCTBEHHOI'O 4HMCJIa, HE0OXOAMMO TaKKe YKazaTb (PopMy MHOXKECTBEHHOTO YHCJIA, Tarojibl — B MHOUHUTUBE C IOMETKON Tpex
OCHOBHBIX (opMm;

- 3ay4MBaTh JEKCHUKY C IOMOIIbIO IBYCTOPOHHETO C HCIOIb30BAaHMUEM PA3HBIX CII0CO00B 0OPMIICHHUS JIEKCUKH (CIIMCKA CIIOB,
TETPaJN-CIOBApPS, KAPTOTEKH);

- 7Sl 3aKpeIUICHHsl JIEKCHUKH I1e7eco00pa3HO HCIOJIb30BaTh IPHMEPH YHOTPEONeHNs CIOB U CIOBOCOYETAHHH B
NPEUIOKEHUAX, a TaKKe CII0BOOOpa30BaTENbHBIC M CEMAaHTHUECKHE CBS3U 3ayUMBAEMbIX CIIOB (OHOKOPEHHbIE CJIOBA, CHHOHUMEL,
AQHTOHHMBI).

-1 (GOpPMHPOBaHMS aKTUBHOIO M NACCUBHOIO CJOBaps HEoOXOJMMO OCBOEHHE HanboJjiee PO yKTHBHBIX
CJ10BO0Opa30BaTENbHBIX MOIEJIeH HHOCTPAHHOTO SI3bIKA.

DopMHUPOBaHUE U COBEPLICHCTBOBAHUE rPaMMATHICCKUX HABBIKOB BKJIFOYAET BHITOJTHEHHE:

- YCTHBIX U MIMCBMEHHBIX TPAMMATHYECKAX 3a/IaHHI;

- FPaMMAaTHYECKHI aHAK3 TEKCTOB 0 M3y4aeMbIM TEMaM;

- TOWUCK ¥ TEePEeBOJ ONpENeTeHHBIX TIpaMMaTHYecKux (OpM, KOHCTPYKIIHM, SIBICHUI B TEKCTE;

- CHHTaKCHYECKMH aHaiu3 W TMEePEeBOX MPEIIoKeHHH (IMPOCTHIX, CIIOKHOCOUNHEHHBIX, CI0KHOMOMYMHEHHBIX, MPEITIOKEHHN C
YCII0)KHEHHBIMH CHHTAKCUUECKUMH KOHCTPYKIHSIMHU);

- IEPEBOJI TEKCTOB, COACPIKALIMX U3yTaeMblil TPAMMATHYECKUI MaTepuall.

IIpu paboTe Ha rPaMMaTHKOW PEKOMEHIYETCSI:

- COCTaBJICHHE KAPTOUCK MO OTACIHbHBIM IPAMMATHYECKUM TeMaM (4aCTH PeuH; OCHOBHbBIC ()OPMBI IPABIIIBHBIX ¥ HEMPABUIIBHBIX
IJ1aroJioB M T. 1I.);




- BBIIIOJTHCHUE JICKCUKO-TPAMMaTHICCKUX pra)KHeHI/Iﬁ T10 OITIPEACICHHBIM TEMaM,

Pabota ¢ TeKCTOM BKIIOYAET:

- aHAJIM3 JIEKCHYECKOTO M TPAMMAaTHYECKOTO HAMIOJTHEHHUS TEKCTa;

- YCTHBII ¥ MUCBMEHHBIA IepeBOJ TEKCTOB HEOOIBIIOT0 00beMa IO KPaTKOCPOUHBIM 3a/IaHHUSIM;

- YCTHBII TIEPEBOJ] TEKCTOB MO JOJITOCPOYHBIM 3aIaHUSIM;

- BBINOJIHEHHUE 3aJIaHUI 110 TEKCTaM PAa3JIMYHOrO TUTA (YCTAaHOBICHUE COOTBETCTBHE CMBICIIA BHICKA3bIBAHHE COJICPIKAHUIO TEKCTA,
MOMCK He00X0MUMOi HH(POPMAIMHU B TEKCTE, MIEPECKa3, OTBETHI Ha BOMPOCHI 10 TEKCTY H T.1I.)

ITpu paboTe ¢ TEKCTOM PEKOMEHIYETCSL:

- HayaTh C YTEHHUS BCETO TeKCTa ( MPOYMTATE TEKCT, 00paTUTe BHUMAaHUE Ha €r0 3arojIOBOK, IIOCTAapaiiTech MOHATh, O 4YeM coo0IaeT
TEKCT);

- mpopaboTaiiTe TEKCT Ha YPOBHE OTACIBHBIX MPENIOKEHHH (ONPEIESTUTE €ro THIT — IIOBECTBOBATEILHOE, BOIPOCUTEIBHOE,
BOCKJIMIATENILHOE; OMPEACIUTE TPAMMATHYECKOE BPEMsI, OTIIPEIISITUTE MOPSIIOK CJIOB B MPEATI0KESHHH, YCTAHOBUTE JICKCHICSCKUE
COYETAHUsI, CMBICJIOBBIEC OTPE3KH, IPOAHATU3UPYHTE BECh CMBICI BHICKA3bIBAHHS).

- IPOBEINTE TAK)KE CHHTAKCUYSCKUH aHAIN3 MPEATIOKEHHS: ONPENIENUTE, IPOCTOE ITO MPEATI0KEHNE WU CI0KHOE
(CII0’XKHOCOYMHEHHOE WITH CIIO’KHOIIOAYMHEHHOE), €CTh JIU B PEIOKEHNH YCI0)KHEHHBIE CHHTAKCHYECKHE KOHCTPYKIIUI
(MHQUHUTHUBHBIE TPYIIIBI, ”HOUHUTHBHBIC 000POTHI, IPUIACTHBIE 00OPOTHI).

®dopmMupoBaHKE M COBEPILICHCTBOBAHUE YMEHUI TOBOPEHUSI BKIIFOYAET BBITIOJIHEHHE:

1) BBIIIOJTHEHUE PEUEBBIX, YCIOBHO-PEUEBbIX YIPAXKHEHHH, IIPEAYCMOTPEHHBIX CO/IepKaHueM paboueil mporpaMMsl;

2) HOArOTOBKY YCTHOTO MOHOJIOTMYECKOr0 BBICKAa3bIBaHHMA MO OIpeleNeHHol TeMe (00beM BbickasbiBaHusd — 15-20
TIPEUIOKEHUN ).

Ipu paboTe HaJl TOBOPEHUEM PEKOMEHIYETCS:

-Ha4yaTh C U3y4CHUS TEMAaTHYCCKUX TEKCTOB-00PA3IOB;

- BBIIOJIHUTH MOJTOTOBUTEIBHBIC JICKCHYCCKHE U JICKCHKO-TPAMMATHYCCKUE YIIPAKHCHUS

- BBITIOJIHUTB MPELyCMOTPEHHBIC 3aIaHUS TI0 TEKCTaM B JAHHOH TeMe;

- HCIOJIB3YsI IPOPaOOTaHHBIC MATEPHAIIBI COCTABUTH COOCTBEHHOE BBICKAa3bIBAHUE 00BEMOM 10 15 nmpemiokeHuii, Hernonbp3ys
JIOKyMEHTAIIbHbIC TaHHBIC;

- IPE/ICTABUTDH B CBOEM BBICKa3bIBaHHU 00Pa0OTAHHBIH JIEKCHKO-IPAMMATHYECKUI MaTepPHAIl C YIETOM MHIUBHIYaIbHBIX
BO3MOJKHOCTEH U MPEANOYTESHUH CTyAeHTa (HallpuMep, UCIOIb30BaTh YI0OHbIE CHHTAKCUUECKUE U TPAMMATHIECKUE CTPYKTYPBI,
HCIIOIb30BaTh OoJiee YAOOHbIE JTEKCUUSCKHE SANHHIIbI);

- 00paboTaHHBI Ui YCTHOTO W3JIOKEHHUS TEKCT HEOOXOAMMO 3amucaTh B pabOYyl0 TETpaab, MPOYUTATh HECKOJIbKO pa3
BCIyX, 3alOMHHAs JIOTHYECKYIO [IOCIEIOBATEILHOCTh OCBEIICHHS TEMBI.

Pabora Hag MMCHMOM BKITIOYAET :

- MUCHMEHHOE BBIMOJIHEHHE JICKCUKO-TPAMMATHYECKUX, YCIOBHO-PEUEBbIX, PEUEBBIX YIIPAKHEHHUIT,

- THUCHMCHHBIC 3aJaHUsl IO M3Y4aeMbIM TEKCTaM;

Ipu paboTe Hall MUCEMOM PEKOMEHIYETCS:

- CJIE/IOBATh U3yYCHHBIM TECOPETUUYECKUM IOJIOKEHHSM I10 MPaBHIaM YHOTPEOICHUS ICKCUIECKUX SIMHHIIL;

- CJIEIOBATh MpaBHiIaM O0(OPMIICHHS TPAMMATHYECKU H JIOTHIESCKU BEPHOTO BBICKA3bIBaHHSI, COOOIICHHS, TEMBI;

- HCTIONIB30BaTh T€ TPAMMATHYECKHE U CHHTAKCHIECKUE KOHCTPYKIIMH, KOTOPBIMH CTYJCHT BiIaeeT HanboJiee YBEPEHHO.

Pabota co cioBapeM BKITIO9aeT

- TIOHNCK 3aaHHBIX CIIOB B CIIOBapEe;

- ompernenenne (GopM EIMHCTBEHHOTO M MHOXKECTBEHHOTO YHCIA CYIMIECTBHTEIBHBIX;

- BIOOp HYKHBIX 3Ha4E€HHH MHOTO3HAUHBIX CJIOB;

- IOUCK HY>KHOT'O 3Ha4€HUs CJIOB U3 YHCJIa IPAMMaTU4YECKHX OMOHUMOB,

- IOUCK 3HAU€HUs [J1aroja o OAHOU U3 IIaroibHbIX GopM

ITpu pabote co crnoBapeM peKOMEHIyeTCs:

- CIeINTh 3a TOYHBIM COBIAJeHHeM rpaduueckoro OGOPMICHHS MCKOMOTO U HAHJISHHOTO CJIOBA, B IPOTHBHOM CITydae IEePeBOJ
Oy/eT HelpaBUJIbHBI,

- 9UTaTh BCIO CIIOBAPHYIO CTaThIO BBUIY MHOTO3HAYHOCTHU JIEKCEM M HAITMYMS YCTOIUMBBIX COUETaHHI;

- yUMTBIBaTh, 4YTO IJIArOJbl yKa3aHbI B clloBape B HeonpenenenHol popme (Infinitiv), a B mpeanosxeHuu (TEKCTe) OHU
(YHKIMOHUPYIOT B Pa3HBIX BPEMEHAX, B pa3HbIX IPAMMATUYECKUX KOHCTPYKIIMAX.

Meroauyeckue peKOMEH ALK [0 OArOTOBKE IPE3EHTALUN
Co3naHue npe3eHTalul COCTOUT U3 TPEX 3TaloB:
I. [InaHupoBaHue MPE3CHTAIMN BKIIOYAET B CeOs:
1. Onpenenenue neneil.

2. Coop undopmaiuu 06 ayAUTOPHH.

3. OmpeneneHrne OCHOBHOW WACH MPE3CHTALINN.
4. ITog60p AONOIHUTENBHON HHPOPMALIUYL.

5. IlmaHupoBaHKEe BBICTYIICHUS.

6. Co3zanue CTpYKTYphl IPE3EHTALUH.

7. IIpoBepka JOTUKH NOAa4u MaTepHana.

8. IloaroroBka 3aKIr04eHUs.

II. Pa3paboTka mpe3eHTanuu.




[II. 3ammra npe3enTanuy.
Meronnueckue peKOMEHIAIMH 110 TIOATOTOBKE POJIEBOI UIPhI

B cTpykType poneBoii HTphl Kak MpoLecca BEIACISIOTCS CIEAYIONINE COCTaBISIONINE:

* TeMa,;

* poJTH, B3ATHIC HA Ce0sI UTPAIOIIUMH

* UTPOBBIC ACHCTBUS KaK CPENICTBA PEATU3AIMU OTHX POJICH;

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

* peaJIbHbIe OTHOILICHUS MEXKAY UTPAIOIIUMH;

* CIOXKeT (cozepkanne) — 00JacTh ACUCTBUTEIBHOCTH, YCIOBHO BOCIIPOU3BOIUMAs B UTPE.

B mporecce posieBoit Hrpbl 0TPadATHIBAIOTCS M YCBAUBAIOTCS:

1) aTHUeCKHEe HOPMBI ¥ TIPABHJIA OBEICHUS U ONPEISIICHHBIC COLMATBHBIC POJH B TOM HJIM HHOM 3THOKYJIBTYPHOM COOOLIECTBE;
2) 0cOOCHHOCTH, XapaKTEPHBIC YSPTHI, BO3MOXKHOCTH TEX MJIM HHBIX COILMABHBIX TPYIIH WIN ONPEISIICHHBIX KOJICKTUBOB —
AHAJIOTOB TMPEAIPHUATHH, QUPM, T.€. pa3IHYHbIC THIIBI dKOHOMUUYECKHUX U COLUATIBHBIX HHCTHTYTOB, YTO BIIOCIIEICTBUU MOXET OBITH
MEPEHECEHO B COLUATILHYIO TIPAKTHKY;

3) yMeHHS COBMECTHOM KOJIJICKTUBHOMW JIEATEIILHOCTH;

4) KynbTypHBIE TPAAULUN U HOPMBL.

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

B kauecTBe MPUEMOB, XapaKTEPHBIX ISl METOJIa POJICBOM UIPHI BEICTYHAIOT CIIEAYIOLIHE:

- IPUEM BOCCO3/IaHHsI KOMMYHHUKATHBHOTO KOHTEKCTa, KOMMYHHKATHBHOW CUTYalLIUH;

- IPUEM BUPTYaJbHON dKCKYPCUH, KOTOPBIH MOKHO OPraHH30BaTh KaK C MOMOIIBI0 TEXHUYECKHUX CPENICTB, TaK U C UCIIOIb30BAHUEM
peanbHbIX (POTOMATEPUATIOB B yueOHOW ayAUTOPHH,

- IpUeM paMaTU3anny, HAPaBJICHHBIN Ha CO3JaHUE YCIOBUH, IPUOIKEHHBIX K YCIOBHSAM PEaIbHOTO OOIIEHNs, CBI3aHHBIH ¢
CO3JJaHHEM CUTYalluH OOLICHUs, ONIPEAEICHUEM LETIH, PacIIpEAEICHHEM POIeii;

- pueM pedIeKCUBHOM WACHTU(DHUKALIH, TPEANOIAraloNInil HASHTUHHUKAHIO ¢ 00BEKTOM OOLICHHS 1 TOBECTBOBAHHE OT UMEHHU
3TOro 0ObEKTa.

Meroaudyeckue yKa3aHus K HAlMCAHUIO 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.

Meroauyeckue yka3aHUs K YTEHHUIO U IIEPEBOAY TEKCTOB MPO(heCcCHOHANBHON HaNPaBIeHHOCTH

TekcThl NpPOQEecCHOHANBLHONW HANPABICHHOCTH Ha MHOCTPAHHOM $3bIKE TIOMHMO CBOCH OCHOBHOH  3aiaud — HWH(QOPMATHBHOCTH
— TIOMOTAIOT MOTOJHUTG OOIMHA W TEeMaTHYECKUH CIOBApHBIM 3amac, TPEHHUPYIOT B IPOU3HOIICHHH HEMEIKHX CIOB M
BBIPDOKEHHH, 3aKpeIUIIOT IpaBWiIa TIPaMMATHKH, CTIOCOOCTBYIOT Pa3BUTHIO HABHIKOB YCTHOM pedu.

IIpenrekcToBerii 3Tam:

- TIpOYTHTE 3arojlOBOK M CKaXuTe, O 4eM (0 KOM) OyAeT UITH peyb B TEKCTE;

- O3HAaKOMBTECh C HOBBIMHM CIIOBAMU U CIOBOCOYETAHUSMHM (€CIM TaKOBbIE JaHbl K TEKCTY C II€PEBOIOM);

- TpOYMTaiTe W BBHIIMUINTE CJIOBA, 0003HAYAIOIIKE. .. (1aeTcs PYCCKUN SKBHBAJICHT),

- BbIOEpHTE W3 TEKCTa CJIOBA, OTHOCSIIMECS K M3y4aeMOW TeMe;

- HalauTe B TEKCTE HE3HAKOMBIE CIIOBA.




TekcToBBIH 3Tam:
- IPOYTHUTE TEKCT;

BBIZICJIUTE CJIOBA (CIOBOCOYETAHUWS WIIU MPEATIOKEHUSA), KOTOPble HECYT BaXKHYIO (KIIIOUEBYIO HH(POPMAIIUIO);
BBIMUIINTE WM TNOAYCPKHHUTE OCHOBHBIC HMEHA (TEPMHHBI, ONPEIeICHIs, 0003HAUCHHS);

copMyIUpyHTEe KIIOYEBYIO MBICTbh KaXKAoro abzaua;

OTMEThTE CIIOBO (CJIIOBOCOYETaHHE), KOTOPOE Jy4Yllle BCEro MepelaeT CoAepKaHHe TeKcTa (4acTH TEKCTa).

IlocnerekcToBhIi  ATAaIl:
- 03arJIaBbTE TEKCT;

IMPOYTUTE BCIYX TMPCMIOKCHUA, KOTOPBIC MOSACHAIOT HA3BAHUC TCKCTA,
HaluTe B TEKCTE NPeUIOXKCHU IJIA ONIMCAaHUA ...
TIOATBEPAUTE (OHPOBepFHI/ITe) CJIOBaMM U3 TCKCTa CICAYIOUIYIO MBICIIb ...
OTBCTHTC Ha BOIIPOC;
COCTaBbTC IIJIAH TCKCTA,

BBIITMIINTEC KIKYECBBIC CJIOBA, HeO6XOI[I/IMI>Ie JJIA IEpECKa3a TEKCTa,
MEPECKAKUTEC TEKCT, ONMHUPAACH HA IIJIaH;

TMEPECKAKUTEC TEKCT, OMMUPAACH HAa KJIFOYEBBIC CJIOBA.




