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Pabouas mporpamma repecMoTpeHa, 00CyKIeHa H 0100peHa Juis
ucronHenus B 2024-2025 yaebHoM roay Ha 3aceTaHny Kabeapsl
Kadeapa HHOCTPAHHBIX A3bIKOB U METOAHKH NMPENoAaBaHus
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3aB. kadenpoit SIukybaeBa Aiicyny CepreeBHa
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PaGouas nporpamma nepecMoTpeHa, 00Cy X IeHa U 0J00peHa s
ucronHenus B 2025-2026 yuebHOM ToAy Ha 3aceIanny Kabeapsl
Kadeapa HHOCTPAHHBIX A3BIKOB M METOTUKH NPeENoIaBaHus
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3aB. xadenpoii SukybaeBa Alicyny CepreeBHa

Buzupoanue PIIJ] nis ucnoiHeHusi B ouepeHoM yueOHOM Toay

Pabouas mporpamma nepecMoTpeHa, 00CykIeHa U 0100peHa Juis
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PaGouas nmporpamma rmepecMoTpeHa, 00CyX IeHa U 0J00peHa st
ucnoyiHeHus B 2027-2028 yueOHOM roay Ha 3acegaHuu Kadeapsl
Kadeapa HHOCTPAHHBIX AA3bIKOB U METOAUKHU NPENoJABAHUS

IIpotokomor 2027 1. Ne
3aB. kadenpoit ukybaeBa Aiicynmy CepreeBHa



1. HTEJIX U 3AJAYH OCBOEHUSA JUCITUITJIMHBI

1.1{enu: bopMmupoBaHUe UHOSI3BIYHON KOMMYHHUKATUBHON KOMITETEHIIUH IS ISIOBOTO OOIICHHSI B YCTHOW M MUCEMEHHOM
(hopmax.

1.2|3a0auu: - ocBOeHHE TPaMMAaTHIECKOTO U JICKCHYIECKOT'0 MUHUMYMa B 00beMe, HEOOXOAMMOM JIS JICIOBOTO OOIIECHHUS
Ha MHOCTPAHHOM S3bIKE M PA0OTHI C HHOSI3BIYHBIMH TEKCTaMHU B IPOIiecce MpodeCcCHOHAIbHOMN e TeIbHOCTH,

- popMHpOBaHKME YMEHHUI YTCHUS M MOHUMAHMS JTUTEPATYPHI IO CHEMHAIBHOCTH CO CJI0BAPEM;

- (hopMHpOBaHHE KOMMYHHUKATHBHBIX YMEHHH [IEIOBOTO OOIIEHHUSI HA HHOCTPAHHOM SI3BIKE.

2. MECTO JUCHUIITMHBI B CTPYKTYPE OOII

Huxn (pa3gen) OOTIT: b1.0

2.1|TpeGoBanus K NpeIBapUTeJbHOIl MOATOTOBKE 00yYAIOIIETOCs:

2.1.1{TIpenmecTBYIOMUMH AUCUUILTAHAMY SIBISIFOTCS TUCLMIUTMHEI SI3BIKOBOI MOATOTOBKY Ha MPEABIAYIIEM YPOBHE S3BIKOBOM
MIOJITOTOBKHU.

2.2|TacuMIINHBI M MPAKTHKH, VIS KOTOPBIX OCBOEHHE JAHHO JTHCHHMIIHHBI (MOIYJI51) HEO0X0UMO KaK
npeliecTByIoNIee:

2.2.1|TToaroToBKa K cllade ¥ caadya rocyJapCTBEHHOTO 3K3aMeHa

3. KOMIIETEHL{Y OBYYAIOIIETOCSl, ©OPMUPYEMBIE B PE3YJIbTATE OCBOEHMSI JUCLIATITAHBI
(MOZYJIS)

YK-4: Cnoco0eH ocyiecTBJIATH €J0BYI0 KOMMYHHKAIIUIO B YCTHO# U MUCbMeHHOH ¢opMax HA rocyJapcTBEHHOM sI3bIKe
Poccuiickoii ®@enepanyu 1 ”HOCTPAHHOM(BIX) fI3bIKe(aX)

N/I-1.YK-4: Bpioupaer Ha rocy1apcTBEeHHOM H HHOCTPAHHOM (-bIX) S3bIKaX KOMMYHHKATHBHO ITPHEMJIEMbI€ CTHJIb /1eJIOBOTO
001eHus, BepdajabHble H HeBepOaIbHbIe CPeACTBA B3aUMO/EHCTBHUSI ¢ MApTHEPaMH.

- 3HaeT OCHOBHBIE TPaMMaTHYECKHE CTPYKTYPHI; 00IIEyTOTPEOUTENbHYT0, OOIEKyIbTYPHYIO U MPO(eCCHOHATEHYIO JTEKCHKY;
peueBble KIullle, He0OXOIUMBIE JUISl OCYILECTBICHUS JIeI0BOM KOMMYHMKAIIUU HA HHOCTPAHHOM SI3BIKE;

- yMeeT OCTPOUTH BEICKAa3bIBAHUS B CMOJICTHPOBAHHBIX (IIPEIaraéMbIX) CHTYalnsIX OOIeHUS Ha HHOCTPAHHOM SI3BIKE, TPABHIIFHO
UCTIONB3YS BepOalbHbIe U HEBEPOATbHBIE CPEICTBA OOLICHNS;

- BJIaIeeT UHOCTPAHHBIM S3bIKOM KaK CTUJIEM JIEJIOBOTO OOICHHUSI.

HNJI-2.YK-4: Bener Ae10BYI0 epenucKy, YYUTHIBas 0COOEHHOCTH CTHJIMCTHKH O()MIIHATIBHBIX H HeO(pHIHNAIBLHBIX MHCEM,
COIMOKYJIbTYPHBbIE Pa3anyms B popMaTe KOPPECHOHICHIIUH HA FTOCYAAPCTBEHHOM U HHOCTPAHHOM (-BIX) SI3bIKAX.

- 3HaeT 0COOCHHOCTH CTHJIMCTUKU HANTMCAHUS OHUIHANBHBIX U HEOPHIIUAIBHBIX THCEM
- yMeeT BECTH JACIOBYIO MEPENUCKY C YIETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH ¢ MPEACTaBUTEISIMHU IPYTHX CTPaH
- BJIaJIeeT TEXHUKOH JIeJIOBOTO MHChMa HAa NHOCTPAHHOM SI3bIKE

HN]I-4.YK-4: lemoHCTpUPYeT yMeHHE BHINOJIHATH MepeBo/I MPo¢ecCHOHAIBHBIX TEKCTOB ¢ HHOCTPAHHOIO (-bIX) HA
roCy/1apCTBEHHBIH SA3bIK M 00PaTHO.

- 3HAeT OCHOBHBIE NIEPEeBOAUECKUE TpaHC(HOPMALINY;
- yMeeT BBITIOJHATH MTEPEeBO NPO(HECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO (-BIX) Ha FOCYAapCTBEHHBIH S3BIK H 00PaTHO;
- BJIaIe€T OCHOBAaMU TE€XHHUKH IIEPEBOJA.

4. CTPYKTYPA U COAEPKAHUE JUCHUIIJIMHBI (MOYJIA)

Kon HaumenoBanue pa3nesios u tem /Buj | Cemectp / | Hacos | Komneren- | Jlutepatypa | Uurte | Ilpumeuanue
| 3aHATHS 3aHaTus/ Kvnc 10704 DAKT.

Pa3nen 1. Conep:xanne




11

Introductions. Work and Leisure.

Jobs and studies. to be a/ an with jobs; 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/

12

UJ-1.YK-4
WJI-2.YK-4
WJI-4.YK-4

JI1.1 J11.2J12.1
2.2

TECT

1.2

Introductions. Work and Leisure.

Jobs and studies. to be a/ an with jobs; 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. /Cp/

15

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

JI1.1 J11.2J12.1
J12.2

1.3

Problems.

Nationalities. Speaking: Meet conference
attendees. Writing: e-mail. Reading: Meet
Jeffrey Immelt.

Speaking: Interview employees about
working conditions. Writing: list.
Reading: Carlos Ghosn, Superstar — CNN
/JTab/

16

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

JI1.1 J11.2J12.1
2.2

Ponesas urpa,
MTUCbMECHHBIC
paboTsl, TECT

1.4

Problems.

Nationalities. Speaking: Meet conference
attendees. Writing: e-mail. Reading: Meet
Jeffrey Immelt.

Speaking: Interview employees about
working conditions. Writing: list.
Reading: Carlos Ghosn, Superstar — CNN
/Cp/

20

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

JI1.1 J11.2J12.1
J2.2

1.5

Business Trips (airports, hotels). Food
and Entertaining. Business communication
in action.

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/

14

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

JI1.1 J11.2J12.1
J2.2

[IuceMmenHbIe
paboTsl, TECT




1.6

Business Trips (airports, hotels). Food
and Entertaining. Business communication
in action.

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.

/Cp/

16

WJ-1.YK-4
WJ1-2.YK-4
WJI-4.YK-4

JI1.1 J11.2J12.1
2.2

1.7

Sales. People. Telephone conversations
and Negotiations.

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/

14

UJ-1.YK-4
WJ1-2.YK-4
WJ1-4.YK-4

JI1.1 J11.2J12.1
J12.2

Ponesas nurpa

1.8

Sales. People. Telephone conversations
and Negotiations.

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/

19

WJ-1.YK-4
WJ-2.VK-4
WJ1-4.YK-4

JI1.1 J11.2J12.1
J2.2




1.9

Markets. Companies. Presentation and
Speeches.

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/

16

UJ-1.YK-4
WJI-2.YK-4
WJI-4.YK-4

JI1.1 J11.2J12.1
2.2

[TepeBon
TEKCTOB

1.10

Markets. Companies. Presentation and
Speeches.

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

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

JI1.1 J11.2J12.1
2.2

111

The Web. Business Corespondence.

Using the Internet. Plans for the future.
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.

/JTa6/

12

UJ-1.YK-4
UJI-2.YK-4
UJI-4.YK-4

JI1.1 JI1.2J12.1
J12.2

[TucemenHsie
paboTsl, TECT




112

The Web. Business Corespondence.

Using the Internet. Plans for the future.
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

/Cp/

20

UJ-1.YK-4
WJI-2.YK-4
WJI-4.YK-4

JI1.1 J11.2J12.1
2.2

1.13

Cultures. Jobs. Job Application.

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

/J1ab/

28

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

JI1.1J11.2J12.1
J2.2

1.14

Cultures. Jobs. Job Application.

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/

44

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

JI1.1J11.2J12.1
J2.2

Paznen 2. IIpomeskyTouHas aTTecTanus
(3x3aMeH)

2.1

[MoaroroBka k sk3aMeHy /Dk3ameH/

34,75

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

JI1.1 J11.2J12.1
J2.2

2.2

Kontpons CP /KCPATT/

0,25

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

JI1.1J11.2J12.1
J2.2

2.3

Konraxthas pabota /KoHcOx/

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

JI1.1 J11.2J12.1
2.2

Paznen 3. IIpomesxkyTouHas aTTecTanust
(3a4éT)




3.1 IMonroroBka k 3auéty /3auér/ 3 8,85 | UA-1.YK-4 [JI1.1 JI1.2J12.1 0
NUI-2.YK-4 J2.2
WUa-4.VK-4
3.2 Konrakthas padora /KCPATT/ 3 0,15 | UO-1.YK-4 (JI1.1 J11.2J12.1 0
NI-2.YK-4 J2.2
WUa-4.VK-4
Pa3nen 4. [IpoMekyToUHAsI aTTeCTAIUS
(3auér)
4.1 IMonroroBka k 3auéty /3auér/ 2 8,85 | UO-1.YK-4 (JI1.1 JI1.2J12.1 0
WUI-2.YK-4 J2.2
HUa-4.VK-4
4.2 Konrakthas pabora /KCPATT/ 2 0,15 | UO-1.YK-4 (JI1.1 JI1.2J12.1 0
WUI-2.YK-4 J2.2
HUa-4.VK-4
Paznea 5. IlpomexkyTouHas aTrecTanus
(3auér)
5.1 IMonroroBka k 3auéty /3auét/ 1 8,85 | MO-1.YK-4 (JI1.1 J11.2J12.1 0
NI-2.VYK-4 2.2
Ua-4.VK-4
5.2 Konrakthas pabora /KCPATT/ 1 0,15 | UO-1.YK-4 (JI1.1 J11.2J12.1 0
NI-2.YK-4 2.2
Ua-4.VK-4

5. ®OHJ1 OHEHOYHBIX CPEJICTB

5.1. IlosicHuTEILHAS 3aHCKA

1. Ha3nauenue oHna oueHouHbIX cpencTB. OIeHOYHbIE CPECTBA NPeAHA3HAUEHBI ISt KOHTPOJISI M OLEHKH 00pa30BaTeIbHbIX
JOCTIKEHHH 00yJaroNIMXCcsl, OCBOUBIIUX IIPOrpaMMy YIeOHOH TUCIUIUTHHBI « IHOCTpaHHBIH S3BIKY.

2. ®OH/I OLIEHOYHBIX CPEJICTB BKIIOYAET KOHTPOJIbHBIE MaTePHAJIbI U MPOBEICHHUS TEKYIIETO KOHTPOJIS B JOpPME TECTOBBIX
3aJJaHUH, POJIEBBIX U, HATMCAHUS JIMYHBIX U JIEJIOBBIX [THCEM, IIEPEBO/IAa TEKCTOB U IPE3CHTAINH.

5.2. OneHo4HbIe cpeacTBa 4151 TEKYIEro KOHTPOJIst

BXOJIHOM KOHTPOJIb (mpuMepHbIe 3aaHHs)

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 c) Who

3. Ricardo drive to work?




a) Is b) Do c) Does

4. Oscar from home.

a) sometime work

b) works sometimes

¢) 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 c¢) 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?

5. 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 I’d like to talk to you about.
9. What day suits you?

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

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

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 oneHku:

Crynent Beinonaua 84-100% 3afaHuil «OTIMYHOY, IOBBIIIEHHBIH YPOBEHb

Crynent Boinonauin84-100% 3agaHuii «XopoIoy, MOpOroBbI YpOBEHb

Crynent BeInonHunS50-65% 3afnanuil «yA0BIETBOPUTEILHOY», IOPOTOBBIA YPOBEHD

Crynent BeinonHMI MeHee 50% 3amaHnil «HeyJOBIETBOPUTEILHOY, YPOBEHB HE CHOPMUPOBAH

TEKYILHUI KOHTPOJIb (ITPUMEPHBIE 3AJIAHUSA)
CEMECTP 1

I 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.




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. lusuallygoon  g) from home once a month.

8. Piet often works flexible h) football on Sunday.

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 I don’t like this book. It isn’t (interesting / boring) enough.

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

€100,000!

7.1 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.

e) Between 40 and 50 hours.

) We're doing quite well.

g) The room is very comfortable.

h) From time to time.

i) 'm from lItaly.

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

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

(2) my hotel room on the Internet. I carry a small suitcase and I 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, | like to work on my computer.

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

at the hotel, I usually go for a walk. After a long flight, | 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, | (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.

IV. 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

111. 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. | 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

1. Match the sentence beginnings with the endings.
1 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 ) possible.

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

I1. Match the sentences with the same meaning.

1. At the end of the week, we have a meeting where people discuss subjects.
2. We have a lot of meetings where information or instructions are given.

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

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

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

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

7. Our meetings are informal.
8. We can work from nine to five or from ten to six.
9. Every year, we have three weeks’ holiday.

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

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

d) We have a system of annual leave.

e) We have a flexi time system.

f) We value face-to-face meetings.

g) We have relaxed meetings.

h) We have casual Fridays.

i) We often have briefings.

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

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

a) welcomes new ideas and change

b) make better

C) create

d) start

e) putting needs and wants of customers first

f) offer incentives for

g) make more

h) teach

i) be in charge of

IV. 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 T 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 BeinoaHua 84-100% 3aganuil «OTJIMYHOY, TOBBIIEHHBIH yPOBEHD

Crynent Boinonauin84-100% 3agaHuii «X0poIoy», MOPOroBblii YPOBEHb

Crynent BpinoaHun50-65% 3anaHuii «ya0BIE€TBOPUTENBHOY, TOPOTOBBIA YPOBEHb

Crynent BeimonHMI MeHee 50% 3amaHnil «HEyIOBICTBOPUTEIHLHOY», YPOBEHB HE C(OPMUPOBAH

Ouenounoe cpenctso «POJIEBAS UT'PA»
1. Tema (mpo6iiema) ,,At a job fair”

Konnenmumst urper: You meet at the job fair and talk about sales position. Ponu: a) a director of a company; 0) job seeker.
OskuaeMblIil pe3ysibTaT — HHCIIEHMPOBKA Oece/lbl OpraHu30BaHa M MPEICTABICHA B COOTBETCTBUH C CHUTyaIMe OOIIEHNS.




2. Tema (mpo6nema) ,,Why are staff unhappy”

Konuenums urpst: 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.

Poiu: a) an interviewer (Human Resources); 0) staff members (a receptionist, a website developer, a writer and, a graphic designer).
O>kuiaeMbIil pe3ysIbTaT — HHCIEHHPOBKa Oece/lbl OpraHu30BaHa M NPEICTaBIeHa B COOTBETCTBUH C CUTYyalHei oOImeHusI.

3. Tema (npobiema) ,,At the Hotel

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

Pounu: a) a guest; 6) a hotel’s manager. Oxunaemblii pe3yibTaT — HHCIEHHPOBKA Oece/ibl OpraHU30BaHa U MPE/CTaBICHA B
COOTBETCTBHHU C CUTyaluell oOIeHus.

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

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

Pouu: a) a guest; 0) a receptionist. OkumaeMblii pe3yJIbTaT — WHCIEHHPOBKA Oece/Ibl OpraHu30BaHa U NPECTABICHA B COOTBETCTBUH
C CUTYyaIuei oomeHus.

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

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

Ponu: a) a manager; 6) a manager. OxunaeMblii pe3yybTaT — HHCICHUPOBKA Oece/ibl OpraHu30BaHa U MpPEICTaBJICHA B
COOTBETCTBHH C CUTYAIHEH OOIICHHS.

6. Tema (pobiiema) ,,At a Trade Fair

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

Ponu: a) a store manager; 6) a manufacturer. OxxugaemMebrii(e) pe3ynbTar(bl) — HHCIICHUPOBKA Oecebl OpraHu30BaHa U MPEeICTaBICHA
B COOTBETCTBUH C CUTyaIleH 0OIIeHsI.

7. Tema (npobiema) «Dealing with problems»

Kownuemnumst urpst: An office worker in a car-hire firm wants to start work later in the morning, but the manager does not agree.
Poiu: a) a manager; 0) an office worker. OxxumaembIit pe3ynbTaT — WHCLIEHUPOBKA Oece/ibl OpraHu30BaHa M NPECTaBJICHA B
COOTBETCTBHUH C CUTYaIMeH OOIEHHSI.

8. Tema (npobiiema) «Participating in discussion»

Konuenmus urpsl: You are taking part in a marketing meeting to discuss the launch of a new range of biscuits and how to promote it.
Pouu: a) an advertising manager; 6) an advertising manager. OuaaeMblii pe3yJbTaT — WHCIICHUPOBKa Oeceibl OpraHu30BaHa 1
HpeCTaBIeHa B COOTBETCTBUH C CHTyalueil OOLIeHHs.

9. Tema (npobnema) «Presenting your company»

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

Pouu: a) a representative of company Nel; 0) a representative of company Ne2. OxwugaeMblii pe3ysibTaT — HHCIICHUPOBKA Oece bl
OpraHU30BaHa M MPEACTaBJICHA B COOTBETCTBHH C CUTYaIHEeH OOIEHNUSI.

10. Tema (npobiiema) «Making arrangementsy»

Konuemnms urpst: 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; 0) a customer. OxuIaeMblii pe3yIbTaT — WHCLHEHUPOBKA OeceIbl OpraHM30BaHa U IIPEJICTaBIICHA B
COOTBETCTBHHU C CUTYAIUEH OOIICHHS.

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

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

Ponu: a) a manager; 0) a manager. O’KuaeMblid pe3yibTaT — WHCIEHUPOBKA OeceIbl OpraHn30BaHa M MPEICTaBIeHa B COOTBETCTBUH
C CHTyaluel O0IIeHHS.

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




Ponu: a) a director; 6) a candidate for the job. Oxxumaembrit pe3yapTaT — WHCIIEHUPOBKA Gece/Ibl OpraHM30BaHa U PECTaBICHA B
COOTBETCTBHH C CHTYAIMel OOIICHHSI.

Kputepuu orieHKH:

«OTIaMYHOY, MOBBIMICHHBIN ypOBeHb: CTyIEHT CAMOCTOSTEIBHO Peain3yeT YMEHHE MOCTPOUTD BBICKA3bIBAHHS B CMOCIIHP OBaHHBIX
(mpeanaraeMbIxX) CUTyalUsX OOIICHUS HA HHOCTPAHHOM SI3bIKE, MIPABIIHHO UCIOJB3Ys BepOaibHbIC U HEBepOAIbHbIC CPEICTBA
OOIIeHHS; BIaIeeT HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM [EJI0OBOTO OOIICHUSL.

«X0poI110», MOPOroBbIi ypoBeHb: CTYIEHT CIOCOOCH MOKa3aTh YMEHUS TOCTPOUTDH BBICKA3bIBAHMUS B CMOJICITHPOBAHHBIX
(mpemyaraeMbIX) CUTyalusX OOIIECHHS HAa HHOCTPAHHOM SI3bIKE, TPABUIIBHO HUCIONB3Ys BepOabHbIC U HEBepOaTbHBIE CPECTBA
OOIIEHNUS;CTOCOOCH YaCTHYHO MTOKA3aTh BJIA/ICHHE HHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JIEIOBOTO OOIICHHS.

«Y IOBIIETBOPUTEIBHOY», IOPOTOBBI ypoBeHb: CTYICHT MO/ PYKOBOACTBOM MPEIOJaBaTellsl CIIOCOOCH MOKa3aTh YMEHHS TOCTPOUTD
BBICKa3bIBaHUS B CMOJICTUPOBAHHBIX (TIPE/JIaraeMbIX) CUTYallisIX OOIICHHST HA HHOCTPAHHOM SI3bIKE, IPABHIBHO UCTIONB3YS
BepOanbHbIC U HeBepOallbHBIC CPEICTBA OOLICHNMS; CIIOCOOEH YaCTUYHO MOKa3aTh BIaICHHE HHOCTPAHHBIM SI3bIKOM KaK CTHJIEM
JIeJIOBOTO OOLIeHNSI.

«HeynoBneTBopuTensHO», ypoBeHs He copmupoBan: CTYACHT 3aTPYAHICTCS HIIH HE MOXKET ITOKA3aTh YMCHUS IIOCTPOUTh
BBICKa3bIBAHHUS B CMOJICTUPOBAHHBIX (TMIPE/JIaraeMbIX) CUTYallUsIX OOIICHHST HA HHOCTPAHHOM SI3bIKE, MPABMIILHO HCIIONB3YS
BepOanbHbIC U HeBepOabHBIC CPEICTBA OOLICHNUS; HE BIaJCeT HHOCTPAHHBIM S3BIKOM KaK CTHJIEM [CJI0OBOTO OOIICHHSL.

Onenounoe cpenctso «[IEPEBOJ] TEKCTOB»

[IpumepHBIe TEKCTHI AJIs NEpeBOa ¢ aHTJIMICKOTO Ha PyCCKUM

Text 1

Business diary: Paul Trible, Paul Watson as told to Vanessa 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 Aires.

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 | love about travel is the solitude to think and read. I 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 I pay attention to things is to write them down. I buy notebooks and take them everywhere. I write whenever I can during
the day, and I 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 cent in 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

Kpurepun onenxku:

«OTIM9HOY, MOBBIMIEHHBIH ypoBeHb: CTYIEHT CAaMOCTOATENBHO Pean3yeT YMEHHS 10 TIepeBOLy MPpodecCHOHANBHBIX TEKCTOB C
HMHOCTPAHHOT'O Ha TOCYJapCTBEHHBII A3bIK U 0OPAaTHO, BJIa/Ie€T OCHOBAMHU TEXHHUKH IIE€PEBOA.

«Xopomroy, TToporoBsif ypoBeHb: CTyIeHT cIIOCOOCH IMOKa3aTh yMEHNE IIepeBoja MPOPeCCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha
rOCYapCTBEHHBIN SI3BIK U 00PAaTHO, CIOCOOEH YaCTUYHO IOKa3aTh BIIaJCHUE OCHOBAMU TEXHHUKHU IIE€PEBOJA.

«Y IOBIICTBOPUTENHHOY, TIOPOTOBEII ypoBeHb: CTYIEHT CIIOCOOECH 110, PyKOBOACTBOM IIPETIOaBaTellsl IOKa3aTh YMEHHS T10 TIEPEBOLY
npodeccnoHanbHBIX TEKCTOB C MHOCTPAHHOTO Ha TOCYJapCTBEHHBIH A3bIK U 00paTHO, CIOCOOEH M0Ka3aTh YaCTUYHOE BIIaJICHUE
OCHOBAMHU TEXHHUKHU NIEPEBOJIA.

«HeynoBneTBopuTensHO», ypoBeHb He copmupoBaH: CTyJeHT 3aTpyJHACTCS MM HE MOXKET II0Ka3aTh YMEHNUS, HE BIaIeeT
OCHOBAMHU TEXHHMKHU NIEPEBOJIA.

Onenounoe cpenctso «[IPE3EHTALIA»

TeMsbl a1 pe3eHTalnn:

1. Types of markets

2. Presentation of the company
3. Future Plans

Kpurepun onenxu:

«OTIMYHO», NOBBILIEHHBIH YPOBEHb: CTYAEHT CAMOCTOSITENILHO PEANIU3yeT YMEHHE IOCTPOUTh BbICKA3bIBAHUS B CMOJEIMPOBAHHBIX
(mpeanaraeMbIX) CUTyalaX OOIICHNS HA HHOCTPAHHOM SI3bIKE, IPAaBIIBHO UCTIOJB3Ys BepOaIbHbIE U HeBEepOaIbHbIE CPEACTBA
0O0ILeHNUs, apI'yMEHTUPOBAHO U3JIaraTh COOCTBEHHYIO TOUKY 3PEHUS HA UHOCTPAHHOM SI3BIKE; BIaJieeT HABBIKAMU BEAEHUS JUCKYCCUU
1 TIOJIEMHUKH Ha MHOCTPAHHOM SI3bIKE U HHOCTPAHHBIM S3bIKOM KaK CTHJIEM JIEIOBOTO OOIICHHS.

«XO0po1L0», TOPOrOBbI YPOBEHb: CTYJEHT CIIOCOOEH II0KAa3aTh YMEHHS IIOCTPOUTH BBICKA3bIBAHUS B CMOJEIUP OBAHHBIX
(mpeanaraeMbIX) CUTyalaxX OOIICHUS HA HHOCTPAHHOM SI3bIKE, IIPABHIBHO UCTIOJB3Ys BepOaIbHbIE U HeBEepOaIbHbIE CPEACTBA
0O0ILIeHNS, a TAKXKE U3J1araTh COOCTBEHHYIO TOUKY 3PEHMsI HA MHOCTPAHHOM f3bIKE; CIIOCOOEH YaCTUYHO [10Ka3aTh BIIaJIcHUE
MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JEJI0BOTO OOIIEHHMS, a TAK)Ke HABBIKAMU BEJCHUS IUCKYCCHU U TTOJIEMUKH.

«Y 10BIETBOPUTEIBLHOY, IIOPOTOBBII YPOBEHb: CTYJEHT 0] PyKOBOJCTBOM IIPENOAABaTENsl CIOCOOEH MT0Ka3aTh YMEHHUS IOCTPOUTD
BBICKa3bIBaHUS B CMOJICJIUPOBAHHEIX (MIPEJIaraeMbIX) CUTyalUsIX OOIIEeHNsI HA HHOCTPAHHOM SI3bIKE, IPABUIILHO HCIIONIB3YS
BepOasbHbIE U HEBEpOalIbHbIE CPEACTBA OOLICHHS U U3JIarasi CBOI0 TOUKY 3PEHHUs HA HHOCTPAHHOM SI3BIKE; CIIOCOOEH YaCTHYHO
MOKa3aTh BIIaJICHHE HHOCTPAHHBIM SI36IKOM KaK CTHIIEM JIETIOBOTO OOIIEHHS.

«HeynoBnerBopUTeIbHOY», YPOBEHD HE CHOPMUPOBAH: CTYJECHT 3aTPYAHACTCS WIK HE MOXKET II0Ka3aTh yMEHHS IIOCTPOUTH
BBICKA3bIBAHHUS B CMOJICITMPOBAHHBIX (IPEIaraéMbIX) CHTYalUsIX OOIEHHs HA HHOCTPAHHOM SI3bIKE, TPABUIIBHO HCIIOIB3YsI
BepOaIbHbIE U HEBEpOalIbHbIE CPEACTBA OOLICHHS; HE BllaleeT MHOCTPAHHBIM S13bIKOM KaK CTHJIEM JI€JIOBOTO OOILEHHUS, HE BIaJeeT
HaBBIKAMH BEJICHHs JIUCKYCCUY HA HHOCTPAHHOM SI3BIKE.




5.3. Tembl NHCbMEHHBIX Pa0doT (3cce, pedepaTsl, KypcoBble padoThI H AP.)

Hanucanue nuaHoro u JCJIOBOI'O IMMChbMa
BPI,Z[BI JIMYHOTO IMUChMaA:

- Introduction Letter

- Friendly Letter

BI/I)ILI JCJIOBOI'O ITMChbMa:
— The Inquiry Letter

— The Invitation Letter

— The Letter of Complaint
-CV

Kpurepuu onennBanms:

- OIICHKA «OTIIMYHOY BBICTABISIETCS CTYACHTY, €CITH CTYJICHT MOKa3bIBaeT TITy0OKHe 3HAHHS TPAMMATHUCCKUX CTPYKTYP;
0011Iey O TPEOUTETBHOM, 0OIIEKYIBTYPHON U MPOhECCHOHATBHON JIEKCUKH; PEUYEBBIX KIIHIIIE, HEOOXOUMBIX IS
OCYIIECTBJICHUA [[eJ'IOBOﬁ KOMMYHUKAIIMU HAa HUHOCTPAHHOM $3bIKE, OCHOBHBIX IIECPEBOAUCCKUX

TpaHchopMaIui.

ConeprkaHue IMMChMa OTPAXKAET BCE ACMEKTHI, YKa3aHHbBIE B 3aJ[aHUM; CTUIIEBOE O()OPMIIEHHE BBIOPAHO MPABUIILHO ¢ YYETOM
TEMBI U aJpecara; COOJI0ICHBI PUHSTHIC B IEJIOBOM U JIMYHOM MHCbME HOPMBI BEXKJIMBOCTH ((OPMYJIBI TPUBETCTBHS,
obparrenus, mporanus). TeKCT MIChEMa TIOCTPOEH JIOTHYHO, CPEICTBA JIOTHUECKON CBA3HM M MYHKTYAI[MH UCTIOIb30BaHbI
MpaBUIBEHO. [ paMMaTHYeCKHe CTPYKTYPHI Pa3HOOOPa3HBI M MCIIOIb30BAHBI B COOTBETCTBHH C 3aaHUEM, COOIIOIACTCS
JIEKCUYECKast COUETaeMOCTb.

- OLIEHKA «XOPOILI0» BBICTABIIACTCS CTYEHTY, €CJIM CTYJEHT I10Ka3bIBAET XOPOLIMH yPOBEHb 3HAHUI OCHOBHBIX
rpaMMaTHYECKUX CTPYKTYD; OOLIEYIOTPEOUTENbHOM, O0IEKYIbTYPHOH U NPO(eCCHOHANBHOMN JIEKCUKH; PEUEBBIX KIIHIIIE,
HEOOXOAUMBIX JUIA OCYIECTBIICHHS J€I0BOI KOMMYHHUKAIIUN HA MHOCTPAHHOM $I3bIKE, OCHOBHBIX IIEPEBOTIECKHE
TpaHcdopmanmu. HekoTopsie acleKThl, yKa3aHHbIE B 33JJaHUH, PACKPBITHI HE TTOJHOCTHIO; UMEIOTCS OT/AEIbHBIC HApyIICHUS
CTHIIEBOro 0(hOPMIICHHUS MMCbMa; B OCHOBHOM COOJIIOJICHBI IPUHSATHIE B AEIOBOM M JINUHOM IMUCbME HOPMBI BEXKIIMBOCTH.
Bericka3blBaHHE B OCHOBHOM JIOTUYHO; UMEIOTCS OTAEJIbHbIE HEJOCTATKU IIPU UCIIOJIB30BAHUU CPEJCTB JIOTUYECKOM CBSI3U U
MYHKTYalll{; IMEIOTCS OT/IeNIbHbIE HAPYIIECHHsI B 0(OPMIICHHH JI€JIOBOTO MHChMa. B OCHOBHOM rpaMMaTH4ecKie CTPYKTYpPbI
Pa3HOOOpa3HbI ¥ HCIIOJIB30BAHBI B COOTBETCTBUH C 33JJaHUEM, COOIOAETCS JIEKCHYECKast COYEeTaeMOCTb.

- OIIEHKA «Y/IOBJIETBOPHUTEIILHO» BBICTABISETCS CTYIEHTY, €CIIM CTYICHT MIOKa3bIBacT 0a30BbIi ypOBEHb 3HAHUH OCHOBHBIX
rpaMMaTHYECKUX CTPYKTYP; OOLIEyIIOTpeONTEILHOM, O0MEKYIbTYpHON 1 NpOo(ecCHOHAIBHOM JEKCHKH; PEUEeBbIX KIIUIIE,
HEOOXOAUMBIX JUIA OCYIIECTBICHHS AETI0BOIl KOMMYHHUKAITMH HA HHOCTPAHHOM SI3bIKE, OCHOBHBIX IIEPEBOIYECKUX
tpaHchopmanuii. ConepxkaHue OTpakaeT He BCE acIeKThl, YKa3aHHbIC B 3aJJaHNU; HAPYLICHUs! CTHIIEBOTO 0hOpMIIeHHUS
JIEJIOBOTO IIChMa BCTPEUYAIOTCS JOCTATOUHO YacTO; B OCHOBHOM HE COOJIIOAI0TCS MPUHSTHIC B ISIOBOM U JIMYHOM ITHCHME
HOPMBI B&XKITMBOCTH. BBICKa3bIBaHME HE BCET/la IOTHYHO; UMEIOTCS MHOTOYHCIICHHBIE OIIHOKH B MCIIOJIb30BAaHUU CPE/ICTB
JIOTHUYECKOW CBSI3H, MX BHIOOP OTpaHHUYEH; JIeJICHHE TeCTa Ha ab3allbl OTCYTCTBYET; UMEIOTCSl MHOTOUHCIICHHBIE
rpaMMaTHYECKHE U JISKCHYECKUE OLIMOKH B 0(DOPMIICHUH TEKCTa.

- OLIEHKA «HEYIOBJICTBOPUTEIBHOY» BHICTABIISETCS CTYACHTY, €CIIH HE MOJIrOTOBIICHO 3afanue. CTy/IeHT He BiIaaeeT 0a30BbIM
YpOBEHb 3HAaHHH OCHOBHBIX IPaMMAaTHYECKUX CTPYKTYp; 00IeyNOTpeOUTENEHON, O0IIEKYIbTYPHOH U TPOQecCHOHaTbHON
JIEKCHKH; PEUEBBIX KIINIIE, HEOOXOANMBIX /IS OCYLIECTBIICHHUS JISJIOBOM KOMMYHHUKAIIMY HAa HHOCTPAHHOM SI3BIKE, OCHOBHBIX
nepeBoadeckux Tpanchopmaruid. Copepixanue He OTpaXKaeT Te acIeKThl, KOTOPhIE YKa3aHbl B 331aHIH, MJIH HE COOTBETCTBYET

’T'I’\Pﬁ‘ CNMOMN nﬁ’T\PMV N HONMAM HATTVUCAHIII 11 n(hnnMTranrq OETOROTO I TIYUHOTO TTWCEMA nTr‘VT(‘TR‘lPT OOTKA R ITOCTNOCHITI

5.4. OueHoYHbIE CPEeACTBA JUISI MPOMEKYTOYHON aTTecTaAlMHU

HEPEYEHb 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.

KPUTEPN OLIEHNBAHU A HA 3AYETE:

«3auTeHO», NOBBIIICHHBIH YPOBEHb: TeMa PACKpPhITa B ITOJHOM 00BEME; UCTIONB3YEMBbIil JIEKCUKO-TPaMMaTHYECKHIH MaTepual
COOTBETCTBYET ITOCTABJICHHONH KOMMYHHUKAaTHBHOH 3a/aue; IEeMOHCTPUPYETCsl pa3HOOOpa3HbIi CIIOBApHBIN 3arac 1 BilaJIcHuE
CJIOKHBIMH TPaMMaTHYECKUMH CTPYKTypaMu. JIEKCUKO-TpaMMaTH4eCcKHe OIMOKH NPAaKTHYECKH OTCYTCTBYIOT.

«3a‘lTCHO», HOpOFOBBIﬁ YPOBCHL: TEMA paCKpbITa HC B IIOJTHOM 06’BéMC; HCHOJ’IBSyeMLIﬁ HeKCI/IKO'FpaMMaTI/I‘IeCKI/If/i MaTtepuail
COOTBCTCTBYCT IIOCTaBJICHHOU KOMMyHHKaTHBHOﬁ 3a1a4ec; Ha6m0z{aeTc51 3aTPYAHCHHUC IIPpU HO,Z[60]I)€ CJIOB 1 HCTOYHOCTH B UX
yHOTp€6J'I€HI/II/I; AOITYCKAKTCA OTACIIBbHBIC JICKCHUKO-TPAMMAaTUYICCKHEC OIIHOKHU.

«He 3auTeHO», ypOBeHB HE C(HOPMHUPOBAH: TEMa HE PACKPHITA; JOIIYCKAIOTCSI MHOTOYHCIICHHbIE JISKCHUECKUE U
rpaMMaTHYEeCKUE OLTHOKH.

B konue 4 cemectpa ctyaeHTs! cnaioT DK3AMEH, koTopblii BKIIIOYAET cieIyroNue 3a1aHus:
1. Progressive Test.

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

3. Read and translate the text.

1. IlpumepHsbIit 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. s 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) I’m afraid I can’t make

h) What about using

i) I need some

N o~




credit card details, please? B It’s a MasterCard. The number is ...

Pascal’s is the best restaurant. The food is delicious. B Yes, | 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 I agree. talk to her.

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

> > > > >

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 ~NAAWn b~ ownN —

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 quajaoros

— 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. IlpumepHBIe TEKCTHI AJIS IEPEeBOJA

Text 1

1 uviing hrande and wioalthyv Chinaco tanricte ET hv Rarnov lnncnn in Now Varl,




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, VVolkswagen 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.

Text5

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 to carry 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 broblems with the Internet providers in Brazil. it doesn't arrive straiaht awav? Or vou send a text




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.

Kpurepuu onenku:

OIeHKA «OTJIMYHOY BBICTABJIACTCS, €CJIU CTYACHT MOKA3bIBACT TIIy0OKOE 3HAHUE!

-TpaMMaTHYECKUX CTPYKTYP; OOIICYyIOTPEOUTENILHON, OOMICKYIBTYPHOM U MPO(eCcCHOHATLHOM JICKCUKHU; PEYEBBIX KIIHIIEC,
HEOOXOUMBIX JUIS OCYIIECTBICHHS ICIOBOM KOMMYHHUKAIIH HA HHOCTPAHHOM SI3BIKC;

- 0COOCHHOCTEH CTUIIMCTHKH HATMCAHUS O(PUIIMATBHBIX H HEO(DUIIUATBHBIX MTUCEM, CTPYKTYPHON THITOJIOTHH U TIPABHUIT
TOCTPOCHNA MUCbMEHHOT'O PEYEBOI'0 BHICKA3bIBAHUA HA U3YYAa€MOM A3BIKE;

- OCHOBHBIX IlepeBoaYecKux TpaHchopmaruii. CTYICHT CaMOCTOSTEIBHO PEaU3yeT YMEHUS:

- IOCTPOUTH BHICKAa3BbIBaHUS B CMOJICIIMPOBAHHEIX (TIpeIaracMbIX) CUTYAIMsIX OOIICHIS HA HHOCTPAHHOM SI3BIKE, TPABHIHHO
HCTIONB3Ys BepOabHbIC B HEBEPOATBHBIC CPEICTBA OOIICHNS,

- BECTH JICJIOBYIO TIEPEIHCKY C YIETOM COIHOKYJIBTYPHBIX 0COOCHHOCTEH C MPEICTABUTEIISIMU APYTHX CTPAH;

- IepeBoia MPOPECCHOHATBEHBIX TEKCTOB C MHOCTPAHHOTO Ha TOCYAAPCTBEHHBIH SI3BIK U OOPaTHO.

CTyneHT BlaeeT:

- HTHOCTPaHHBIM SI3bIKOM KaK CTUJIEM JI€JIOBOTO OOIICHHUS;

- TEXHUKOH JCJIOBOro NMMUcbMa Ha MHOCTPAHHOM A3BIKE;

- OCHOBaMM TE€XHHUKHU NEPEBO/JIA.

OI11eHKa «XOPOIIOY» BBICTABISIETCS, €CIH CTYJCHT MOKa3bIBaCT XOPOIINE 3HAHUA!

- OCHOBHBIX T'PAMMaTHYECKHX CTPYKTYp; 0OLIeyTOTpeOUTENbHOM, OOMIEKYIbTYPHOH U MPO(eCCHOHANBHOM JIEKCHKH; PEUEBBIX
KJIHIIIE, HEOOXOJUMBIX JUISl OCYIIECTBICHUS ETI0BOH KOMMYHHKAIIMH HA HHOCTPAHHOM SI3BIKE;

- 0COOEHHOCTEH CTHIIMCTUKY HAIMCaHUS OUIMATIBHBIX W HEO(PUIIMATbHBIX MIHCEM, CTPYKTYPHOH THIIONIOTHH U ITPaBUII
MIOCTPOEHHS ITMCHbMEHHOTO PEYEBOT0 BEICKA3bIBAHHS Ha H3y4aeMOM SI3BIKE;

- OCHOBHBIX IepeBoAdYecKnX Tpanchopmanuid. CTyJeHT COCOOEH IT0Ka3aTh YMEHUS:

- IOCTPOUTD BBICKa3bIBAHHS B CMOJIEIIMPOBAHHBIX (TPEUIaraeMblX) CUTYaIUIX OOIIEeHNs Ha MHOCTPAHHOM SI3bIKE, TPABUIIEHO
HCTIONB3Ys BepOabHbIE H HeBEpOaIbHBIC CPEACTBA OOIICHHUS;

- BECTH JICJIOBYIO IIEPEMHCKY C YUETOM COIHOKYJIBTYPHBIX OCOOCHHOCTEH C MPEICTaBUTENSIMHU APYTHX CTPAH;

- BBITMIOJIHUTBH NEPEBOJ MPOGECCHOHATBHBIX TEKCTOB C MHOCTPAHHOTO HAa TOCYAAPCTBEHHBIN SI3bIK U 0OPAaTHO C YACTUYHOM
MTOMOIIBIO IIPENOIaBaTesl.

CryneHT crioco0eH YaCTUYHO MO0Ka3aTh BlIaJieHHUE:

- UHOCTPAHHBIM SI3BIKOM KaK CTUJIEM JIE€JIOBOTO OOIIECHNUS;

- TEXHUKOMH JEI0BOTO IMMCbMa HA HHOCTPAHHOM SI3BIKE.

- OCHOBaMH TEXHUKH TIEPEBO/IA.

OreHKa «yZO0BJIECTBOPUTEIBHOY» BBICTABIISCTCS, €CITM CTY/ACHT MOKA3bIBAaeT 0a30BbIH yPOBEHb 3HAHHI:

- OCHOBHBIX T'PaMMaTH4ECKHX CTPYKTYp; OOLIEyIOTpeOUTEeIbHOM, OOMEKyIbTYpHON 1 Po(ecCHOHANBHOM JIEKCHKH; PEYEeBBIX
KJTUIIE, HEOOXOAUMBIX JUIS OCYIIECTBIICHHS JEI0OBOM KOMMYHHUKAITUN HA HHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTIIIMCTHKY HATMCAHUSI OUIIMATBHBIX ¥ HEO(UITHATBHBIX MTUCEM, CTPYKTYPHOH THIIOJIOTHH B IPaBUI
MTOCTPOCHHS MUCBMEHHOTO PEYEBOTO BHICKA3bIBAHUS HA N3yUaeMOM SI3BIKE;

- OCHOBHBIX II€PEBOTIECKHUX TPaHCHOPMAIIHH.

[Tox pykKoBOACTBOM IperoaBaTess CI0COOEH MM0Ka3aTh YMEHHUS:

- IOCTPOUTH BHICKA3BIBAaHUS B CMOJICIMPOBAHHBIX (TIPeIaraeMbIX) CUTYaIMsIX OOIMIEHNSI Ha HHOCTPAHHOM SI3BIKE, TPABIIIEHO
UCTIONB3Ys BepOanbHble U HeBepOabHbIE CPECTBA OOLICHUS;

- BECTH JICJIOBYIO MEPENHCKY C YUETOM COLHOKYIBTYPHBIX OCOOEHHOCTEH C MPECTaBUTENIIMH APYTHX CTPaH;

- BBIIIOJIHUTH NEPeBO IPO(ECCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO Ha FOCYAPCTBEHHBIN SI3BIK M OOPaTHO C YaCTHYHOM
MOMOILBIO IPENOoJaBaTeNsl.

CTyZIeHT crnocoOeH YacTUYHO 1T0Ka3aTh BlaJICHUE!

- THOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEJIOBOTO OOIIECHNS;

- TEXHUKOM JIETIOBOTO NMHChMa HA HHOCTPAHHOM SI3BIKE.

- OCHOBaMH TE€XHHUKH IIePEBOIA

O1eHKa «HEYIOBICTBOPUTEIHHO) BBICTABISACTCS, €CIIH CTYACHT ITOKa3bIBACT HEYIOBICTBOPUTEIHHEIN yPOBCHD 3HAHHIA:

- OCHOBHBIX I'paMMAaTHIECKHAX CTPYKTYP; 00MIeyOTPEONTENbHOI, O0IMEKyIbTYPHOH 1 PO ECCHOHATBHON JICKCUKH;, PEUEBBIX
KJTUIIIE, HEOOXOAUMBIX JUIS OCYIIECTBIICHHS JICIIOBOH KOMMYHHUKAIIUN HA HHOCTPAHHOM SI3BIKE;

-0COOCHHOCTEH CTUIIMCTHKY HAMTMCAHUS O(QUIMATBHBIX U HEO(PHUIUAIBHBIX ACEM, CTPYKTYPHOU THITOJIOTHHU U TPABUIT
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CTyneHT 3aTpyAHACTCS WM HE MOXKET II0Ka3aTh YMCHHS:

- IOCTPOUTH BHICKAa3BIBaHUS B CMOJICIMPOBAHHEIX (TIPEIIaraeMbIX) CUTYAIMsIX OOIIEHISI HA HHOCTPAHHOM SI3BIKE, TPAaBHIHHO
UCTIOJNB3Ys BepOalibHbIC M HEBEPOATBHBIC CPEIICTBA OOICHHUS;

- BECTH JICJIOBYIO MIEPEMUCKY C YUETOM COLMOKYJIBTYPHBIX OCOOCHHOCTEH ¢ MPECTAaBUTENIMU APYTUX CTPaH;

BBITOJIHUT MEPEBOJT MPOPECCUOHANBHBIX TEKCTOB C MHOCTPAHHOTO Ha TOCYJAPCTBCHHBIN A3bIK M 00PATHO C YACTUIHOMN
MIOMOIIBIO MIPETIoAaBaTENsI.

CTyZeHT He BiaJieeT:

- MHOCTPAHHBIM SA3BIKOM KaK CTHUJICEM JI€JIOBOTO 06H1€HI/I$[.
-HE BJIaJICCT TEXHUKOM JCJIOBOI0O IMMMChbMa Ha HHOCTPAHHOM S3BIKE;

- OCHOBaMH TCXHHKH IICPEBOIA.

6. YHAEBHO-METOANYECKOE H HTHOPOPMAIIMOHHOE OBECIIEYEHWE JUCHUILTUHBI (MOAY JIS)

6.1. Pexomenayemas qutepartypa

6.1.1. OcHoBHas aUTepaTypa

ABTOpI)I, COCTaBUTCIIN

3arnaBue

W3narenscTBO, TOI

Oun. axpec

IIleBenena C.A.

JenoBoit aHrIMUACKUIT: yueOHOe mocoOue st

Mocksa: KOHUTU-

http://www.iprbookshop.ru

BYy30B JAHA, 2017 [71767.html
JI1.2  |Mutskuna O.B., AHTIHICKAH A3BIK JJIs e0BOTO obmmenns.  |Kemeposo: http://www.iprbookshop.ru
[epuna U.B. Dkcnpecc-Kypce: yueOHoe mocooue st Kemeposckuit 161258.html
CTYJIEHTOB BCEX (hOpM 0OyUEHHUS TEXHOJIOTHYECKHUI
UHCTUTYT MHUIIEBOM
MIPOMBIIITIEHHOCTH,
2014

6.1.2. lono/IHUTe/ILHAS JIMTepaTypa

ABTODBI, COCTaBUTETHN 3ariaBue W3narensctBO, TOX D1. agpec
JI2.1 |Maitep H.T'. AHMIHICKAH A3BIK: ydeOHOE TT0cCoOme T'opro-Asraiick: PUO |http://elib.gasu.ru/index.ph
TAT'Y, 2014 p?
option=com_abook&view
=book&id=323:anglijskij-
yazyk3&catid=35:inostran
nye-yazyki&Itemid=180
JI2.2 |Abpamos B.E. DneMeHTapHas rpaMMatika copemenHoro  (Camapa: IloBosmxekuid | http://www.iprbookshop.ru
QHTJIHICKOTO SI3bIKA JJISI HAYMHAIOIINX 1 roCyapCTBEHHBIN /71909.html
HPOAOJDKAIOIINX ero H3y4YeHHe: yueOHoe YHUBEPCHUTET
nocobue I By30B TeNeKOMMYHHUKAIWH 1
unpopmatuky, 2013
6.3.1 [lepeyenb MporpaMMHOro odecrevdeHust
6.3.1.1{MS Office
6.3.1.2|SIupnexc.bpaysep
6.3.1.3|LibreOffice
6.3.1.4|Kaspersky Endpoint Security mms 6usaeca CTAHJIAPTHBIN
6.3.1.5|MS WINDOWS
6.3.1.6(Moodle
6.3.1.7|NVDA
6.3.2 Ilepeyenb HHGPOPMAMOHHBIX CIIPABOYHBIX CHCTEM
6.3.2.1|MexBy30BCKast 2IEKTPOHHAS OHOINOTEKA
6.3.2.2|ba3a naHHbBIX «DnekTpoHHas OnOIMMoTeka ' OpHO-ANTalCKOTr0 rOCYIapCTBEHHOTO YHHBEPCHTETA
6.3.2.3|9nexTponHo-6ubIMoTeYHas cuctema IPRbooks

7. OBPA3SOBATEJIbHBIE TEXHOJIOT' U

poseBast urpa

npe3cHTalus

8. MATEPUAJIBHO-TEXHUYECKOE OGECIIEYEHHME JJUCIIUIIJIMHBI (MOY JIs1)

Homep aynutopun |HasnadeHue

OCHOBHOE OCHALIIEHHE




408 A2

Y4eOHast ayTuTOpHS JJIs1 IPOBENCHUS
3aHATHH JEKIIMOHHOTO THIIA, 3aHATHI
CEMUHAPCKOI0 TUIA, KypCOBOI'O
MIPOEKTUPOBAHMUSI (BBITIOJHEHHE KYPCOBBIX
padoT), TPYIIOBBIX W HHIUBUIYaTbHBIX
KOHCYJIbTAIUH, TEKYIIET0 KOHTPOJIS U
MIPOMEKYTOUHOHN aTTECTAINH

Pabouee mecto npenomaBarens. [locagodnpie MmecTa
oOygatomuxcs (TI0 KOJTMYECTBY O0YJarOITIXCS)

212 A2 JlabopaTopusi METOANKN 00yUYEeHUS Pabouee mecro npenonasareins. [Tocanounsie Mmecta
¢usnyeckoii KynbType. YueOHas ayauTopus |o0ydaromuxcs (1o KonnuecTBy oOyyaronmxcs). HoyToyk,
JUIA IPOBEICHHsI 3aHATHUI JTEKIIMOHHOTO MIPOEKTOP, IKpaH, cTeH] «MeToandyeckue peKoMeHjalun
THUIIA, 3aHATUHA CEMUHAPCKOIo TUIIA, 0 MPAaKTUYECKOH MOATOTOBKE IS CTYA€HTOBY»
KypCOBOTO IPOEKTUPOBAHUS (BBIIIOIIHCHNE
KYPCOBBIX paboT), TPYNIIOBEIX U
WHIUBHIYaJIbHBIX KOHCYIbTalUH, TEKYIIETO
KOHTPOJISL ¥ IPOMEKYTOYHOW aTTecTaluu

204 A2 JlaGopaTopus connanbHOi paboTHI. Pabouee mecro npenonasarens. [Tocanounsie Mmecta
VY4eOHast ayTUTOPHS JJIs IPOBEICHUS oOy4Jaromuxcs (1o KOJMIEeCTBY 00yJaroNuXcs).
3aHATUH JIEKIMOHHOTO TUIA, 3aHATUN WntepaktuBHas nocka, mpoextop SMART V30, HoyTOyK
CEMUHAPCKOTO THIIA, KypCOBOTO
MPOEKTHPOBAHHMS (BBINOJIHEHNE KypPCOBBIX
paboT), rPyNIOBBIX U HHAWBUIYATbHBIX
KOHCYJIbTAaIlNH, TEKYIEr0 KOHTPOJIS U
IPOMEXKYTOUHOH aTTecTaluu

207 A4 Kommnrwrorepnsiit knace. [Tomemnienue ans [TepcoHanbpHBIC KOMIBIOTEPEI. Pabodee MecTo

CaMOCTOSITCIILHOM pa6OTBI

npenoaasateis. [locagounsle Mecta oGydaronuxcs (1o
KOJIMYECTBY 0OYUAIOINXCSI)

9. METOAUYECKHUE YKA3ZAHUA JJIA OBYYAIOIIIUXCA 11O OCBOEHUIO JUCHUIIVIMHBI (MOY JIS)

MeToanvecKne yKa3aHus [0 YTEHHIO U MIEPEBOY TEKCTOB
IMoHMMaHne TEKCTa JOCTUTAETCS TIPU OCYIIECTBIEHUHN BYX BHIOB UTCHUS
1) u3y4aromuero 4YreHus;

2) YTeHHs C OOIIUM OXBATOM COIEPKAHMUSL.
TodHOE U TTOJHOE MOHMMAaHNE TEKCTa OCYIECTBISCTCS MYyTeM H3YYalOIero YTeHHUsI, KOTOPOe MPEANoiaracT yMEHHE CaMOCTOSATEILHO
MIPOBOJIUTD JIEKCHKO-TPAMMATHYECKHI aHaIu3 TeKcTa. ITOroM H3ydaromiero YTeHus sBIsSEeTCS aleKBaTHBIN MEPEBOJI TEKCTa Ha
POIHO SI3BIK C TIOMOIIBIO CIIOBApsL. IIpu 3TOM ciieayeT pa3BUBaTh HABBIKK TTOJH30BAHUS OTPACIEBBIMH TEPMUHOIOTHYSCKUMHE
CIIOBapsSIMH U CIIOBAPSIMU COKPAIEHHIH.
YuTast TEKCT, IPeJHA3HAYCHHBIN JIJIs1 MOHUMaHHs 00IIET0 COepIKaHuUs, HEOOX0IUMO, He 00paIasich K CIOBaPIO, TIOHATH OCHOBHO

CMBICIT TPOYUTAHHOTO.

O0a BH1a YTEHUS CKIAIBIBAIOTCS U3 CIEAYIONINX YMEHUH:
a) I0raJbIBaThCcs O 3HAUCHUH HE3HAKOMBIX CJIOB Ha OCHOBE CJIOBOOOPA30BATEIbHBIX IPU3HAKOB U KOHTEKCTA;
0) BU/IETh MHTCPHAIIMOHAILHBIC CIIOBA U ONPE/ICIISITh UX 3HAYCHHE;
B) HaXOAUTh 3HAKOMbBIE rpaMMaTH4YeCKre OPMbI U KOHCTPYKIIMU M yCTAHABIUBATH MX 3KBHBAJICHTHI B PyCCKOM SI3BIKE;

I') UCTI0JIb30BAaTh UMEIOIIHMIACS B TEKCTE MILTFOCTPATUBHBIN MaTepuall, CXeMbI, (JOPMYIIbI U T.I1.;

1) IPUMEHSTh 3HAHMS TI0 CIIEHUATBHBIM, O0IIETEXHUYECKUM, OOIIEIKOHOMHUYECKUM MPEIMETaM B KA4eCTBE OCHOBBI CMBICIIOBOH H

SI3BIKOBOM JOTaIKH.

OpuuM 13 3¢ GEeKTUBHBIX NPUEMOB (POPMHUPOBAHUS CIOCOOHOCTH CaMOCTOSATEIHHO PaboTaTh ¢ TEKCTOM SBJIAETCS IepecKas.
IMoaroToBka K Tepecka3y TEKCTa BKIIOYAST B ce0sl pa3/ielieHHe TeKCTa Ha CMBICIOBBIE YacTH, BBIIENICHHE KITIOYEBBIX (pas,
COCTaBJICHHE IIJIaHa [lepecKasa.
[Ipu moaroToBke mepeckasa TEKCTa PEKOMEHIYETCS BOCIIOIb30BATHCS CIEAYIOUIEH TaMsATKOM:
1. Tlocrne mpoureHus Tekcra pa30eiiTe ero Ha CMBICIOBBIC YacTH.
2. B kaxmoil yacTu HalauTe INpeUIoKeHHEe (MX MOXET OBITh HECKOJBKO), B KOTOPOM 3aKJIIOUEH OCHOBHOM CMBICI 3TOH YacTu
TeKcTa. Beimuimre 3ti MPEAIOKECHUA.

3. IloguepkHHUTE B ATHUX NPEATIOKECHHUSIX KIIOUEBBIE CIIOBA.
4. CocraBbTe IUIaH MepecKasa.

5. Omnwupasice Ha IJIaH, NEPECKAKUTE TEKCT,

6. Omupasch Ha KJIIOYEBBIE CJIOBA, PACCKAXKUTE TEKCT.
ITpu mepeckase TEKCTa PEKOMEHIYETCS MCIONb30BaTh PEUEBhIE KIIHUIIE.

MeTtouueckne peKOMEHJAINH 110 TIOATOTOBKE MPE3eHTALUN
Co3naHue mpe3eHTalul COCTOUT U3 TPEX 3TalloB!

|. [InaHupoBaHue Mpe3eHTAIMK BKIFOYAET B CeOsl:

1. Onpenenenue neneii.

2. OmnpenesnieHre OCHOBHOM MAEH MPE3EHTALINN.

3. ITonbop nononHUTENLHOM HHPOPMALHH.




4. IInannpoBaHue BHICTYIUICHUSI.

5. Co3pnaHue CTPYKTYphI IPE3EHTAIUH.
6. [IpoBepka JIoTHKH MTO1aYH MaTepHaa.
7. IloaroroBka 3aKIItOYEHHUS.

I1. Pa3paboTka npe3eHTaIuH.

I11. 3amuTa nmpe3eHTanuy.

Mertoanueckue peKOMEHIAIMK M0 IOJATOTOBKE POJIEBOI UTPHI

B cTpykType pomeBoii Urpbl Kak Iporecca BBIACISIOTCS CIeAYIOIINe COCTABISIONINE:

- TeMa;

- POJIH, B3STHIE HA Ce0sl UTPAIOIIIMUY;

- UTPOBBIE AEUCTBHS KaK CPEACTBA PEeAIM3aIMH ATUX POJICH;

- UTPOBOE yNOTpeOICHIE IPEIMETOB, T.€. 3aMEIeHNe PEANbHBIX BEelIeH HTPOBBIMH, YCIOBHBIMH;

- peaJIbHbIe OTHOLICHUS MEXILy UTPAIOLIUMH;

- CIOXKeT (coleprkaHne) — 00IacTh ASHCTBUTEILHOCTH, YCIOBHO BOCIPOU3BOANMAs B HTPE.

B nporecce posieBoii urpsl 0TpadaThIBAIOTCS U YCBAUBAIOTCS:

1) sTHYecKue HOPMBI M TIpaBHJIa TIOBEACHUS U ONPeeTIeHHbIE COIHANbHBIE POJIM B TOM WM HHOM 3THOKYJIBTYPHOM COOOIIECTBE;
2) 0cOOEHHOCTH, XapaKTepHbIE YePThl, BO3MOXKHOCTH T€X HJIM WHBIX COUUAIBHBIX TPYII UM ONPEIEe/ICHHBIX KOJUIEKTHBOB —
aHaJIOTOB MPEIIPHUATHH, QUPM, T.€. pa3ITHYHbIe THIIH SKOHOMHYECKUX M COIHAIBLHBIX HHCTUTYTOB, YTO BIOCIEICTBHH MOXKET OBITh
MIEPEHECEHO B COLMAJIbHYIO MIPAKTUKY;

3) yMEHHUsI COBMECTHOM KOJUIEKTUBHOM JIESTEIIEHOCTH;

4) KyJIbTYpHBIC TPAAUIIUH U HOPMBI.

PoneBbie Urpsl, TeMa U CIOKET KOTOPBIX OCHOBAH Ha COAEPKAHUH TEKCTOB, WIUTIOCTPHPYIOT OBECHUE B CUTYAlUH MEKKYIBTYPHOTO
oOuIeHus.

B xauecTBe nmpueMoB, XapaKTEPHBIX IS METOJIa POJIEBOH HIPHI, BEICTYIAIOT CIEAYIOIIHE:

- IIPUEM BOCCO3/JaHNsl KOMMYHHUKaTHBHOTO KOHTEKCTa, KOMMYHHKATUBHOW CUTYaIUH;

- IPUEM BHPTYaIbHON 9KCKYPCHH, KOTOPBIA MO’KHO OPraHH30BATh KaK C TOMOIIBIO TEXHMYECKUX CPEJICTB, TaK U C UCIIOIb30BAHUEM
peanbHbIX (OTOMAaTEpHAIOB B Y4EOHOH ay IMTOpHUH,

- IpUEM JIpaMaTH3alluK, HAlPaBJICHHBIH HA CO3/IaHUE YCIOBUH, MPUOIMKEHHBIX K YCIOBHIM PEaIbHOrO OOIICHHS, CBI3aHHBIHN C
CO3JJaHUEM CHUTYalWH OOIIEHUS, ONPEAeIeHIEM eI , paclpeaeIeHHEM POJIei;

- IpueM peQIICKCUBHON HACHTU(GHUKALINY, IPEATIONATAIOUIMN NIEHTU(HUKAIMIO ¢ 00bEKTOM OOIIEHHS U IIOBECTBOBAHUE OT UMEHH
3TOTO OOBEKTA.

MeTOI[I/l‘IeCKI/IC YKa3aHus K HalTUCAHUIO ACJIOBOI'O IMUCbMa

SI3BIK HAMKCAHUS IeTOBOTO MICEMa OTIINYASTCS OT CTIIIS JIMYHOTO HChMa. B IeT0BBIX MUChMax sI3bIK Ooiee OQHUIHaieH U CTPOT; He
IPUHATO YHOTpeOIeHHe COKPAIIEHHbIX MIAr0JIbHEIX (JOPM, B TO BpEMs Kak KOHCTPYKIIMH CO CTpaJaTelbHbIM 3JI0TOM UCTIOIb3YIOTCS
ropaszzo 4amie. [l 1e;I0BOM NMepenucKl XapakTepHO yIoTpeOJIeHNe CTaHIAPTHBIX BBIPaKEHHH, HCTIONB3YEMBIX JUIS ITOTBEPKICHHUS
TMOJIY4YCHHUS JCTIOBBIX IMUCEM, IJIsI BBIDAYKCHUS HpOCb6bl, npu COO6H1€HI/II/I O TTOCBUIKE KaTaJIOTOB UJIN JOKYMCHTOB, IIPU CCBIJIKEC Ha
JIOKYMEHTBI H T.JI. 3TH CTAaHAAPTHBIC BBIPAKEHHST HEOOXOUMO BBIyYHTb.

BerynuTenbHoe oOpaliieHre muuieTcs CiaeayonmM 00pa3om:

1. ecru BBI He 3HaeTe (PaMUIIHMIO YeIOBEKA MITH JIFOJICH, K KOTOPBIM BbI 00Opalaerech, MIChbMO OOBIMHO HaYMHAETCsI co cioB Dear Sir,
Dear Sirs uiu Gentlemen.

2. Ecnu BBI IMIINTE XKEHIIMHE U HE 3HaeTe ee haMmIiio, 0OBIYHBIM siBIIsIeTCs oOparuenne Dear Madam.

3. Ecni BBI 3HaeTe aMmuio ajgpecara, 0OBIYHBIM 00paIleHneM K MYy>KIUHE SIBIISIETCSI

Dear Mr. Smith, k »xenmune Dear Miss Smith (aesamysxueit sxxenmmune), Dear Mrs. Smith (3amysxueit sxentune), Dear Ms. Smith
(ecyi BB He 3HaeTe, 3aMy’KeM OHa WK HeT. DTa gopMa mprodpeTaeT Bee Oolee MUPOKOe PaCIPOCTPaHEHHE).

B nenosom muceMe B oOpamennn HEJIB3S nucats UMSI nocne cios Mr., Mrs, Ms.

OCHOBHOH TEKCT IHChMa

1. [TuceMo-3amnpoc, xanoda u T.1.

B Havase 1e10BOro nuchMa yKa3slBaeTcs IPHYMHA HAIIMCAHUS JTaHHOTO MmicbMa. OOBIYHBIM HAYaJIOM MOTYT CITY>KHTh BBIpaskeHus |
am writing in connection with. ..

I am writing to enquire about... Eciu BbI umiere ouepeIHoe MHCHMO 110 OJHOMY U TOMY K€ BOTIPOCY, TO HA4aJIOM MOTYT SIBJISITHCSI
BeIpakeHus Further to...

With reference to...

2. [lucemo-oTBET

OOBIYHBIM HAYAJIOM SIBJIACTCS

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

B cool6uienusx 00 UCHONHEHUH NPOCHOBI YIOTPEOIAI0TCS CISAYIOINE BRIPAKESHHS:

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

Ipu U3BeIIeHNH O MOCHUIKE TOKYMEHTOB, KATAIOTOB M T.IT. 0OBIYHO MCHONB3YIOTCS clienyromne Boipaxkenus: We are pleased/ glad to
send you..., We enclose..., We send enclosed...

JlenoBoe MuchbMo OOBIUHO AeIUTCs Ha ab3albl. JeneHue mo[uepKiuBaeTcs CJIOBaMH:

First of all, Firstly, Secondly, Finally

He 3a0p1BaiiTe 0 c0Bax, CBS3BIBAIOIINX OTACIBHBIC YACTH MPEJI0KEHHUH, U BBOIHBIX CIOBAX:

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 3a0bIBaiiTe 0 BEXJIMBBIX CIIOBAX U BBHIPKCHUSIX

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...

3akmounTenbHast (popMyiia BEXKIMBOCTH BKIIOYACT B Ce0s TAKHME BBIPAKCHUSI, KAK:

I look forward to hearing from you soon. If you require any further information please do not hesitate to contact us.
3aKIIOYNTENbHAS YaCTh MTUChMa — MOJIMCH — 3aBUCHUT OT obpamenust. Ecian Bl Hadanu mucbMmo ¢ obpamenus Dear Sir, Dear Sirs
Dear Madam uiu Gentlemen, B koHIie micsMa mepe;| HOAMKUCHIO BbI JOJDKHBI IIOCTaBUTH citoBa  Yours faithfully.

Ecnu BBl Havanu nmucbMo ¢ obparenns Dear Mr. Smith, Dear Miss Smith, Dear Mrs. Smith, Dear Ms. Smith oObruHBIM OKOHUaHHEM

OymyT cioBa Yours sincerely.




