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3aB. xadenpoii SnkydaeBa Alicyny CepreeBHa

BusupoBanue PII/] niis ncnoJiHeHHsI B 04epeiHOM Y4eOHOM roay

Pabouast nporpamMma nepecMoTpeHa, o0CykaeHa U 0100peHa Juis
ucnosHeHus B 2026-2027 yueOHOM rojy Ha 3aceqaHuu Kadeapsl
Kadeapa HHOCTPAHHBIX A3bIKOB H METOANKH NMPENoJ aBaHus
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3aB. xadenpoii SukydaeBa Alicyny CepreeBHa
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ucnosHeHus B 2027-2028 yueOHOM rojy Ha 3aceqaHuu Kadeapsl
Kadeapa HHOCTPAHHBIX A3BIKOB M METOAMKH NPENnoJaBaHus

[Ipotokomor 2027r. Ne
3aB. xaenpoii SuxydaeBa Alicyny CepreeBHa

BusuposBanue PII/] nist ncnoJineHusi B 04epeiHOM y4eOHOM roay

Pabouas nporpamma nepecMoTpeHa, 00CyaeHa 1 0100peHa JUIst
ucnosHeHus B 2028-2029 yueOHOM ro/y Ha 3aceqaHuu Kadeapsl
Kadeapa MHOCTPAHHBIX SI3bIKOB U METOIMKH NMPenoaaBaHust

IIpoTokomor 2028r. Ne
3aB. kadenpoii SukydaeBa Aiicyny CepreeBHa



1. IEJIN X 3AJAYHN OCBOEHUSA JUCITUITJINHBI

11

U&’lu.‘ cDOpMI/IpOBaHI/Ie HWHOSI3bIYHOMN KOMMyHHKaTPIBHOﬁ KOMIICTCHIUMU I JCJI0BOI'O O6IHCHI/I$[ B yCTHOI71 ¥ TUCbMEHHOM (1)0pMaX.

1.2

3adauu: - oCBOGHNE TPAMMATHIECKOTO U JIEKCHIECKOTO (00IIEero ¥ TEPMHUHOJIOTHYECKOT0) MHHUMYMa B 00beMe,
HEOOXOANMOM JUTS IEI0OBOTO OOIIEHHSI Ha HHOCTPAHHOM SI3BIKE;

- (hopMHpOBaHNE KOMMYHUKATHBHBIX YMEHHUH YCTHOTO M IMCBMEHHOTO JIEJIOBOTO OOLICHUSI HA NHOCTPAHHOM SI3BIKE;

- (popMUpOBaHKE YMEHHH BBIIOIHATE IEPEBOA MPO(ECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO (-bIX) HA TOCYAAPCTBEHHBII
SI3BIK U 0OpATHO.

2. MECTO JUCHUIIIUHBI B CTPYKTYPE OOII

Hukn (pazger) OOIT:

2.1

TpeGoBanus K NpeABAPHUTEJbHOMN NOAr0TOBKe 00y4al0Ilerocs:

2.11

IMpenmecTByOLIEH 15 H3y9IEHUS JUCUUIUTAHEL SBISIETCS QUCHUILIHHA «IHOCTpaHHBIH A3BIK» HA NPEIBIIYIIEM YPOBHE
00pa3oBaHusI.

2.2

IlPICIII([l'[JII/IHI)I U IIPAKTUKH, IJIl KOTOPBIX OCBOCHHE JTAHHOM TUCUMIIIMHBI (MO)Iy.]'lfl) HeOﬁXO[[P[MO KaK
npeamecreyruiee:
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BrinosHeHre, NOATOTOBKA K IPOLEType 3alIUThl U 3aIUTa BBITYCKHON KBaTH(UKAIMOHHOH pabOTHI

3.

KOMITETEHLIMY OBYYAIOIIETOCSl, POPMUPYEMBIE B PE3YJIbTATE OCBOEHUS INCLIATLINHBI
(MOZYJIS)

YK-4: Cnioco0eH 0cyecTBJSITH JeJ10BYI0 KOMMYHHKAIMIO B YCTHOH U MMCbMEHHOI (hopMax HAa rocy1apCTBEHHOM fI3bIKe

Poccuiickoii ®@eaepannu u MHOCTPAaHHOM(bIX) sI3bIKe(aX)

HN-1.YK-4: BrageeT cuctemMoii HOPM PyCCKOro JUTEPATYPHOIO SI3bIKA MPH €ro UCMOJb30BAHUM B KauecTBe

roCyAapcTBeHHOTro si3bika Poccniickoil Penepanuy 1 HOpMaMi HHOCTPAHHOTO(BIX) SI3BIKA(0B), HCIOJIb3yeT Pa3JINYHbIe

(hopMbI, BUABI YCTHOI M MUCbMEHHO KOMMYHHMKALMH.

- 3HaAcCT OC

HOBHBIE IPAMMAaTHYECKHE CTPYKTYpPbI; 00IIEYIOTPEOUTEIbHYIO, OOLIEKYIBTYPHYIO U IPO(ECCHOHANBHYIO JICKCUKY;

peueBble KiInIIe, He00X0AUMBIE JUIS OCYLIECTBIICHHS 1€JI0BOH KOMMYHHUKAIIMH HA HHOCTPAHHOM SI3BIKE
- YMEET OCTPOUTH BBICKA3bIBaHHS B CMOJICIIMPOBAHHBIX (IIPeIaraeMbIX) CUTYalMsIX OOLICHUsI HA MHOCTPAHHOM $I3bIKE, IPABUIILHO
UCTIONB3Ys BepOaIbHbIE U HeBepOaIbHBIE CPEICTBA OOLICHHS

- BJIaAcCT

HWHOCTPAaHHBIM A3BIKOM KaK CTHUJIEM JICJIOBOTO o0IIeHHs

HNJI-2.YK-4: Ucnoab3yeT si3bIKOBBIE CPeICTBA JIs1 A0CTHKEHHS MPOo¢ecCHOHANIBHBIX IeJIeil HA PyCCKOM M HHOCTPAHHOM(bIX)

si3pIKe(axX) B paMKaxX MEKJIMYHOCTHOTO U MEKKYJIBTYPHOTO O0IEHMS.

- 3HACT OC

00CHHOCTH CTUIMCTHUKH HAITMCAHMS O(l)I/ILU/IaJ'H)HbIX nu HeO(l)I/I]J,I/IaIIbH])IX MHUCEM

- yMeeT BECTH AENOBYIO NIEPENUCKY C YIETOM COLUOKYIBTYPHBIX 0COOCHHOCTEH ¢ NPECTaBUTEISIMU IPYTHX CTPaH

- BJIaICCT

TEXHUKOU JACJIOBOI'0 NMCbMa Ha MHOCTPAHHOM S3BIKC

4. CTPYKTYPA H COJEP KAHUE JUCHUIIJIMHBI (MOLY JIA)

Kon HaumenoBaHue pa3iesioB U TeM /BUJ Cemectp / | Yacos | Komneren- | Jlutepatypa | Uute | Ilpumeuanue
3aHATHSA 3aHATUS/ Kvpe JIa70%8 PAKT.

Pazgen 1. Kypc anrauiickoro si3pika

1.1 I'maroi to be. 1 6 Na-1.YK-4 JI1.1J12.1 0 Jluckyccus.
BpeMena aHrmiicKoro riaroJia rpymmisl NA-2.YK-4 [IncemenHbIE
Simple, Active. paboTHI.
[TocTpoeHne BOIIPOCUTENBEHOTO
MPENIOKECHHUS.

[IpaBuna cnoptuBHOro 3TuKeTa. Tekcr
"My profession.”

How to write a resume and a job
application letter.

/J1a6/




1.2

I'naron to be.

BpeMeHa aHTJIMICKOrO IJ1arojia TPYIIIbI
Simple, Active.

HOCTpoeHI/Ie BOIIPOCUTECIBHOTO
MpEeIJIOKCHUA.

Tekct "My profession."”

How to write a resume and a job
application letter.

/Cp/
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VJ-1.VK-4
WJI-2.YK-4

J1.1J12.1

1.3

BpeMeHa aHTJIMICKOrO IJ1arojia TPYIIIbI
Progressive, Active.

MOZ[aJ'ILHLIe TJI1aroJibl U UX 3aMCHHUTECIIN.
Tekct "The sports | play.”

Join the debate.

/J1a6/

WJ-1.YK-4
UJ-2.YK-4

J1.1J12.1

Juckyccus.
Ponesas urpa.

1.4

Bpemena anrnuiickoro riarosa rpymibl
Progressive, Active.

MO)IaJ'ILHLIe TJ1aroJibl 1 X 3aMCHUTCIIN.
Tekcr "The sports | play."”

Join the debate.

/Cp/
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WJI-1.YK-4
WJI-2.YK-4

J1.1J12.1

1.5

T'maron to have
Bpemena anrnmiickoro raaroya rpymibl
Perfect, Active

OMpaTryeckas KOHCTPYKIHS it is/was ...

that/who

Texct «The Psychodynamic and
Behavioral Approaches».

/JTa6/

V-1.VK-4
WJ-2.VK-4

J1.1J12.1

[TepeBon Tekcra.

1.6

T'maron to have
Bpemena aarnmiickoro raaroia rpymib
Perfect, Active

OMpaTryeckas KOHCTPYKIHS it is/was ...

that/who
Texct «The Psychodynamic and

Behavioral Approachesy.
/Cp/

25

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

J1.1J12.1

1.7

BpemMena aHTIHHACKOTO I1arojia TPyIsl
Simple, Passive.

JIBoitHoii coro3 both... and.

Tekcr «The Cognitive and Humanistic
Approachesy.

/J1a6/

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

JI1.1J12.1

Tecr.

1.8

BpemeHa aHIIHHCKOTO T1aroJia rpymis
Simple, Passive.

JIBoliHO# coto3 both... and.

Texcr «The Cognitive and Humanistic
Approachesy.

/Cp/
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V-1.VK-4
WJ-2.VK-4

J1.1J12.1

Paznen 2. [IpomexyTouHasi aTrecTanus
(3auéT)

2.1

IoaroroBka k 3a4éty /3auér/

8,85

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

J1.1J12.1

2.2

Konrakrras padota /KCPATT/

0,15

V-1.VK-4
WJ-2.VK-4

J1.1J12.1

Paznean 3. [IpomesxxyTouHasi aTTecTanus
(3auéT)

3.1

Toaroroska k 3a4éty /3auérCOL/

8,85

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

J1.1J12.1

3.2

Konrakrras padota /KCPATT/

0,15

VJ-1.VK-4
WJ1-2.VK-4

J1.1J12.1

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. IlosicHuTEIbHAA 3aHCKA




1. Haznauenue GoHIa oneHOUHBIX cpencTB. OLEHOYHbIE CPEACTBA TPEAHA3HAYEHBI Ul KOHTPOJIS M OLEHKH 00pa30BaTENbHBIX
JOCTIKEHUH 00Yy4atoIMXCsl, OCBOMBIIHX IIPOrpaMMy Y4eOHOH TucuuIuinHbl « THOCTpaHHBIN S3BIKY.

2. ®oHJ OLIEHOUHBIX CPEJCTB BKIIIOUAET KOHTPOJIbHBIE MaTEpHabl IS IPOBEJCHUS TEKYILETO KOHTPOIA B (POpMe TECTOBBIX
3aJ]aHui, pOJIEBOM UrPbI, MUCbMEHHBIX pabOT, AUCKYCCUH, TEKCTOB JUI UTEHUS U [IEpeBOAa U IPOMEXKYTOUHOM aTTecTanuy B popme
BOIIPOCOB K 3aU€Ty, 3a4eTy C OLIEHKOI.

5.2. OneHo4HbIe CPeCTBA A5l TEKYIEro KOHTPOJIS

Bxoanoit koHTpOTH (IpUMEpHOE 3aJaHHE)

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. | ... 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. BribepuTte noaxosinee oTHocuTeapHOE Mectonmenue: The principal of Ridgecrest High School, ... had worked there for over ten
years, finally decided to retire.

BapuanTs! 0TBETOB:!

1 which

2 who

3 where

4 when

Kputepuu ouenku:

Crynent Boinonuui 84-100% 3anaHuil «OTIMYIHOY, IOBBIIEHHBINH YPOBEHb

CryzeHT BeIIONIHUI 66-83% 3a1aHuii «XOpOII0», HOPOTOBLIH YPOBEHD

Crynent BoinosiHua 50-65% 3aJaHuil «yJOBIETBOPUTENEHOY, IOPOTOBBIA YPOBEHb

CrynenT BbIONHUT MeHee 50% 3a1aHmii «HEeyIOBIETBOPUTEIBHOY, YPOBEHb He CHOPMUPOBAH

Tecr 1 (IlpumepHbIc 3a1aHus)

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

2 flexible hours

3 high salary

4 company car

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

2 high salary

3 job security

4 company car




3. Match the sentence beginnings with the endings:

1 Idon’t like going  a) to music.

2 Jorge quite likes  b) holiday in August.

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

5 We never listen  e) hours.

6 Susan loves going  f) out to restaurants.

7 lusually goon  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) I’'m staying at the Hilton in the town centre.

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

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

5 What do you do in your free time? 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? i) 'm from Italy.

Kpurepuu onenku:

Crynent BbinosiHuI 84-100% 3a1aHuil «OTIMYIHOY, IOBBIIEHHBINH YPOBEHb

CryneHT BeinonaHUI 66-83% 3amaHnii «XOpOIIOY», OPOrOBBIH YPOBEHb

Crynest BoinonaHua 50-65% 3amaHuii «yJOBIETBOPUTEIHHOY, IIOPOTOBBIN YPOBEHb

Crynent BeimonHII MeHee 50% 3a1aHuii «HEeyIOBIETBOPUTEIBHOY, YPOBEHb HE C(HOPMUPOBAH

Tect 2 (IIpuMepHbIE 3aTaHUsA)

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

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

A Really? And is her husband also ?

B Yes, he is.

A Does Kasia work at home one day every week?

B Yes, that’s right. She works at home every
A When does she usually go on holiday?

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

A Do you and Kasia sometimes play at the weekend?

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

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

Al Ursula Becker.

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

B No, I'm not. I work in television.

A your job?

B I’m Director of Advertising.

A do you work?

B At Channel 10.

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

A does she do?

B She’s a graphic designer.

A she travel in her job?

B No, but she sometimes at the weekend.

A often does she do that?




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

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

2 Can | speakto  b) a refund.

3l havea c) Georg Sipos, please?

4 The invoice is  d) to hear that.

5 There’s e) Pat Carter speaking.

6 We can give you f) a piece missing.

7 Hello, thisis @) later, please.

8 '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. | always (1) my ticket and (2) my

hotel room on the Internet. I carry a small suitcase and | always use an electronic ticket. So, when | arrive at the airport, | can
immediately (3) security. | never (4) the in-flight movie. On the plane, 1 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. |
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, | .

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:

Crynest BoinonaHua 84-100% 3apanHuii «OTIMYHOY», HOBBIIICHHBIH yPOBEHb

CryneHT BeInoaHUI 66-83% 3amaHnii «XOpOIIOY», MOPOTOBBIH YPOBEHb

Crynent BoinosiHua 50-65% 3aJaHuil «yJOBIETBOPUTENEHOY, IOPOTOBBIA YPOBEHb

Crynent BeinoaHui MeHee S0% 3a1aHuid «HEYJOBIETBOPUTEIBHOY, YPOBEHb HE CHOPMHUPOBAH

Tect 3 (IIpuMepHBbIe 3a1aHNA)

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 T’ve just made a pot of tea. Would you like more?
B Yes, please.

4 A Are there a lot of engineers in your office?

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

B Yes, we do. We have vegetable soup.

6 A How time do you have free this afternoon?

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

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




My company (1) (provide) training every year for all employees. Last month, | (2) (go)ona

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 | 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 | pay with American Express?

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

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

b) ’'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.

) 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  aunique 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.

Kputepun ouenku:

Crynent Boimonamn 84-100% 3amannii «OTIIMYHOY, TOBBIIIEHHBIA YPOBEHD

CryzeHT BeIIONIHUI 66-83% 3a1aHuii «XOpOII0», HOPOTOBLINH YPOBEHD

Crynent BoinosiHua 50-65% 3aJaHuil «yJOBIETBOPUTENEHOY, IOPOTOBBIH yPOBEHb

Crynent BeinoaHwi MeHee 50% 3aaHuii «HEYAOBIETBOPUTEIBHOY, YPOBEHb HE CHOPMUPOBAH

Tect 4 (IIpuMepHBbIe 3a1aHNA)

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

1. Nike sports clothing sellstoa  market.

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

. 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  b) sell abroad




. have a workforce of c) launch
.export  d) employ

. introduce e) provide
.supply  f)start

ool w

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’thave  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 @) to me.

Kpurepuu onenku:

Crynent BbinosiHuI 84-100% 3anaHuil «OTIMYIHOY, IOBBIIEHHBINH YPOBEHb

CryzeHT BIIONIHUI 66-83% 3aJaHuii «XOpOI10», HOPOTOBhIN YPOBEHb

Crynent BbinosiHua 50-65% 3aJaHuil «yJOBIETBOPUTENBHOY, IOPOTOBBIH YPOBEHb

Crynent BeionHII MeHee 50% 3aJaHuil «HeYIOBIETBOPHTEIHHOY», YPOBEHBb HE c(HOPMUPOBAH

Tect (IIpumepHbIe 3a1aHN)

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

2. | usually drive to work but today | (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) | agree with you.

d) Let’s use Facebook and Twitter.

e) How about starting a Facebook page?

f) What about using social networking sites?

g) I don’t agree.

Tania | 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)




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

My today is our sales strategy.

. I"d like to about our bonus scheme.

The my presentation is export sales.

By the of my talk, you will understand why this is necessary.

. I’'m going to our manufacturing process.

. My presentation is in three

N A WNE W

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

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

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

. Starbucks uses Facebook to learn about its customers.

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

. Facebook earns most of its money from advertising.

OO~ WNE N

. Match the sentences with the same meaning.

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

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

We often move documents from a PC to the network.

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

. Our meetings are informal.

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

Every year, we have three weeks’ holiday.

CONNUTAWN R O

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.

Kputepuu ouenku:

Crynent BoinosiHua 84-100% 3anaHuil «OTIMYHOY, IOBBILIEHHBIH YPOBEHb

CryzeHT BeIIONIHUI 66-83% 3aJaHuii «XOpOII0», HOPOTOBLIH YPOBEHD

Cryzenrt BbinonHua 50-65% 3agaHuil «yJOBIETBOPUTENBHOY, IOPOrOBLIH YPOBEHB

CrynenT BoimonHuI Meree 50% 3amaHuii «HeyJOBIETBOPUTEILHOY, YPOBEHB He CHOPMUPOBAH

Tect (IIpuMepHbIe 3a1aHNA)

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 | have to move these boxes.

B1(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. | (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(2) start my own company.

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

Kpurepuu onenku:

Crynent BoimonHun 84-100% 3amaHui «OTIMYHOY, HOBBIIICHHEIH YPOBEHb

CryzeHT BbIIOIHUI 66-83% 3a1aHuii «XOpOLI0», HIOPOTrOBbI YpOBEHb

Crynent BbinosHuI 50-65% 3aJaHuil «yJOBIETBOPUTENBHOY, IOPOrOBLIH YPOBEHD

CryneHt BeinoaHuI MeHee 50% 3alaHuil «HEYJOBICTBOPUTEIBHOY, YPOBEHb HE CHOPMHUPOBAH

Tect (IIpuMepHbIe 3a1aHN)

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, | (1) (travel) abroad more than thirty times and | (2)

(visit) more than ten different countries. Last month, | (3) (spend) two weeks in
Bahrain and Dubai.
AWow. That’s interesting. (4) (you visit) the United Arab Emirates?
B Yes. I (5) (go) there last year.
A (6) (you like) it?
B Yes, it was fantastic.
AT(7) (not travel) anywhere yet this year but next month I’m going to Spain on holiday.

. Match the sentences with the responses.

. What time is good for you?

. What’s a good day for you?

. We could meet the other members of the team.

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

. Do you have any special strengths?

. What do you do in your free time?

. What did you learn from your last job?

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

OCO~NOOUTRA, WNDEFPW

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

b) I spend a lot of time reading.

¢) How about 4.15?

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

e) | improved my organisational skills.

) 27th March would be fine.

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




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

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

b) My main aim is to become

c) I had a problem with

d) I'm sorry I

e) The traffic was

f) My main skills are

g) Let’s talk to

h) We should move him to

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 | 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.

Kputepun ouenku:

Crynest BoinoaHua 84-100% 3apaHuii «OTIMYHOY», HOBBIMICHHBIH yPOBEHb

CryneHT BeinoaHUI 66-83% 3amaHnii «XOpOIIO», OPOTOBBIA YPOBEHb

Crynent BoinosiHua 50-65% 3aJaHuil «yJOBIETBOPUTENBHOY, IOPOTOBBIA YPOBEHb

CryneHt BeinoaHwi MeHee 50% 3alaHuii «HEYAOBIETBOPUTEIBHOY, YPOBEHb HE CHOPMUPOBaAH

OuenouHoe cpeactso "Ponesas urpa"

IIpumepHsbIe TEMBI

1. Tema (mpobiema) «At the Hotel»

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

Pomu:

a) a guest;

0) a hotel’s manager.

OskuIaeMsblil pe3yinbTaT — HHCIICHUPOBKA Oece/bl OpraHM30BaHa U MPEACTABICHA B COOTBETCTBHHU C CUTYALMEH OOLICHHMS.

2. Tema (mpo6iema): «Food and Entertainingy

Konuenuus urpsl: 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) amanager;

6) amanager.

O)KI/I)_IaeMHﬁ PE3YIbTAT — HHCIECHUPOBKA 66C6Z[I>I OpraHu3OBaHa U MpeACTaBJI€HA B COOTBETCTBUU C CHTyaHHefI O6HIGHI/I$I.

3. Tema (mpobiiema) «At a Trade Fair»
Konmerust urper: The Sales conversation between a store manager and a manufacturer about product’s details.
Pomu:




a) astore manager;
6) a manufacturer.
O)KPIILaeMLIﬁ(e) pe3yJ'II>TaT(I>I) — UHCIICHUPOBKA 6ece)11>1 OpraHu3oBaHa U NpEACTaBJICHA B COOTBETCTBUHU C CHTyaI_IPIefI 06IHCHI/I$[.

4. Tema (npo6iema) «Dealing with problems»

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

a) a manager;

6) an office worker.

OskuIaeMblil pe3ysbTaT — WHCIIGHUPOBKA Oece/lbl OpraHu30BaHa U MPEJCTABICHA B COOTBETCTBUH C CUTYAIlUCH OOIICHHSL.

5. Tema (mpo6iiema) «Participating in discussion»

Konmerust urpsr: 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.

OskuIaeMblil pe3ysbTaT — WHCIIGHUPOBKA Oece/lbl OpraHu30BaHa U MPEICTABICHA B COOTBETCTBUH C CUTYAI[HEH OOIICHHS.

6. Tema (mpo6Girema) «Presenting your company»

Konmermust urper: 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’xuaeMbIil pe3ysbTaT — HHCIIEHHPOBKA Oecelbl OpraHu30BaHa U MPEJICTABIeHa B COOTBETCTBHIH C CHTYaIHeil 00IeHNSI.

7. Tema (mpoGirema) «Making arrangementsy

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

Pomm:

a) a managing director;

0) a customer.

O)KI/II[aeMLIf/i Ppe3yiabTaT — UHCIICHUPOBKA 6606}1];1 OpraHu3oBaHa U NPEACTaBJICHa B COOTBETCTBUU C cmyauneﬁ 06LI1€HI/I$L

8. Tema (mpo6nema) «Identifying problems and agreeing action»

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

Ponu:

a) a manager;

0) a manager.

OskuzaeMBblii pe3ysbTaT — MHCLIEHUPOBKA Oecelbl OpraHN30BaHa U IPEJICTaBIeHa B COOTBETCTBUHU C CUTYalMeil o0IeHusI.

9. Tema (mpobiiema) «Interview skills»

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

Ponu:

a) a director;

6) a candidate for the job.

OskuziaeMBblii pe3ysbTaT — MHCLIIEHUPOBKA Oecelbl OpraHN30BaHa U IPeJICTaBIeHa B COOTBETCTBUHU C CUTYalMeil 00IeHusI.

Kputepuu ouenku:

OreHka "OTIMYHO": CTYICHT IEMOHCTPUPYET XOPOLIHE HABBIKK M YMEHHS CBOOOHOTO PEUEBOI0 B3aUMOACHCTBHS C MAPTHEPAMHU:
yMEeT Ha4aTh, MOJICPIKaTh U 3aKOHYHUTH Oecely; CoONoaeT 04epEéMHOCTh MTPU 0OMEHE PEITNKaMK;, BOCCTAaHABIMBAET Oecey B
ciryyae c0os; sIBJIieTCA aKTHBHBIM, 3aHHTEPECOBAHHBIM COOECETHUKOM; COOIIIOAaeT HOPMBI BEXKIMBOCTH. Y MEET AIMOLMOHAIBHO
1300pa3uTh XapakTep, HACTPOCHUE, YYBCTBA UCIIOJIHAEMOT'O reposi B Pa3IMYHBIX CUTYaLUAX; YIIOTPEOISIET CIOKHbIE
rpaMMaTH4eCKUe KOHCTPYKLIMH B PEYH; ONYCKAeT HE3HAUYUTEIIbHbIE TPAMMaTHYECKUE OMINOKH; YIIOTpeOIsieT pa3roBOpHbIE
(hopMyIBI B COOTBETCTBHHU C CUTYaIMEH OOICHNUS.

OreHKa "XOpoIIo': CTyIeHT AEMOHCTPUPYET HaBBIKU M YMEHHS CBOOOTHOTO PEUEBOTO B3aUMOJICUCTBHS C ITAPTHEPAMH: YMEET
HayaTh, NOJIEPkKATh (B OOJBLUIMHCTBE CIIy4aeB) U 3aKOHYHUTH Oecely; CoOIt0aeT OuepEAHOCTh TPH 0OMEHE PEIUTUKaAMHU;
JIEMOHCTPHUPYET HAJIMYKE MPOOIIEMbI B TIOHUMaHUU COOECETHUKA; HE BCET/1a COOIIIOAAET HOPMBI BEXKIMBOCTU. Y MEET IMOIMOHAIILHO
1300pa3uTh XapakTep, HACTPOCHUE, YYBCTBA UCIIOJIHAEMOT'O reposi B Pa3IMYHbIX CUTYaLUsIX; yIOTPeOIseT B peun
MIPEUMYIIECTBEHHO MPOCTHIE MPEIIOKEHHUS; TOIyCKaeT He3HAYNTEIbHbIE TPAMMaTHYECKHE OLTHOKH; YIOTPEOIseT pa3roBOpHbIE
(hopMyIIbI B COOTBETCTBHHU C CUTYaIMEH OOIIEHNS.

OreHka "yIOBIETBOPUTENIFHO": CTYICHT HE SBJISETCS aKTUBHBIM COOECEeTHMKOM; HE MOXET BOCCTAHOBUTH Oecelly B cirydae c0os;
UCTIOJIb3YET HE3HAYMTEIBbHBIA 00bEM H3YYeHHOH JIEKCUKH; JOMTYCKAeT PaMMAaTHYECKUE OIIUOKH;

OrieHKa "HEYIOBIETBOPUTEIBHO": CTY/ICHT SIBJISIETCS TACCHUBHBIM COOECEHUKOM; HE MOXKET MOICPIKATh OOLICHHUE; TOMYCKAET
rpyOble TpaMMaTHYECKUE OIIHOKH.




OueHouyHOe cpeacTBo «Jluckyccusn»
Ilepedens Tem ISt MPOBECHUS TUCKYCCHH:
Work and leisure.

Problems.

Business trips.

Food and entertaining.

Sales.

People.

Markets.

Companies.

The Web.

Cultures.

Jobs.

Kputepuu ouenku:

OrieHKa "OTIHYHO": CTYJCHT pealli3yeT YMEHHE TOCTPOUTH BBHICKA3bIBAHHS B CMO/ICIIMPOBAHHBIX (TIPEIaracMbIX) CHUTYAIUSIX
OO0IIeHNs Ha HHOCTPAHHOM SI3BIKE, IPABUIIBHO MCIONB3Ys BepOaibHble U HeBepOaIbHbIe CPEICTBA OOLIEHHSI, apIYMEHTHPOBAHO
U3J1araTb COOCTBEHHYIO TOUKY 3pEHUS HA HHOCTPAHHOM SI3BIKE.

OrieHka "XOpoIIo": CTyIEHT CIIOCOOCH MOKa3aTh YMEHHUS TIOCTPOUTH BBICKAa3bIBaHHS B CMO/ICIMPOBAHHBIX (TIPEIaraeMbIX )
cUTyanusx oOIIeHUs HA HHOCTPAHHOM SI3bIKE, IPABUIILHO UCIIOJIB3Ys BepOabHbIC U HeBepOaJIbHbIE CPENICTBA OOIICHMS, a TAKXKE
u3jaratb COOCTBEHHYIO TOUKY 3pPEHHsI HA HHOCTPAHHOM SI3BIKE.

OreHka "yIOBIETBOPUTENLHO": CTYACHT I1O/I PYKOBOJICTBOM NPETOAaBaTelsi Clioco0eH MMoKa3aTh yMEHHs OCTPOUTh BBICKA3bIBAHUS
B CMOJIETIMPOBAHHBIX (MIPEIaraeMbIX) CUTYaIHsIX OOIEHHU HA HHOCTPAHHOM SI3BIKE, IPABHIIBHO UCIIONB3YsI BepOaIbHbIE U
HeBepOallbHbIE CpecTBAa OOIICHHS M M3JIarasi CBOIO TOUKY 3pEHHSI HA HHOCTPAHHOM SI3BIKE.

OmeHka "HEYIOBIETBOPUTENBHO": CTYACHT 3aTPYAHSIETCS WIIM HE MOKET ITOKa3aTh YMEHHUs IIOCTPOUTH BHICKA3bIBAHUS B
CMOJICITMPOBAHHBIX (TIpeIaraeéMbIX) CUTYalUsIX OOIIEHNsI HA HHOCTPAHHOM SI3bIKE, IIPaBUIILHO MCIONIB3Ys BepOaIbHBIE U
HeBepOaJIbHBIC CPEACTBA OOIICHHUS, a TAKXKE H3JIaraTh COOCTBEHHYIO TOUKY 3pEHHUS] HA HHOCTPAHHOM SI3bIKE.

OueHouHoe cpencTBo «IlepeBo] TEKCTOBY»
IIpumepHBIe TEKCTHI AT HEPEBOA ¢ AHITIMHCKOTO Ha PYCCKUil

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 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 hastwo fulltime employees. They don't have official meetings. They talk toeach other. At lunchtime,
they goto the shop to talk to customers. They spend 25percent of thedayon the phone with their web designer. The
website takes alotof time and money. To raise money ($300,000) to startthe business, theyasked 20 friends from their
business school to invest money. The friends alsowear 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 monthsthey got
about 12 more customers from there.

Text 2

Getting it right: doing business abroad by Natasha Stidder

Good etiquette is important when you do business abroad. It 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 giftsin odd numbers (bad luck).
China Exchange business cards using both hands. The following gifts should be avoided: clocks, umbrellas, white flowers
and handkerchiefs -these signify tears or death

India Business cards should be givenand 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 | go? by Lucy Kellaway

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

The solution Going backto an old employeris never abadidea. You know exactly what it is like to work for your old
boss. You know that working thereis comfortable, and sometimes comfort is agood thing. You say your old boss is anxious to




promotion. But remember you've only been away for six months. I'mnotsure that this is long enoughto make a decision
about the new place. Some organisations don't like outsiders; it takes awhile 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.

Kpurepun onenxu:

OrieHKa "OTIHYHO": CTYJCHT CAMOCTOSITEIBHO PEaM3yeT YMEHHS 10  MePeBOy MPOPECCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha
TOCY/IapCTBEHHBIN S3BIK M OOpaTHO, BJaJeeT OCHOBAMU TEXHHKH II€PEBOA. .

OueHka "Xopomo": CTyJeHT CIIOCOOEH MOKa3aTh YMEHHUE IIepeBojia NPpo(ecCUOHATIbHBIX TEKCTOB C HHOCTPAHHOI'O Ha
TOCY/IapCTBEHHBIH S3bIK M O0OPaTHO, CHOCOOEH YaCTUYHO MOKA3aTh BIaJCHUE OCHOBAMU TEXHUKH IIEPEBOJIA.

OueHka "y10BIETBOPUTENBHO": CTYIEHT CIOCOOEH 110]] PYKOBOJCTBOM IpenojaBaTeis I0Ka3aTh YMEHHS IO IEPEBOAY
npodecCUOHANbHBIX TEKCTOB C HHOCTPAHHOTO HA FOCYAApCTBEHHBIN S3bIK U 00paTHO, CIIOCOOEH I10Ka3aTh YACTUYHOE BIIaJICHUE
OCHOBaMH TE€XHHKH IIE€PEBOIA.

OreHka "HeyIOBIETBOPUTEIBHO" ! CTYIEHT 3aTPYAHSAETCS MIIM HE MOXKET IMOKa3aTh yMEHUs, HEe BIIaIeeT OCHOBAMH TEXHHUKH
nepeBoJa.

5.3. Tembl nucbMeHHBIX padoT (3cce, pedpeparThl, KypcoBble padoThI U Ap.)

1. Composing a resume.

2. A Job Application letter.
3. A healthy lifestyle.

4. Law in my life.

5. Composing an e-mail.

Kpurepuu ouneHku:

- OLICHKA «OTJIMYHOY BBICTABIISETCS CTYJICHTY, €CIIM CTYJICHT ITOKa3bIBaeT rIyOOKHI ypOBEHb 3HAHUH OCOOEHHOCTEH
(opmanbpHOTO M HehOPMATBHOTO OOIIEHNS, IPABHJI TOCTPOSHHS IICHMEHHOTO PEYEBOTO BBICKA3bIBAHHS HA M3YyIaEMOM S3bIKE;
CaMOCTOSTENILHO PEaIn3yeT YMEHUsI BECTH JICJIOBYIO MIEPEMHCKY C YUETOM COLMOKYJIBTYPHBIX OCOOEHHOCTEH C MPeCTaBUTEIISIMU
JpYTUX CTpaH; BIaJceT TEXHUKOHN NEPEBOAA U PENaKTUPOBAHUS.

- OLIEHKA «XOPOILO» BHICTABILIETCS CTYACHTY, €CIIH CTY/ICHT NOKa3bIBAaeT XOPOUIMI ypOBEHb 3HAHUH 0COOEHHOCTEH (hopMaIbHOTO
¥ He()OPMaAJILHOTO OOIIEHMS, TPABIJI IIOCTPOCHNUS MMCBMEHHOTO PEYEBOTO BHICKA3bIBAHMUS HA H3YYaeMOM SI3BIKE; CIIOCOOCH
MOKa3aTh YMEHHMS BECTH AEJIOBYIO EPENUCKY C Y4ETOM COLIMOKYJIBTYPHBIX OCOOCHHOCTEW C MPEACTABUTEISIMU IPYTUX CTPaH;
CIOCOOEH YaCTHYHO IT0KA3aTh BIIaJJCHNE TEXHUKOM MepeBoa M PEIaKTHPOBAHMS.

- OLIEHKA «Y/IOBJIETBOPUTEILHOY» BBICTABIISIETCS CTY/ICHTY, €CJIM CTYJICHT TI0Ka3bIBaeT 0a30BbIi yPOBEHb 3HaHUIT 0COOEHHOCTE
(opmanbpHOTO M HE(hOPMATIBHOTO OOIIEHUS, IPaBUJI TOCTPOSHHS MMCBMEHHOTO PEYEBOTO BHICKA3bIBAHHS HA M3Y4aEMOM S3bIKE;
0] pyKOBOJICTBOM IIpenofiaBareis Coco0eH MoKa3aTh YMEHHUS BECTHU JICTOBYIO MIEPEMUCKY C YI€TOM COLMOKYIBTYPHBIX
0COOCHHOCTEHN C PEICTABUTEISIMU IPYTUX CTPaH; CIOCOOEH YaCTUYHO IT0Ka3aTh Blla/IeHUE TEXHUKOH NepeBoa 1
pelaKTUPOBAHUS.

- OLICHKA «HEYJIOBJIETBOPUTENBHOY BBICTABISETCS CTYAEHTY, €CIIU CTYEHT MOKA3bIBAET HEYJOBIETBOPUTENBHBIN YPOBEHb 3HAHUI
ocobeHHOCTel POPMaIIBHOTO U He(OPMAILHOTO OOIIEHHMS, TPABUII IOCTPOSHHSI TMCHbMEHHOT'O PEYEBOT0 BBICKA3bIBAHHS HA
U3y4aeMOM SI3BIKE; 3aTPYAHAETCS WA HE MOXKET [TOKa3aTh YMEHUS BECTHU JAEIOBYIO IEPEMUCKY C YI€TOM COLUOKYIBTYPHBIX
0COOEHHOCTEH C MpeCTaBUTESIMU APYTHX CTPaH; He BIIaieeT TEXHHUKOI TepeBoia M pelakKTHPOBAHHUS.

5.4. OueHquue cpeacrea s l'lpOMe)KyTO‘ll—[Oﬁ aTrecralnum

Bomnpocs! k 3auery
[ ITpomexxyTOUHBIN TECT

1) IIpomeXyTOUHBII TECT I 3a4eTa 10 TUCIHIDIHHE “VIHOCTpaHHBIN A3BIK” BKITIOYAET JIEKCUKO-TPAMMATHYCCKUE 3aJaHHS U3
0aHKa BOMPOCOB, KOTOPBIN MPECTABICH B OIIECHOYHOM CpeacTBE «TecTy.
IIpumepHsbIe 3agaHus:

- 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 VVocabulary 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;

2) Hanncanwme pesrome.

Kpurepuu onenku:
- «3aYTEHO» BBICTABISIETCS CTYACHTY, €ClIM CHOPMUPOBAH KaK MUHMMYM IOPOTOBBII YPOBEHb MHJIMKATOPA JOCTHHKECHHS




KOMITICTEHIINH:

- IOKa3bIBaeT 0a30BbIN YPOBEHb 3HAHUH OCHOBHBIX IPAMMAaTHYECKUX CTPYKTYP; 00IIEYHOTPEONTENbHON, 00IIEKyIbTYPHOM 1
npodeccroHaIbHO JIEKCHKH; PEYEBBIX KIIUIIE, HEOOXOINMBIX JUIS OCYILIIECTBIICHNUS JIEJIOBOM KOMMYHHUKAIUK HA HHOCTPAHHOM
A3BIKE; OCOOCHHOCTEH CTHIIMCTUKH HAIMCAHUS OPHUIINATBHBIX U HEO(DUIIMATbHBIX IIFCEM, 3HAHNI OCHOBHBIX IIEPEBOTIECKUX
TpaHcdopMaluii, a TakKe 3HAHUH MPaBUIT NPO(ECCHOHAIBEHOTO PEUSBOTO ATUKETA;

- [I0J] PYKOBOJICTBOM IIPEIOAABATENSI CIIOCOOEH MTOKa3aTh YMEHHSI IOCTPOSHHMS BHICKA3bIBAHNS B CMOACTHPOBAHHBIX
(mpenularaeMbIx) CUTyalusx oOIIeHHsT Ha MHOCTPaHHOM $SI3bIKE, MPABUIILHO MCIOJIb3Ysl BepOalibHbIe 1 HeBepOallbHBIE CPEACTBa
OOIIEHNS; BECTH AETOBYIO TIIEPEIICKY C YIETOM COIMOKYJIBTYPHBIX OCOOCHHOCTEHN C IPEICTABUTEISIMU IPYTHX CTPaH,
BBITIOJIHATH MEPEBO MPO(ECCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO (-bIX) Ha TOCYAapPCTBEHHBIH SI3bIK U 00paTHO, a TaKkxkKe
apryMEHTHPOBAHO M3J1araTh COOCTBEHHYIO TOUKY 3pPEHHS Ha HHOCTPAHHOM SI3BIKE;

- CrI0COOEH YacTHYHO MO0Ka3aTh BIaJICHUE HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JIEJIOBOTO OOILEHHMS, TEXHUKOH JIeJI0BOIO MMMChMa
Ha MHOCTPAHHOM S3bIKE; OCHOBAMH TEXHUKH IIEPEBOA, HABBIKAMH BEICHHS AUCKYCCHU M MOJIEMHUKH Ha HHOCTPAHHOM SI3BIKE.

- HE3aYTEHO) BBICTABIIACTCA CTYJCHTY, €CJIM YPOBEHb HHANKATOPA TOCTHKCHUSI KOMIIETEHIINN HE C(hOPMHUPOBaH:

- IOKa3bIBAaET HEY/IOBJICTBOPUTENIBHBIN YPOBEHb 3HAHUH OCHOBHBIX IPaMMaTHYECKUX CTPYKTYD; OOIIEyNOTPEOUTENbHOH,
OOIIEKYIbTYPHOU M MPO(ECCHOHANBHOMN JIEKCHKHU; PEUCBBIX KIIMIIE, HEOOXOANMBIX IS OCYIIECTBICHUS IETI0BONH KOMMYHHKAIHH
Ha MHOCTPAHHOM $I3bIKE; 0COOCHHOCTEH CTHIIMCTUKH HAaIMCaHUS OQUIUATIBHBIX U HEO(DUIMAIBHBIX ITHCEM, TIPaBUII
npodeccHoHaNIBHOTO PEYEBOT0 ITUKETA, a TAKXKE 3HAHWH OCHOBHBIX IIEPEBOAYECKUX TpaHC(HOPMALIHIA;

- 3aTPYIHSIETCS] UM HE MOXKET MOKa3aTh YMEHHsI TOCTPOCHUSI BEICKAa3bIBAaHUS B CMOJICIMPOBAHHBIX (TIpeIaraéMblX) CUTYaIHIX
OOIICHNS HA THOCTPaHHOM SI3BIKE, ITPABIIILHO MCIIONB3Ys BepOabHbIe H HeBEpOabHbIE CPEACTBA OOIICHNUS; BECTH ACIOBYIO
MEPENUCKY C YyYETOM COLIMOKYJIBTYPHBIX 0COOCHHOCTEH C MPEACTaBUTEISIMU APYTUX CTPaH, apryMEHTUPOBAHO H3JIaraTh
COOCTBEHHYIO TOUKY 3pCHHUS HA HHOCTPAHHOM SI3BIKE, & TAKXKE BBIIOJIHATH EPEBO MPO(ECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO
(-BIX) Ha TOCYIapCTBEHHBIN A3bIK H 0OPATHO;

- HE BIIaJi€€T HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JICIIOBOTO OOIIEHHS, TEXHUKOH JI€JI0OBOTO MHChMa HAa HHOCTPAHHOM SI3bBIKE;
OCHOBaMHM TEXHHKH I1€PEBO/Ia, HABBIKAMH BEJCHUS AUCKYCCHU U MOJIEMUKH HAa MHOCTPAHHOM SI3bIKE

Bomnpocs! k 3a4eTy ¢ OLIEHKOM.

1. Progress Test.
IIpumepHBIii TECT:

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

a) contact companies

b) meet new friends

c) talk about products or services

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

b) deal with cultural problems

c) sell products cheaply

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

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

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

b) employees

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.

2. Translate the Text into Russian.




IIpumepHbIE TEKCTHI:

Text 1.

Brazil hasanew law introducing overtime payments for after-hours office e-mails and telephone calls. Workers approve,
but

businesses are angry. The cost of hiring people is already expensive. Some people think thatit will be difficult to
carry

out the law.

Claudia Sakuraba, owner of Camaval Store, acostume shop in Sao Paulo with four employees, says: "What about
when

you sendan e-mail and because of problems withthe Internet providers in Brazil, it doesn'tarrive straight away? Or
you

send atext message early in the morningand for some reason, they don't get it until theevening? It's not clear
how this

is all going to work."

But what if this law actually improves productivity? Everyone knows that it is possible to wastetime. A deadline
can

help people to work more efficiently.

Some people say that in Sao Paulo, the mainthings to do are towork, eat andspend the weekendin shopping
centres.

Many employers and employees spend hours answering e-mail or working on the phone. Workaholics spend time
sending

and receiving office-related emails. Probably half of these are notreally necessary. Brazil's law encourages employers
to

prevent people working after hours whenit is not necessary. If acompany wantsthem to be available 24/7, it pay
them.

Text 2.

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 giftsin odd numbers (bad luck).
China

Exchange business cards using both hands. The following gifts should be avoided: clocks, umbrellas, white flowers
and

handkerchiefs -these signify tears or death

India

Business cards should be givenand 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.

There has been anincrease in self-employment. It isn't because people wantto become entrepreneurs. Instead, it is
the s

result of people doing part-time odd jobs to avoid unemployent.

In the UK, the number of self-employed people hasrisen by 300,000 since spring 200Bto 4.14 million the
highest

since records began in 1992. This Presents 14.2 per cent ofall employment. Over the same period, the number of
employees in work has fallen by 700,000.

But the new self-employed are likely to take ajob withanemployerif they could find one. Most economists expect
unemployment to carry on rising over the coming months.

Usually self-employed people are skilled trades people, managers or professionals working long hours in their job. But
since therecession, the number of self-employed has increased. These people are from awiderrange backgrounds and
occupations including many ‘handymen' without skills. They do whatever work is available.

As a general group, two-thirds of self -employed people work 15 more than 30 hours aweek. However, things are
different

for people who have become self - employed since 2008, where almost ninein 10 work fewer thano 30 hours. In
addition,

around aquarter of self-employed people work in construction.

Kpurepun oneHku:

O1eHKa «OTJIMYHO» BBICTABIAETCS, €CIIM  CTYJEHT ITOKA3bIBAET IIyOOKOE 3HAHUE:

-rpaMMaTHYECKHUX CTPYKTYp; OOIIEYOTPEeONTEIbHON, 00IIEKYIbTYPHOH 1 IPO(eCCHOHATIBHON JIEKCHKH; PEUEBBIX KIIHIIE,
HEOOXOIUMBIX ISl OCYIIECTBIICHHS A€TI0BOM KOMMYHHUKAIIMH HA HHOCTPAHHOM SI3BIKE;

- npaBui PO ecCHOHAILHOTO PEYEBOr0 ITUKETA.




UCIIOJIb3Ys BepOallbHbIE U HEBEpOAJIbHBIC CPECTBA OOLICHMS;

- OCHOBHBIX MIEPEBOAYECKHX TPaHC(HOPMALIHIA;

- BECTH JICJIOBYIO NIEPEIHCKY C YUETOM COLMOKYJIBTYPHBIX OCOOEHHOCTEH C MPENCTaBUTEISIMU IPYTHX CTPaH;

- BBITIOJIHUTH MEPEBOA MPO(ECCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO Ha FOCYAAPCTBEHHBIHN A3BIK M OOPATHO C YACTHIHOH
MOMOIIBIO TIPEIOaBATENs;

- apIYMEHTHPOBAHO M3J1araTh COOCTBEHHYIO TOUKY 3PEHHS Ha HHOCTPAHHOM SI3BIKE.

CTyzneHT criocoOeH YacTHYHO 10Ka3aTh BilaJICHUE:

- HHOCTPAHHBIM fA3bIKOM KaK CTHJIEM JIEIOBOTO OOIICHNS;

- HaBbIKAMHU BEICHUS TUCKYCCUU Ha HHOCTPAHHOM SI3BIKE.

O1eHKa «yIOBJICTBOPUTEIBHOY» BBICTABIISIETCS, €CITU CTYACHT MOKa3bIBaeT 0a30BbIi ypOBEHb 3HAHHN:

- OCHOBHBIX T'PAMMaTHYECKUX CTPYKTYP; OOLICYIOTPEONTENFHOM, OOIEKYIbTYPHON U MPO(ECCHOHANBHOM JIEKCHKHU; PEUEBBIX
KJIMIIIE, HEOOXOMMBIX ISl OCYILECTBICHHS AETI0BONH KOMMYHHKAIIMY HA HHOCTPAHHOM SI3bIKE;

- IpaBUJI MPO(HECCHOHATBHOTO PEIEBOTO THUKETA.

[Ton pykoBOACTBOM IpenofaBaTess ClIocoOeH MoKa3aTh yMEHHMS:

- IOCTPOUTH BBICKA3bIBAaHHSI B CMOJIEIIMPOBAHHBIX (TIpeJIaraeMbIX) CUTYalUsiX OOIIEHHs Ha MHOCTPAHHOM $SI3bIKE, IIPaBUIbHO
HCTIONB3YS BepOallbHBIC U HeBepOaJbHBIE CPEICTBA OOIICHNUS;

- BBITTOJIHUTD MepeBOA NPO(ECCHOHAIBHBIX TEKCTOB C MHOCTPAHHOTO Ha FOCYAApCTBEHHBIH S3bIK M 00PaTHO C YaCTHYHOM
MOMOIIIBIO TIPETIOIaBATENS;

- ApTYMCHTHUPOBAHO H3JIaraTb COGCTBCHHyIO TOYKY 3p€HUA HA THOCTPAHHOM SA3bIKE.

CryneHT cmocoOeH YacTHYHO MT0Ka3aTh BIaJCHHUE:

- MHOCTPaHHBIM SI3bIKOM KaK CTHJIEM JIEJIOBOTO OOILEHNS;

- HaBBIKAMH BEJICHUS TUCKYCCHH U TTOJIEMHUKH HA HHOCTPAaHHOM SI3BIKE.

Or11eHKa «HEYIOBJICTBOPUTEIHLHOY BBICTABIISETCS, €CIIU CTYIEHT [TOKa3bIBaeT HEYIOBJICTBOPUTEIBHBIA YPOBEHb 3HAHHUIA:

- OCHOBHBIX T'PaMMaTHYECKUX CTPYKTYp; OOIIEyOTpeOUTENbHOH, OOIEKYIbTYPHOH U PO(ECCHOHANBHOMN JIEKCHKHU; PEUEBBIX
KJINIIC, HeO6XO[[I/IMI>IX JJIA OCYIECTBJICHU A [[eHOBOﬁ KOMMYHUKAIIUU HA HUHOCTPAHHOM S3bIKE;

- PaBUJI MPO(HECCHOHATIBHOTO PEIEBOT0 ITHUKETA.

CTyI[eHT 3aTPYAHACTCA NI HE MOKET IOKa3aTb YMCHUS:

- IOCTPOUTH BBICKA3bIBAHHS B CMOJICTMPOBAHHBIX (IIPEUIAraeMbIX) CUTYaLUsIX OOIIEHHUS HAa HHOCTPAHHOM S3bIKE, IIPaBHIIBHO
UCIIONIb3Ys BepOalbHble U HeBepOaIbHBIE CPECTBA OOLICHMS;

BBITIOJTHUTH NIEPEBOJT TPO(HECCHOHATBHBIX TEKCTOB ¢ HHOCTPAHHOTO HAa TOCYNapCTBEHHBIH A3bIK M 0OPAaTHO ¢ YaCTUYHOU
MOMOIIIBIO TIPETIoIaBaTels;

- apIYMEHTHPOBAHO M3JaraTh COOCTBEHHYIO TOUKY 3PEHHS Ha HHOCTPAHHOM SI3BIKE.

CTyneHT He BlajeeT:

- MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEJIOBOTO OOIIEHUS.

- HaBbIKaM# BE€ACHUA JUCKYCCUU HA HHOCTPAHHOM SA3BIKE.

6. YHEBHO-METO/JMYECKOE 1 UTH®OPMAIIMOHHOE OBECIIEYEHHME JUCIHUIIJIMHBI (MOAY JI51)

6.1. Pexomenayemas aurepatypa

6.1.1. OcHoBHas JUTEpaTypa

ABTOpBI, COCTaBUTEIH 3arnaBue WznarenscTBO, ro Omn. aapec
JI1.1 | Mursakuna O.B., AHTIHACKAN A3BIK JJIS IETIOBOTO OOIIEHHS. Kemepogo: http://www.iprbookshop.ru
[epuna U.B. DKcnpecc-Kypc: yaeOHoe mocodue st Kemeposckwuit /61258.html
CTYZIEHTOB BceX (HopM 00ydeHus TEXHOJIOTHYECKU I
WHCTHTYT MUIIEBOM
MPOMBIIIIIEHHOCTH,
2014
6.1.2. lonoiHUTEIbHAS TUTEPaTypa
ABTOpBI, COCTaBUTEH 3arnaBue WznarenscTBO, rox On. agpec
JI2.1 | 3emnsnoBa ML.II. MHocTpaHHbI A3bIK (aHTTIMHCKUR ). Tromenb: Tromenckwuii | https://icdlib.nspu.ru/view/
Communicative english: let's read and discuss: rOCyIapCTBEHHBIN icdlib/7067/read.php
yuebHO-MeToaAnYECKoe 1mocodue yHuBepcurert, 2018

6.3.1 Ilepeyens MporpaMMHOro odecrnevyeHust

6.3.1.1 | Kaspersky Endpoint Security ans 6usneca CTAHJAPTHBIN

6.3.1.2 | MS Office

6.3.1.3 | SIunexc.bpaysep

6.3.1.4 | LibreOffice

6.3.1.5 | Moodle



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

6.3.1.6 | NVDA
6.3.1.7 | MS Windows
6.3.1.8| PEJ OC
6.3.2 IlepeueHb HH(POPMALHOHHBIX CHIPABOYHBIX CHCTEM
6.3.2.1 | baza nanHbIX «DneKkTpoHHAs OMOIHOTEKa ['OpHO-ANITaiCKOTO TOCYIapCTBEHHOT'O YHUBEPCHTETA

6.3.2.2

OnexTpoHHO-616MMoTeuHast cuctema IPRbooks

6.3.2.3

Me)l(By30BCKa$I QJICKTPOHHAasA OnoOIHOTEKA

7. OBPA3OBATEJIBHBIE TEXHOJIOT U

poreBas urpa

JUCKYCCHS

MTUCbMEHHBIE PabOThI

TICPeBOJ TEKCTA

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIUIIJIMHBI (MOY JIST)

Homep aynuropuu | HaznayeHue OcHOBHOe OCHALLleHUe

320 A2 KomnprotepHslif kiace. Yuebnas ayouropus | PabGouee mecto mpemonaBarens. [Tocagounsie mecta
JUIS TIPOBEJICHUS 3aHATHH JEKIIMOHHOTO oOyuaromuxcs (110 KOJIMYECTBY 00y4aroIuXCs).
THUIIA, 3aHATHA CEMHUHAPCKOTO THIIA, KoMrproTepsl, yaeHHIecKas TOCKa, MOJKITIOYCHUE K CETH
KypCOBOTO IIPOEKTUPOBAHUS (BBITOJIHEHUS WuTepHer

KYpPCOBBIX paboT), TPYMIIOBBIX U
WHIIMBHYaIbHBIX KOHCYJIBTAlUH, TEKYILETO
KOHTPOJISL M IPOMEXKYTOYHOM aTTECTALIIH.
ITomerenue At CaMOCTOATEILHON PabOThI

322 A2 Kommnsrotepnslii kiacce. Jlaboparopust Pabouee mecto mpenonasarens. [locagounsle mecta
UHPOPMATUKA U UHPOPMAIIMOHHO- o0yuaromuxcs (Mo KOJHYSCTBY 00YIAOIIHXCS).
KOMMYHUKAaTHBHBIX TEXHOJIOTHH. YueOHas KoMrproTepsl, yaeHHIecKas T0CKa, MOIKITIOYCHUE K CETH
ayIUTOPUS ISl IPOBECHUS 3aHATUI WNurepHer
JIEKIIMOHHOTO THIA, 3aHATHH CEMHUHAPCKOTO
THUIIA, KypPCOBOTO MPOEKTUPOBAHUS
(BBITIOJTHEHUS KYPCOBBIX paboT), TPYIIOBEIX
1 MHIUBHUyaJbHBIX KOHCYJIbTAINH,
TEKYIIEro KOHTPOJIS ¥ MPOMEXXYTOUHOH
atrecrauuu. [lomenienue s
CaMOCTOSITEIILHOM paboTHI

320 A2 KomnerotepHslii kinace. YueOHas ayauropust | PaGouee mecto mpemonaBarens. [Tocagounsie mecta
JUIS TIPOBEJICHUS 3aHATHH JEKIIMOHHOTO oOyuaromuxcs (110 KOJMYECTBY 00YJaOIIIXCS).
THUIIA, 3aHATHA CEMHHAPCKOTO THIIA, KomrbroTepsl, yueHHYecKas 10CKa, TMOIKIIOYEHUE K CETH
KYpCOBOTO IIPOEKTUPOBAHUS (BBITOJIHEHUS WuTtepuer
KYpPCOBBIX paboT), TPYMIIOBBIX U
WHAWBUIYaNbHBIX KOHCYJIBTAINH, TEKYIIIETO
KOHTPOJISI ¥ TIPOMEKYTOYHOM aTTecTalny.

403 A2 Y4ueOHast ayJUTOpus s IPOBEACHUS Pabouee mecto mpemomaBatens. [Tocagounsie mecta s
3aHATUH JIEKIMOHHOTO TUIIA, 3aHATUN oOyuaromuxcs (110 KOJTHYECTBY 00YJarOLTHXCS),
CEeMHMHApCKOT0 THIIA, KypCOBOTO yUeHHYecKast JocKa, Kadeapa, MyIbTUMEIUHHBIA POEKTOP,
MIPOEKTHPOBAHNUS (BBIIOIHEHHS KYPCOBBIX HETOyK
paboT), TPYMITIOBEIX ¥ MHIUBHIYaIbHBIX
KOHCYJBTAIMH, TEKYIIEro KOHTPOJIS U
MIPOMEXKYTOYHOH aTTecTaliu

112 A2 Y4eOHast ayTUTOPUS ISl IPOBEICHUS Pabouee mecTo npenogaBarens. [locagodnpie Mmecta
3aHATHUH JEKIIMOHHOTO TUIIA, 3aHATHH o0yyaromuxcs (10 KOJIMYECTBY 00yUJaroIIuXCst).
CEMHHAPCKOT0 THIIA, KyPCOBOTO WHTepakTuBHAS JOCKA C IPOEKTOPOM, KOMIBIOTED,
IIPOEKTUPOBAHHUS (BBIITOJHEHHUS KYPCOBBIX YUeHHYecKast JOCKa, Ipe3eHTallMOHHast TpuOyHa,
paboT), rPyNIOBBIX W UHIANBUAYATBHBIX MOJKITIOYEHIE K HHTEPHETY

KOHCYJIbTallUi, TEKYIIEro KOHTPOJIS U
MPOMEXYTOYHOM aTTecTalnu




111 A2 VY4eOHast ayTuTOpHS JJIs1 IPOBEICHUS Pabouee mecTo nmpenogasarens. [locagounsie MmecTa

3aHATHUI JCKIIMOHHOTO THIIA, 3aHATUI o0yyaromuxcs (Mo KOJHYECTBY O0YIAOIIHXCS).
CEMHHAPCKOTO THIIA, KYpPCOBOTO YueHnudeckas T0CKa, Ipe3eHTAlMOHHAS TPHOYHA,
MPOEKTUPOBAHUS (BBIMOTHEHUS KYPCOBBIX HWHTEPAaKTUBHAS JI0CKA, MPOEKTOP, HOYTOYK

paboT), rPYNITOBBIX U MHIUBUIYAITBHBIX
KOHCYJIbTaIlMH, TEKYIEro KOHTPOJIS U
MIPOMEXYTOUHOH aTTeCTaluu

9. METOAUYECKHUE YKA3AHUSA JJIS1 OBYYAIOIIIUXCSA IO OCBOEHUIO JTUCHUTIIUHBI (MOY JIST)

Meroandeckue yKa3aHHs 110 BEIITOJHEHHIO CAMOCTOSITEILHOM PabOTHI
Metoandeckre ykazaHus K BBINOJIHEHHIO JIEKCUKO-TPaMMaTH4YECKUX YIIPaKHEHUH

IIpu pabote ¢ TEKCUKO-TPaMMaTHYECKUM MaTeprajIoM HEOOXOIUMO CTPEMUTHCS HE TOJBKO K Y3HABAaHUIO CJIOBA WU
rpaMMaTHIeCKOT0 000pOTa, HO M K TTOHUMAHHIO IIeJIM €T0  YIOTpeOJICHHsI B JTaHHOM KOHTEKCTE.

Wzy4aemblit MaTepuan TpeOyeT MPakTHYECKOTO IPUMEHEHHS, TPEXKIEe BCETO B BUIE JIEKCUKO-TPAMMAaTHUECKHX

YIpaKHEHUH, KOTOPBIE CIIEYeT BHIIOJIHATH TOJIBKO MOCIE TIATEIbHOM NpopaboTKH BCcero Matepraia. l3ydeHue rpaMMaTuku
Helb3s HayaTh «C cepenuHb. Kaxplil HOBBIH pa3zen 6a3upyercs Ha H3y4eHHOM npexae Marepuaie. OTHaKo U3y4eHUE TOJIBKO
rpaMMaTuku 0e3 MpaBHIILHOTO MPOU3HOLICHHUS ¥ 3HAHUS JIEKCUKH OCTAeTCs «BEIbI0 B ceOey. JIMIIb KOMIICKCHBIH MOIX0/ 1
MOCTETICHHBIH ITEPEeX0/1 OT MPOCTOTO K CIIOKHOMY MOXET JaTh TpeOyeMblil pe3ysIbTar.

IIpu BIOTHEHNH YIPa)KHEHUH CHaYaja CieqyeT 03HaKOMUTBCA C TPaMMaTHYeCKUMHI KOMMEHTapUsAMH, IPOCMOTPETH 3aIHCH,
C/IeNIaHHBIE Ha 3aHATHH. [IpH MOATOTOBKE K KOHTPOJIBHBIM PadoTaM TpeOyeTcs TakKe IPOCMOTPETh BECh JIEKCHKO-TPaMMaTHISCKHI
MaTepHal, B TOM YHCIIE IOMAIIHUE TUCbMEHHBIE YIPaKHEHHS.

CryaeHTaM peKOMEHIyeTCsl HCIIOJIb30BaTh 00yUaroIue KOMIbIOTEPHBIE TPOTPAMMBI, KOTOPBIE TAIOT BO3MOXHOCTD HE TOJIBKO
MPOCITyNIaTh MpaBUiIbHOE (poHETHUEeCKOEe 0POPMIICHHE PEUYH, HO U BEIPA00OTATh HABBIKK UCIIOJIB30BAaHUS PABUIIBHBIX JIEKCUKO -
rpaMMaTH4eCKUX CTPYKTYP HPH MOMOIIY YIPaKHEHHH.

IIpu n3yyeHnn onpeaeaEHHBIX JEKCHYECKUX U TPAMMATHYECKHX SIBICHHHA HEMEIKOTO SI3bIKa PEKOMEH[yeTCsI UCTIONIb30BaTh CXEMBI,
TaOMUIBI U3 CIIPaBOYHUKOB TI0 TPaMMATHKE, TIATEILHO TOTOBUTH HX JJIs o0ecriedeHus MpoyHoro ycBoeHwus. [Tpu moctpoeHnn
HEMELKOT0 MPEeJUI0KEHHs CIIEAYeT pacnoiaraTh CJIoBa B CTPOTO ONPEeIEHHOM HOPSIKE, YUUTHIBAs, YTO MOPSATOK CJIOB B
TIOBECTBOBATEIIFHOM, BOIIPOCUTEIFHOM U OTPULIATETIHHOM IPEUIOKEHUAX OTIMYACTCS OT IMOPAIKA CIOB B PYCCKOM IPEAJIOKESHUH.

Metoandeckne peKOMEHIaI|K 110 IOATOTOBKE POJIEBOM UIPBI

B cTpyKType poseBoii UTpbl Kak Ipolecca BEIACSAIOTCS CIeTyIONNe COCTABIAIONINE:

* TEMa,

* poJiy, B3SThIE Ha ce0s UTPAIOIUMUY;

* UrPOBbIE ACUCTBUS KAaK CPECTBA PeaU3alui ITUX POJIeH;

* UTPOBOE YIOTPeOICHHE IPEIMETOB, T. €. 3aMeLIeHHIe PeallbHbIX BEIeH UTPOBBIMH, YCIOBHBIMH;

* peaJIbHbIe OTHOILIEHUS MKy UTPAIOIIIMU;

* CIOXKET (coJeprkanne) — 00JIacTh JeHCTBUTEIBHOCTH, YCIOBHO BOCIIPOM3BOANMAS B UTPE.

B nporiecce poneBoit UTpbI 0TPadaTHIBAIOTCS U YCBaUBAIOTCSL:

1) sTHYecKUe HOPMBI U IIPaBUIIa IIOBEJCHHS U ONPEEICHHbIE COLUAIBHBIE POJIM B TOM WJIM HHOM 3THOKYJIBTYPHOM COOOILECTBE;
2) 0cOOEHHOCTH, XapaKTEPHBIE YEPThI, BO3MOKHOCTH TEX HIIM MHBIX COLIMAIIBHBIX TPYII HIIH ONPEIEICHHBIX KOJUIEKTUBOB —
AHAJIOTOB TPEANIPUATHIA, PUPM, T.€. PA3THMYHBIC TUIB SKOHOMHUECKHX M COLUAIBHBIX HHCTUTYTOB, YTO BIOCJIEACTBUH MOXET OBbITh
MEPEHECEHO B COLMANBHYIO IPAKTHUKY;

3) yMeHHS COBMECTHO! KOJIJIEKTUBHOMW JESITENEHOCTH;

4) KyIbTYpHBIE TPAAUIIUNA U HOPMBI.

PoneBble Hrpbl, TeMa U CIOKET KOTOPBIX OCHOBAH Ha COAEPKaHUH TEKCTOB, WIUTIOCTPUPYIOT IOBEICHUE B CUTYAlUH MEKKYIbTYPHOTO
o0IIeHuSL.

B kauecTBe MpHUeMOB, XapaKTEPHBIX JJISI METOA POJICBOII UTPhI BRICTYNAIOT CJIEAYIOLINE:

- IPHEM BOCCO3/IaHHsI KOMMYHHUKATHUBHOTO KOHTEKCTa, KOMMYHHKATHBHOW CHTYyallUH;

- IPHEM BUPTYaJIbHOW 3KCKYPCHH, KOTOPBIH MOYKHO OPTraHU30BaTh KaK C MOMOIIBI0 TEXHUYECKUX CPEJCTB, TAK U C UCTIOJIb30BAaHHEM
peabHBIX poTOMaTEpHaIoB B yueOHOI ayauTopuu,

- IpUeM JIpaMaTU3alny, HalPaBJICHHBIN Ha CO3/IAHUE YCIIOBHH, MPUOIMKEHHBIX K YCIOBHSM PEaJbHOTO OOIICHNS, CBSI3aHHBIN C
CO3JJaHMEM CUTYalluH OOLICHUSI, ONIPEICIICHAEM [eTIH, pacipe/IeICHUEM POJISH;

- mpueM pedIeKCUBHOM NACHTU(DHUKALIH, IPEAOIAraloOMni HACHTUPHKAHIO ¢ 00BEKTOM OOIICHHS M TIOBECTBOBAHUE OT UMEHH
9TOr0 00BEKTA.

MCTO}II/I‘{CCKI/IC yKa3aHI/IH K HAaITMCAaHUIO ACJIOBOI'O ITMChbMa
Business Letter

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




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

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

Business Letter Writing

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

MCTO,HI/I'-ICCKI/IC YKa3aHus K YTCHUIO U IEPEBOAY TEKCTOB HpO(i)eCCPIOHaJ'ILHOﬁ HanpaBJICHHOCTHU

TekcThl TpOQecCHOHANLHONW HAINPaBICHHOCTH HA MHOCTPAHHOM SI3bIKE ITIOMHMO CBOCH OCHOBHOW 3aJaud — HWH(POPMATHBHOCTH
— IIOMOTAIOT NOTIONIHUTh OOUMHA W TeMaTHYEeCKHH CJIOBapHBIN 3amac, TPEHUPYIOT B TPOM3HOLICHHH HEMELKHX CJIOB U
BBIpKEHHUH, 3aKPEIUIIOT IIpaBWiia TIpaMMaTHKH, CIIOCOOCTBYIOT Pa3BHTHIO HABBIKOB YCTHOM PEUH.
IIpenrekcroBerii dTam:

- TPOYTHTE 3arojOBOK W CKaXHTe, O dYeM (0 KOM) OyIeT WATH pedb B TEKCTE,;

- O3HAaKOMbTECh C HOBBIMH CIIOBAMU M CIOBOCOYETAHUSMHU (€CIM TaKOBblE JaHBl K TEKCTY C IIEPEBOJOM);
- IpouuTaiiTe M BBHIIUIIMTE CJIOBA, 0003HAYAIOLIME. .. (ACTCSI PYCCKUM SKBUBAJIEHT);

- BbIOepUTe U3 TEKCTa CJIOBA, OTHOCSLIMECS K M3y4aeMoi TeMe;

- HaliIuTe B TEKCTE HE3HAKOMBIE CIIOBA.

TexcroBbIil 3Tam:

- IPOYTHUTE TEKCT;

- BBIIENHTE CJOBa (CIOBOCOYETAHUS WM IMPEIUIOKEHHU), KOTOpBIE HECYT BaXHYIO (KIIOUYEBYIO HH(OPMAIIHIO);
- BBIIMIINTE WM TOJYEPKHUTE OCHOBHBIC UMEHA (TEPMUHBI, OIPEACICHHUs, 0003HAYCHNU);

- chopMynupyiTe KIIOYEBYIO MbICIb KaXkI0ro ab3ana;

- OTMEThTE CJOBO (CIOBOCOYETaHHUE), KOTOpOE JIydllle BCEro IepeAaeT COAepxkKaHHe TeKcTa (Y4acTH TEKCTa).
IlocnerexcToBsIil  3TaI:

- 03arjaBbTe TEKCT;

- TPOYTUTE BCIYX MPEJUIOKEHHUs, KOTOpbIE MOACHIIOT Ha3BaHUE TEKCTA;

- HaliiuTe B TEKCTE TMPEUIOKEHHs IS ONHMCAHUS ...

- MOATBEpAUTE (ONPOBEPTHUTE) CIOBAMH U3 TEKCTA CIEAYIONIYIO MBICID ...

- OTBETHTE Ha BOIPOC;

- COCTaBbTE IUIaH TEKCTa;

- BBIIUIINTE KJIIOYEBHIE CJIOBa, HEOOXOAMMBIE AJISI epeckasa TEeKCTa;

- TePeCKakUTe TEKCT, ONUPASCH Ha IJIaH;

- TIepecKaXHTe TEKCT, OIMPAasICh HA KIIOUEBBIE CIIOBA.

Ilpu moaroroBke pedepupoBaHHUS TEKCTa PEKOMEHIYETCS BOCIIOIB30BATHCS CIIENYIOMIEH MaMITKOMN:

1. Tlocne mnpouteHust TekcTa pas30eiiTe ero Ha CMBICIOBBIE YACTH.

2. B kaxnodl dYacTM Haiigure NpemIokeHue (MX MOXKET OBITh HECKOJbKO), B KOTOPOM 3aKJIIOYEH OCHOBHOH CMBICI 3TOH 4acTu
TEKCTa. BBIMUIINTE 3T HPEATIOKECHUS.

3. IloguepkHuTe B 3TUX NPEATIOKEHUSIX KIIOUEBBIE CIIOBA.

4. CocraBbTe IUIaH NepecKasa.

5. Onwupasce Ha IIIaH, HEPECKAKUTE TEKCT,

6. Onwupasch Ha KIIOYEBBIE CJOBA, PACCKAXKUTE TEKCT.

MeTO,HI/I‘-IGCKI/Ie PEKOMEHAAUHU 110 COCTABJICHHUIO TUCKYCCUHN

TTamsTKa IO COCTABIEHUIO TUCKYCCUHU

B mporiecce moAroTOBKY K BHIOIHEHUIO 3a/1aHKs (IMCKYCCHS) BHUMATEIBHO H3YUUTE €0 COJIEPIKATEIBHOE HAMOHEHNE,
OTpEICNINTE KOHKPETHYIO CUTYAIMIO 1 KOMMYHHUKaTHBHYIO 3a/1a4y OOLICHUSI.

Curyanust OOIICHHS YETKO M JJAKOHMYHO KOHKPETU3UPYETCS B MEPBBIX JABYX-TPEX MPEUIOKEHHUSIX 3a/IJaHHs, [IO3TOMY HUX CIEIYEeT
YUTATH 0COOEHHO BHUMATEIBLHO.

* O6s13aTenbHO 00CYIUTE BCE TIpeiaraeMbie BAPHAHTHI, BHE 3aBUCUMOCTH OT COOCTBEHHBIX MPEAIIOUTEHUH.

*By/bpTe HHUIUATHBHBIM MAPTHEPOM 110 OOIICHHUIO, & HE TTACCHBHO OXH/IAiTe BOMIPOCOB CO CTOPOHBI cobeceannka. Heobxomumo
HavaTh Oecely C KpaTKOTro BCTYIUICHUS —OOBSICHEHUS cuTyalmu. Jlanee cieyeT akTHBHO BeCTH Oecey: npejiaraTh BAPUAHTHI IS
00CYXIcHHS, 3a/1aBaTh COOTBETCTBYIOIINE PEUCBOM CUTYAIIMH BOIIPOCHI, TPU HEOOXOAMMOCTH MEPECIpAIInBaTh, yTOUHITH MHCHHE
co0eceIHMKa, OCYIIECTBIISATH MIEPEX0J] OT OJHOIO BapUAHTA K IPyroMy, B 3aBepileHne Oece bl ocie 00CYKICHUS BCEX BAPHAHTOB




CaMOMy NPEUIOKHUTH pelieHne. PeleHue JOmKHO JJOTHYHO BBITEKATh U3 BCETO CKAa3aHHOTO 00OMMH MapTHEepaMu, He 3a0yAbTe mpu
9TOM ellle Pa3 MOUHTEPECOBATHCS MHEHUEM COOCCETHUKA.

*BexIMBOCTB B AMANIOTE TPEITIONIATACT, MPEKE BCEr0, MPOSBICHHE 3aMHTEPECOBAHHOCTH IO OTHOIICHHIO K CBOEMY MapTHEPY IO
00IIeHHI0, 00513aTeTbHOE PearnpOBaHKe Ha €ro PEIUIUKH (IyCTh MOPOIO C TIOMOIIBIO KOPOTKHX PEIUTUK pearupoBanis). HeoOxoaumo
BHHMATENBHO CIYIIATh MapTHEepa U JaBaTh aJlcKBaTHBIC PEAKIMU Ha TO, YTO OH TOBOPHUT. B TaHHOM THIIE JJHANora JaIie BCero
OTBETHBIMH PEAKIHUAMU OYAyT COTTIaCHe WK Hecornacue (IIpuueM BeXJIMBOE), U, BO3MOXKHO, YAUBICHHE, COMHEHHE. [Ipu 3TOM,
6e3yCIIOBHO, CIICAYET CTAPaThCs HCIOIb30BATh PA3HOOOPA3HBIC S3BIKOBBIC CPEICTBA TS BEIPAYKEHHUS TAHHBIX SI3BIKOBBIX ()yHKIIHIA.
* AKTHBHO Mpe/Iaraiite BapHaHThl U1l 00CYKICHHS (€CTECTBEHHO, [TOCIE JOCTATOYHO MOAPOOHOTO 00CYKICHHS KaX 00
MPEIBIYIETO).

*[Ipu npe/yIoKEeHNH CBOETO BApHAHTA CIIEAYET IaBaTh YSTKUE Pa3BEPHYThIC apTyMEHTHI B €T0 MOJb3y. B ciiydae Hecoriacus
cobeceHIKa HEOOXOAMMO pearupoBaTh Ha €ro PEIUIMKH CBOUMH KOHTPapryMEHTaMu, COTTIAcysl UX C ero JOBOJIAMH. Y MEHHE
yCIIBIIIATh MAPTHEPA U aJICKBATHO M apI'yMEHTUPOBAHHO PEardpOBaTh B CIIOHTAHHBIX OTBETHBIX PEILUIUKAX 0COOCHHO IEHHO B
JaHHOM THre Ananora. OHAKO COBCeM Heo0s3aTeIbHO BCErIa He COTIANIaThCs C MAPTHEPOM, BEllb B PCAIbHON KOMMYHUKALIMH MBI
JOCTAaTOYHO YacTO MEPECMATPUBAEM CBOKO TOUYKY 3PCHHSI, B3BCILIHMBAs JOBOIBI «3a» U «IIPOTUBY». IIpy cOriacuu ¢ MHEHHEM
cobeceTHAKA BaKHO MPHBECTH AOMOJIHUTEIBHBIC OBOIBI B IOJIB3Y 00CYKIaeMOr0 BapHaHTa WIIH Pa3BEPHYTh apTyMEHT
cobeceTHUKA.

* AKTHBHOCTb M BEXKJIMBOCTh COOECEHUKA MPEAIOIaraeT 3aHHTEPECOBAHHOCTh BO MHCHUH TTAPTHEPA MO OOLICHHIO, TOITOMY B
Oecelie clieIyeT MHTEPECOBATHCSI MHEHHEM COOECEeIHIKA TI0 MTOBOJTY TPeIaracMbIX BApUAHTOB, 3alPAIlUBATh €r0 COrJacue Uin
HECOorJIacue o CBOe Toukoi 3peHus. [Ipy HEOOXOAUMOCTH MOXKHO 33/1aTh YTOYHSIOIIUE BOMPOCHL, IIEPECIPOCHThH COOCSCETHHKA.
Heo0x01uMo yYUTHIBaTh MHEHHE COOSCEHUKA U MMPUBOUMBIC UM apTYMEHTBI IIPU MPUHITHU OKOHYATEIFHOTO PELICHHs, KOTOPOe
JIOJDKHO CTaTh JIOTHYCCKUM 3aBEPIICHHEM [Haora. ECiii peleHne mpoTHBOPEYHT COAEPIKAHUIO IIPOBEICHHON OeceIpl,
KOMMYHHKATHBHAsI 33/1a4a MOXKET OKa3aThCsl HCBBIITOJIHEHHOMW. JTO 03HAYAET, YTO yIaCTHHK Oecesl POPMaIbHO IIPOTOBAPHUBAI CBOH
JIOBOJIBI, HE CJICAMII 33 PEIUTMKaMU COOECeTHIKA U JIOTHKOM Pa3BUTHS AHAIIOTA.

*MIHHIIMAaTUBHOCTH B Oece/ie MpeanoiaraeT yMeHue BOBJICYb MapTHEPA B AUATIOT. B TaHHOM THIIE TUAIora 3TO MPOSBISETCS HE
TOJIBKO B YMEHHH 3allPOCHTh MHEHHE COOECETHNKA, HO M B MPUITIANICHUH TPEeIaraTh CBOU BAPHAHTBI T 00CYXKICHHUSI.

* Heo0x01MMO MOMHHUTb, YTO TUAJIOT — 3TO HE 0OMEH MOHOJIOTaMH.




