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1. HEJIX U 3AJAYU OCBOEHUSA TUCIMITJINHBI

1.1{L{enu: popMupoBaHHe HHOS3BIYHONH KOMMYHHUKATHBHOW KOMIIETEHIIMH JIJISI IEIOBOTO OOILICHUS B YCTHON M MUCHBMEHHOMN
(dopmax.

1.2|3a0auu: - popMupoBaHHe TPAMMATHYCCKUX U JICKCUYICCKUX HABBIKOB JIJISl KOMMYHUKAIIMH HA HHOCTPAHHOM SI3BIKE;
- (hopMupoBaHHe yMEHUIT YTEHNS TEKCTOB IO CIICIIHAIBLHOCTH O€3 CI0Baps U CO CIOBAPEM;

- (hopMupoBaHTE KOMMYHHKATHBHBIX YMEHHHA YCTHOTO MOHOJIOTHYECKOTO

W TAAIOTHYECKOTO BBICKA3BIBAHUS B IIPOIIECCE ACTOBOTO OOIICHNS Ha MHOCTPAHHOM S3BIKE;

- (opMupoBaHE HABBIKOB MHCHEMa, HEOOXOIUMBIX ISl BEICHUS JICIIOBON TIEPETIHCKH.

2. MECTO JUCHUIIIMHBI B CTPYKTYPE OOII

Huka (paznen) OOIT: b1.0.01

2.1|TpeGoBanus K NpeABAPHUTE]bHOI NOAT0TOBKE 00y4aIOIIerocs:

2.1.1|IIpeAriecTBYIOMMMH AUCIUIUTAHAMHE SBISIOTCS TUCHUILIHHBI SI3IKOBOM MTOJTOTOBKH Ha MPEIBIAYIEM YPOBHE
o0pa3zoBaHus.

2.2|JucuMnInHbI H IPAKTHKH, /15 KOTOPBIX OCBOEHHUE JAHHOH ANCHUTLIMHBI (MOAYJIs1) HEOOX0AMMO KaK
npeauiecTByloIlee:

2.2.1|Cneukypc Ha HHOCTPAHHOM SI3bIKE

2.2.2|BbInoHEHNE U 3alUTa BBITYCKHON KBaTH()UKAIMOHHON paboThI

2.2.3|MexXKyapTypHbIE KOMMYHUKALIUN HA MHOCTPAHHOM SI3BIKE

3. KOMIIETEHIIMHN OBYYAIOIET'OCs, ®OPMUPYEMBIE B PE3YJIbTATE OCBOEHUSA JTUCITUIIJINHBI
MOAyJis)

YK-3: Cnoco0eH ocylecTBJISITh CONMAIbHOE B3aUMO/elicTBHE M PeaiIn30BbIBATH CBOIO POJIb B KOMaH/ie

HU-1.YK-3: IlonumaeT 3¢ (peKTHBHOCTb HCII0/1b30BAHUS CTPATerny COTPYAHHYECTBA /1 AOCTHKEHHUS II0CTABICHHON 1eJIH,
onpeessieT CBOI0 POJib B KOMaH/Ie

- 3HaeT 3 PEKTUBHOCTD MCIIOJIB30BAHUS CTPATEIUU COTPYIHUYECTBA JUIS JOCTHKEHHUS IIOCTABJICHHOM IeITH.
- YM€eT OIPEAENIATh CBOIO POJIb B KOMaH[Ie
- BIaJeeT CTpaTerusMu COTPYIHUYECTBA sl JOCTHXKEHHS IOCTaBICHHOM Liesn

N-4.YK-3: D¢pdexTnBHO B3auMojeiicTBYeT ¢ APYyTrUMHU YJIeHAMU KOMAHAbI, B T.4. y4acTByeT B 00MeHe HH(popManueii,
3HAHUSIMHU U ONIBITOM, H NMPe3eHTAIIMU Pe3yJIbTATOB Pa0OThI KOMAH/BI

- 3HaeT MpaBuiIa NPOPECCHOHAIBHOTO PEYEBOTO STHKETA
- yMeeT apryMeHTHPOBAHO MU3J1araTh COOCTBEHHYIO TOUKY 3pEHHS Ha HHOCTPAHHOM SI3bIKE
- BJIaJIeeT HaBbIKAMH BEJCHUS TUCKYCCUH U TIOJIEMUKH HA HTHOCTPAHHOM SI3bIKE

YK-4: Cnioco0eH ocyliecTBJISITH 1€JI0BYI0 KOMMYHMKAIMIO B YCTHOH M MHMCbMEHHOI (popMax Ha rocy1apcTBEHHOM sI3bIKe
Poccuiickoii @egepannu 1 ”HOCTPAHHOM(BIX) A3bIKe(AX)

HNI-1.YK-4: BoiOupaeT Ha rocyJapcTBEeHHOM M HHOCTPAHHOM (-bIX) SI3bIKAX KOMMYHMKATHBHO NpHeMJieMble CTHJIb 1eJ10BOT0
o0meHus, BepdajibHble H HeBepOaibHbIe CPEACTBA B3aUMO/eiicTBHSI ¢ IApTHepaMH.

- 3HAeT OCHOBHBIE IPAMMATHYECKHE CTPYKTYPHI; 00LIEyOTPeOUTENbHYIO, OOIIEKYABTYPHYIO U MTPOYECCHOHATBHYIO JIEKCUKY;
peueBbIe Kiulie, He0OX0AUMBIE ISl OCYIIECTBIICHUS AJI0BOM KOMMYHHKALIMU HA HTHOCTPAHHOM SI3bIKE

- yMEET IMOCTPOUTh BBICKAa3bIBAaHUS B CMOJIEIHPOBAHHBIX (IIPEATAaraeMbIX) CUTYAlUsIX OOIIEHUS Ha HHOCTPAHHOM SI3BIKE,
MIPaBWIBHO HCIONB3Ys BepOajibHble U HEBepOasbHbIE CPECTBA OOIIECHHS

- BJIaIeeT HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JI€JI0BOTO OOIIEHHUS

NA-2.YK-4: Bener 1e/10BY10 IepeNHUCKY, yYUTbIBasi 0COOCHHOCTH CTHIHMCTHKY 0(pHIHAIBHBIX H HeOHIUAIbHBIX NHCEM,
COLMOKYJ/IbTYPHBIE Pa3/in4us B popMaTe KOPPECHOHAEHIMH HA TOCY1aPCTBEHHOM H MHOCTPAHHOM (-bIX) A3bIKAX.

-3HaeT OCOOCHHOCTH CTHJIMCTUKY HAIMUCAHUS O(UIMATIbHBIX U HEO(UIHATIBHBIX IIHUCEM; YMEET BECTH JIEJIOBYIO IIEPEIUCKY C Y4eTOM
COLIMOKYJIBTYPHBIX OCOOCHHOCTEH ¢ MPEeACTaBUTEISIMU JPYTHX CTPaH; BlIaJeeT TEXHUKOH IeI0BOTo MIChMa Ha HHOCTPAHHOM SI3BIKE.

N-4.YK-4: leMOHCTpHpPYeT YMeHHe BBINOJIHATH IepeBo/] NPO(ecCHOHAIbHBIX TEKCTOB ¢ HHOCTPAHHOIO (-bIX) Ha
rocyJapcTBeHHbIIi SI3bIK U 00paTHO.

- 3HAaeT OCHOBHBIE MIEPEBOIUECKUE TpaHCHOopMaLny;
- YMEeT BBINOJHATE IEPEBOA MPOdeCcCHOHaIbHBIX TEKCTOB € MHOCTPAHHOTO(-bIX) HA TOCYIAPCTBEHHBIH A3bIK U 0OPaTHO;
- BJIaJIeeT OCHOBAMH TEXHUKH IIepeBO/IA.




4. CTPYKTYPA U COJIEP’KAHME JUCIUIIMHBI (MOY.JIsT)

and checking arrangements. Speaking:
Book guests into a hotel. Writing: e-mail.
Reading: A business hotel brochure.
Listening: travel information.

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

/Cp/

Kon HaumenoBanue pasnenoB u tem /Buj | Cemectp / | YacoB | Komneren- | Jlutepatypa | Uurte | Ilpumeuanue
| sansTus sapgrus/ Kvpce uup DAKT.
Paznen 1. Conep:xanmue.
1.1 Introductions. Work and leisure. 1 22 WUA-1.YK-3 |JI1.1J12.1 J12.2 0 Tecr. IlepeBon
Na-4.YK-3 TEKCTa.
Jobs and studies. Nationalities. to be a/ an NI-1.YK-4
with jobs; wh- questions. Introducing HU-2.YK-4
yourself and others. Writing: e-mail. WJ1-4.YK-4
Reading: Meet Jeffrey Immelt.
Days, months, dates. Leisure activities.
Present simple. Adverbs and expressions
of frequency. Socialising 1: talking about
work and leisure. Writing: list. Reading:
Carlos Ghosn, Superstar — CNN. /J1a6/
1.2 Introductions. Work and leisure. 1 25 UA-1.YK-3 [JI1.1J12.1 JI2.2 0
na-4.YK-3
Jobs and studies. Nationalities. to be a/ an HUJ-1.YK-4
with jobs; wh- questions. Introducing WJ-2.YK-4
yourself and others. Writing: e-mail. nJ-4.YK-4
Reading: Meet Jeffrey Immelt.
Days, months, dates. Leisure activities.
Present simple. Adverbs and expressions
of frequency. Socialising 1: talking about
work and leisure. Writing: list. Reading:
Carlos Ghosn, Superstar — CNN. /Cp/
1.3 Business trips (airports, hotels). Food 1 22 UA-1.YK-3 |JI1.1J12.1 J12.2 0 Tecr. PoneBas
and entertaining. nJ-4.YK-3 urpa.
na-1.yK-4
Travel details: letters, numbers, times. nJ-2.YK-4
Can/can’t. There is/are. Making booking NJ1-4.YK-4
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.
/J1ab/
1.4 Business trips (airports, hotels). Food 1 30 UA-1.YK-3 [JI1.1J12.1 JI2.2 0
and entertaining. Na-4.YK-3
nua-1.yK-4
Travel details: letters, numbers, times. NJ-2.YK-4
Can/can’t. There is/are. Making booking NJ1-4.YK-4




1.5

Sales. People.

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

/J1a6/

14

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

J1.1J12.1 J12.2

Tecrt. IlepeBon
TEKCTa.

1.6

Sales. People.

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

/Cp/

20

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

J1.1J12.1 J12.2

1.7

Markets. Companies.

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

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

/J1a6/

14

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

JI1.1J12.1 J12.2

Tecr.
Juckyccus.




1.8

Markets. Companies.

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

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

/Cp/

15

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

J1.1J12.1 J12.2

1.9

Cultures. Jobs.

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

Skills you need for a job. Skills and
abilities. Present perfect. Past simple and
present perfect. Interview skills. Speaking:
Choose a candidate for a job. Writing:
letter. Reading: A curriculum vitae.
Listening: An interview for a job. /JIa6/

22

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

J1.1J12.1 J12.2

Tectro IlepeBon
TEKCTa.

1.10

Cultures. Jobs.

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

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

/Cp/

30

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

JI1.1J12.1 J12.2




1.11 Problems. 22 WJ-1.YK-3 [JI1.1J12.1 JI12.2 Tecr.
na-4.vyK-3 [IpezenTanmst.
Adjectives describing problems. Present WJ-1.YK-4
simple: negatives and questions, have got. Na-2.YK-4
Telephoning: solving problems. Speaking: na-4.yK-4
Complain about holiday problems.
Writing: telephone message. Reading:
Survey of problems at work /J1a6/
1.12  [Problems. 34 WUA-1.YK-3 |JI1.1J12.1 JI2.2
na-4.YK-3
Adjectives describing problems. Present na-1.yK-4
simple: negatives and questions, have got. Na-2.YK-4
Telephoning: solving problems. Speaking: na-4.yK-4
Complain about holiday problems.
Writing: telephone message. Reading:
Survey of problems at work. /Cp/
Paznean 2. [IpomeskyTouHAs aTTeCTALUS
(3x3aMeH)
2.1 ITonroroBka K 3x3aMeny /Jk3ameH/ 34,75 | UO-1.YK-3 |JI1.1J12.1 JI2.2
na-4.YK-3
na-1.yK-4
na-2.yK-4
na-4.yK-4
2.2 Kontpons CP /KCPATT/ 0,25 | UA-1.YK-3 |JI1.1J12.1 JI2.2
na-4.YK-3
Ua-1.yK-4
na-2.yK-4
na-4.yK-4
2.3 KonTaktHas pabora /KoHcOK/ 1 NA-1.YK-3 [JI1.1J12.1 J12.2
na-4.YK-3
na-1.yK-4
Ua-2.yK-4
na-4.yK-4
Paznean 3. [IpomeskyTouHas aTTeCTALUS
(3auér)
3.1 ITonroroBka k 3auéry /3a4ét/ 8,85 | UJ-1.YK-3 |JI1.1J12.1 JI2.2
na-4.YK-3
na-1.yK-4
na-2.yK-4
na-4.yK-4
3.2 Konrakrnas pabora /KCPATT/ 0,15 | UA-1.YK-3 [JI1.1J12.1 J12.2
na-4.YK-3
na-1.yK-4
na-2.yK-4
na-4.yK-4
Pa3nen 4. [IpomexxyTouHas aTTecTanust
(3au4ér)
4.1 TToaroroBka k 3auéry /3a4yér/ 8,85 | UO-1.YK-3 |JI1.1J12.1 JI2.2
na-4.YK-3
na-1.yK-4
Ua-2.yK-4
na-4.yK-4
4.2 Konrakrras padora /KCPATT/ 0,15 | UA-1.YK-3 |JI1.1J12.1 JI2.2
na-4.YK-3
na-1.yK-4
Ua-2.yK-4
na-4.yK-4

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. IlosicHuTEeILHAS 3aNIMCKA

1. OneHOYHBIE CPeICTBA MPEAHA3HAYCHBI I KOHTPOJIS ¥ OLIEHKH 00pa30BaTENbHBIX JOCTIKECHUH 00YJarONIMXCsl, OCBOMBLINX

IporpamMMy y4eOHOH AUCHUIINHBI «IHOCTpaHHBIN S3BIKY.

2. ®oHA OLICHOYHBIX CPEICTB BKIIOYAECT KOHTPOJIBHBIE MaTepHAabl Ul IPOBEACHUS TEKYIEr0 KOHTPOJISI B JOpME TECTOBBIX




3aJJaHUi, MUCbMEHHBIX Pa0OT, POJIEBBIX UIP, IUCKYCCHUH, TEKCTOB JUI YTEHHS U II€PEBO/IA, IPE3CHTALMH, MPOMEXYTOUHON
aTTecTalyy B (OopMe BOIIPOCOB U 3aJaHUH K 3aUeTy U DK3aMEHY.

5.2. OueHo4HbIe CpPeACTBA /ISl TEKYLIEro KOHTPOJIs

BxoHo# KOHTpOIBL (pUMEpPHOE 3a/IaHKe)

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

2 looked

3 look

4 am looking

4.1 ... him since childhood.

1 am knowing

2 have known

3 knew

4 know

5. Beibepute noaxonsinee oTHocuTenpHOe Mectonmenune: 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

Kpurepun onenku:

Cryzent Boinonuun 84-100% 3agaHuil «OTIMYHO», HOBBILIEHHBIH YPOBEHb

Crynent BemonHUN 66-83% 3amanuii «XOpOIIO», MOPOTOBEIA YPOBEHB

Cryzaent Binonuun 50-65% 3ananuil «y10BIETBOPUTEILHOY, IOPOrOBbIA YPOBEHb

CryneHt BoimonHuI MeHee 50% 3a1aHuil «HEey0BIECTBOPUTEILHOY, YPOBEHb HE CQOPMUPOBAH

1 Cemectp
Texymuit koHTpOIIB 1
Tect (IIpuMepHble 3a1aHNsA)

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

2 flexible hours

3 high salary

4 company car

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

2 high salary

3 job security

4 company car

3. Match the sentence beginnings with the endings:

1 I don’t like going  a) to music.

2 Jorge quite likes  b) holiday in August.

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

5 We never listen  ¢) hours.

6 Susan loves going  f) out to restaurants.




7 lusually go on  g) from home once a month.
8 Piet often works flexible h) football on Sunday.

Crynent Bomonana 84-100% 3amaHuil «OTIMYHOY, TOBHIIIEHHBIH YPOBEHD

CryzaeHT BoinonHUI 66-83% 3a1aHuil «X0pol110», IOPOroBbli YpOBEHb

Cryaent Bemonaun 50-65% 3amanuii «yI0BIETBOPUTEIHHOY, TOPOTOBBIA YPOBEHD

CryzaeHT BoinonHua Medee 50% 3aJaHuil «HEYA0BIETBOPUTEILHO», YPOBEHDb HE CHOPMUPOBAH

Texymuuii KOHTpOIb 2
Tecr (TIpumepHbIe 3aaaHuUs)

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

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

A Really? And is her husband also ?

B Yes, he is.

A Does Kasia work at home one day every week?

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

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

A Do you and Kasia sometimes play at the weekend?

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

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

Al Ursula Becker.

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

B No, I’m not. I work in television.

A your job?

B I’'m Director of Advertising.

A do you work?

B At Channel 10.

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

A does she do?

B She’s a graphic designer.

A she travel in her job?

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

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

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

2 Can I speak to  b) a refund.

3T 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  g) later, please.

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

Kpurepun onenku:

Crynent Boinonuun 84-100% 3agaHuil «OTIMYHO», HOBBILIEHHBIH YPOBEHb

Cryaent BemonHUN 66-83% 3amanuii «XOpOIIOy», MOPOTOBEI YPOBEHB

Cryaent Binonsun 50-65% 3ananuil «y10BIETBOPUTEILHOY, IOPOTrOBbIA YPOBEHb

CryneHt BoimonHuI MeHee 50% 3a1aHuil «HEeyI0BIECTBOPUTEILHOY, YPOBEHb HE cQOPMUPOBAH

2 Cemectp
Texymmii KOHTPOIb 1
Tecr (IIpumepHbIe 3a1aHuUs)




1. Match the questions with the responses.

1 How much is the room per night?

2 Can I have your credit card details?

3 Is there a restaurant in the hotel?

4 What time do you expect to arrive?

5 Is there a car park?

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

7 Can I pay with American Express?

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

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

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

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

e) Yes, that’s right.

f) After 10 p.m.

g) I’d like to book a room, please.

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

2. Complete the conversation at a trade fair with the correct form of the verbs: be / close / come / cost / deliver / have / include / weigh
A Tell me about your new MP3 player.

B What would you like to know?

A Tell me about the design

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

A What’s special about it?

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

A What about colours?

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

A It’s very lightweight and compact.

B Yes, it about 150 grams and it just 10 centimetres long.

A What about the price?

B If you order from our website, it eighty dollars. The price postage and packaging and
we can in three days.

Kpurepuu oneHku:

Crynent Bomonana 84-100% 3amaHuil «OTIMYHOY, TOBHIIEHHBIH YPOBEHD

CryzaeHT BoinoNHUI 66-83% 3a1aHuil «X0po110», IOPOroBbIi YpOBEHb

Cryaent Bemonaun 50-65% 3amanuii «yI0BIETBOPUTEIHHOY, TOPOTOBBIA YPOBEHD

CryzaeHT BoinonHua Medee 50% 3aJaHuil «HEYA0BIETBOPUTEILHO», YPOBEHDb HE CHOPMUPOBAH

Texymuuit KOHTpOIIb 2
Tecr (TIpumepHbIe 3aaaHuUs)

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.

3. markets are usually small but profitable.

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

2. Write the numbers in words.
1.540
2.6,370
3.29,606
4.902,000
5.4,225,094
6.12.6%

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

2. make b) sell abroad

3. have a workforce of ¢) launch

4. export  d) employ

5. introduce e) provide




6. supply  f) start

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

When were they in Germany?

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

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

4.wasn’t/ work/ Ivan/ at/happy/.

S5.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 'm sorry, it’s not  f) any money for this.

7 How about studying  g) to me.

Kpurepun onenku:

Crynent Boinonuui 84-100% 3apaHuil «OTIMYHO», HOBBILIEHHBIH YPOBEHb

Crynent BemonHUN 66-83% 3amanuii «XOpOIIOY», MOPOTOBEI YPOBEHB

Cryzaent Binonsun 50-65% 3ananuil «y10BIETBOPUTEILHOY, IIOPOrOBbIA YPOBEHb

CryneHt BoimonHuI MeHee 50% 3a1aHuii «HEeyI0BIECTBOPUTEILHOY, YPOBEHb HE CQOPMUPOBAH

3 Cemectp
Texymuit koHTpOIIB 1
Tect (IIpuMepHble 3a1aHNs)

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

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

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

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

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

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) I think we need to target younger people.

b) I really like that idea.

c) I agree with you.

d) Let’s use Facebook and Twitter.

e) How about starting a Facebook page?

f) What about using social networking sites?

g) I don’t agree.

Tania I think we need to send out e-mail advertisements.

Franco (1) . Ithink that’s a great idea. Diana, what do you think?
Diana I’'m afraid (2)
Franco Why not?

Diana (3) . They don’t really use e-mail.
Tania So what should we do?

Diana (4) ?

Franco What, you mean like Facebook and Twitter?

Diana Yes.

Tania (5) . In fact, I think it’s brilliant.
Franco (6) ?

Franco Good idea. But what about Twitter?

Diana (7)

3. Complete the sentences with words and phrases: end / presentation / sections / subject / subject of / talk about / talk to you




1.Bytheend of my , you will have a clear idea of our plans.

2. My today is our sales strategy.

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

4. The my presentation is export sales.

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

7. My presentation is in three

Kpurepuu onenku:

Crynent Bomonana 84-100% 3amaHuil «OTIMYHOY, TOBHIIEHHBIH YPOBEHD

CryzaeHT BinonHUI 66-83% 3a1aHuil «XopolL10», IOPOroBblil ypoBEHb

Cryaent Bemonaun 50-65% 3amanuii «yI0BIETBOPUTEIHHOY, TOPOTOBBIA YPOBEHD

CryzaeHT BoinonHun Medee 50% 3aJaHuil «HEYA0BIETBOPUTEILHO», YPOBEHDb HE CHOPMUPOBAH

Texymuuii KOHTpOIb 2

Tecr (TIpumepHbIe 3aaaHuUs)

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

¢) 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 T'have to move these boxes.

BI(3) help you.

AReally? Thanks!

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

B Yes. I1(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(Q2) start my own company.

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

4 Cemectp
Texymuit koHTpOIIB 1
Tect (IIpuMepHbIe 3a1aHMs)

1. Choose the best words to complete the conversation.

A Look at the time.

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

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

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

A Why not?

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

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

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




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

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

A Do you travel a lot for work?

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

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

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

A (6) (you like) it?

B Yes, it was fantastic.

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

. Match the sentences with the responses.

. What time is good for you?

. What’s a good day for you?

. We could meet the other members of the team.

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

. Do you have any special strengths?

. What do you do in your free time?

. What did you learn from your last job?

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

O 00 1O\ LN A Wi — W

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

b) I spend a lot of time reading.

¢) How about 4.15?

d) ’'m afraid I can’t make that date.

e) [ improved my organisational skills.

f) 27th March would be fine.

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

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

Kpurepun onenku:

Crynent Boinonuun 84-100% 3apaHuil «OTIMYHO», HOBBILIEHHBIH YPOBEHb

Cryaent BemonHUN 66-83% 3amanuii «XOpOIIOy», MOPOTOBEI YPOBEHB

Cryaent Binonsui 50-65% 3ananuil «y10BIETBOPUTEILHOY, IOPOTrOBbIA YPOBEHb

CryneHt BoimonHuI MeHee 50% 3a1aHuil «HEeyI0BIECTBOPUTEILHOY, YPOBEHb HE cQOPMUPOBAH

Texymuuit KOHTpoIb 2
Tecr (TIpumepHbIe 3aaaHuUs)

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

b) My main aim is to become

¢) I had a problem with

d) 'm sorry I

e) The traffic was

f) My main skills are

g) Let’s talk to

h) We should move him to

1) 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 Tagree. (6) him.

Conversation 4
A What do you want to do in the future?
B (7) a manager.




B That’s a good idea.

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

A Why not?

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

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

B Sure.

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

B You need to be patient!

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

A Do you travel a lot for work?

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

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

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

A (6) (you like) it?

B Yes, it was fantastic.

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

. Match the sentences with the responses.

. What time is good for you?

. What’s a good day for you?

. We could meet the other members of the team.

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

. Do you have any special strengths?

. What do you do in your free time?

. What did you learn from your last job?

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

O 00 1O\ LN A Wi — W

a) People say I’'m good at giving presentations.
b) I spend a lot of time reading.

¢) How about 4.15?

d) ’'m afraid I can’t make that date.

e) [ improved my organisational skills.

f) 27th March would be fine.

) 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) [ agree. Let’s meet them next week.

main aim is to become

¢) I had a problem with

d) 'm sorry I

e) The traffic was

f) My main skills are

g) Let’s talk to

h) We should move him to

i) My flight was

Ouenounoe cpenctBo «Ponesast urpa»
(IIpumepHble TeMbI)

1. Tema (mpobnema): «Food and Entertainingy

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

Ponu:

a) amanager;

6) a manager.

O3XHIaeMBIil pe3yIbTaT — WHCIIEHHPOBKA OeceIbl OPraHM30BaHa U IPEACTABICHA B COOTBETCTBUH C CHTYaIell OOIeH s

2. Tema (mpobnema) «At a Trade Fair»

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

Pomu:

a) a store manager;

6) a manufacturer.

Oxunaemslii(e) pe3ynbTar(bl) — HHCIICHUPOBKA Oece/lbl OpraHM30BaHa U MPEJICTaBlIeHa B COOTBETCTBUHU C CUTYyalueit 0OIIeHuSI.




3. Tema (npobnema) «Dealing with problems»

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

a) a manager;

6) an office worker.

OxuIaeMblii pe3ysibTaT — MHCLIEHUPOBKa Oece/[bl OpraHu30BaHa U IPEJICTaBlIeHa B COOTBETCTBUY C CUTYyauueil oOmeHus.

Kpurepun onenku:

Onenka "OTJIMYHO": CTYJIEHT IEMOHCTPUPYET XOPOIINE HABBIKU M YMEHUs CBOOOTHOTO pe4eBOro B3aUMOICHCTBUS C TAPTHEPAMHU:
yMeeT HayaTh, HOAAEPIKaTh M 3aKOHYUTH Oeceny; cOOMOoaaeT 0uepEqHOCTh TP OOMEHE PeIINKaMK; BOCCTAHABINBAET Oeceny B
cirydae c0os; SIBISIeTCS aKTHBHBIM, 3aHHTEPECOBAaHHBIM COOECEHMKOM; COOIOIAaeT HOPMBI BEXKIIMBOCTH. Y MEET SMOLIMOHAIBEHO
n300pa3uTh XapakTep, HACTPOCHUE, YYBCTBA HCIIOIHIEMOTO I'epos B Pa3IMYHbIX CUTYalUsX; YIOTPEOIISET CI0KHBIE TpaMMaTHYECKHe
KOHCTPYKIIMH B PeUH; JOIMyCKaeT He3HAUNTEIbHbIE TPaMMaTHIECKUE OINOKH; yIIOTpeOsieT pasroBOpHbIE (YOPMYIIBI B COOTBETCTBUH C
cUTyaluei ooLeHusl.

OreHka "XopoIio": CTyJIeHT IEMOHCTPUPYET HABBIKH H YMEHHSI CBOOOJHOTO PEUEBOT0 B3aMMOJICHCTBHUS C MMAPTHEPaMU: yMEET HauaTh,
oJyIep kaTh (B OOJBIIMHCTBE CIIy4aeB) U 3aKOHUUTH Oeceny; coOoIaeT 0uepEqHOCTh NPU OOMEHE peIIMKaMHy; AEMOHCTPUPYET
HaJIM4Ke NpoOIeMbl B IOHUMaHUU cOOeceIHUKa; He BCeria COOII0OAAET HOPMBI BEXKIIMBOCTH. Y MEET 3MOLMOHAIEHO H300pa3nuTh
XapakTep, HaCTpOeHHe, YyBCTBA HCIOJIHIEMOT0 I'epos B pa3IMYHbIX CUTYalUsIX; YIOTPEOISeT B peyuH IPEUMYIIECTBEHHO MIPOCThIE
MIPE/IOKEHNS; TOIYCKaeT He3HAYUTEIbHBIE TPAaMMaTHYECKUE OITHOKH; YHOTPEOIsSeT pa3sroBOpHbIE GOPMYIIBI B COOTBETCTBHUH C
cUTyaluei ooLeHusl.

OreHka "y/I0BIETBOPUTENBHO": CTYJICHT HE SIBJISICTCS] aKTUBHBIM COOECEIHUKOM; HE MOKET BOCCTAHOBUTH Oecey B cirydae cOos;
HCIIOJIb3YET HE3HAYUTEIbHBIH 00BbeM U3yYEHHOM! JIGKCUKH; JIOITyCKaeT rpaMMaTHYeCKHUe OIHOKY;

OreHKa "HEYI0BJIETBOPUTENIBHO": CTYACHT SIBJISCTCS TTACCUBHBIM COOCCEHUKOM; HE MOKET MOAEPKATh O0IICHHUE; TOMyCcKaeT rpyobie
rpaMMaTHYecKue OIUOKH.

Ornenka "OTJIMYHO": CTYJEHT IEMOHCTPUPYET XOPOIINE HABBIKU U YMEHUs CBOOOTHOTO pe4eBOro B3aUMOICHCTBUS C TAPTHEPAMHU:
yYMEeT Hayarh, MOAJCPKATh U 3aKOHYUTH Oece1y; cOOI0IaeT 0uepEAHOCTh IPH OOMEHE PEIUIMKaMHi; BOCCTaHABJIMBAET Oeceny B
cirydae c0os1; SBIISETCS aKTUBHBIM, 3aMHTEPECOBAHHBIM COOECETHUKOM; COOJII0IaeT HOPMBI BEXKIIMBOCTH. Y MEET SMOLMOHAIILHO
n300pa3uTh XapakTep, HACTPOCHUE, YYBCTBA HCIIOIHICMOTO I'eposi B Pa3IMYHBIX CUTYAIUSIX; YIIOTPEOJISET CII0KHbBIE TPAMMATHYECKHE
KOHCTPYKIIMH B PEUH; JOIyCKAST HE3HAYUTENIbHbIE IPaMMAaTHYECKUE OIIMOKH; YIOTPeOJIsieT pa3roBOpHbIE (POPMYIIBI B COOTBETCTBUU C
cuTyaluei ooLeHus.

Ornenka "Xopomo": CTyJIeHT IEMOHCTPUPYET HAaBBIKM M YMEHHs CBOOOJHOTO PEYEBOI0 B3aMMOJICHCTBUS € MapTHEPAaMU: YMEET HauaTh,
oJiIepKaTh (B OOJBIIMHCTBE CIy4aeB) H 3aKOHUUTh Oecey; cOOoIaeT 04epEéqHOCTh MPU OOMEHE PEITMKaMU; IEMOHCTPUPYET
HaJIM4Ke NpoOIieMbl B IOHUMaHUK COOECEHNKA; HE BCETa COOII0JaeT HOPMbI BEXKIIMBOCTH. Y MEET SMOLIMOHAILHO H300pa3uTh
XapakTep, HaCTPOCHKE, YyBCTBA HCIIOIHIEMOTO TepOs B Pa3JIMYHBIX CUTYAIUX; YIOTPEOISET B PeUH MPEUMYIIECTBEHHO MPOCTHIC
MIPEUIOKEHHUS; JOIYCKaeT He3HAUYUTEIbHbIe IPaMMaTHYECKUe OIMOKHY; ynoTpeOIsieT pa3sroBopHbIe (POPMYIIbl B COOTBETCTBHH C
cuTyaluei oOLeHus.

OneHka "y/I0BIETBOPUTENBHO": CTYJICHT HE SIBJISIETCS] aKTUBHBIM COOECEIHUKOM; HE MOKET BOCCTAaHOBUTH Oeceny B ciydae cOos;
HCTIONIB3YET HE3HAYUTEIbHBIM 00beM U3yUCHHOM JICKCHUKH; JIOTTYCKAeT rPpaMMaTHYECKHUE OLIMOKHY;

OreHka "Hey1I0BIETBOPUTENBHO": CTYACHT SIBJISETCS IIACCUBHBIM COOECEHUKOM; HE MOKET MOAepKaTh 00IIeHHE; 10ITyCcKaeT rpyobie
rpaMMAaTHYECKUE OIIHOKH.

Onenounoe cpenctBo «llepeBos TekcTa»

(ITpumepHBIe 3aKaHUS

Text 3

Should I stay or should I go? by Lucy Kellaway

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

The solution Going 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 a good thing. You say your old boss is
anxious to rehire you, butdon't approach him yet. Wait and let him cometo you. Try to negotiate a return with a lot
more money and apromotion. But remember you've only been away for six months. I'm notsure 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 toyour old job,you know that you tried.

Kpurepun onenku:

OreHka "OTJIMYHO": CTYJICHT CAMOCTOSITENIBHO ~ pealM3yeT YMEHHS 10 MEPEeBOLy MPOPECCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha
rOCyJIapCTBEHHBIH SI3bIK M 00paTHO, BJaJIeeT OCHOBAMH TEXHHUKH IEPEBOJIA. .

OreHka "Xoporo": CTy/IHT croco0eH MMoKa3aTh yMEHHE NepeBoja MpodeCCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha
rOCyJIapCTBEHHBIH S3BbIK U 00paTHO, CHOCOOEH YaCTHYHO I0KAa3aTh BJaJJeHHE OCHOBAMH TEXHUKH IEPEBO/IA.

OreHka "y/I0OBIETBOPUTENBHO": CTYJICHT CIIOCOOCH MO PYKOBOJCTBOM IIPEIIOIaBaTeNsl MOKa3aTh YMEHHS IO TIEPEBOY
po¢eCCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYIapCTBEHHBIN S3bIK U 00paTHO, CIIOCOOEH MOKa3aTh YaCTUYHOE BJIaJICHHE
OCHOBaMH TE€XHHUKH IEPEBOJA.




OreHka "HeyIOBIETBOPUTENBHO": CTYAEHT 3aTPYAHAETCS WIM HE MOXKET [10Ka3aTh yMEHHs, HE BJIaJieeT OCHOBaMH TEXHUKH I1€PEeBOa
OnenouHoe cpeacto «IIpesenTanus»
[IpumepHBIE TEMBI IPE3CHTALINN:

1. Types of markets
2. Presentation of the company
3. Presentation based on your specialty

Kpurepun onenku:

OneHka "0TAMYHO": CTYIEHT IT0Ka3bIBAET INTyOOKHUH YPOBEHb 3HAHUI TEPMHUHOJIOTHH HA HHOCTPAHHOM $I3bIKE B 00beMe, HE00X0IMMOM
JUISL OCYILIECTBIICHHSI KOMMYHHKAIIMY HAa HHOCTPAHHOM SI3BIKE;  BJIAICHUS JEJI0BOTO OOIIEHNS Ha HHOCTPAHHOM SI3bIKE; HABBIKAMH
HCIIOJIb30BaHMS TEXHOJIOTUH JUIsl 0OecriedeHnsl KaueCTBEeHHON BU3yaln3alui HHGOPMALUK, IPEACTaBICHHUS JaHHBIX.

OreHka "XopoIo": CTyIeHT MOKa3bIBaCT XOPOILIHNA YPOBEHb 3HAHUI TEPMUHOJIOTHH HA MHOCTPAHHOM SI3bIKE B 00beMe, HE0O0X0AUMOM
JUTA OCYILECTBIICHNS! KOMMYHUKAIMK HA HHOCTPAHHOM S3bIKE;  BJIAJCHUS JIEJIOBOTO OOLIEHNS HA MHOCTPAHHOM $I3bIKE; HAaBBIKAMU
WCTIONB30BAHMUS TEXHOJIOTHH I 00eciedeH s KaueCTBEHHON BU3YalIH3alli HH(GOPMAIINH, IPEACTABICHHS JaHHBIX.

OneHka "yI0BIETBOPUTENBHO": IOKa3bIBaeT 0a30BbIi yPOBEHb 3HAHUH TEPMUHOJIOIUH Ha HHOCTPAHHOM SI3bIKE B 00beMe,
HEOOXOIUMOM JUIS OCYILIECTBICHUS] KOMMYHHKAIIMY HA HTHOCTPAHHOM SI3bIKE;  BIIAJICHUS AEIOBOTO OOLICHHS HA HHOCTPAHHOM S3bIKE;
HaBBIKAMU UCIOJIb30BAaHMS TEXHOJIOTHH /1JIsl 0OecnieueHnsl Ka4eCTBEHHONW BU3yau3auuu HH)OpMAIKK, MIPECTaBICHUS JaHHBIX.
Onenka "HeyIOBIETBOPUTENHHO": CTYACHT MOKA3bIBAET HEYJOBICTBOPUTENBHBIN YPOBEHb 3HAHUI TEPMUHOJIOTHH HA HHOCTPAHHOM
sI3bIKE B 00bEME, HEOOXOAMMOM IIJIsl OCYIIECTBICHUS] KOMMYHHUKAIMK Ha MHOCTPAHHOM $I3bIKE; BIIaJICHUS JIEJI0BOro OOIIEHHs Ha
WHOCTPAaHHOM SI3bIKE; HaBBIKAMHU MCIIOJIb30BAHMS TEXHOJIOTHIT U1 oOecrieueHns KaueCTBEeHHOH BU3yann3alui HHPOpMaLuH,
MIPEJCTaBJICHUS JaHHBIX.

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

TemaTuka o(pUIHMAIBHBIX TTHCEM:
The Inquiry Letter

The Invitation Letter

The Letter of Complaint
CV/Resume

Temarrka HeOHUIIHATBHBIX THCEM:
Introduction Letter
Friendly Letter

Kpurepuu onenku:

- OIICHKA «OTJIMYHOY BBICTABIIACTCS CTYJCHTY, €CIIU CTYICHT IMOKA3bIBACT MTYOOKUI YPOBCHb 3HAHUI OCOOCHHOCTEH
(hopMabHOTO ¥ HE(OPMAITLHOTO OOIICHUS, IPABUJI MOCTPOCHHUS MTUCBMEHHOTO PEYCBOT0 BHICKA3hIBAHUS HA U3y4aEMOM SI3BIKC;
CaMOCTOSTENIFHO PEaTH3yeT YMCHHUS BECTH JCTIOBYIO MEPEIHCKY C YISTOM COIMOKYIBTYPHBIX 0COOCHHOCTEH C
[IPEeACTaBUTEISIMU IPYTUX CTPaH; BIaJCeT TEXHUKOU MEPEeBOJa U PEAAKTUPOBAHUSL.

- OIICHKA «XOPOIIO» BBICTABJISICTCS CTYICHTY, €CIIH CTYACHT IOKA3bIBACT XOPOIIUI YPOBCHb 3HAHUI 0COOCHHOCTEH
(opMaEHOTO ¥ He(OPMAITEHOTO OOIICHHS, IPAaBUJI TOCTPOCHHUS MUCHEMEHHOTO PEYEBOTO BHICKA3bIBAHUS HA N3yU4aeMOM SI3BIKE;
croco0eH MmoKa3aTh YMEHHUS BECTH ACTIOBYIO IMIEPETHUCKY C YIETOM COIMOKYIBTYPHBIX OCOOEHHOCTEHN C MPEICTABUTEISIMU
IIPYTHX CTPaH; CIIOCOOCH YaCTUYHO MOKA3aTh BIIaJCHHE TEXHIKON IepeBoia U PEIaKTHPOBAHUS.

- OIICHKA «Y/IOBJIECTBOPUTEIHFHO» BBICTABIIIETCS CTYICHTY, €CIIH CTYACHT IOKa3bIBaeT 0a30BbIi yPOBEHb 3HAHUHA 0COOEHHOCTEH
(opMaEHOTO ¥ He(OPMAITFHOTO OOIICHHS, IPAaBUJI TOCTPOCHHUS MUCHEMEHHOTO PEYEBOTO BHICKA3bIBAHUS HA N3yU4aEMOM SI3BIKE;
IIOJT PYKOBOJICTBOM IIPEMOaBaTeNsl CIIOCOOEH T0Ka3aTh YMEHHS BECTH JCIIOBYIO TIEPETIHCKY C YIETOM COIHOKYIBTYPHBIX
0COOCHHOCTEH ¢ IPEeACTABUTEISIME APYTUX CTPaH; CIOCOOCH YaCTHYHO MOKA3aTh BIAJCHUC TEXHUKOM MepeBoaa U
peaaKTUpOBaHUSL.

- OLICHKA «HEYAOBJIETBOPUTEILHOY BBICTABIISIETCS CTYIEHTY, €CJIM CTYJICHT MOKa3bIBAE€T HEYIOBIETBOPUTEIbHBIN YPOBEHD
3HaHUI 0COOEHHOCTEH (hOopMATLHOTO U He(hOPMATEHOTO OOIICHUS, TPABUII IIOCTPOCHHUS MUCBMEHHOTO PEYCBOI'0 BHICKA3BIBAHUS
Ha U3y4aeMOM S3bIKe; 3aTPYAHIETCS UM HE MOXKET NIOKa3aTh YMEHHUS BECTH JAEJOBYIO NMEPEMUCKY C YUETOM COLHOKYIbTYPHBIX
0COOCHHOCTEH ¢ IPEACTAaBUTEISIME JPYTUX CTPaH; HE BIAJICCT TEXHUKOU TIEPEBOJIAa U PEIAKTHPOBAHUS




5.4. OneHo4HbIe CPeCTBA IS MPOMEKYTOYHOI aTTeCTallUK

B xonme 1,2,3 ceMecTpoB CTyJICHTHI CHIAIOT 3a4eT M0 AUCIMIUIMHE. 3aUeT BKIIOYAET B ceOs cIeqyIolune 3a1anus:
1. IIpomexyTOuHBII TECT
2. Make up a dialogue

1) IIpomMexyTOUHBIH TECT AJs 3a4eTa 1Mo AUCHMIUIMHE “VIHOCTpaHHBIN SI3BIK” BKIIIOYAET JIEKCUKO-TPaMMAaTHYECKHE 3a/laHus,
3aJaHMs Ha YTCHHE W TOHUMAaHHE TeKCTa, 3aJaHIe [0 HATIMCAHHIO JIEJIOBOTO MHICHEMA.
IIpumepHsbIe 3ananus:

- give the Russian equivalents for the Active Vocabulary word-combinations;

- suggest synonyms from the Active Vocabulary list to match the given expressions;
- complete the sentences using the Active Vocabulary;

- answer the questions using the Active Vocabulary;

- translate into English (Russian) using the Active Vocabulary expressions;

- read the text and match the headings with the paragraphs;

- read the text and answer the questions;

- complete the sentences about the text;

- put the sentences in the best order to write the e-mail to the staff;

- complete the letter with the words from the box;

- match the parts of the letter to their names;

- write a formal letter to the ... about .... .

2) TemaTuka aUaIOTOB:

— A job fair

— Why are staff unhappy

— At the Hotel

— Booking a Hotel Room

— Food and Entertaining

— At a Trade Fair

— Dealing with problems

Kpurepuii onieHnBaHus Ha 3auére:

- «3aYTECHO» BBICTABILIETCS CTYACHTY, €CJIM C(OPMHUPOBAH KAK MUHUMYM IIOPOTOBBIH YPOBEHb HHANKATOPA JOCTHXCHUSA
KOMIIETCHIIUH:

- TIOKa3bIBaeT 0A30BBIH YPOBEHb 3HAHUIT OCHOBHBIX ITPAMMATHYECKHUX CTPYKTYD; OOLIeyNOTPpeONTENbHON, 00Ky IbTYpHON 1
npo(hecCHOHAIBLHON JISKCUKH; PEUEBBIX KIIHIIE, HEOOXOIMMBIX Ul OCYLIECTBICHHS JIeJI0BOM KOMMYHHKAIIMU HA HHOCTPAHHOM
SI3bIKE; 0COOCHHOCTEW CTUIIMCTUKY HAMCaHUs O(HIHATBHBIX U HEO(QHUIIUATIBHBIX ITUCEM, 3HAHUH OCHOBHBIX NEPEBOIYECKUX
TpaHcdopmanuii, a TaKke 3HaHUH IPaBHUI MPOPECCHOHATIBHOIO PEUYEBOI0 STHKETA;

- IOZl PYKOBOJICTBOM IPEIOAaBaTENs CIIOCOOEH M0Ka3aTh yMEHHsI IOCTPOCHHMS BHICKa3bIBAHUS B CMOAEIMPOBAHHBIX
(mpenyiaraeMbIx) CUTyaIMsIX OOIIEHHST Ha HHOCTPAHHOM $I3bIKE, IIPaBIIILHO UCIIOJB3Ys BepOalIbHbIE U HEBepOaIbHbIE CPEICTBA
00IIEHHST; BECTH JETOBYIO IIEPEMUCKY C YIETOM COLIMOKYJIBTYPHBIX OCOOCHHOCTEH C MPEACTaBUTEISIMU IPYTUX CTPaH;

- CrIoco0eH YaCTHYHO ITOKA3aTh BlIaJCHHE HHOCTPAHHBIM S3bIKOM KaK CTHIIEM JEJIOBOTO OOIICHNUS, TEXHUKOH JeJI0BOI0 MIChMa
Ha MHOCTPAHHOM SI3BIKE.

- «HE3aYTCHOY BBICTABIICTCS CTYJACHTY, €CIIH YPOBEHb HHANKATOPA JOCTHKCHUS KOMIIETCHIINN HE COPMHUPOBAH:

- TOKA3BIBAaET HEYIOBJICTBOPUTEIBHBIN YPOBEHb 3HAHUHA OCHOBHBIX TPAMMATHUECKUX CTPYKTYP; 00IIEyIOTPpEOUTEIBHOM,
0OIIEKYTbTYpHOU U TPO(HECCHOHATBHOMN JIEKCHKH; PEUEBBIX KIHIIE, HEOOXOIUMBIX IS OCYIIECTBICHHUS IETOBOI
KOMMYHUKAIIMHA HA HHOCTPAHHOM SI3bIKE; OCOOCHHOCTEH CTHIIMCTHKY HATMCAHUS O(QUIHATBHBIX U HCO(PHUIUAIBHBIX ITUCEM,

- 3aTPYAHACTCA WU HE MOKET MMOKAa3aTb YMCHHUA MOCTPOCHU S BbICKA3bIBAHUS B CMOJACIMPOBAHHBIX (npeanaraeMHx) CUTyalUIX
06III€HI/IH Ha MHOCTPAHHOM SA3bIKC, IPABUJILHO UCIIOJIb3YyS Bep6aJ'II)HI)I€ u H€B€p6aHLHLIe CpeacTBa 06III€HI/IH; BECTU CJIOBYIO
NEPEIUCKY C YUCTOM COLUOKYJIbTYPHBIX OCOOEHHOCTEH ¢ MNpeACTaBUTCIIAMU APYTUX CTPAH,

- HC BJIaJICECT NHOCTPAHHBIM A3BIKOM KaK CTHJIIEM JICJIOBOTO O6H.ICHI/I5[, TEXHUKOU JCJIOBOr0 IMMChbMa Ha HHOCTPAHHOM A3BIKEC.

B koHIle 4 cemecTpa CTYACHTHI CAAIOT 9K3aMEH, KOTOPBIH BKIFOYACT CACIYIOIINC 38 aHHs:
1. Progressive Test.

2. Make up a Dialogue.

3. Translate the Text into Russian.

1. UtoroBelii TecT, pa3MeLICHHBI B CHCTEME JIEKTPOHHBIX KypcoB Moodle (moodle.gasu.ru), Bkirouaer: 1) jJekcuko-
rpaMMaTHYECKUE 3aaHusd, 2) 3aJlaHue Ha TIEPEBOJI TEKCTA, 3) 3aJaHre TI0 HAITMCAaHUIO TTchMa. [IpuMepHbIe 3a1aHus:

1. Choose the best words to complete the text.
Karina is (1) (Mexico / Mexican) but she lives and works in London. She started her job last year, (2) (in/ at) April. She loves her




office. This makes (5) (print / face-to-face) communication very easy. They can talk to each other at any time.

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

2. Complete the conversations with words and phrases: a sales conference / a tip / a workforce / an order / annual leave / booking
/ stock / the receipt
Conversation 1

A Kevin has organised (1) for 25th—26th July.
B I know. And I’'m planning to return from my holiday on 27th July!
A Oh, no. Can you change your holiday (2) ?

B I’m not sure.

Conversation 2

A How big is your company?

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

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

B Three weeks.

Conversation 3

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

Conversation 4

A Do you have (7) from dinner last night? I need it for my expense records.
B Yes, here it is.
A Did you leave (8) for the waiter?

B No, I didn’t. I thought you did!

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

2. A are you from?

B Japan.

a) Whatb) Wherec) Who

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

4. Oscar from home.

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

5. Mr Albert to meetings.
a) doesn’t gob) notgoc) isn’tgo
6 This office building a meeting room.

a) not have b) doesn’t have c¢) hasn’t
7. A Can Yusuf speak German?

B Yes, .

a) canheb) canc) hecan

2. TemaTuka AuanoroB

— 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

Knurenuit onieHvradUg HA 3KRAMEHE”




KOMITETEHIIVN:

- IOKa3bIBaeT 0a30BBIN YPOBEHb 3HAHUN OCHOBHBIX IPaMMAaTHIECKUX CTPYKTYP; OOIEYNOTpeONTEIbHON, OOIIEKyIbTYPHOH 1
poQeCCHOHANBHOM JIEKCHKHU; PEUEBBIX KIINIIE, HEOOXOAUMBIX AJISI OCYIIECTBICHHS ACIOBON KOMMYHHKAIMN Ha HHOCTPaHHOM
SI3bIKE; 0COOCHHOCTEW CTUIIMCTUKHU HANMCaHUs O(UIHATBHBIX U HEO(QHUIINATIBHBIX ITUCEM, 3HAHUH OCHOBHBIX NEPEBOIYECKUX
TpaHcdopmanuii, a TaKke 3HaAHUH IPaBHUI MPOPECCHOHATIBHOIO PEUYEBOI0 STHKETA;

- IOZI PYKOBOJICTBOM IPEIOAaBaTENs CIIOCOOEH M0Ka3aTh yMEHHsI IOCTPOCHHMS BHICKa3bIBAHUS B CMOAEIMPOBAHHBIX
(mpenyiaraeMbIx) CUTyalMsIX oOIIEHHsT Ha HHOCTPAHHOM $SI3bIKE, IIPABIIILHO UCIIOJB3Ys BepOallbHbIE N HEBepOaIbHbIE CPECTBA
00IIEHHST; BECTH AETOBYIO IIEPEMUCKY C YIETOM COLIMOKYJIBTYPHBIX OCOOCHHOCTEH C MPEACTaBUTEISIMU IPYTUX CTPaH;

- CIIOocO0OEH YacTHYHO M0Ka3aTh BIIaJICHUE HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JICJIOBOTO OOIIEHMSI, TEXHUKOH JIEJI0BOr0O IMHChMa
Ha HHOCTPAHHOM SI3BIKE.

- «HE3aYTCHOY BBICTABIICTCS CTYJACHTY, €CIIH YPOBEHb HHANKATOPA JOCTHKCHUS KOMIIETCHIINN HE C(OPMHUPOBAH:

- TOKA3BIBAaET HEYIOBJICTBOPUTEIBHBIN YPOBEHb 3HAHUH OCHOBHBIX TPAMMATHUECKUX CTPYKTYP; 00MIEyIOTPpEeONTEIbHOM,
0OIIEKY b TYpHOU M TPO(HECCHOHATBHOMN JIEKCHKH; PEUEBBIX KIHIIE, HEOOXOIUMBIX IS OCYIIECTBICHHUS IETOBOM
KOMMYHUKAIIMHA HA HHOCTPAHHOM SI3bIKE; OCOOCHHOCTEH CTHIIMCTHKY HATMCAHUS O(QUIMATBHBIX U HCO(PHUIUAIBHBIX ITUCEM,

- 3aTPYAHACTCA WU HE MOKET MMOKAa3aTb YMCHHUA MOCTPOCHU S BHICKA3bIBAHUS B CMOJACIIUPOBAHHBIX (npeanaraeMLIx) CUTyalUIX
06III€HI/I$I Ha MHOCTPAHHOM SA3BIKC, IPABUJIbLHO UCIIOJIb3YyS Bep6aJ'II)HI)I€ u H€B€p6aJ'II)HI>Ie CpcacTBa 06III€HI/IH; BECTU CJIOBYIO
NEPEIrCKYy C YUCTOM COLUOKYJIbTYPHBIX OCOOEHHOCTEH ¢ MNpeACTaBUTCIIAMU APYTUX CTPAH,

- HC BJIaJICECT NHOCTPAHHBIM A3BIKOM KaK CTHJIEM JICJIIOBOTO O6H.ICHI/I5[, TEXHUKOU JCJIOBOrO IMMChbMa Ha HHOCTPAHHOM A3BIKEC.

3. [TepeBon TekcTa

IIpumMepHBbIE TEKCTHI:

Text 1

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

Where to stay

If you are in Istanbul forsightseeing, then youcould stayin Sultanahmetor find asmallshotel 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 challengeis to getthe
work done, butalso find time to discover what makes Istanbul unique. Many ofthe city's five-star hotels enjoy a
view where you can see lights onthe Bosphorus and passing ships. Where to eat A visitto the grand bazaar can feel
exotic. An afternoon at Hagia Sophia, once a Byzantine church, then a mosque and nowa museum,is recommended.
But some of the best sightseeing in Istanbulis done with a knife and fork. What to see There are a large
number of restaurants along the river. A Bosphorus meal is agreat Istanbul tradition. A meal can include a cold
meze, then ahothorsd'euvre, followed by aperfectly 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 inthe most convenient part of the old city,
and the chances arethat you will have to continue your journey by taxi. Cabs from the airyort are strictly
confolled. Allcabs in the ciry run ona meter andare reasonably priced. If you can reach your destination
by ferry, it is the bestway to see the city, and the boatsrun on time.

Kpurepuu onennBanus:

O1eHKa «OTIMYHOY BBICTABIACTCS, €CIM  CTYACHT ITOKAa3BbIBAET TITyOOKOE 3HAHHE:

- TPaMMAaTHYECKHUX CTPYKTYP; 00MIEeYTOTpeONTEIHHOM, OOMEKYIbTYPHON U TPO(HECCHOHATBFHOMN JIGKCHKHU; PEYEBHIX KIIHIIE,
HEOOXOIUMBIX TS OCYIIECTBIICHHS JETOBOM KOMMYHHKAIIUN HA HHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTIIIMCTHKY HAMCAHUS O(QHUIHATIbHBIX M HEOPHUIHAIBHBIX IHCEM, CTPYKTYPHOH THUIIOIOTHH H MIPAaBHI
MOCTPOCHHS MUCBMEHHOTO PEUYCBOTO BBICKA3BIBAHUS HA U3YYaEMOM SI3BIKE;

- OCHOBHBIX IIEPEBOTYCCKIX TpaHCHOpMAITHii;

- paBwJI MPO(ECCHOHATBFHOTO PEYCBOT0 ITUKETA.

CTyAeHT CaMOCTOSITEJIbHO pealn3yeT YMEHHUS:

- MOCTPOUTH BHICKA3bIBAHUS B CMOJICIIMPOBAHHEIX (TIPEIIaracMbIX) CUTYalUsIX OOIICHUS Ha HHOCTPAHHOM SI3BIKE, IPABUIILHO
UCTOJB3Ys BepOallbHbIC M HEBEpOAIbHBIC CPEICTBA OOLICHHS,

- BECTH JIEJIOBYIO IIEPEMIICKY C YIETOM COIHOKYIBTYPHBIX OCOOEHHOCTEH ¢ MPEICTaBUTEISIME APYTUX CTPaH;

- IepeBoia MPOo(PECCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO HA TOCYAapCTBEHHBIH S3BIK U OOPaTHO.

CTyaeHT BIajieeT:

- HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JEJIOBOTO OOIICHHS;

- TEXHUKOM JETTOBOTO MHChMa Ha HMHOCTPAHHOM SI3BIKE;

- OCHOBaMH TEXHHUKH IIEPEBOAA.

OICHKA «XOPOIIIOY» BBICTABISCTCS, €CIH CTYJCHT MOKA3bIBACT XOPOIIUE 3HAHUS:

- OCHOBHBIX T'PAMMAaTHYECKHUX CTPYKTYP; OOMICYNOTPEOUTEIbHOM, O0IIEKYIBTYPHON U MPOGECCHOHATBHOM JICKCUKHU; PEUEBBIX
KJTUIIIE, HEOOXOAMMBIX ISl OCYIIECTBICHUS JICIIOBO KOMMYHHKAIIMU Ha MHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTHIIMCTHKH HAIIMCAHUS O(QUIMATIBHBIX U HEOPHUIUAIBHBIX MUCEM, CTPYKTYPHOM THUIIOJIOTHHU ¥ MPABHI
MOCTPOCHHS MUCBMEHHOTO PEUYCBOTO BHICKA3BIBAHUS HA U3YYaEMOM SI3BIKE;

- OCHOBHBIX IIEPEBOTYCCKIX TpaHCHOpMAITHiA;

- IDABKI MDOMECCHOHATRHOIO DEYEBOTr0 ITHKETA.




UCTIOJNB3Ys BepOallbHbIC M HEBEpOAIbHBIC CPEICTBA OOIICHHS,

- BECTH [ICJIOBYIO MIEPEMUCKY C YUETOM COLUOKYJIbTYPHBIX OCOOCHHOCTEH C MPEICTABUTEISIMU IPYTUX CTPaH;

- BBIIIOJIHUTD MEPEBO IPO(ECCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO HA FOCYAAPCTBEHHBIN SI3bIK M OOPATHO C YaCTHYHOMN
MOMOILIBIO TIPETOIaBaTENs.

CtyaeHT crmoco0eH YaCTHIHO T0Ka3aTh BJIJICHIE:

- MHOCTPAHHBIM S13bIKOM KaK CTHJIEM JIEIOBOTO OOIIEHNS;

- TEXHUKOW JICIOBOTO MAChMa Ha HHOCTPAHHOM SI3BIKE.

- OCHOBaMH TCXHUKH IEPEBOIA.

O1eHKa «YIOBICTBOPUTEIILHOY» BBICTABISETCS, €CIIU CTYJICHT MOKA3bIBACT 0a30BbIi YPOBCHD 3HAHUIL:

- OCHOBHBIX TPAMMAaTHYECKHUX CTPYKTYP; 0OMICYNOTPEOUTEIbHOM, O0IIEKYIBTYPHON U MPOGECCHOHATBHOM JICKCUKHU; PEUCBBIX
KJTUIIIE, HEOOXOAUMBIX JUISl OCYIIECTBICHUS JICIIOBOM KOMMYHHKAIIUU Ha UHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTHIIMCTHKH HAIIMCAHUS O(QUIMATIBHBIX U HEOPHUIUAIBHBIX MMCEM, CTPYKTYPHOM THUIIOJIOTHHU ¥ MPABHI
MOCTPOCHHS TTMCbMEHHOT'O PEYEBOT0 BBICKA3bIBAHHS HA N3y4aeMOM SI3bIKE;

- OCHOBHBIX MEPEBOAYECKUX TpaHCHOPMALIHIA;

- npaBuil MPOECCUOHATLHOTO PEYEBOr0 ITHKETA.

ITo pyKOBOACTBOM IPENOAaBaTENs CIIOCOOEH [T0KAa3aTh YMEHHS:

- IOCTPOUTD BBICKA3bIBAaHHSI B CMOJICIIMPOBAHHBIX (IPE/IaraeMbIX) CUTyalUsIX OOLICHUs] HA HHOCTPAHHOM SI3bIKE, IPaBHILHO
HCTIONB3Ys BepOambHbIe U HeBepOaIbHbBIE CPEICTBA OOIICHNUS,

MTOMOIIBIO TIPSO IaBaTEI.

CryneHT crnocoOeH YaCTUYHO ITOKA3aTh BIIAJICHUC:

- HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JEJIOBOTO OOLICHHUS;

- TEXHUKOW JICIOBOTO MAChMa HAa HHOCTPAHHOM SI3BIKE.

- OCHOBaMH TEXHUKH IEPEBOJIA.

OIICHKA HEYIOBICTBOPUTEIHHO» BBICTABIISIETCS, €CITA CTYACHT IMIOKA3bIBAECT HEYAOBICTBOPUTEIbHBIN YPOBCHD 3HAHUIA:

- OCHOBHBIX IPaMMAaTHYECKHUX CTPYKTYP; OOMICYTOTPEOUTEIBHOM, OOIIEKYIBTYPHON U MPO(HECCHOHATBHOMN JIEKCHKH; PEIEBBIX
KJIUIIE, HCOOXOMMMBIX IS OCYIIECTBICHHUS CIIOBOM KOMMYHHKAIIUMN Ha HHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTHIIMCTHKY HAMCAHUS O(GHUIMAIbHBIX U HCOPHUIIHAIBHBIX IMCEM, CTPYKTYPHOM THIIOJIOTHH ¥ IIPABHII
MTOCTPOCHHS TUCHBMEHHOTO PEYCBOT0 BRICKA3BIBAHMS HA M3YIaEMOM SI3bIKE

- OCHOBHBIX IIEPEBOTYCCKIX TpaHCHOpMAITHii;

- IpaBmJI MPO(ECCHOHATBLHOTO PEYCBOT0 ITUKETA.

CTyneHT 3aTpyQHSETCS W HE MOXET IIOKa3aTh YMCHHUS:

- MOCTPOUTH BHICKA3bIBAHUS B CMOJICIIMPOBAHHEIX (TPEIIaracMbIX) CUTYalUsIX OOIICHUS Ha HHOCTPAHHOM SI3BIKE, IPABUIILHO
HCTIOJNB3Ys BepOallbHbIC M HEBEpOAIbHBIC CPEICTBA OOIICHHS,

- BECTH JCJIOBYIO IIEPEIHCKY C YUETOM COLHOKYJIBTYPHBIX OCOOCHHOCTEH C MPEACTABUTEISAME APYTUX CTPaH;

BBIIOJIHUTH [TEPEBOJI MPOPECCHOHATBHBIX TEKCTOB ¢ HHOCTPAHHOIO Ha TOCYAapCTBEHHBIN SI3bIK M 00PATHO C YaCTUIHOMN
ITOMOIIIBIO TIPEIOABATEIIS.

CTyaeHT He BiIaJieeT:

- HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JEJI0BOTO OOIICHUS.

- HE BJIAJICCT TEXHUKOM IEIIOBOrO MMChMa Ha HHOCTPAHHOM SI3BIKE;

6. YHEBHO-METOJMYECKOE 1 UTH®OPMAIIMOHHOE OBECHHEYEHUE JTUCHUIIJIMHBI (MOAY JISA)

6.1. PexoMeHayemasi JiuTepaTypa

6.1.1. OcHoBHas JiUTepaTypa

ABTOpBI, COCTaBUTEITH 3arnaBue H3natenscTBo, T On. axpec
JI1.1 |Murskuna O.B., AHTIMHACKUH S3bIK A7 ienoBoro obmenus.  |Kemeposo: http://www.iprbookshop.ru
[lepuna U.B. DKcrpecc-Kype: yueOHoe nocobue 1ist Kemeposckuii /61258.html
CTYICHTOB BceX GOpM 00yUdeHHUS TEXHOJIOTHYECKHH
WHCTHUTYT MULIEBON
IIPOMBIIUICHHOCTH,
2014
6.1.2. lono/iHUTeIbHAS JIUTEPATYpa
ABTOpBI, COCTaBUTEITH 3arnaBue H3natenscTBo, T On. axpec
JI2.1 [Maitep H.I'. Amnrnuiickuii 3bIk: yue6HOE ocobue st I'opuo-Anraiick: PUO |http:/elib.gasu.ru/index.ph
cTyneHToB | Kypca Hes3bIKOBBIX (akynbreToB |[[AT'Y, 2015 p?
(6a3oBbIit KypC) option=com_abook&view

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




ABTOPBI, COCTAaBUTEIH 3arnaBue HW3pmatenscTBo, TO On. axpec
JI2.2 |Mamarosa H.H., AHTIHMHACKUH s3bIK: ydeOHOe TTocobue T'opno-Anraiick: BUL]|http://elib.gasu.ru/index.ph
Vrpromosa I1.A. rAry, 2019 p?
option=com_abook&view
=book&id=2875:936&cati
d=35:inostrannye-
yazyki&Itemid=180
6.3.1 IlepeyeHs NpPOrpaMMHOro odecnedeHust

6.3.1.1)]MS WINDOWS

6.3.1.2|Kaspersky Endpoint Security m1st 6usneca CTAHJIAPTHBIN

6.3.1.3|MS Office

6.3.1.4|[NVDA

6.3.1.5(JoyClass

6.3.1.6|MS Windows

6.3.1.7|SAunexc.bpaysep

6.3.1.8|LibreOffice

6.3.1.9]Moodle

6.3.2 llepeyenb HHGPOPMANMOHHBIX CIPABOYHBIX CHCTEM
6.3.2.1|ba3a nanHbIX «DneKTpoHHas 6MONUoTeKa I OpHO-ANTANCKOI0 rOCY1apCTBEHHOTO YHUBEPCUTET A
6.3.2.2|Onexkrponno-6ubnoTeunas cucrema IPRbooks

7. OBPA3OBATEJIBHBIE TEXHOJIOI'NU

JTIUCKYCCHS

poJieBas urpa

IIpe3eHTanus

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHME JUCIMIIJINHBI (MOAY JIA)

Homep ayauropuu

Hasznauenue

OcHOBHOe OCHaIlleHHue

134 Al

LleHTp cTpaTernYeCcKUX MCCIEIOBAHUI
(mabopatopust). YueOHast ayIuTOPHS IS
MIPOBEACHUS 3aHIATUH JICKIIMOHHOTO THIIA,
3aHSTUI CEMHHAPCKOTO TUIIA, KYPCOBOTO
MPOEKTUPOBaHHUSI (BBIITOJHEHHUS KYPCOBBIX
paboT), TPYNIOBBIX U WHANBHUIYATbHBIX
KOHCYJIbTAIMH, TEKYIIEro KOHTPOJIS 1
IPOMEKYTOYHOM aTTECTAIHH.

Pabouee mecto npenogaBatens. [Tocamounsie Mecta
oOyuaromuxcs (10 KOJTHYECTBY O0YUAROIIUXCS).
Y4eHudeckas 10CKa, MHTEPAKTUBHAS JJOCKA, POCKTOP,
HOYTOYK.

131 Al 3oomoruueckuii My3eil. YueOHas Pabouee mecto npenogaBatens. [locamounsie Mmecra yist
ayIUTOPHUS TS TIPOBEICHUS 3aHATHI obydJaromuxcs (1o KOJMIECTBY 00yUJaIONTUXCs).
JIEKIIMOHHOTO THIIA, 3aHATHI [lepenBmxkHas 10ocKa, KOJUICKIHUS NTHII, 9y4della )KHBOTHBIX,
CEMHHAPCKOTO THIIA, KYPCOBOTO BUTPUHBI C )KUBOTHBIMHU PA3HBIX SKOCHCTEM AJTasd,
MIPOEKTHPOBAHNUS (BBITIOHEHHUS KYPCOBBIX |KOJUIEKIIMH HACEKOMBIX, KOJUICKIIHS POTOB, TaOJIHIIBI, CXEMEI,
paboT), TPYIITOBBIX U HHANBUAYAIBHBIX  |9KCHOHATHI 300JIOTHIECKOTO My3esl, TepOapuii, TYIIKH
KOHCYJIBTAINiA, TEKYIIIETO KOHTPOJISI U JKUBOTHBIX, JIYIIBI Py4YHBIE, KAPTHI, KAIBKYJIATOPHI, BATPHUHBI
MIPOMEXKYTOYHOW aTTECTAUN C YydeJIaMU MITHUI] U MIICKOTIUTAIOIIHNX,, KOJUICKIIHSI YSPEIIOB
MJICKOITUTAIOIIHNX, KOJUICKI[MS POTOB KOTBITHBIX, KOJUICKIIUS
9y4esl FOJI0B KOMBITHBIX
136 Al Y4eOHast ayTuTOpUS ISl IPOBEICHHS Pabouee mecto npenonasatens. [locagounsie MecTa
3aHITHH JCKITMOHHOTO THITA, 3aHATHH oby4Jaromuxcs (1o KOIMIECTBY 00yUJaIONTUXCs).
CEMHHAPCKOT0 THIIA, KYPCOBOTO WHTepakTHBHAS JOCKA C TPOEKTOPOM, KOMITBIOTED,
MPOSKTUPOBAHUS (BBITIOJIHCHUS KYPCOBBIX |TOJKIFOUCHHE K MHTEPHETY, yUCHHYCCKAs TOCKA,
paboT), rPYIIOBBIX U UHANBUAYAIBHBIX  |[IPE3CHTAI[OHHAS TPUOYHA
KOHCYJIBTAINiA, TEKYIIIETO KOHTPOJISI U
POMEXKYTOYHOM aTTECTALIUH.
234 Al VYueOHast ay IuTOpHs AJIsl IPOBEICHUS Pabouee mecto npenoaasarens. [locagounsie Mecta

3aHATHH JIEKIMOHHOTO THIIA, 3aHATHH
CEeMHHApCKOro THIA, KypCOBOTO
MIPOEKTUPOBAHMUS (BBITOJIHEHUS KYPCOBBIX
paboT), TPYNIIOBEIX U MHJUBHUAYaIbHBIX
KOHCYJBTAIMH, TEKYIIETO KOHTPOJIS U
IPOMEKYTOUHON aTTECTALINH.

oOyuaromuxcs (10 KOJTHYECTBY O0YUAFOIIUXCS).
YyeHudeckas 10cKa




320 A2 KommerotepHsiii knace. YueOHas ayautopusi|Pabodee mecto mpemnoaasarens. [locagounsie MecTa

JUTSL TIPOBEICHUS 3aHIATHHA JICKIIMOHHOTO 00yJaromuxcs (Mo KOJIUIECTBY 00yJaIOIIUXCS).

THIA, 3aHATHI CEMUHAPCKOTO THIIA, KomribroTepsbl, ydeHHueCcKas 0CKa, MOIKIIOYCHUE K CETH
KypCOBOTO IPOCKTUpOBaHUs (BimoiHeHus: |HTEpHET

KYpPCOBBIX paboT), FPYIITOBBIX U
WH/IMBUYATBHBIX KOHCYJIBTALUHN, TEKYIIETO
KOHTPOJISL M IPOMEIKYTOYHOM aTTECTALUY.
[TomenieHue JUIsl CAMOCTOSTEIBHOM Pa0OTHI

9. METOAUYECKHUE YKA3ZAHUSA JJISA OBYYAIOIIIUXCA IO OCBOEHHUIO JTUCHUIIIUHBI (MOY JIS)

CamocrosTenbHas paboTa CTYyIEHTOB SIBJISETCS COCTABHOM YaCThIO IIPOLiecca OCBOCHUS MPOrpaMMbl 1o quctuminae «Crienkypce Ha
MHOCTPAaHHOM SI3BIKE» M BKIIOYAET HEOOXOAUMBIE aCIIEKTHl OCBOCHHS TUCLIUILIMHBI. OCHOBHAS LIENb METOIMUECKHUX yKa3aHUH
3aKIII0YAeTCsI B TOM, YTOOBI 00€CIIeYUTh CTY/IEHTOB HEOOXOAUMBIMHU CBEJICHUSMH, AITOPUTMAMH JJIsl YCIICIIHOTO BBIIOJIHEHUS
CaMOCTOSATENBHON paboTh, B (JOPMUPOBAHUN YCTOWYMBBIX HABBIKOB, O3BOJIIOIINX CAMOCTOSATEIBHO PEIIaTh yIeOHbIe 3a1a4H,
BBINOJIHATH Pa3HOOOpa3HbIe 3a1aHus, TIPEOJI0IEeBATh TPYIHOCTH B OT/IEJIBHBIX BU/IaX CAMOCTOSTENbHON paboThl, pa3BUBaTh Y4eOHYIO U
KOMMYHHUKAaTHBHYIO KOMIIETCHIIUIO CTYACHTOB. [IpenoaaBaTens onpenenseT o0NIylo cXeMy OpraHu3aluy CaMOCTOSATEIbHON yaeOHOH
JIeSITeTIbHOCTH CTY/IEHTa, B KOTOPOH CTYJEHT pealn3yeT CBOW TBOPUYECKHH OTEHIIUAIL.

ITnan caMmocTOATENBHON PabOThI

CamocrosiTenpHas paboTa CTYICHTOB IPEIoaraeT CASAYIONIe BHIbL:

- IOrOTOBKA K MMPAKTUYCCKUM 3QHATHSIM;

- YTEHHUE U MEPEBOJ] TEKCTOB;

- COCTABJICHHE TII0CCAPHUS 10 TEME;

- IOATOTOBKA ITPOCKTOB;

- BBIIIOJIHCHUE IIMCbMEHHBIX U YCTHBIX 3aJaHHi (JIEKCHKO-IPAMMATHYECKUX YIPAKHCHHN, HAIIMCAHHUE [ICJIOBBIX [IHCEM Ha
HWHOCTPAHHOM SI3BIKE H JIp.;

- BBINOJIHEHUE KOHTPOJILHBIX PabOT (TECTOR);

- IOATOTOBKA K 3a4eTy.

Kpowme toro, camocTositenpHast paboTa CTyACHTA 110 U3YYCHHUIO AUCIHIUIMHBI OXBATHIBACT: 3ayYMBaHNC CIIOB HHOCTPAHHOTO SI3bIKA,
rpaMMaTHYECKHUX MPABHJI, YTEHUE TEKCTOB Ha HHOCTPAHHOM SI3bIKE BCIYX B COOTBETCTBUH C ITPABHJIAMHU YTEHHS, TIOHIMAaHHE TEKCTOB,
MOCTPOCHKE BOIIPOCOB U OTBETOB K TEKCTaM; IIEPEBO HA PYCCKHUM SI3bIK (YCTHBIN U MUCHMEHHBIH).

Mertoaudeckue yKa3aHHs 110 BBIIIOJHEHHIO CAMOCTOSTEILHOM PaboThI
Metoandeckue yKka3aHusl K BBINOJIHEHUIO JIEKCUKO-IPaMMAaTHUECKUX YITPAXKHEHUH

ITpu paboTe ¢ JEKCUKO-IpaMMaTUYECKUM MAaTEpUaIoM HEOOXOAUMO CTPEMUTHCS HE TOJbKO K Y3HABAHUIO CJIOBA WIJIH
rpaMMaTHIECKOro 000pOTa, HO M K TIOHMMAHUIO IIeJIM €T0  YIOTpeONeHns B JAHHOM KOHTEKCTE.

W3ygaemsblil MaTepuan TpeOyeT NPaKTUUECKOTO IPUMEHEHHUS, IPEX/IE BCETO B BUAE JEKCUKO-IPaAMMAaTHYECKUX YIIPAXXHEHUH, KOTOPbIE
CJIeLyeT BBINOJIHATH TOIBKO MOCHE TIIATEIbHON MPOpabOTKU BCEro Marepuaina. V3ydeHue rpaMMaTHKK HeJIb3sl HA4aTh «C
cepenunbl». Kaxkaplii HOBBIH pazaen 6azupyeTcs Ha U3y4eHHOM Ipeskae MaTepuane. O1HAKO U3ydeHUE TOIbKO IpaMMaTUKU O3
MIPABHIIBHOTO MPOM3HOLIEHHS ¥ 3HAHUS JICKCHKU OCTaeTCsI «BEIbI0 B ceOey. JINIIb KOMIUIEKCHBIN ITOX0 ¥ IOCTEIEHHbIH Iepexo. OT
IIPOCTOrO K CIOXKHOMY MOXET JaTh TpeOyeMblil pe3ybTar.

[Ipu BeINOIHEHUH yNpa)KHEHUH CHavaja cileyeT 03HAaKOMUTbCA C TPaMMaTHYECKUMU KOMMEHTapUAMH, IPOCMOTPETH 3aIKCH,
cAenaHHble Ha 3aHATHU. IIpu NOAroTOBKE K KOHTPOJIBHBIM paboTaM TpeOyeTcs TakkKe IPOCMOTPETh BECh JIEKCUKO-IPaMMaTUUECKUI
MaTepHajl, B TOM YUCIIE IOMAIIHUE TUCHbMEHHbIE YIIPa)KHEHHS.

CTyaeHTaM peKOMEHyeTCs HCII0Ib30BaTh 00yJaloye KOMIBIOTEPHBIE TPOTrPaMMBbl, KOTOPBIE JAI0T BO3MOXKHOCTh HE TOJBKO
IPOCIyLIaTh PaBUIIbHOE (POHETUUECKOE O(POPMIICHUE PEUH, HO U BBIPAOOTATh HABBIKK UCIIOIb30BAHUS [IPABUIILHBIX JIEKCUKO-
rpaMMAaTHYECKUX CTPYKTYp MPH MOMOIIN YIPaKHEHHH.

ITpu u3yyeHun onpenenEHHbIX JEKCUUECKUX U IPaMMaTUUECKUX SBJICHUH HEMELIKOTO SI3bIKa PEKOMEH 1yeTCs UCIIONb30BaTh CXEMBI,
TaOINIBI U3 CIPABOYHUKOB M0 TPaMMATHKE, TIIATENFHO TOTOBUTH MX UL 00€CTIeueHHs IPOYHOTo ycBoeHus. [Ipu moctpoeHuu
HEMELIKOI'0 IIPEITI0KEHUs CIeAyeT paclosaraTh CI0Ba B CTPOro ONpeeIEHHOM MOPSIKE, YUUThIBAsL, YTO MOPAAOK CIOB B
[IOBECTBOBATENILHOM, BOIIPOCUTEIBLHOM U OTPULIATEILHOM MPEUI0KEHHUAX OTIINYAETCA OT HOPSIJIKA CJIOB B PYCCKOM IIPEJI0KEHHH.

MeTOZ[I/I‘{eCKI/Ie PCKOMEHAAIUU 10 ITOATOTOBKE pOJ'IeBOfI UI'pbL

B cTpyKkType posieBoii UIphl KaK Mpoliecca BBIIEISIOTCS CIeIyIOIIUe COCTaBIISIOINE:

* TeMa;

* poJH, B3AThIE HA Ce0s UTPaAIOIINMY;

* UTPOBBIE JEHCTBUS KaK CPECTBA pPEAIN3alliy ITHX POJIEH;

* UTPOBOE YNOTpPEOJICHNE MIPEIMETOB, T. €. 3aMELICHUE PealIbHbIX BEIlleH UIPOBBIMH, YCIOBHBIMU;

* peabHbIe OTHOIICHHUS MEXAY UIPAIOIINMHT;

* cloXeT (coaepkaHue) — 00JIaCTh JeHCTBUTENBHOCTH, YCIIOBHO BOCIIPOU3BOINMAsI B UTPE.

B mporiecce poseBoit Urpsl 0TpadaTHIBAIOTCS U YCBAUBAKOTCS:

1) aTHYecKre HOPMBI U MTPaBUIIa IOBEIACHUS U OIIPEJIeNIEHHbIE COLMAJIbHBIE POJIM B TOM HJIM HHOM 3THOKYJIBTYPHOM COOOILECTBE;
2) 0COOEHHOCTH, XapaKTEPHBIE YEPTHI, BOSMOXXHOCTH TEX WJIM MHBIX COIMAIBHBIX IPYII WM ONPEAETICHHBIX KOIJIEKTHBOB —




aHaJIOTOB MPEIIPUITHI, PUPM, T.€. pa3IUYHBIC THITBI SKOHOMUYECKHX U COLUAIBHBIX HHCTUTYTOB, YTO BIIOCIEACTBHU MOXET OBbITh
MEPEHECECHO B COLMATIBHYIO IPAKTHKY;

3) yMeHHS COBMECTHON KOJIJICKTUBHOM JCSTEIEHOCTH;

4) KynbTypHBIC TPAIUIUH U HOPMBI.

PoneBbie UIpBI, TEMa U CIOXKET KOTOPBIX OCHOBaH Ha COACPIKAHUH TEKCTOB, MILTIOCTPUPYIOT MOBEICHHE B CHUTYAIIMU MEKKYIbTYPHOTO
oO1meHus.

B xauecTBe MPUEMOB, XapaKTEPHBIX JAJISI METOJA POJICBOI UTPBI BEICTYIAIOT CIEAYIOLIHE:

- IpEeM BOCCO3/IaHHsI KOMMYHHKATHBHOTO KOHTEKCTA, KOMMYHHKATHBHOM CUTYaLHH;

- IPUEM BHPTYaJIbHON SKCKYPCHH, KOTOPBIH MOKHO OPraHM30BaTh KaK C MOMOIIBIO TEXHHYECKUX CPENICTB, TAK M C UCTIOIb30BAHUEM
peanbHbIX (OTOMATEPUATIOB B y4eOHOW ayAUTOPHH,

- IpUeM JIpaMaTU3al1K, HAPABICHHBII HA CO3[JAHUE YCIOBHH, MPUOIMKEHHBIX K YCIOBUSM PEATbHOTO OOIIEHNUS, CBSI3AHHBI ¢
CO3IaHHEM CUTYyaIMH OOLICHMS, OMPEICICHUEM LICIH, PacpeIeICHHEM POJIeii;

- mpueM pedIeKCUBHOM UICHTU(DHUKAIMH, PEANOIAraloINi UICHTU(PHUKAIHIO C 00BEKTOM OOIICHHS H IOBECTBOBAHHUE OT UMEHH
9TOTO OOBEKTA.

Meroaudeckie yKa3aHus K HAIIMCAHUIO JIETI0BOTO MUChMa
Business Letter

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

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

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

Business Letter Writing

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

Meroaudeckue ykazaHHs K YTEHHIO ¥ IEPEBOLY TEKCTOB MPOGEeCCHOHANBHOM HAPaBIeHHOCTH

TekcThl MPO(ECCHOHANBHOW HAMPABICHHOCTH Ha MHOCTPAHHOM SI3bIKE IOMHMO CBOSH OCHOBHOW  3agadul —
MH(GOPMATHBHOCTH — TOMOTAIOT IOTIOJHUTE OOIIM M TEMaTHYeCKUH CIIOBApHBIN 3amac, TPEHUPYIOT B IIPOM3HOLICHHH
HEMEIIKHX CIIOB ¥ BBIPAXKCHHUH, 3aKpEIUIIOT MpaBHiIa TPaMMATHKH, CIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOM pevH.
[IpenrekcroBeiii aTam:

- MOpPOYTHTE 3arojOBOK M CKaXHTe, O dYeM (0 KOM) OyIeT UATH Pedb B TEKCTE,

- O3HaKOMBTECh C HOBBIMH CJIOBaMH M CIOBOCOYETAaHMSAMH (€CIM TaKOBBIE IaHBI K TEKCTYy C IEPEeBOAOM);
- OpOYHTaiiTe W BBHIMHUIIMTE CJIOBA, 0003HAYAIOMIKE. .. (IACTCs PYCCKUil 9KBHBAJICHT);

- BeIOEpHTE M3 TEKCTa CJIOBA, OTHOCSMIMECS K M3ydaeMol TeMe;

- HalJuTe B TEKCTE HE3HAKOMBIE CIIOBA.

TexkcToBbIil 3Tar:

- IPOYTHTE TEKCT;

- BBIIENUTE CJIOBa (CIIOBOCOYETAHHS WIIM MPEIOKEHUS), KOTOpPhIE HECYT BaXKHYIO (KIHOYEBYIO HHQOPMAIIHIO);
- BBIIHMIIATE WIK TMOMAYCPKHUTE OCHOBHBIC MMEHA (TCPMUHBI, ONPEICICH s, 0003HAUCHHS);

- chopmynupyiiTe KIIOUYEBYIO MBICIb KaXJ0ro ab3aia;

- OTMEThTE CJOBO (CIIOBOCOYETAHHE), KOTOPOE JIydllle BCEro MepeaaeT CoJCpKaHue TEeKCTa (YacTH TEKCTa).
[locnerexcToBbli  3Tam:

- 03arJaBbTe TEKCT;

- TPOYTUTE BCIYyX MPEATIOKEHHS, KOTOpBIE MOSCHSAIOT Ha3BaHHE TEKCTa;

- HalauUTe B TEKCTE NPCIUIOKCHUS JJISl OMMUCAHHMS ...

- ToATBepAUTE (ONMPOBEPTHHUTE) CIOBAMH U3 TEKCTa CIEAYIOIIYIO MBICHD ...

- OTBETHTE Ha BOIPOC;

- COCTaBbTE IIaH TEKCTa;

- BBINHUIINTE KIIOYEBBIC CJIOBAa, HEOOXOAMMBIC AJISI IEpecKa3a TEeKCTa,

- TepecKaKUTe TEKCT, OIMPAsCh Ha IUIaH;

- MepeCcKaXUTe TEKCT, OMHPAsCh Ha KIIOYEBbIC CJIOBA.




[Ipu noaroroBke pedeprpoBaHHHS TEKCTa PEKOMEHAYETCS BOCHOJb30BaThCS CIEAYIOMIEeH MaMsITKON:

1. TMocne mnpouTeHus TekcTa pa30eiiTe ero Ha CMBICIOBBIC YACTH.

2. B kaxnol wuacTu Haligure mnpemiokeHue (MX MOXXeT OBITh HECKOJbKO), B KOTOPOM 3aKJIIOYE€H OCHOBHOMN CMBICI 3TOH
YaCTH TEKCTA. BrImuImuTe 5TH NpeIoKeHusl.

3. TloguepkHuTEe B O3TUX NPEAJIOKECHUSAX KIIOUEBBIE CJIOBA.

4. CocraBbTe IUIaH MEpeCcKasa.

5. Onwpasck Ha IIaH, HEPECKAKUTE TEKCT,

6. Omupascb Ha KIIOYEBBIE CJIOBA, PACCKAKUTE TEKCT.

Meroandeckue PEKOMEHAAUU 110 COCTABJICHUIO JUCKYCCUHN

ITamsiTKa O COCTABICHUIO UCKYCCHU

B nporecce NOATOTOBKH K BBITOJHEHHIO 33/IaHKs (AUCKYCCHs) BHUMATEIBHO H3YYUTE €r0 COJACPIKATEIFHOES HAMMOJIHEHHE, OTIPEICTUTE
KOHKDPETHYIO CHTYalHI0 i KOMMYHHKAaTHBHYIO 3aa4y OOILICHHSI.

CuTyanusi OOIIEHUS YETKO U JJAKOHMYHO KOHKPETH3UPYETCs B IEPBBIX IBYX-TPEX MPEATOKEHHUAX 3aAaHHs, TIOITOMY HX CIIEIyeT
YUTATh OCOOCHHO BHUMATEIBHO.

* O0s13aTeNbHO 0OCYIHUTE BCE MpeiaraeéMble BApUAHTBI, BHE 3aBUCHMOCTH OT COOCTBEHHBIX MPEAMOYTCHHA.

*BynpTe MHUIIMATHBHBIM ITAPTHEPOM IO OOIICHHUIO, a HE MACCHBHO OXKHIaiiTe BOPOCOB CO CTOPOHBI cobecenHnka. Heobxommmo
Hayath Oecely ¢ KpaTKoOTo BCTYIUICHHS —00BSICHEHHs CUTyaluu. Jlanee cleyeT akTHBHO BECTH Oecely: peiaraTb BApHaHThl IS
00CYXICHHS, 33/1aBaTh COOTBETCTBYIOIINE PEYCBON CUTYAIMH BOIPOCHI, IIPH HEOOXOJMMOCTH [EPECIIPAIINBATE, YyTOYHITh MHECHUC
cobeceTHHKa, OCYIIECTBILATD TIEPEX0/1 OT OJHOTO BapUaHTa K IPYTOMY, B 3aBepllieHre Oecebl ociie 00CYKACHHS BCEX BAPUAHTOB
CaMoMy MPEUIOKUTh pelIeHne. PeleHne JO/MKHO JIOTHYHO BBITEKATh M3 BCEr0 CKa3aHHOTrO 000MMH MapTHEPaMH, He 3a0yIbTe IpH
9TOM ellle Pa3 HOMHTEPECOBATHCS MHCHUEM COOCCEIHUKA.

*Be)XIIMBOCTB B IMANIOTe MPEAIIONATaeT, IIPEXK/IE BCETO, POSBICHUE 3aNHTEPECOBAHHOCTH 110 OTHOLICHHIO K CBOEMY MapTHEPY 110
00IIeHHI0, 00513aTENIbHOE PearupOoBaHKe HA €r0 PEIUTUKY (IIYCTh MOPOIO C MOMOIIBI0 KOPOTKUX PEIUIMK pearupoBanus). Heooxoaumo
BHHUMATEJIBbHO CITyLIATh TAPTHEPA U IaBaTh aJICKBATHBIC PEAKLMH HA TO, YTO OH FTOBOPHT. B TaHHOM THIIe auanora Jaiie BCero
OTBETHBIMH PEAKIMAMH OYIyT COTJIACUE WM HecornacKe (MIpUieM BeXIMBOE), ¥, BOSMOXHO, YAUBICHHE, COMHeHHe. [Ipu aTOM,
6e3yCIIOBHO, CIEAYET CTapaThCsl HCIOJIBb30BATh PA3HOOOPAa3HbIE SI3HIKOBBIC CPE/ICTBA ISl BRIPAKCHHS TAHHBIX S3bIKOBBIX (DYHKIH.
*AKTHBHO Tpe/iaraiiTe BapuaHThl 1715l 00CYKACHHS (€CTECTBEHHO, MOCIE JOCTATOYHO MOIPOOHOT0 00CYHKIASHHUS KA 10T
MIPEBILIYIIETO).

IIpu NpeUIoKESHUH CBOETO BapHaHTa CICyeT AaBaTh YSTKHUE Pa3BEpPHYTHIC apryMEHTHI B €ro T0Nb3y. B ciiyyae Hecormacus
cobeceHIKa HEOOXOIMMO PEarupoBaTh Ha €r0 PEIUTMKHA CBOMMH KOHTPAPryMEHTaMH, COTJIACYS HX C €0 I0BOJAaMH. Y MCHHE
YCIBINIATh MapTHEPa ¥ aJIeKBaTHO ¥ apryMEHTUPOBAHHO PEarnpoBaTh B CIIOHTAHHBIX OTBETHBIX PEIUIMKaX OCOOCHHO IIEHHO B JAHHOM
turne auanora. OJHaAKO COBCEM HE0O0s3aTeIbHO BCET/Ia HE COMUIALIATRCS C MAPTHEPOM, BE/Ib B PEaIbHON KOMMYHHKAIIMH MbI
JIOCTATOYHO YacTO MEePECMATPUBAECM CBOKO TOUKY 3PCHUS, B3BEIIUBAsI TOBOJIBI «3a» U «IIPOTUBY». [Ipu coriacuu ¢ MHEHUEM
cobeceHIKa BaYKHO IPUBECTH JOIOIHUTEIIBHBIC OBOIBI B [OJIB3Y 00CYXKIaeMOr0 BapHaHTa WM Pa3BEePHYTh apI'yMEHT COOECeTHIKA.
* AKTHBHOCTB M BeXKJIMBOCTh COOCCETHHKA MPENOJaraeT 3aHHTEPECOBAHHOCTh BO MHEHHH MApTHEPA 1Mo OOLICHUI0, TOITOMY B Oeceze
ClIeyeT HHTEPECOBAThCS MHCHHEM COOECEAHHKA 10 TIOBO/LY MPE/IaraéMbIX BapHAHTOB, 3alPAIINBATh €r0 COTJIACHE HJIM HECOTIACHE
€O CBOeH TOUKOM 3peHust. [Ipn HEOOXOAUMOCTH MOYKHO 331aTh YTOYHSIOIINE BOMIPOCHI, TIEPECIPOCHTh COOECETHHKA.

Heo6xoanMo y4nThIBaTh MHEHHE COOCCEIHMKA M IIPHBOANMBIC UM apryMEHTHI IPH IPHHITHA OKOHYATEIBHOTO PELICHHs, KOTOPOE
JIOJDKHO CTaTh JIOTUYECKHUM 3aBepIIeHHeM quajora. Eciu pemenne npoTUBOPEUUT COACPIKAHUIO IPOBEICHHOM Oecepl,
KOMMYHUKATHBHAS 33]]a4a MOXKET OKa3aThCsl HEBBIMIOIHEHHON. DTO 03HAYAET, YTO YYaCTHUK Oecebl (POPMaIIbHO MPOroBapuBall CBOU
JIOBOJIBI, HE CICAMI 33 PEIINKaMHU COOECEAHHNKA U JIOTUKOH Pa3BUTHS JHAIIOTA.

*IHUIIMATUBHOCTH B Oece/ie MpearoaracT yMeHHE BOBJICYb MApTHEPA B UANIOT. B TAHHOM THIIE UAIOra 3TO NPOSBISETCS HE TOIBKO
B YMEHHH 3aIIPOCUTh MHEHHE COOCCEAHNKA, HO U B IPHUIJIAIICHUH IPEIaraTh CBOU BapUAHTHI IS OOCYKACHUSL.

* Heo0X0IMMO MOMHHTB, YTO AUATIOT — 3TO HE OOMEH MOHOJIOTAMH.

Mertoandeckue PEKOMEHAAIUH 110 ITOATOTOBKE NPE3CHTALIUN

Co3aHne Mpe3eHTaluy COCTOUT U3 TPEX ITaIoB:

1. IInanupoBaHue Npe3eHTaluy BKIIOYaeT B ceOsl:

1. Ompenenenue mene.

2. Omnpezenenyie OCHOBHOM UJIeU NIPE3CHTALUU.

3. IToabop monomHUTENEHON HHPOPMAIHH.

4. IInaHnpoBaHUE BHICTYIIJICHUS.

5. Co3nanue CTpYKTYphI IPE3EHTAIHH.

6. IlpoBepka JIOTMKH NIOJJaYl MaTepuaa.

7. IloaroroBka 3aKJIOYEHUS.

II. Pa3paboTka Ipe3eHTaluu.

III. 3ammra mpe3eHTanuy.

[IpakTH4eckue COBETHI O NOATOTOBKE IPE3CHTALUH:

- TOTOBBTE OTJENFHO MTEYaTHBIN TEKCT, CIAiAbl, pa3JaTOYHBINH MaTepHalr;

- ciaiiipl — BU3yallbHasl roj1adya MH(OpMaIuu, KOTopast JODKHA COJIepkKaTh MUHUMYM TEKCTa, MAaKCUMYM H300paKeHUH, HECYIINX
CMBICTIOBYIO HAarpy3Ky, BBITJISIACTh HATTIAHO U IIPOCTO;

- TEKCTOBOE COJIEP)KaHHE MIPE3EHTALNY — YCTHAS pedub WK YTEHHE, KOTOpast IOJDKHA BKIIIOYATh apTYMEHTHI, (GaKThl, TOKa3aTeIbCTBA U
SMOLMH;




- PEKOMEH]IyeMOe YUCIIO CIaioB - 15-22;

- o0s13aTenpHas HHGOPMaNUs IS IPE3EHTANH: TeMa, (aMUIINS U MHULUAJIB! BEICTYIAIONIEr0; IUIaH COOOIIEHUS; KpaTKHe BHIBOJBI U3
BCEr0 CKa3aHHOTO; CIIUCOK MCIOIb30BAHHBIX HCTOYHUKOB,

[Ipu cpennem pacuere BpeMeHH MPOCMOTpPa — | MUHYTa Ha CIIAiil, KOJIMYECTBO CIAWI0B sl 15 MUHYTHOTO BBICTYIIICHHS HE JOJKHO
IpeBbILAaTh 15-Tu.

Cruib

Cobmonaiite equHbIi cTHiIb oopmiienus. M30eraiite cTumeil, KOTopsie OYAyT OTBICKATh OT CAMOW Mpe3eHTauy. BenomMoraTeabpHast
uHpopmarus (ynpapistollie KHOMKH) He JOJDKHBI Peo0IiaiaTh Hall OCHOBHO HH(pOpMaluei (TEeKCT, pUCYHKH).

doH

Jlns dpoHa BeIOMpaliTe 60Jiee X0JIOIHbIE TOHA (CHHUIA WK 3€JICHBIN ).

Hcnonb3oBanue BeTa

Ha onnoM criaiine pekoMeHIyeTcs HCI0JIb30BaTh He 0oJee TpexX HBETOB: OAuH i (hOHA, OAMH AJISI 3aT0JIOBKOB, OUH JUIS TeKcTa. J{is
(oHa U TeKcTa UCTIONb3YHTE KOHTpACTHBIC 1BeTa. OOpaTuTe 0c000e BHUMAHUE HA BET TUIIEPCCHUIOK (10 U MOCIIE HCIIOJIb30BaHMS).
AHMMaIoHHbIe () PEKTHI

Hcnonb3yiiTe BO3MOKHOCTH KOMIBIOTEPHO aHUMALIUH JIJIs PEICTaBIeHHsT MH(POpMAIMK Ha ciaiine. He cTouT 3m0ynotpedisaTh
Pa3THMYHBIMU AaHUMALIMOHHBIMHU 3¢ (exTamMu, OHM HE TOJDKHBI OTBJIEKATh BHUMAHKE OT COAEpKaHUs MH(opMaiy Ha cianze.

MeTtoaudeckue YKa3aHus 110 pa60Te CO CJIOBapeMm

®DopMBI CaMOCTOATENBLHOM paboThI CO CIIOBapeM:

- IIOMCK 3aJIaHHBIX CJIOB B CIIOBape;

- onpeneneHne GopM eANHCTBEHHOTO ¥ MHOXECTBEHHOT'O YHCIIa CYIIECTBUTEIBHBIX;
- BBIOOP HY)KHBIX 3HAU€HHH MHOTO3HAYHBIX CJIOB;

- IOUCK HYKHOTO 3HAYEHUS CJIOB U3 YUCIIa TPaMMaTH4YeCKUX OMOHHMOB;

- IOMCK 3HAUYEeHUS IJIaroja Mo OAHOH U3 TIIaroJbHEIX GopMm.

1. Ilpu noucke ciaoBa B CI0Bape HEOOXOAUMO CIIEAUTH 3a TOUHBIM COBIIAJEHUEM Ipaduueckoro ohopMIeHHUs HCKOMOTO U
HalICHHOTO CII0Ba, B IPOTUBHOM CITydae mepeBo] OyJeT HelpaBHIbHBIM.

2. MHorue coBa SBIISIOTCS MHOIO3HAYHBIMHY, T.€. UMEIOT HECKOJIBKO 3HAYEHUI, T09TOMY IIPU IIOUCKE 3HAUEHUS CJI0BA B CIOBape
HEoOXOAMMO YUTATh BCIO CIIOBAPHYIO CTAThIO M BRIOMPATH IS EPEBOA TO 3HAUEHHE, KOTOPOE MOIXOANT B KOHTEKCT MPEII0KeHHUS
(Texcra).

3. IIpu nomcke B cloBape 3HAYEHHS CIIOBA B PsJIE CIIydaeB CIedyeT NPHHIMATh BO BHUMAaHHE IPAMMATHIECKy0 (DYHKITHIO CITOBA B
IPEeTI0KEHUH, TAaK KaK HEKOTOPBIE CJI0BA BINOJIHAIOT Pa3IM4Hble IpaMMaTUueckue QyHKIUY U B 3aBUCUMOCTH OT 3TOr0 NEPEBOAATCA
H0-Pa3HOMY.

4. ITpu moucke 3Ha4YEHHs TJIaroNa B CIOBape ClelyeT MMETh B BHAY, YTO ITIaroibl yKa3aHsl B CJIOBApe B HEONIPEENeHHON Gopme
(Infinitiv - schlafen, aufmachen)B To Bpems kak B IpeaI0KEHUHU (TEKCTE) OHU (HYHKIMOHUPYIOT B Pa3HBIX BPEMEHAX, B Pa3HbIX
rpaMMaTHYECKUX KOHCTPYKIUX. ITonck riaroia 3aBUCHT OT €ro IPHHAIIEKHOCTH K KJIACCY MPABHIbHBIX WIIH HEMPABUIIBHBIX
[JIarojioB.

MeTtoandeckre peKOMEHAAINH 1O TOATOTOBKE K 3K3aMEeHY

B nepuoj moAroToBKH K 3K3aMEHY CTYICHTHI BHOBb O0OpaIlaloTcs K MpoiiieHHOMY ydeOHOMY Matepuaiy. [Ipu 7ToM oHH He TOJIBKO
CKPEIUISIOT IOJTydeHHBIe 3HAHMUS, HO ¥ IIOJTy4aloT HOBbIE. [I0roToBKA CTyIeHTa K 3K3aMeHY BKIIIOUYaeT B ce0sl TpH JTara:
-ayIMTOpHAsl ¥ BHEAYAUTOPHAsI CAMOCTOSTENbHAsL pad0oTa B TEUEHHE CEMECTPa;

-HENOCPECTBEHHAsI IOArOTOBKA B IHY, IIPEALIECTBYIOLIE IK3aMEHY 110 TeMaM Kypca,

-IIO/ITOTOBKA K OTBETY Ha BOIIPOCHI, CO/IEprKaluecs B Ouierax.

Jlureparypa Ui HOATOTOBKH K 9K3aMEHY PEKOMEHAyeTcs IIpernoaBaresieM 100 yka3aHa B y4eOHO-METOJMYECKOM KOMIUIEKCE.

B xoz1e MOATOTOBKY K 9K3aMeHY CTyAE€HTaM HEO0OX0ANMO 00paInaTh BHUMaHNE He TOJIBKO Ha YPOBEHb 3aIIOMUHAHUS, HO U HA CTETICHb
[TOHUMAaHHUS U3JIaraeMbIX pooIeM.

DK3aMeH NMPOBOJUTCS IO OMiIeTaM, OXBaTHIBAIOIINM BECh MPONWACHHBINH MaTepHa. [1o OKOHYaHNH OTBETa K3aMEHATOP MOJKET 3a/1aTh
CTYICHTY JOTOJIHUTENbHbBIE U YTOUHSIOIIME BONpockl. Ha moaroToBky kK oTBeTy 10 BolpocaM Ouiera cTyaeHTty gaercs 30 MUHYT ¢
MOMEHTA MOJY4YEHUS UM.




