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1. HEJIN 1 3AJAYH OCBOEHUSA JTUCIIUTIINHBI

1.1)Jenu: hopMupoBaHHE HHOSI3BIYHON KOMMYHHUKATHBHOIN KOMIIETEHIIMHU ISl 1€JIOBOTO OOLICHHUS B YCTHOH M IIMCbMEHHOM
¢dopmax.

1.2|3a0auu: - ocBOCHHE TpaMMaTU4€CKOIro u JICKCUYCCKOro MMHUMYMa B OGLGMG, HCOGXOﬂI/IMOM JJI1 1€JTIOBOIO
O6H16HI/I$I Ha THOCTPAHHOM A3BbIKEC U pa6OTLI C MHOA3BIYHBIMU TCKCTAaMU B IIPOLECCC HpO(l)eCCI/IOHaJ'ILHOI\/‘I
JCATCIIBHOCTH,

- (bOpMHpOBaHI/Ie yMeHI/Iﬁ YTCHUA Y MOHUMAHUA JIMTCPATYPHI 110 CIICIIUAJIBHOCTH CO CJIOBAPEM,

2. MECTO JUCIIMIIJINHBI B CTPYKTYPE OOII

Huxn (pazgen) OOIT: b1.0

2.1|TpeboBanus Kk NpeABaAPUTEJIbHOI MOATOTOBKE 00yJAIOIIETOCS

21.1 Hpe)lHISCTBy}OH_[I/IMI/I JUCHUIUIMHAMU ABJIAKOTCA JUCHUITIMHBI SI3BIKOBOM MMOATOTOBKU Ha MPEABIAYIIIEM YPOBHE SI3BIKOBOM
TIOATOTOBKH.

2.2|IMCIMIUIMHBI H PAKTHKH, JUIsI KOTOPBIX OCBOEHHE JAHHOI TUCHUTIINHBI (MOTYJIs1) HEOOXOTUMO KaK
npeauecTByoniee:

2.2.1|TToaroToBKa K IpOIEIype 3aIIUThI U 3aIUTA BHITYCKHON KBaJTH(PUKAIIMOHHOH pabOThI

2.2.2|Crienkypc Ha HTHOCTPaHHOM SI3BIKE

3. KOMIIETEHIIUY OBYYAIOIETOCSI, ®°OPMUPYEMBIE B PE3YJIbTATE OCBOEHUS JUCIIATLIMHEI
(MOJLYJIST)

YK-4: CriocoGeH ocyniecTBJISITH 1€JIOBYI0 KOMMYHHKAIIUIO B YCTHO# 1 MUCbMEHHOi ¢opMax Ha rocy1apcTBEHHOM sI3bIKe
Poccniickoii ®@enepanun 1 ”HOCTPAHHOM(BIX) SI3bIKe(aX)

N/1-1.YK-4: Bpioupaer Ha rocy1apcTBeHHOM H HHOCTPAHHOM (-bIX) S3bIKAX KOMMYHMKATHBHO IIpUeMJieMble CTHIIbL
J1eJ10BOr0 00111eHNs1, Bep0aibHble H HeBepOaJbHble CPeCTBA B3aMMO/IeHCTBHS ¢ MAPTHEPaMU.

- 3HAET OCHOBHBIE IPAMMATHYECKHE CTPYKTYPHI; OOIIEYOTPEOUTENBHYIO, OOIIEKYILTYPHYIO U TPOGECCHOHATBHYIO JISKCUKY;
pedeBbIe KIHIIE, HCOOXOAUMBIE [UIsl OCYILECTBICHHS IETI0BO KOMMYHHKAIIMN HA HHOCTPAHHOM SI3BIKE;

- yMeeT MOCTPOHTh BBICKAa3bIBaHUS B CMOJICIIMPOBAHHBIX (IIPEIaraeMbIX) CUTYalUsIX OOLICHNsI HA HHOCTPAHHOM SI3bIKE, IIPABUIIBHO
HCTOJB3Ys BepOabHbIe M HeBepOaIbHBIE CPEACTBA OOLICHHUS;

- BIIa/IceT MHOCTPAHHBIM SI3bIKOM KaK CTHIICM JICJIOBOTO OOLICHHSI.

HNJI-2.YK-4: Beer 1es10ByI0 NEPENUCKY, YYUTHIBas 0COOEHHOCTH CTUIMCTHKH OPUIHATBHBIX U HEOPUINAIBHBIX MUCEM,
COLMOKYJILTYPHBIE pa3inyusi B ¢popMaTe KOPPeCIOHIeHIIU HA FOCYAAPCTBEHHOM M MHOCTPAHHOM (-bIX) SI3bIKAX.

- 3HaeT OCOOCHHOCTH CTUJIMCTUKH HalUCaHUs OGHLUMATBHBIX U HEO(DUIMANBHBIX TUCEM
- YMEET BECTH JICJIOBYIO MIEPETUCKY C YUETOM COLMOKYIbTYPHBIX OCOOCHHOCTEH C IIPEACTABUTENAMH OPYIUX CTPaH
- BJIa/IEET TEXHUKOH JIEI0BOT0 MUChbMA HA UHOCTPAHHOM SI3bIKE

HNJI1-4.YK-4: [leMoHCTpUPYET yMEHHE BBINOJIHSITH NePeBO/l NPO(ecCHOHAIBHBIX TEKCTOB ¢ HHOCTPAHHOIO (-bIX) HA
rocy1apcTBEHHbII A3bIK U 00PaTHO.

- 3HAET OCHOBHBIC IIEPEBOUECKUE TPAHC(HOPMALIHIH;
- YMEET BBINOIHSATH [1ePEeBOJI NPO(HECCHOHABHBIX TEKCTOB C HHOCTPAHHOT'O (-bIX) HA FOCYIAPCTBEHHBIN S3bIK U 00PATHO;
- BIIa/IceT OCHOBAaMH TEXHHUKH IIEPEBO/IA.

4. CTPYKTYPA U COAEP)KAHUE JTUCIUIIVIMHBI MOAYJIS)

Kon HanmenoBanue pa3nesnoB u Tem /Buj | Cemectp / | YacoB | Komneren- | Jluteparypa | Uute | [lpumeuanue
3aHATUS 3aHATHS/ Kvpe 100 DAKT.

Pasnen 1. Conepaxanue




11

Introductions. Work and Leisure.

12 | UA-1.YK-4 [JI1.1 JI11.2J12.1 TeCT,
nJ-2.yK-4 IIPE3CHTALUs
Jobs and studies. to be a/ an with jobs; NJ1-4.YK-4
wh- questions. Introducing yourself and
others. Listening: Talking about yourself.
Days, months, dates. Leisure activities.
Present simple. Adverbs and expressions
of frequency. Socialising 1: talking about
work and leisure.
/J1a6/
1.2 Introductions. Work and Leisure. 15 | UO-1.YK-4 [JI1.1 JI1.2J12.1 BeinonHeHue
na-2.vK-4 JIEKCUKO-
Jobs and studies. to be a/ an with jobs; NJ1-4.YK-4 rPaMMaTHYCCKH
wh- questions. Introducing yourself and X yIpaXKHSHUI
others. Listening: Talking about yourself. TI0 U3yJaeMoit
TEME.
Days, months, dates. Leisure activities. Pabora c
Present simple. Adverbs and expressions TEKCTaMH I10
of frequency. Socialising 1: talking about TeMme.
work and leisure. /Cp/ IMToxroroska
1.3 Problems. 16 | UO-1.YK-4 [JI1.1 J11.2J12.1 Pornesas urpa,
na-2.yK-4 ITUCbMEHHBIE
Nationalities. Speaking: Meet conference Wa-4.YK-4 paboThl, TeCT
attendees. Writing: e-mail. Reading: Meet
Jeffrey Immelt.
Speaking: Interview employees about
working conditions. Writing: list.
Reading: Carlos Ghosn, Superstar — CNN
/JTab/
1.4 Problems. 20 | HWO-1.VK-4 [J11.1 J11.2J12.1 Brinonuenne
Na-2.YK-4 JIEKCUKO-
Nationalities. Speaking: Meet conference na-4.YK-4 IPaMMaTHYECKH
attendees. Writing: e-mail. Reading: Meet X yIpaKHEHHUI
Jeffrey Immelt. 0 U3yJaeMoi
TEME.
Speaking: Interview employees about Pabora ¢
working conditions. Writing: list. TEKCTaMH 110
Reading: Carlos Ghosn, Superstar — CNN TeMe.
/Cp/ [ToaroroBka
15 Business Trips (airports, hotels). Food 14 | UO-1.YK-4 [JI1.1 JI11.2J12.1 Tect, poseBast
and Entertaining. Business na-2.YK-4 urpa
communication in action. Na-4.YK-4

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

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

/J1a6/




1.6 Business Trips (airports, hotels). Food 16 | UA-1.YK-4 [J11.1 J11.2J12.1 BeimonaeHne
and Entertaining. Business na-2.yK-4 JIEKCUKO-
communication in action. N-4.YK-4 TPaMMaTHICCKH

X yHpaKHEHUH
Travel details: letters, numbers, times. 0 U3yJaeMoit
Can/can’t. There is/are. Making booking TEME.
and checking arrangements. Speaking: Pa6ora ¢
Book guests into a hotel. Writing: e-mail. TEKCTaMH I10
Reading: A business hotel brochure. TeMe.
Listening: travel information. IToxroroska

MOHOJIOTHYECKO
Eating out: food and menu terms. ro
Some/any. Countable and uncountable BBICKa3bIBaHHS
nouns. Socializing 2: entertaining. 10 TEME.
Speaking: Choose a restaurant for a Harmicanne
business meal. Writing: e-mail. Reading: JINYHOTO U
Ordering a meal. JIeII0BOTO
/Cp/ nuceMa. Jlokmaz

1.7 Sales. People. Telephone conversations 14 | UO-1.YK-4 [JI1.1 JI1.2]12.1 PorneBas urpa,

and Negotiations. WI-2.YK-4 TECT
WJ1-4.YK-4

Choosing a product or a service. Past

simple. Past time references. Presentation

1: presenting a product. Speaking: Sell a

mobile phone and service package.

Reading: IKEA: lower prices, higher sales

— Financial Times. Listening: an interview

with the director of a sales training

company. Writing: e-mail.

Types of colleagues. Starting a business.

Describing people. Past simple: negatives

and questions. Question forms.

Negotiating: dealing with problems.

Speaking: Negotiate a solution to a

problem with an employee. Writing: e-

mail. Reading: Mercedes Erra — Financial

Times. Listening: An interview with a

bank director about a bad manager

/JTab/

1.8 Sales. People. Telephone conversations 19 [ UWA-1.YK-4 [J11.1 J11.2J12.1 BeimonHeHne
and Negotiations. na-2.YK-4 JICKCHKO-

Na-4.YK-4 rpaMMaTH4eCcK!

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

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

/Cp/

X YOpa>KHEHHH
0 U3y4aeMoin
TeMe.
Pabora ¢
TEKCTaMH 110
TeMe.
Hammucanne
JIMYHOTO U
JIETIOBOTO
MIChMa.




1.9 Markets. Companies. Presentation and 16 | UO-1.YK-4 [JI1.1 JI1.2J12.1 Tect, mepeBos
Speeches. WJ1-2.YK-4 TEKCTOB,
nJ-4.YK-4 IIPE3CHTaLUs
Types of markets. Comparatives and
superlatives. Much /a lot, a little /a bit.
Meetings: participating in discussions.
Speaking: Launch a new product.
Writing: catalogue description. Reading:
Welcome to Moscow, city of the gold
Rolls Royce - Financial Times. Listening:
An interview with a cross-cultural trainer.
Successful companies. Negotiations.
Describing companies. Present
continuous. Present simple or present
continuous. Presentation 2: starting a
presentation. Speaking: You and your
company: Prepare an introduction to a
presentation. Writing: company profile.
Reading: atura aims to expand
internationally — Financial Times.
Listening: An interview with the CEO of
Unipart.
/JTab/
1.10  |Markets. Companies. Presentation and 15 | UA-1.YK-4 |JI11.1 J11.2J12.1 Brimonuenne
Speeches. WJ1-2.VK-4 JIEKCHKO-
na-4.yK-4 rpaMMaTH4eCcKU
Types of markets. Comparatives and X yIpaXKHEHHUI
superlatives. Much /a lot, a little /a bit. 10 U3y4aeMoi
Meetings: participating in discussions. TeMe.
Speaking: Launch a new product. Paborta ¢
Writing: catalogue description. Reading: TEKCTaMH 110
Welcome to Moscow, city of the gold TeMe.
Rolls Royce - Financial Times. Listening: IMoaroroska
An interview with a cross-cultural trainer. MOHOJIOTHYECKO
ro
Successful companies. Describing BBICKa3bIBAHUS
companies. Present continuous. Present 0 TEME.
simple or present continuous. Presentation Hanucanne
2: starting a presentation. Speaking: You JIETIOBOT0
and your company: Prepare an MHCHMA.
introduction to a presentation. Writing: IToaroroska
company profile. Reading: atura aims to MPE3CHTALIUH.
expand internationally — Financial Times.
Listening: An interview with the CEO of
Unipart.
/Cp/
1.11  [The Web. Business Corespondence. 12 | UO-1.YK-4 [JI1.1 JI1.2J12.1 ITrceMeHHbIE
Na-2.YK-4 paboThI, TECT
Using the Internet. Plans for the future. na-4.yK-4

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

/J1a6/




1.12  |The Web. Business Corespondence. 20 | UO-1.YK-4 [J11.1 J11.2J12.1 Beinonuenue
N-2.YK-4 JIEKCHKO-
Using the Internet. Plans for the future. nJ-4.VK-4 rpaMMaTHIECKU
Internet terms. Time expressions. Talking X YIpaKHEHUH
about future plans (present continuous 0 U3y4aeMOi
and going to); will. Making arrangements. TEME.
Speaking: Plan a sales trip. Writing: e- Pabota ¢
mails, business letters. Reading: Online TEKCTaMH I10
business model dressed to kill — Financial TeMme.
Times. Listening: An interview with a IToxroroska
website effectiveness consultant MOHOJIOTOB U
/Cp/ JTNAJIOTOB.
1.13  |Cultures. Jobs. Job Application. 28 | UO-1.YK-4 [J11.1 J11.2J12.1 TECT, poseBas
na-2.vK-4 urpa
Company cultures. Cultural mistakes. WI-4.YK-4
Company cultures. should /shouldn't,
could /would. Identifying problems and
agreeing action. Speaking: A change of
culture: Discuss changes in a bank.
Writing: action minutes. Reading: Wal-
Mart finds its formula doesn't fit every
culture - The New York Times. Listening:
Four people talking about cultural
mistakes.
Skills you need for a job. Skills and
abilities. Present perfect. Past simple and
present perfect. Interview skills.
Speaking: Choose a candidate for a job.
Writing: letter. Reading: A curriculum
vitae. Listening: An interview for a job
/JTab/
1.14  |Cultures. Jobs. Job Application. 44 | U1-1.YK-4 [JI1.1 J11.2J12.1 Beinonuenue
Na-2.YK-4 JIEKCUKO-
Company cultures. Cultural mistakes. na-4.yK-4 IPaMMaTHYECKH
Company cultures. should /shouldn't, X yIpaXHCHUI
could /would. Identifying problems and 0 U3y4aeMoit
agreeing action. Speaking: A change of TeMe.
culture: Discuss changes in a bank. Pabora ¢
Writing: action minutes. Reading: Wal- TEKCTaMH 110
Mart finds its formula doesn't fit every TeMe.
culture - The New York Times. Listening: IMoxaroroska
Four people talking about cultural MOHOJIOTOB H
mistakes. JTHAJIOrOB TI0
TEMC.
Skills you need for a job. Skills and Hanmcanne
abilities. Present perfect. Past simple and JIMYHOTO U
present perfect. Interview skills. JIETIOBOT0
Speaking: Choose a candidate for a job. MHIChMa.
Writing: letter. Reading: A curriculum Iogroroska x
vitae. Listening: An interview for a job. porneBoit urpe.
/Cp/
Paznen 2. Ilpome:kyTouHast aTTecTalus
(3K3aMeH)
2.1 IMoaroroeka k 3k3amMeny /Ik3amen/ 34,75 | UO-1.YK-4 |JI1.1 JI1.2J12.1
Na-2.YK-4
Na-4.YK-4
2.2 Kontpons CP /KCPATT/ 0,25 | UO-1.YK-4 |JI1.1 JI1.2]12.1
Na-2.YK-4
Na-4.YK-4
2.3 KonrakTHas pabota /KoHCOK/ 1 Wa-1.YK-4 (JI1.1 J11.2J12.1
Na-2.YK-4
Na-4.YK-4

Pazpgeu 3. IIpome:kyTouHast arTecTamust
(3auéT)




3.1 INoxroroska k 3auéry /3aqér/ 3 8,85 | UJ-1.YK-4 |JI1.1 JI1.2]12.1 0
NI-2.YK-4
N1-4.YK-4
3.2 KonraktHas pabora /KCPATT/ 3 0,15 | UA-1.YK-4 |JI1.1 JI1.2]12.1 0
NI-2.YK-4
N-4.YK-4
Pa3nen 4. [lpomeskyTouHas aTTecTalus
(3a4ér)
4.1 INoxroroska k 3auéry /3auér/ 2 8,85 | UO-1.YK-4 [JI1.1 JI1.2]12.1] O
NI-2.YK-4
N1-4.YK-4
4.2 KonraktHas pabora /KCPATT/ 2 0,15 | UJ-1.YK-4 [JI1.1 JI1.2J12.1 0
NI-2.YK-4
N-4.YK-4
Pasnea 5. IlpomesxyTouHasi arTecTanust
(3auéT)
51 INoxroroska k 3auéry /3auér/ 1 8,85 | UA-1.YK-4 [JI1.1 JI1.2]12.1] O
NI-2.YK-4
N1-4.YK-4
5.2 KonraktHas pabora /KCPATT/ 1 0,15 | UA-1.YK-4 [JI1.1 JI1.2]12.1 0
NI-2.YK-4
WJ1-4.VK-4

5. ®OHJ] OUEHOYHBIX CPEJCTB

5.1. IosicHuTEILHAS 3aNHCKA

1. HazHaueHue ¢oHza OLIEHOUHBIX cpelIcTB. OLEHOYHbIE CPEACTBA PEAHA3HAYEHB! U1 KOHTPOJIS U OLEHKU 00pa30BaTebHbIX
JOCTIDKEHUH 00y4alomuXcsl, OCBOMBIIMX MPOrpaMMy y4eOHOH AUCHUIINHBL «THOCTpaHHBIN SI3BIKY.

2. DoHJ OLIEHOYHBIX CPE/ICTB BKIIOYaeT KOHTPOIbHBIE MaTepHaIbl IS IPOBEAEHUs TEKYIIEro KOHTPOIA B (hopMe TECTOBBIX
3a[JaHUM, POJIEBBIX U, HAIIUCAHU JINUHBIX U JEJI0BBIX IINCEM, IEPEBOA TEKCTOB U NIPE3CHTALMI.

5.2. OueHOYHBIE CPEICTBA IS TEKYIIEr0 KOHTPOJIS

BXOAHOU KOHTPOJIb (nprmMepHbIe 3a1aHuUs)

1. Choose the best words to complete the text.

Karina is (1) (Mexico / Mexican) but she lives and works in London. She started her job last year, (2) (in / at) April. She loves her
work. She sells special-interest holidays. It’s (3) (an export

/ a niche) market and she really enjoys the work of planning specialised tours for clients. The company is very small. It (4) (employs
/ supplies) only four people and they all work in one office. This makes (5) (print / face-to-face) communication very easy. They can
talk to each other at any time.

Next week, she’s moving to a new flat because her old one is (6) (too far / far enough) from the office. She’s a very (7) (punctual /
practical) person — she likes to be on time — and the long journey to work was difficult. She had a lot of problems with train and bus
delays. She’s also buying some new furniture for the flat. She doesn’t have a lot of money so she paid a (8) (deposit

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

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

Conversation 1

A Kevin has organised (1)

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

B I’'m not sure.

Conversation 2

A How big is your company?

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

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

B Three weeks.

3. Choose the best word or phrase — a, b or ¢ — to complete the sentences.
1 Dirk Italian.

a) isn’t b) aren’t ¢) am not

2. A areyou from? B Japan.

a) What  b) Where ¢) Who

3. Ricardo drive to work?




a) Is b) Do c¢) Does

4. Oscar from home.

a) sometime work

b) works sometimes

c) sometimes works

5. Mr Albert to meetings.

a) doesn’t go b) not go ¢) isn’t go

6 This office building a meeting room.
a) not have b) doesn’t have  ¢) hasn’t
7. A Can Yusuf speak German? B Yes, .
a) can he b) can c) he can

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

A When (1) (you arrive) in Thailand?

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

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

B Well, it (4) (be) nine in the morning here now. |

(5) (have) my breakfast and now I (6) (wait) for a taxi. In fact, the taxi is here now! | (7) (call) you later, OK?

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

Do you like football?

Can | speak to Jorge Ramos, please?

Is there a car park?

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

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

0. What did you learn from your last job?

5
1
2
3
4
5
6
7
8
9
1

a) Yes, there is.

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

c) Yes, please.

d) I learned how to be patient.

e) OK. What is it?

f) Yes, | do.

g) How about Wednesday?

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

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

Kpurepuu ouienku:

Crynent Boinonaun 84-100% 3a1aHuii «OTIMYHOY, TOBBILICHHBIH YPOBEHB

Crynent Beinonani84-100% 3amaHuii «XOpOIIOY, TOPOTOBBIN YPOBEHb

Crynent BoinoinHnnS0-65% 3ananuil «y10BI€TBOPUTEIBLHOY, IOPOTOBBIN YPOBEHD

Crynent BeinonHm MeHee 50% 3aqaHuii «HEeYIOBIETBOPUTEILHOY, YPOBEHb HE C(hOPMUPOBAH

TEKVII1I KOHTPOJIb (ITPUMEPHBIE 3AJIAHM )
CEMECTP 1

| Complete the conversation with words from the box.

a restaurant, August, Friday, Barcelona, Germany, golf, Poland, Polish

A Is Kasia from ?

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

A Really? And is her husband also __ ?

B Yes, he is.

A Does Kasia work at home one day every week?

B Yes, that’s right. She works at home every

A When does she usually go on holiday?

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

A Do you and Kasia sometimes play ____at the weekend?

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

11 Match the sentence beginnings with the endings.




. I don’t like going a) to music.

. Jorge quite likes b)  holiday in August.

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

. We never listen e) hours.

. Susan loves going f) out to restaurants.

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

. Piet often works flexible h) football on Sunday.

CO~NO O~ WN ~—

111 Choose the best words to complete the sentences.

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

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

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

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

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

€100,000!

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

IV Match the questions with the replies

1 What’s the reason for your visit?

2 Where are you staying?

3 What’s your hotel like?

4 How’s your business doing?

5 What do you do in your free time?

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

8 What do you like best about your job?

9 Where are you from?

a) I’'m staying at the Hilton in the town centre.
b) I’'m here to visit my company’s head office.
c) | play golf.

d) I work flexible hours, which is great.

) Between 40 and 50 hours.

f) We're doing quite well.

g) The room is very comfortable.

h) From time to time.

i) ’'m from Italy.

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

2 Can | speak to b) a refund.

3 I have a c) Georg Sipos, please?

4 The invoice is d) to hear that.

5 There’s e) Pat Carter speaking.

6 We can give you f) a piece missing.

7 Hello, this is g) later, please.

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

CEMECTP 2

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

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

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

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

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

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

at the hotel, I usually go for a walk. After a long flight, | need the exercise!

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.

I11. Complete the text with the correct form (present simple or past simple) of the verbs in brackets.

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

1V. 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) I’'m sorry, there isn’t but you can leave your car on the street in front of the hotel.
¢) It’s €100.

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

e) Yes, that’s right.

f) After 10 p.m.

g) I’d like to book a room, please.

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

CEMECTP 3

I. Complete the sentences with words from the box.

export, home, luxury, mass, niche

1. Nike sports clothing sellstoa____market.

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

3. markets are usually small but profitable.

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

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

2. make b) sell abroad

3. have a workforce of c) launch

4. export d) employ

5. introduce e) provide

6 supply f) start

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

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 /.

V. 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. 1 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.

CEMECTP 4

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

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

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




4 We don’t have d) at home?

5 We have to cut e) possible.

6 I’'m sorry, it’s not f) any money for this.
7 How about studying g) to me.

1. Match the sentences with the same meaning.

1. 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.

OO ~NNOTAE WN

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.

I11. 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

€) putting needs and wants of customers first

f) offer incentives for

g) make more

h) teach

i) be in charge of

V. Choose the best words to complete the conversation.

A Look at the time.

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

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

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

A Why not?

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

A But it’s a business dinner.

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

B Sure.

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

Kpurepun onenku tecra:

Crynent Boinonaun 84-100% 3aganuii «OTIMYHOY, TOBBIILIEHHBIN yPOBEHb

Crynent BoinonHmng4-100% 3agaHuii «XopoI10», IOPOroBbIi ypOBEHb

Crynent BoinonHminS0-65% 3ananuil «y10BI€TBOPUTENIBLHOY, IOPOTOBBIN YPOBEHD

CrynenT BeIOTHII MeHee 50% 3a1aHnii «HEeyIOBIETBOPHTEIHHOY, YPOBEHD HE C(hOPMHUPOBAH

Onenounoe cpenctso «POJIEBAS UT'PA»
1. Tema (mpoGuiema) ,,At a job fair”

Konnermus urpsl: You meet at the job fair and talk about sales position. Pomu: a) a director of a company; 6) job seeker.
OsxuaeMbli pe3ynbTaT — WHCIEHHPOBKA Oecelbl OpraHM30BaHa M IPEACTABICHA B COOTBETCTBUH C CUTYAIUeH OOIICHNSL.




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

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

Ponu: a) an interviewer (Human Resources); 6) staff members (a receptionist, a website developer, a writer and, a graphic designer).
O’xuaeMbli pe3yinbTaT — WHCIIEHHPOBKA Oecelbl OpraHM30BaHa U IIPECTABICHA B COOTBETCTBHH C CHTYALHEH OOIICHHS.

3. Tema (mpobnema) ,,At the Hotel*

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

Ponu: a) a guest; 0) a hotel’s manager. Oxunaemplit pe3ynbTaT — HHCLICHUPOBKA OECeIbl OpPraHU30BaHA U MPE/CTABIICHA B
COOTBETCTBHY C CHTyanuei oOIeHH s

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

Konnermus: A telephone conversation between the hotel receptionist and one of the guests, who wants to book a room.
Pornu: a) a guest; 0) a receptionist. Oxkuiaemplii pe3yJibTaT — HHCLUEHUPOBKA Oece/ibl OpraHu30BaHa U MPEICTaBICHa B
COOTBETCTBUH C CHTYalHel O0IICHYSI.

5. Tema (npo6nema): “Food and Entertaining”

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

Pomn:  a) a manager; 0) a manager. OxxumaeMsblil pe3yJIbTaT — HHCIICHUPOBKA OECeIbl OpraHN30BaHa | IIPECTaBIICHA B
COOTBETCTBHH C CUTYAIIUEH OOIICHUS.

6. Tema (npobGnema) ,,At a Trade Fair*

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

Ponu: a) a store manager; 6) a manufacturer. Oxxunaemblii(e) pe3ysbraT(bl) — MHCLIEHUPOBKA Oece/ibl OpraHu30BaHa U MPEJICTaBICHA
B COOTBETCTBHUHM C CUTYaI[Heil OOIICHHS.

7. Tema (npobnema) «Dealing with problems»

Konuenus 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; 6) an office worker. Oxxunaemblii pe3yJibTaT — UHCICHUPOBKA Oecelbl OpraHM30BaHa U NPE/ICTaBIICHA B
COOTBETCTBHH C CHTYalUeH OOIICHHSI.

8. Tema (npobnema) «Participating in discussion»

Konuenus urpst: You are taking part in a marketing meeting to discuss the launch of a new range of biscuits and how to promote it.
Ponu: a) an advertising manager; 6) an advertising manager. OxuaaemMblii pe3yabTaT — MHCIICHUPOBKA Oece/ibl OpraH130BaHa U
NpecTaBieHa B COOTBETCTBUH C CHTYaLHEil OOLICHHUS.

9. Tema (npobnema) «Presenting your company»

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

Ponu: a) a representative of company Nel; 6) a representative of company No2. OkuaemMsbiii pe3yabTaT — MHCIIGHUPOBKA Oecebl
OpraHM30BaHa H MPEACTABICHA B COOTBETCTBHHU C CUTYALMCH OOLICHHSL.

10. Tema (npobnema) «Making arrangementsy

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

Ponu: a) a managing director; 6) a customer. OkuaeMblii pe3yabTaT — MHCIICHUPOBKA Oece/ibl OpraHU30BaHa U MPECTaBJIcHa B
COOTBETCTBUH C CHTYalUCH OOIICHHSI.

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

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

Pornu: a) a manager; 6) a manager. OkuiaeMbIii pe3yJibTaT — WHCLIEHUPOBKA OECe/Ibl OpraHu30BaHa M MPEICTaBICHA B
COOTBETCTBUH C CHTYalUCH OOIICHIS.

12. Tema (npobnema) «Interview skills»
Konmermust urpsr: A director of a well-known group of travel agents is looking for someone to manage the sales office in Tokyo,
Japan.




Pomu: a) a director; 6) a candidate for the job. Okunaemelit pe3ynbTaT — HHCIIEHHPOBKA Oecebl OPraHM30BaHa M IPEACTaBIICHA B
COOTBETCTBHY C CHTyanueil oOmeH s

Kpurepun onenku:

«OTINYHOY, TIOBBIIICHHBIH ypOBeHb: CTY/IEHT CAMOCTOSTEIBHO PEAIM3YET YMEHHE IIOCTPOUTH BBICKA3bIBAHUS B CMOJICIHPOBAHHBIX
(mpeyTaraeMpIx) CUTyaIusiX OOIICHHS HA HHOCTPAHHOM SI3BIKE, TIPABIIBHO UCIIONB3Ys BepOabHbIC U HeBepOabHbIe CPEICTBA
OOIIIEHHST; BIaJIeeT HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEJIOBOTO OOIICHHUSL.

«XopoI1oy, MoporoBelii ypoBeHb: CTYACHT CIIOCOOEH MOKAa3aTh YMEHHS [IOCTPOUTH BHICKA3bIBAHUS B CMOJICIMPOBAHHBIX
(mpeyTaraeMpIx) CUTyaIUsIX OOIICHHUS HA HHOCTPAHHOM SI3bIKE, IPABHJIBHO UCIIONB3Ys BepOalIbHbIE U HEeBEpOAIbHbIE CPE/ICTBA
OOIIEHHUST;CIIOCOOCH YaCTHYHO MMOKA3aTh BJIaICHUE HHOCTPAHHBIM SI36IKOM KaK CTUJIEM JICJIOBOTO OOIICHHSL.

«Y IOBIICTBOPUTEIBHOY, IOPOrOBbIi ypoBeHs: CTY/IEHT [0l PYKOBOJICTBOM IIPEIOaBaTelIsl CIIOCOOEH MOKAa3aTh YMEHHUS IOCTPOHTh
BBICKa3bIBAHUS B CMOJICIIMPOBAHHBIX (IIPEJIAraeMbIX) CUTYaIUsIX OOIICHHS HA HHOCTPAHHOM SI3bIKE, IIPABUIILHO HCITOIb3YSI
BepOaJIbHbIC U HEBEpOAJIbHBIE CPECTBA OOIIEHHUS; CIIOCOOEH YACTHYHO I10Ka3aTh BJIAICHUE HHOCTPAHHBIM SI3bIKOM KaK CTHJIEM
JIEIIOBOr'O OOLICHMS.

«Hey10BIEeTBOPUTEIBHOY, YPOBEHD He chopMupoBaH: CTYACHT 3aTPYAHSCTCS WM HE MOXKET TI0Ka3aTh YMEHHUS [TOCTPOUTh
BBICKa3bIBAHUS B CMOJICIIMPOBAHHBIX (IIPEJIaraeMbIX) CUTYalUsX OOICHNs HA HHOCTPAHHOM SI3bIKE, TIPABUIILHO HCIIOIb3YSI
BepOaJIbHbIE U HeBepOAILHBIC CPECTBA OOIICHHMS;, HE BJIAJICET HHOCTPAHHBIM A3BIKOM KaK CTHIIEM JICJIOBOTO OOIICHUSL.

Ouenounoe cpeactro «[IEPEBOJ] TEKCTOB»

[IprmepHBIE TEKCTBI A1 IEPEBOJIA C AHIVIMHCKOrO Ha PYCCKUH

Text 1

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

Paul Trible and Paul Watson are founders of Ledbury, a company that makes luxury shirts. Their company is in Richmond, USA.
The first thing they do every day when they get to work is check customer e-mails. They do about 95 per cent of their business
online, selling about 4,500 shirts a month. They sell 5 Per cent of their shirts in the store in Richmond, Virginia.

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

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

Text 2

Business diary: Johan Roets as told to Jude Webber

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

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

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

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

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

Text 3

Should I stay or should I go? by Lucy Kellaway

The problem "My new job is a great disappointment. My department is badly run, top management s don't seem to care, and my new
colleagues are not very friendly. Now | hear that my old boss wants me back. | want to see if he is serious, but that might seem like |
am desperate to return to my old 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 back to an old employer is never a bad idea. You know exactly what it is like to work for your old boss. You know that
working there is  comfortable, and sometimes comfort is a good thing.

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

But remember you've only been away for six months. I'm not sure that this is long

enough

to make a decision about the new place.

Some organisations don't like outsiders; it takes a while before they accept  them, and until then, they are pretty unfriendly. Spend
time working hard at your new job and be friendly.

Then, if you decide to go back to your old job, you know that you tried.




Text 4

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

Where to stay

If you are in Istanbul for sightseeing, then you could stay in Sultanahmet or find a small s hotel away from the tourist areas.
However, this may not be the best option for the business traveler with a moming appointment on the far side of town. Traffic and
distance can be a problem for those on a busy schedule. The challenge is to get the work done, but also find time to discover what
makes Istanbul unique.

Many of the city's five-star hotels enjoy a view where you can see lights on the Bosphorus and passing ships.

Where to eat

A visit to the grand bazaar can feel exotic. An afternoon at Hagia Sophia, once a Byzantine church, then a mosque and now a
museum, is recommended. But some of the best sightseeing in Istanbul is done with a knife and fork.

What to see There are a large number of restaurants along the river. A Bosphorus meal is a great Istanbul tradition. A meal can
include a cold meze, then a hot hors d'euvre, followed by a perfectly cooked piece of fresh fish.

How to travel around the city

Try to arrange your flights to avoid the rush hour, which in the evening can last until 9 p.m.

There is a metro line that takes 40 minutes from the European airport. But the last stop is not in the most convenient part of the old
city, and the chances are that you will have to continue your journey by taxi.

Cabs from the airyort are strictly confolled. All cabs in the ciry run  on a meter and are reasonably priced.

If you can reach  your destination by ferry, it is the best way to see the city, and the boats run on time.

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

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

Its chief executive, David Novak, says that Yum plans to more than double its restaurants in China by 2020. It hopes to have 9,000
across the country in  the best locations.

Yum is likely to earn  about $900m in net  income from its China business this year. It plans to build small restaurants in rail
stations and airports.

It is already the leading international restaurant company in China. which is Yum's most successful market. But the company is
trying to copy that success in India and other parts of Asia with more local dishes, extended hours and breakfast.

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

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

Kpurepuu ouenku:

«OTIMYHOY», TOBBIIEHHBIH YpoBeHb: CTYAEHT CaMOCTOSITENIFHO Pean3yeT YMEHHS 110 IEPeBOAY NPOPEeCCHOHANBHBIX TEKCTOB C
HMHOCTPAaHHOT'O Ha TOCYJapCTBEHHBIH A3bIK U 00PaTHO, BJIaIeeT OCHOBAMH TEXHUKH [IEPEBOJA.

«Xopo110», MOpOroBbIi ypoBeHb: CTyAEHT cOCOOEH MOKa3aTh yMEHHE IepeBoia MpodecCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha
TOCY/IapCTBEHHBIN SI3BIK MU 00PAaTHO, CIOCOOEH YaCTUYHO MOKa3aTh BJIAJICHUE OCHOBAMU TEXHHKH IIEPEBOA.

«Y 10BJIETBOPUTENBHOY, TIOPOTOBBIN ypoBeHb: CTyNEHT ClIOCOOEH 1o/ PYKOBOACTBOM MPEI0aBaTes sl HOKa3aTh YMEHHS MO
nepeBony NpoheCCHOHATIBHBIX TEKCTOB ¢ HHOCTPAHHOI'O HA TOCYAAPCTBEHHBIH A3bIK U 00PaTHO, CIIOCOOCH MOKa3aTh YaCTHYHOE
BJIaJICHHE OCHOBAMH TEXHUKH MEPEBOAA.

«HeynoBneTBOpuTEIbHOY, ypOBEHb HE chopMupoBaH: CTyIeHT 3aTPYAHSIETCS WIIM HE MOXKET IT0Ka3aTh YMEHHUs, HE BIIajieeT
OCHOBaMH TE€XHHUKH IEPEBOJA.

Ouenounoe cpenctso «[IPEBEHTAILIA»

Tewmbl 11 Ipe3eHTaII:

1. Types of markets

2. Presentation of the company
3. Future Plans

Kpurepun onenku:

«OTIMYHOY, IOBBIIIEHHBI YPOBEHb: CTYIEHT CAMOCTOATENBHO PEANN3yeT yMEHNE TOCTPOUTH BHICKA3bIBAHUS B CMOJCTHPOBAHHBIX
(mpemiaraeMbIx) CUTyallUsIX OOIIEHHS Ha MHOCTPAHHOM sI3BIKE, MPABUIILHO MCIIOJIB3Ys BepOabHbIC U HEBEpPOAIbHBIC CPEJICTBA
OOIIEeHuSs], ApTYMEHTUPOBAHO M3JIaraTh COOCTBEHHYIO TOUKY 3pEHHS Ha HHOCTPAHHOM SI3BIKE; BiIaJieeT HaBBIKAMH BEICHUS
JMCKYCCHH 1 TIOIEMUKH Ha HHOCTPAHHOM SI3bIKE M MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JEIOBOTO OOLICHUS.

«XO0po1110», TOPOTOBHIH YPOBEHB: CTYAEHT CIIOCOOCH MTOKa3aTh YMEHHS IIOCTPOUTH BEICKA3bIBAHHS B CMOACITUPOBAHHBIX
(mpemiaraeMbIx) CUTyalUsiX OOIIECHHUS HA HHOCTPAHHOM SI3BIKE, MPABIIILHO HCIIONB3Ys BepOabHbBIC U HEBEpOAIbHBIC CPEIICTBA
OOIIEeHus, a TakKe M3JIaraTh COOCTBEHHYIO TOUKY 3pE€HHS Ha HHOCTPAHHOM SI3bIKE; CIIOCOOEH YaCTHYHO MTOKa3aTh BIaJcHHIE
WHOCTPaHHBIM SI3BIKOM KaK CTHJIEM JEJIOBOTO OOIEHHUS, a TAKKe HABBIKAMH BEIICHUSI IUCKYCCUU U TIOJIEMHUKH.

«Y IOBJIETBOPUTENBHOY, TIOPOTOBBIN YPOBEHB: CTYIEHT MO PYKOBOJCTBOM IIPETIOAaBATENS CIIOCOOSH MOKa3aTh YMEHHUS TOCTPOUTD
BBICKA3bIBAaHHS B CMOJISNTMPOBAHHBIX (TIpeyIaraeMbIX) CUTYAIHsIX OOIISHNST HA HHOCTPAHHOM SI3bIKE, IPABUIIBHO UCTIONB3YS
BepOaJbHBIE M HeBepOAIbHBIE CPENICTBA OOIICHHS M U3JIarasi CBOI0 TOUKY 3pEHHs Ha HHOCTPAHHOM SI3BIKE; CIIOCOOEH YaCTHIHO
MOKa3aTh BJIaJIeHHE HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIETIOBOTO OOLICHHS.

«HeynoBneTBOpUTENBHOY, YPOBEHb HE CHOPMUPOBAH: CTYACHT 3aTPYIHIECTCS WU HE MOXET IT0Ka3aTh YMEHHUS TOCTPOUTH
BBICKA3bIBAaHHS B CMOJISNTMPOBAHHBIX (TIpeIyIaraéMbIX) CUTYaIHsIX OOIISHNST HA HHOCTPAHHOM SI3bIKE, IPABUIIBHO UCTIONB3YS
BepOaJbHBIE U HeBepOAIbHBIE CPEICTBA OOIICHHS; HE BIIAICET HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIENIOBOTO OOIIEHUS, HE BIaJIeeT




5.3. Tembl nucbMEHHBIX paldoT (3cce, pedepaThl, KypcoBble padoThI U JAP.)

HaHI/IcaHI/Ie JIMYHOI'O U ACJI0BOIo IMMchbMa
BI/II[BI JIMYHOI'O ITMChbMa:

- Introduction Letter

- Friendly Letter

Bunp! nenosoro nucbma:
— The Inquiry Letter

— The Invitation Letter

— The Letter of Complaint
-CV

Kputepuu onenuBanus:

- OLIEHKA «OTJIMYHO» BBICTABIISIETCS CTYJCHTY, €CITH CTYJEHT MOKa3bIBAET rITyOOKHE 3HAHUS TPAMMATHYECKUX CTPYKTYP;
00IIeyTOTPEOUTETLHOM, OOIIEKYIbTYPHOM U MPO(heCCHOHATBLHOM JIEKCHKH; PEYEBBIX KITHIIE, HEOOX OTUMBIX IS
OCYIIIECTBJICHHUS JICIOBOM KOMMyHHKAIIMK HA HHOCTPAHHOM SI3BIKE, OCHOBHBIX ITEPEBOTIECKUX

TpaHchopMaIui.

ConepkaHue MIChbMa OTPaXKaeT BCE aCIeKThl, yKa3aHHbBIC B 33JaHHHU; CTHIEBOS OhopMIIeHHE BEIOPAHO MPABUIILHO C YIETOM
TEMBI U ajipecarta; COOJIIOAEHbBI IPUHATHIE B JIETOBOM M JINYHOM ITUChME HOPMbI BEKIMBOCTH ((POPMYITbI TPUBETCTBHS,
obparieHus, mporanus). TeKCT MUChbMa MOCTPOCH JIOTHYHO, CPEICTBA JIOTHUECKOW CBA3H U MMyHKTYAIIMH UCTIOIb30BAHBI
npaBWIbHO. ['paMMaTHYECKHE CTPYKTYPhI pPa3HOOOPa3HBI M HCIIOIb30BAHBI B COOTBETCTBHH C 3aJaHUEM, COOTIOIACTCS
JIEKCHYECKast COUeTaeMOCTb.

- OLIEHKA «XOpOII0» BBICTABISIETCS CTY/ACHTY, €CIIH CTY/IEHT MOKa3bIBaeT XOPOUINH YPOBEHb 3HAHHI OCHOBHBIX
rpaMMaTHYECKHX CTPYKTYP; OOIIeyTOTPeOUTENBHOM, 00LIEKYIbTYPHON U MPO(EeCCHOHATTBHOM JIEKCHKH;, PEYEBBIX KITUIIE,
HEOOXOJMMBIX JUISl OCYIIECTBJICHHS [EI0BOM KOMMYHUKAIMK HA HHOCTPAHHOM SI3BbIKE, OCHOBHBIX II€PEBOJYECKUE
TpaHchopmanuu. HekoTopble acliekThl, YKa3aHHbIC B 3a/laHUH, PACKPBITHI HE TIOTHOCTHIO; MIMEIOTCS OTJeIbHbIC HAPYIICHHUS
CTHJIEBOTO O()OPMIICHHUS IINCbMa; B OCHOBHOM COOJIOZICHBI IPUHATHIC B IEJIOBOM U JINYHOM NHChME HOPMBI BEKJIUBOCTH.
Bricka3bIBaHNE B OCHOBHOM JIOTHYHO; UMEIOTCS OTAENbHbIE HEIOCTATKHU IIPU UCTIONB30BaHUHU CPEICTB JIOTHYECKOH CBSI3H U
MYHKTYyalluy; UMEIOTCS OTACNIbHbIE HApyIICHHS B 0)OPMIICHHUH AEIOBOr0 MUChMa. B OCHOBHOM rpaMMaTH4ECKHE CTPYKTYPBI
Pa3HOOOpa3HbI ¥ UCIIOJIL30BaHbI B COOTBETCTBUH C 3aJ]aHHEM, COOJIOJAaeTCs JIEKCHYECKasi COYeTaeMOCTb.

- OLICHKA «Y[OBJICTBOPHUTEIIHHO» BBICTABISETCSA CTYACHTY, €CIIU CTYJCHT IIOKa3bIBaeT 0a30BbIi ypOBEHb 3HAHUI OCHOBHBIX
rpaMMaTHYECKUX CTPYKTYP; OOLICYyNOTPeOUTENBHON, OOEKYIbTYPHOH 1 TPod)eCCHOHANBHOM TEKCHKH; PEYEBBIX KIIHIIE,
HEOOXOMMBIX JUISl OCYIIECTBJICHHS ET0BOM KOMMYHHUKAIIMU HA HHOCTPAHHOM $3bIKE, OCHOBHBIX IT€PEBOIUECKHX
TpaHchopmanuid. ConepkaHue OTpaXkaeT He BCE aCIeKThl, yKa3aHHbBIC B 3aJaHHUH; HAPYLIEHHUS CTHIEBOr0 0pOpMIIeHHS
JIETIOBOTO NMCbMa BCTPEUAIOTCS JOCTATOUHO YacTO; B OCHOBHOM HE COOJIFOAAIOTCS IPUHATHIE B IETIOBOM U JINYHOM ITHChME
HOPMBI B&KJIIMBOCTH. BbICKa3pIBaHNE HE BCET/Ia JIOTHYHO; MIMEIOTCS MHOI'OUYHCIICHHBIE OIIMOKY B UCIIOIB30BAHUH CPEACTB
JIOTMYECKOH CBSI3M, UX BBIOOp OrpaHHWYEH; ASCHUE TeCTa Ha a03allbl OTCYTCTBYET; HMEIOTCSI MHOTOUYHCIICHHbIE
rpaMMaTHYECKHe U JIEKCHUeCKHe OMMOKU B O)OPMIICHUH TEKCTA.

- OLICHKA «HEYIOBJIETBOPHUTEIHHOY» BBICTABIIAETCS CTYAEHTY, €CIIH He IOArOTOBJIEHO 3aganue. CTyleHT He BiaaeeT 6a30BBIM
YPOBEHb 3HaHUI OCHOBHBIX TPAMMATHYECKUX CTPYKTYD; 0OMIeyIOTPeOUTENbHOM, O0MEKyIbTYPHOH 1 IpodecCHOHATBHOMI
JIEKCHKH; PEYEBBIX KIIMILE, HEOOXOMUMBIX ISl OCYIIECTBIICHHUS IEI0BOH KOMMYHHUKAIIMH HA HHOCTPAHHOM $I3bIKE, OCHOBHBIX
nepeBoYecKux TpaHchopmanmii. ConepikaHue He OTpaXkaeT Te aCIeKThl, KOTOphIe yKa3aHbl B 3aJaHUH, WM HE

COQOTRETCTRVAT TnPﬁ‘lP\Jﬁ\J‘l ﬁﬁ’LP\ﬁ‘l U HONMAM HATTUCAHUI 11 nrhnnv\/rrlpnnq TeTOROTO U TUHOTO TTUCEMA ﬂ"rr'vrr‘"rnvp"r

5.4. OueHounble CpeaCTBA JAJI51 MPOMEKYTOUHOW aTTECTAIUU

[NEPEYEHDb TEM JJIA 3AYETOB:

1 cemectp

Introductions. Work and leisure. Jobs and studies. Nationalities. to be a/ an with jobs; wh- questions. Introducing yourself and
others. Meet conference attendees. Days, months, dates. Leisure activities. Present simple. Adverbs and expressions of
frequency. Problems. Adjectives describing problems at work. Present simple: negatives and questions, have got.
Telephoning: solving problems.

2 cemectp

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




3 cemecTp

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

4 cemectp

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

KPUTEPHU OLIEHBAHUWS HA 3AUYETE:

«3auTeHo», MOBBIIIEHHBIH YPOBEHb: TEMa PACKPHITA B MOJIHOM 00BEME; UCTIONB3YEMBIH JIEKCHKO-TPaMMaTHYECKUH MaTepHa
COOTBETCTBYET MOCTABJICHHOH KOMMYHUKATUBHOM 3a/1a4e; IEMOHCTPUPYETCS Pa3HOOOpa3HBII CIIOBApHBIH 3amac U BiajeHHe
CJIOKHBIMHU TPaMMaTHYECKUMH CTPYKTypaMu. JIEKCHKO-rpaMMaTH4YeCKHe OMIMOKH NPAaKTHYECKH OTCYTCTBYIOT.

<<3a‘ITeHO», HOpOFOBI)Iﬁ YPOBCHL: TEMA paCKpbITa HE B IIOJITHOM 06T)éMe; I/ICHOJ'IL?;yeMHﬁ J'IeKCI/IKO-l"paMMaTI/ILIeCKI/Iﬁ Marepuall
COOTBCTCTBYCT MOCTaBJICHHOMN KOMMyHHKaTPIBHOﬁ 3aaa4e; HaGJ’IIOJIaeTCH 3aTPpYAHCHUC TIPpU r[ozl6ope CJIOB 1 HCTOYHOCTH B UX
yHOTpe6J'IeHI/II/I; JOITYCKAaOTCA OTACIBbHBIC JICKCUKO-TPAMMATUYCCKUEC OIIMOKHU.

«He 3aureHoy», ypoBeHb He c(HOPMHUPOBAH: TEMA HE PACKPHITA; JAOMYCKAIOTCS MHOTOUUCIICHHBIE JIEKCUUECKHE U
rpaMMaTHYECKUE OIITUOKH.

B xoHIie 4 cemectpa cryaeHTsl caaroT OK3AMEH, koTopslil BKIIOUaeT cieayromye 3aJaHus:
1. Progressive Test.

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

3. Read and translate the text.

1. IIpumepHsIii TECT

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

2. Do you like football?

3. Can | 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 1’d like to talk to you about.
9. What day suits you?

10. What did you learn from your last job?
a) Yes, there is.

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

c) Yes, please.

d) I learned how to be patient.

e) OK. What is it?

f) Yes, | 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.

I1. Complete the conversations with the phrases (a—j).
a) What’s

b) My subject today is

c) One thing we could do is

d) I think

e) | have a problem with

f) I really enjoy

g) 'm afraid I can’t make

h) What about using

i) I need some
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credit card details, please? B It’s a MasterCard. The number is ...

Pascal’s is the best restaurant. The food is delicious. B Yes, I agree. The food is great.
the target market? B It’s aimed at stylish young men who want to look good.

training to do my job properly. B I’'m sorry. It’s just not possible.

social networking sites? B I’m not sure that’s a good idea.

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

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

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

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

> > > P>

2
3
4
5
6
7
8
9
1

I11. Read the article and decide if the statements are true or false.

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

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

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

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

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

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

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

. Good managers understand their teams’ thoughts and feelings.

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

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

oo ~NNnbdbwnNn—

Turning bosses into cross-cultural coaches

In the 20th century, managers often worked to control employees. But 21st-century management has different rules. Twenty-
first century managers should prepare to be coaches rather than bosses. They should influence and work with their team rather
than control it.

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

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

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

Regular communication is essential. “It can take longer to build trusting relationships because you don't always have that
face-to- face contact with people.”

IV. Writing
You and your colleague Tony need to fly to London for a meeting. You can choose between two airlines. Write an e-mail to
Tony comparing the two airlines. Say which one you prefer to travel with and why. Write 60—70 words.

2. TemaTnka nuaaoros

— A job fair

— Why are staff unhappy

— At the Hotel

— Booking a Hotel Room

— Food and Entertaining

— At a Trade Fair

— Dealing with problems

— Ways of advertising

— Participating in discussion

— Presenting your company

— Arrangements for a meeting

— Cultural Differences

— Job Interview

— Describing People

3. IlpumMepHBbIe TEKCTHI IS IepeBoOIa

Text 1

Luxury brands and wealthy Chinese tourists FT by Barney Jopson in New York
Ms Li is on a trip to New York. She is travelling with  Affinity China, a luxury club that organises tours of New York.




But this isn't a business trip or a holiday. Ms Li and more than 80 other wealthy Chinese tourists are here to learn about luxury
brands. Many Chinese consumers come to the US and Europe to buy luxury goods. Prices are up to 50% lower than the price
of some luxury goods at home.

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

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

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

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

Text 2

The next generation of a business empire by Rachel Sanderson

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

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

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

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

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

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

Text 3

Social media sites are a hit for ads by David Gelles

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

$3.5m.

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

The campaigns are mainly designed to build brand awareness. Last year, Volkswagen in the US had the hit commercial of the
Super Bowl with its Star Wars-themed advertisement. This year, it released a teaser advertisement featuring a chorus of dogs
dressed as Star Wars characters. Then VVolkswagen prereleased its entire ad. "At more than

$3m for 30 seconds, it makes sense to get the most for your

dollar," says Mr Mahoney, Chief Product and Marketing Officer for Volkswagen in the US

Text 4

Starbucks plans $80m Indian joint venture

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

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

The first outlet will open in

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

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

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

Text 5

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

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

Claudia Sakuraba, owner of Camaval Store, a costume shop in Sao Paulo with four employees, says: "What about when you
send an e-mail and because of problems with the Internet providers in Brazil. jt doesn't arrive straiaht awav? Or vou send a




work."

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

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

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

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

Kpurepun onenku:

O1meHKa «OTIMYHO» BBICTABIISETCS, €CIIU CTYACHT ITOKa3hIBaeT rTyOOKOE 3HAHHUE:

-rpaMMaTHYECKUX CTPYKTYp; OOIIEYIOTpEOUTENbHON, OOMIEKYIBTYPHOM 1 PO eCCHOHATIBHON JIEKCUKH; PEYEBBIX KITUIIE,
HEOOXOANMBIX ISl OCYLIECTBIICHHUS 1EI0BOM KOMMYHHUKAIIMW HA MTHOCTPAHHOM SI3BIKE;

- 0COOEHHOCTEW CTUIIMCTUKY HAMCaHUS! OHIUATBLHBIX 1 HEOPUITMATIBHBIX ITMCEM, CTPYKTYPHOW THIIOJIOTUH U TIPaBHII
MOCTPOEHHSI TMCHbMEHHOTO PEYEBOr0 BHICKA3bIBAHUS HA N3y4aeMOM SI3BIKE;

- OCHOBHBIX NEpPEBOAYECKUX TpaHchopMaluid. CTyJEHT CaMOCTOSTENILHO pealii3yeT YMEHHUS:

- IOCTPOUTH BBICKA3bIBaHHS B CMOJICIIMPOBAHHBIX (TIpEUIaraeMbIX) CUTyalllsIX OOIEeHHs Ha MHOCTPAHHOM SI3bIKE, TIPaBHIIEHO
UCTIONB3Ys BepOaibHbIE U HeBEpOaIbHbIE CPENICTBA OOIICHUS;

- BECTH JICJIOBYIO MIEPENUCKY C YUETOM COLIMOKYIBTYPHBIX OCOOEHHOCTEW C MPEACTaBUTENSIMH APYTUX CTPaH;

- epeBo/ia MPOpEeCCUOHATIBHBIX TEKCTOB C HHOCTPAHHOT'O Ha TOCYJAPCTBEHHBIN S3bIK U 00paTHO.

CryneHr Biajeer:

- HHOCTPaHHBIM SI3bIKOM KaK CTHJIEM JICJIOBOTO OOIIEHUS;

- TEXHUKOH JCJI0BOIo nMMcbMa Ha MHOCTPAHHOM SA3BIKE;

- OCHOBaMM TCXHUKHU NIEPEBO/JIA.

OlIeHKa «XOpOIIO» BBICTABIISIETCS, €CIIH CTY/ACHT [OKa3bIBACT XOPOIINE 3HAHMUS:

- OCHOBHBIX I'PAMMaTHYECKUX CTPYKTYP; OOIIEeyNOTpeOUTENbHOM, OOIIEKYIbTYPHON 1 PO(ECCHOHATBHON JIEKCUKHU; PEUEBBIX
KJIUIe, HCO6XOJII/IMBIX JUIST OCYLICCTBIICHUS }IGHOBOﬁ KOMMYHUKaAIIUU Ha THOCTPAHHOM S3BIKE;

- 0COOCHHOCTEH CTHINCTHKY HAMCAHUS OHIIHAIBHBIX H HEOPUIHATIBHBIX [HCEM, CTPYKTYPHOM THUITONOIUH U PAaBUIT
MOCTPOCHHS MUCHMEHHOTO PEYEBOr0 BHICKA3bIBAHHUS Ha H3y4aeMOM S3BIKE;

- OCHOBHBIX TIEPEBOAYECKHX TpaHchopMarmii. CTYIeHT COCOOCH MOKa3aTh YMEHHS:

- OCTPOUTH BBICKA3bIBAHUSI B CMOJICIMPOBAHHBIX (IPEAIaracMblX) CUTYalHsIX OOIICHHSI HA HHOCTPAHHOM SI3bIKE, PABHJILHO
UCIIONB3Ys BepOalbHble U HeBepOaIbHbIE CPECTBA OOLICHUS;

- BECTH JICIOBYIO [IEPEMHUCKY C YIETOM COLUOKYIbTYPHBIX OCOOCHHOCTEH! ¢ NPEACTaBUTEISIMU IPYTUX CTPAH;

- BBITIOJIHUTD TIEPEBOJ PO ECCHOHATIBHBIX TEKCTOB C HHOCTPAHHOI'O Ha TOCYJaPCTBEHHBIN S3bIK M OOPATHO C YaCTHYHOM
MOMOIIBIO IPEIIOJABATEILL.

CryzmeHT ciocobeH YacTUYHO [MOKa3aTh BlaJICHHUE:

- HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JEIOBOTO OOLICHHMS;

- TEXHUKO# JISJIOBOTO MHChMa Ha HHOCTPAHHOM SI3BIKE.

- OCHOBAMH TEXHHKH IIEPEBO/IA.

OueHKa «yIOBJIETBOPUTEIHHOY» BBICTABIIAETCS, €CIIH CTYJEHT MOKa3bIBaeT 0a30BbIi yPOBEHb 3HAHUIM:

- OCHOBHBIX TpaMMaTHUYECKHUX CTPYKTYp; O0OIIeyOoTpeONTENbHOM, O0MEKYIbTYPHOIN U MPOQeCcCHOHATBHON JEKCUKH; PEUEBBIX
KJIMIIE, HEOOXOIUMBIX [UISl OCYIIECTBICHHUS AEJI0BOH KOMMYHHKALMK HA HHOCTPAaHHOM S3bIKE;

- 0COOEHHOCTEH CTUIIMCTUKY HAIIMCAHUS OHITNATBEHBIX H HEO(DHITHATBHBIX TUCEM, CTPYKTYPHOH THIIOJNIOTHH U IPaBHIT
MOCTPOEHHS IIMCEMEHHOT'O PEYEBOr0 BHICKA3bIBAHUS HA U3y4aeMOM SI3bIKE;

- OCHOBHBIX IIEPEBOAYECKHX TPAaHCHOPMALIUH.

INox pykoBOACTBOM IperogaBaTes CIOCOOSH IT0Ka3aTh yMEHUS:

- IOCTPOUTH BBICKA3bIBAHHS B CMOJIEIUPOBAHHBIX (TIPEIaracMbIX) CUTYalUsIX OOIEHHS Ha HHOCTPAHHOM SI3bIKE, IPaBHIIBHO
WCTIONB3Ys BepOabHbIE M HeBEpOaTbHBIE CPENICTBA OOMICHIS;

- BECTH JICJIOBYIO IIEPEIUCKY C YUETOM COLHMOKYIBTYPHBIX OCOOCHHOCTEH ¢ MPEACTaBUTEISIMU IPYIHX CTPaH;

- BBITIOJTHUTH TIEPEBO PO ECCHOHATIBHBIX TEKCTOB C MHOCTPAHHOTO Ha TOCYAapCTBEHHBIHN A3BIK M 00PATHO C YACTHYHOU
TIOMOIIBIO TPETIOAABATES.

CryneHT cnoco0eH YaCTUIHO MTOKa3aTh BIIAICHHE:

- HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEJIOBOTO OOIICHUS;

- TEXHUKOH JEJIOBOr0 MIChMa Ha HHOCTPaHHOM SI3BIKE.

- OCHOBaMH TEXHHUKH IIepeBoia

OmueHKa «HEYIOBIETBOPUTEIHHOY» BBICTABIISIETCS, €CIIU CTYACHT ITOKA3hIBAET HEYAOBICTBOPUTENBHBIN YPOBEHb 3HAHHH:

- OCHOBHBIX T'PaMMAaTHYECKHX CTPYKTYp; OOIIEyOTpeOUTEIbHON, OOIIEKYIbTYPHON 1 PO eCCHOHATBHOM JIEKCHKH; PEYEBBIX
KJIHIIe, HEOOXOAMMBIX JUIS OCYIIECTBICHUS JETOBOH KOMMYHHKAIIMHA HA HHOCTPAHHOM SI3BIKE;

-0COOEHHOCTEH CTHIIMCTHKY HAMMMCAHNS O(UINAIBHBIX M HEOPHINAIBHBIX TIHCEM, CTPYKTYPHOM THITOJIOTHH M MPABUII
MOCTPOEHHS MUCBMEHHOIO PEYEBOr0 BHICKA3bIBAHHS HA U3y4aE€MOM S3BIKE

-OCHOBHBIX IIEPEBOAYECKHUX TPAHCHOPMALIHH.




CryneHt 3aTpyqHseTCs] UM HE MOXKET MOKa3aTh YMEHUSL:

- IIOCTPOUTH BHICKA3BIBAHHUS B CMOJICTUPOBAHHEIX (TIPETaracMbIX) CHTYAIHSIX OOIICHHS HA MHOCTPAHHOM SI3BIKE, PABHIBHO
HCTIONB3Ys BepOalbHBIC M HEBEpOATBHBIC CPEIICTBA OOIICHIS;

- BECTH JICJIOBYIO TIEPETIMCKY C YUETOM COIMOKYIBTYPHBIX 0COOCHHOCTEH C MPEACTABUTEISIMHU APYTUX CTPAH;

BEITIOJTHUTH ITEPEBOJI MPOPECCHOHATBHBIX TEKCTOB ¢ MHOCTPAHHOTO  HA TOCYJApCTBEHHBIN S3BIK M OOPATHO C YaCTHIHOMN
MOMOIIBIO MPEToAaBaTes.

CTyneHr He BiaJieeT:

- HHOCTPAHHBIM SA3bIKOM KaK CTHJIEM JICJIOBOTO OOIIICHUSI.

-He BJIaJIeeT TEXHUKOU JIETOBOr0 MMChMa Ha HHOCTPAHHOM SI3BIKE;

- OCHOBAMU TEXHUKH IIEPEBOJIA.

6. YAEBHO-METO/MYECKOE 1 THO®OPMAIIMOHHOE OBECIIEYEHHUE JUCIUIIJIMHBI (MO YJIS)

6.1. PexomeHayemas JiuTepatypa

6.1.1. OcHoBHas JIUTEpaTypa

ABTOpBI, COCTABUTENH 3arnaBue N3 natenbeTBo, rof O anpec
JI1.1 |Cnenosuu B.C. JlenoBoit aHrHiicKuii sA36IK = Business MuHck: http://Aww.iprbookshop.ru
English: yueOHOe mocobue TerpaCucremc, 2012 (/28070
JI1.2 |Murskuna O.B., AHITMACKUIA SI3BIK 17151 iesioBoro obmienus.  [Kemeposo: http://www.iprbookshop.ru
Mepuna 1.B. Okcnpecc-Kype: ydeOHoe mocodue Juist KemepoBckuit /61258.html
CTY/ICHTOB Bcex (opM o0ydeHHs TEXHOJIOTHIECKUI
HHCTHTYT MHIIEBON
HPOMBIIIIEHHOCTH,
2014
6.1.2. /lonoJHUTe/ILHAS JIUTEPATYPa
ABTOpBI, COCTABUTENH 3arnaBue W3narenscTBo, rof O anpec
JI2.1 |Aopamos B.E. DnemenTtapHas rpaMmarika coppemenHoro |Camapa: TloBomkckwit | http://www.iprbookshop.ru
AHTJIMICKOrO A3bIKA ISl HAUMHAIOIIHNX U rOCYIapCTBEHHBIH /71909.html
HPOIOJDKAOIINX ero H3y4eHHe: yaeOHoe YHHBEPCHUTET
nocobue 1715t By30B TEJICKOMMYHHKALMH 1

uHpopmatuku, 2013

6.3.1 IlepeuyeHb NpPOrpaMMHOro oGecnedeHust

6.3.1.1{MS Office

6.3.1.2| Aunexc.bpayzep

6.3.1.3|LibreOffice

6.3.1.4|Kaspersky Endpoint Security mnst 6usneca CTAHJAPTHBIN

6.3.1.5|MS WINDOWS

6.3.1.6/Moodle

6.3.1.7|NVDA

6.3.2 [lepevyens nHGOPMALHOHHBIX CIIPABOYHBIX CUCTEM

6.3.2.1|OnekTponno-6ubnuoreunas cucrema [IPRbooks

6.3.2.2|ba3a naHHbIX «JnekTpoHHas OnbmuoTeka ['opHO-ANTalCKOr0 TOCYIapCTBEHHOTO YHUBEPCUTETA)

6.3.2.3|MexBy30BCKas 3JICKTpOHHAs OMOIMOTeKa

7. OBPA3OBATEJIBHBIE TEXHOJIOI'MA

poieBasi urpa

TIpe3eHTALNS

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JTUCIUIIVIMHBI MOAY JIS)

Homep ayauropun |(Haznauenue OcHOBHOe OCHaLLleHHE

215 A1l KomnerotepHsriii kinacc. YueOHas Pabouee mecto mpenonaBatens. [locamounsie MecTa is
AyJTUTOPHS sl IPOBEICHUS 3aHATHI o0y4aromuxcs (0 KOMHIECTBY OO0 YJAFOIITIXCS).
JIEKITMOHHOT'O THITA, 3aHATHHA Kommerotepst ¢ qoctymom B MHTEpHET

CEMHMHAPCKOro THUMa, KypCcoOBOr0
MIPOEKTUPOBAHUS (BBITIOITHEHUS KYPCOBBIX
paboT), TPYNIIOBEIX W MHIAWBUAYAIHHBIX
KOHCYJBTAIMH, TEKYIIEro KOHTPOIIS U
TIPOMEKYTOYHOH aTTECTAIHH.




219 Al KomnbroTepHsrit kinacc. YdueOHas Pabouee mecto mpenonaBatens. [locamouabie MecTa IS
AyANUTOPUS JUIS TIPOBEICHUS 3aHITHIH o0yyatommxcst (10 KOIMIECTBY 00yUJaroIINXCsl).
JIEKIIMOHHOT O THIIa, 3aHATHI ceMuHapckoro |KommbioTeps! ¢ moctynom B MHTEpHET
THIA, KypCOBOT'O IIPOEKTUPOBAHUS
(BBIIOJTHEHUSI KYPCOBBIX pador),
TPYMNIIOBBIX U HHANBHIYaJIbHBIX
KOHCYJIBTAIMH, TEKYIIEro KOHTPOIIS 1
MIPOMEXYTOYHOH aTrectanmu. [ToMemenne

409 Al Kabuner meronuku npernogaBanus xuMuu. |Pabouee mecto npenonaBarens. [locagounbie Mecra Juist
YueOHas ayauTopus ISl IPOBEACHUS o0y4atomuxcst (10 KOJIMYECTBY 00yUJaroIIuXCsl).
3aHATHH JIEKIMOHHOTO THIIA, 3aHATHIH YueHundeckas 10CKa, MPOEKTOP, KOJIOHKH,
CEMUHAPCKOr0 THIIA, KYpCOBOT'O JIOKyMEHTKaMepa, HOyTOYK C BBIXO/IOM B HHTEPHET,
MIPOEKTUPOBAHUS (BBITIOIIHEHHUS KYPCOBBIX  |XMMHUYECKHE PEAKTHBBI, XUMHYECKas! TOCY/a, BHITSHKHBIE
paboT), TPYNIIOBBIX M UHIAUBUAYAIbHBIX CHCTEMBI, BBIIIPSIMHUTEIb, TA30METP, KOJJIEKIINS METaJIIOB,
KOHCYJIbTallUH, TEKYILETO KOHTPOJIS U WHBEHTaPh 151 00CITy)KHBaHHs y4eOHOr0 000pyIOBaHUs,
IPOMEKYTOYHOH aTTeCTalluu TIOJIKY JUTSL XpaHeHHsl y9eOHOro 000py/10BaHHs

421 Al JlaGopaTopust opraHMYeCKOi XUMHH. PabGouee mecto npenonasarens. [locamounsie MecTa st
YueOHast ayauTopus AJIsl IPOBEACHUS o0y4atormmxcst (10 KOJIMYECTBY 00yUaroIuxcsi).
3aHATHH JIEKIIMOHHOTO THIA, 3aHATHH YueHndeckas JOCKa, XMMHYECKHUE PEAKTUBBI, XHUMUYECKast
CEMUHAPCKOro THIIA, KYpCOBOTO MOCY/a, BBITSDKHBIE CHCTEMBI, TIPHOOP ISl IEPErOHKH,
MPOEKTHPOBAHHUS (BBIMOJHEHHS KYPCOBBIX  |BECHI, MHBEHTAPh ISl 0OCITy)KMBaHHS y4eOHOTO
paboT), TPYINOBBIX U MHAWBUAYAIbHBIX 000pyIOBaHUsl, TIOJIKK JUIS XpaHEeHUs! yaeOHOTro
KOHCYJIbTAIIUH, TEKYILEr0 KOHTPOJIS U 00opyoBaHus
MPOMEKYTOYHON aTTECTAllNU

422 Al JlaGopaTopusi HEOpPraHUYECKOH XUMHUHU. PaGouee mecto npenoaasatens. [Tocagounsie Mecta st
VYueOHast ayauTopust JJIsi IPOBEACHHS o0y4atrormuxcst (1o KOJMMYECTBY 00yUarOIIUXCs).
3aHATUN JIEKIIMOHHOTO TUIIA, 3aHITHI VYuennueckas qocka, anmnapart Kurmma, xumudeckue
CEMHHAPCKOro Turia, KypcoBoro PCaKTHUBBI, XUMHUYECKas I10CYyAa, BbITSXKHBIC CUCTEMBI,
HPOEKTUPOBAHUS (BBIIOJIHEHUS KYPCOBBIX |BEChI, HHBEHTAph JUIsl 00CIY)KUBaHUsS y4eOHOro
paboT), TPYIIOBBIX U HHAUBUAYAIbHBIX 000pyaOBaHMs, IOJNKHU U1 XpaHEHUs y4eOHOTr O
KOHCYJIbTalluH, TEKYILEr0 KOHTPOIIS U 000pynoBaHUs
MPOMEKYTOYHON aTTECTAIlNU

301 Al Y4eOHast ayquTOpus A1 IPOBEICHUS Pabouee mecto npenogasatens. [locagounsie mecta
3aHATUH JIEKIMOHHOI'O THIIA, 3aHITHI o0y4atrormumxcsi (1o KOJMUYECTBY 00YUYaIOIIUXCsl).
CEMUHAPCKOro THIIA, KypCOBOI'O HHTepakTHBHAs JOCKA C TIPOCKTOPOM, KOMIIBIOTED,
MIPOEKTUPOBaHUs (BBIIOIHEHUSI KYPCOBBIX  |ydeHHYECKasl JOCKa, Pe3eHTallMOHHas TpUOyHa,
paboT), TPYNIIOBEIX U UHIAUBUAYAIBHBIX HOIKITIOYEHHE K HHTEPHETY, MUKPO(OH, YCHIUTEIbHBIC
KOHCY/bTAaIUH, TEKYIIEro KOHTPOJIS U KOJIOHKH
NPOMEKYTOUHON aTTECTAIINH.

9. METOANYECKHE YKA3AHMUA VIS OBYYAIOIUXCS IO OCBOEHUIO JUCIUIIIMHBI (MOAYJISA)

MeroquyecKkre yKa3aHus [0 YTCHUIO U IEPEBOAY TEKCTOB

INoHnMaHue TEKCTA JOCTUTACTCs PH OCYILIECTBICHUHU JBYX BU/IOB YTCHHUS:

1) u3yd4aromero 4YreHus;

2) uTeHHs C OOIIMM OXBATOM COJCPKAHMS.

ToYHOE U MOJHOE MOHUMAHHE TEKCTa OCYLIECTBIISCTCS IITEM H3Y4arOIIero YTeHMs, KOTOPOE MPEANoIaraeT yMEeHHE
CaMOCTOSITEIFHO MPOBOAUTH JICKCHKO-IPAMMATHYCCKUI aHAIN3 TEKCTa. MITOroM M3y4aromero YTeHust sIBISICTCS aJeKBaTHBIN
MEPEBOJI TEKCTA HA POJHOM SI3IK C IIOMOIIBIO CIIOBapsi. [Ipu 3TOM ciieyeT pa3BHBaTh HABBIKH II0Jb30BAHMUS OTPACICBEIMU
TEPMHUHOJIOTHYCCKIMHE CJIOBAPSIMHE H CJIOBAPSIMH COKPALICHUIA.

Yurasi TEKCT, MpeIHA3HAYCHHBII IS IOHUMAHUSI OOLIEro COePIKAHMS, HEOOXOIUMO, He 00paIasCh K CIIOBAPIO, IIOHITH OCHOBHOM
CMBICIT IPOYHUTAHHOTO.

O6a BHa YTCHHSI CKJIAIBIBAIOTCS U3 CIICAYIOIIUX YMCHHIA:

a) Iora/iIBaThCS O 3HAYCHUH HE3HAKOMBIX CIIOB Ha OCHOBE CIIOBOOOpPA30BAaTEIbHBIX IPH3HAKOB U KOHTEKCTA;

0) BUJIeTh MHTEPHALOHAIBHBIC CIIOBA U ONPE/IEIATh UX 3HAUCHHUE;

B) HAXOJWUTH 3HAKOMBIE TpaMMaTHIECKHE (POPMBI I KOHCTPYKIINHU U YCTaHABINBATH UX YKBHBAJICHTHI B PYCCKOM SI3BIKE;

T') HCIIONB30BAaTh HMEIOIIUHCS B TEKCTE HILTIOCTPATHBHBIA MaTepHal, CXeMBbI, GOPMYITHI H T.IL.;

1) IPUMEHATH 3HAHHSA 10 CHEIHAIBHBIM, O0IIETEXHIIECKNM, OOIIe3KOHOMUYECKAM IpeIMeTaM B Ka4eCTBE OCHOBBI CMBICTIOBOH U
SI3BIKOBOM JOTaJIKH.

OmanM 13 3¢ ¢eKTHBHBIX TPHUEMOB (GOPMUPOBAHUS CHOCOOHOCTH CaMOCTOSITEIBHO PA0OTaTh C TEKCTOM  SIBISETCS
nepeckas. [IofroroBka k mepecka3sy TEKCTa BKIIOYAeT B ce0S pasjeleHne TeKCTa Ha CMBICIOBBIC YacTH, BBIICICHHUE
KITIO9eBBIX (hpa3, cocTaBIeHHE IIaHa Mepeckasa.

IIpu moaroroBke mepeckaza TEKCTa PEKOMEHIYETCsS BOCIIOJIB30BAThCS CIAEAYIOIIEH MaMsITKOI:

1. Tlocme mpouTeHwWsi TeKcTa pa30eiiTe ero Ha CMBICIOBBIC YaCTH.

2. B Kkaxmol dYacTW HaiiauTe NpeUIoKeHHe (HX MOXKeT OBITh HECKOJIBbKO), B KOTOPOM 3aKITIOYEH OCHOBHOM CMBICI
2TOW YACTH




TeKCcTa. BeinumunTe 3T npeaioxeHus.

3. TlomyepkHUTE B O3THUX MNPEUIOKEHHUIX KIIFOUEBBIE CIIOBA.

4. CocraBbTe IUIaH NepecKasa.

5. Onwupasich Ha IUIaH, EPECKaKUTE TEKCT,

6. Omnwmpasicb Ha KIIOUEBBIE CJIOBA, PACCKAXKUTE TEKCT.

IIpu mnepeckase TeKcTa pPEKOMEHIYETCS HCIIOIb30BATh PEUEBbIEC KIIHILE.

Mertoanueckue peKOMEHAALMH 110 [TOJrOTOBKE NPE3EHTalU
Co3ltaHue Npe3eHTalul COCTOUT U3 TPEX ITAIOB!
1. IInaHMpOBaHKE IPE3EHTALNN BKITIOYALT B CEOSL:
1. Onpenenenue Lenei.

2. Onpezenenyie OCHOBHOU UJIEU NPE3EHTALUU.

3. Tlonbop nomoaHUTETEHON HHOOPMALIUH.

4. IInanupoBaHUE BBICTYIUICHUSL.

5. Coznanue CTpyKTYphI IIPe3eHTaluu.

6. IIpoBepka JIOrMKM IOlauu MaTepuaa.

7. IloAroToBKa 3aKIIOYEHUSI.

II. Pa3paboTka npe3eHTaluu.

II1. 3amuTa nmpezeHTaum.

Metoanuieckue peKOMEHIAINHN TI0 MOJTOTOBKE POJIEBON UIPBI

B cTpyKType poseBoii Urphl Kak Iporecca BBIACISIOTCS CICAYIOLINE COCTABIISIONIIE:

- TeMa,

- POITH, B3SATHIC Ha CeOsl UTPAIOIIUMH;

- UTPOBBIE ACHCTBUSI KaK CPEACTBA PeATU3AIMH dTHX POJIeH;

- UTPOBOE YIOTPEOIICHHE MPEIMETOB, T.C. 3aMENICHUE PEATbHBIX BEIIEH UTPOBBIMHU, YCIOBHBIMHU,

- peaJibHbIC OTHOMICHUS MY UTPAIOIIAMH;

- croxeT (comepkaHue) — obsacTb  ISUCTBUTEIBHOCTH, YCIOBHO BOCIIPOM3BOANMAS B HIPE.

B nipotiecce poneBoii urpbl 0TpadaThIBAIOTCS U YCBAUBAOTCS:

1) aTHYeCKHe HOPMBI U IIPaBUjIa MOBEACHHS U ONpeeeHHbIe COLMAIBHBIE POJIM B TOM MM HHOM 3THOKYJIBTYPHOM COOOILECTBE;
2) 0COOEHHOCTH, XapaKTepHbIE YePThl, BOSMOKHOCTH T€X WM MHBIX COLMATIBHBIX TPYIII I ONPEACICHHBIX KOJUIEKTHBOB —
AHAJIOroB NPeaNPHUATHH, GUpPM, T.€. pa3IUUHbIe TUIIB SKOHOMHYECKUX U COLMAIbHBIX HHCTUTYTOB, UTO BIIOCIEICTBUHN MOXKET OBbITH
[IEPEHECEHO B COLHATIbHYIO IPAKTHUKY;

3) yMEHHUsI COBMECTHOW KOJUIEKTUBHOM JIESTEILHOCTH;

4) KynbTYpHBIC TPAJAUIMUA U HOPMBI.

PoseBbie Urpbl, TeMa U CIOXKET KOTOPBIX OCHOBAH Ha COIEPKAHUH TEKCTOB, WILTIOCTPUPYIOT IIOBEICHNE B CUTYalluU
MEXKYJIBTYPHOTO OOIICHHSI.

B xauecTBe mpueMoB, XapaKTEPHBIX ISl METOA POJIEBOM UIPbI, BBICTYNAIOT CIACAYIOIIHE:

- IPUEM BOCCO3JIaHUSI KOMMYHHUKAaTUBHOTO KOHTEKCTa, KOMMYHHKATHBHON CUTYallUH;

- IPUEM BUPTYAIbHOH SKCKYPCHH, KOTOPBIA MOXKHO OPraHU30BATh KAaK C TOMOIIBIO TEXHUYECKUX CPEICTB, TAK U C UCIONb30BAHUEM
peanbHbIX (OTOMATEPHATIOB B y4eOHOM ayIMTOPHUH,

- IPUEM JIpaMaTU3aluy, HaPaBIECHHBIN HA CO3JaHUE YCIIOBUH, NPUOIMKEHHBIX K YCIIOBUSAM PEAbHOTO OOLIECHUSI, CBSI3aHHBIN C
CO3ZIaHHEM CUTYaLMH OOLICHUs, ONPE/IeNICHUEM 1IeTIH, PacpeieIeHHEM POJIeH;

- ipueM pedIIeKCUBHOM WACHTH()HUKALINK, IPEANONAralOIIUN HACHTU(HUKAIMIO ¢ 00bEKTOM OOIIEHHS U IIOBECTBOBAHNE OT UMEHH
9TOro 0OBEKTa.

Meroanieckue yka3aHHs K HAIMCAHUIO JAETOBOTO MHChMa

S13pIK HanMCaHUs JETOBOT0 MHChMa OTIMYACTCS OT CTUIISL IMYHOTO MMChbMa. B 1e0BBIX MUcbMax s3bIK Oosee oQuIMaieH u CTpor;
HE IPUHATO YIOTpeOJICHNEe COKPALICHHBIX IIArOJIBHBIX (POPM, B TO BpeMs KaK KOHCTPYKIIMH CO CTPAJaTEIbHBIM 3aJI0rOM
HCTIONB3YIOTCS TOpa3ao yamie. J{jist 1enoBoi mepenucKy XapakTepHO YIOTpeOIeHne CTaHAAPTHBIX BEIPAXKEHHH, UCTIONB3YEMBIX IS
TIOATBEPKICHUSI IOTYYESHUSI JETOBBIX TIMCEM, JUISl BBIPAXKEHHS IIPOCHOBI, IPH COOOIEHNH O TIOCBUIKE KaTalOroB WM IOKYMEHTOB,
IIPU CCBUIKE Ha JOKYMEHTHI U T.Jl. 3TH CTAHAAPTHBIE BRIPAYKEHUSI HEOOXOUMO BBIYUIHTb.

BerynuTenbHoe 00palieHne MUIIETCsl CISIYIOIIMM 00pa3oM:

1. ecnu BBI He 3HaeTe (PaMUITHIO YETOBEKA MITH JIFOJICH, K KOTOPHIM BbI 0OpalaeTech, MMChbMO 00BIYHO HaYMHaeTcs co cioB Dear Sir,
Dear Sirs i Gentlemen.

2. Ecnu BBI mUIIKTE XKEHIIMHE U HE 3HaeTe ee (PaMuInio, OObIYHBIM siBIIsieTCs oOpaineHne Dear Madam.

3. Eciu BBI 3HaeTe haMIIIuio ajpecarta, OOBIYHBIM OOpAIICHHEM K MYXXUUHE SBIISICTCS

Dear Mr. Smith, x sxenmmuae Dear Miss Smith (He3amyxHeit xxenmune), Dear Mrs. Smith (3amyxueit sxennune), Dear Ms. Smith
(ecnu BBI HE 3HAETE, 3aMY)KEM OHA WIIH HeT. DTa (opma mpuodpeTaet Bce Ooee MUpOKoe paclpoCTpaHEHHUE).

B nenoeom nrceme B obpamiennu HEJIB3 S mucate UM S mocne cios Mr., Mrs, Ms.

OCHOBHO# TEKCT MHChMa

1. TTncemo-3ampoc, xanoda u T.1L.

B Havane menoBoro nuchbMa yKa3plBaeTCsl IPUYMHA HAIIMCAHUS TAHHOTO NchMa. OOBIYHBIM HAYaJIOM MOTYT CIY)KUTh BBIpaXKeHHs |
am writing in connection with...

I am writing to enquire about... Ecii BBI mumere odepeHOe MICEMO MO OJHOMY H TOMY K€ BOIPOCY, TO HA9aIOM MOTYT SBIIATHCS
BeIpakenus Further to. ..

With reference to...




2. I[lucemo-otBeT

OOBIYHBIM HAYaJIOM SIBJISIETCS

Thank you for your letter of 12 January ( O6parure BHEMaHHe Ha npesior of), In reply/ answer/ response to your letter of 12
January...

B coobuieHnsx 00 HCIIOTHEHUH MPOCKOBI YIOTPEOIISIOTCS CIACSTYIONIIE BIPAKECHHS:

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

[pu U3BEIICHNH O MOCBUTKE JOKYMEHTOB, KATAIIOTOB | T.I. 00BIYHO HCIONB3YIOTCS Clienyroline Beipakenus: We are pleased/ glad
to send you..., We enclose..., We send enclosed...

JlenoBoe mrchbMO OOBIYHO JCTUTCS Ha ab3aipl. JeneHne noadepKUBaeTcsl CJIOBaMU:

First of all, Firstly, Secondly, Finally

He 3a0b1BaiiTe 0 CIOBax, CBSI3BIBAIONINX OTACIBHBIC YACTH MPE/JIOKECHHIN, U BBOJHBIX CIIOBAX:

Moreover, In addition to it

So, As a result, Therefore

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

In conclusion, To sum up, On the whole

He 3a0b1BaiiTe 0 BEXKIIMBBIX CIIOBAaX U BBHIPAKCHHUSIX:

I would be very pleased...

Will you be so kind to inform me...

I will be obliged if you could ...

I would appreciate if you could...

3akrounTeNbHas (GopMyIia BEXKIUBOCTH BKIIFOYACT B Ce0sI TAKUE BBIPOKCHUS, KaK:

I look forward to hearing from you soon. If you require any further information please do not hesitate to contact us.
3aKIOuuTeNbHAs YacTh UChMa — MOJIIMCh — 3aBUCUT OT oOparieHus. Eciau Bbl Hayanu nmucbMo ¢ oopaienus Dear Sir, Dear Sirs
Dear Madam uiu Gentlemen, B KoHIIe TCbMa IIepes MOAIMCHIO BB IOMDKHBI IIOCTaBUTH citoBa Y ours faithfully.

Ecnu BbI Havanmu nuceMo ¢ oopamienus Dear Mr. Smith, Dear Miss Smith, Dear Mrs. Smith, Dear Ms. Smith 00bIYHBEIM OKOHYaHHEM
Oynyrt cioBa Yours sincerely.




