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1. HEJIX U 3AJAYX OCBOEHUSA JTUCIIUITIJINHBI

1.1 | Henu: popMupoBaHHe WHOSI3BIYHONH KOMMYHHKATUBHON KOMIIETEHIIMHU JUTSI JETIOBOTO OOIIEHUSI B YCTHOM M MUCBMEHHOM

¢dopmax.

1.2 | 3adauu: - ocBoeHue I'paMMAaTUYCCKOTO U JICKCUYCCKOTO MUHHMMYMa B O6I>CMC, HCO6X0,I[I/IMOM 1A AC€JI0OBOI'O O6H.[6HI/I$I

Ha MHOCTPAHHOM SI3bIKE M PaOOTHI ¢ MHOSA3BIYHBIMU TEKCTaMH B IIpoliecce MPOPEeCcCHOHATBHOM NIesITEIBHOCTH;
- (hopMHpOBaHNE YMEHUI YTEHUS M MMOHUMAHUS JINTEPATYPHI 1O CIIEIHATIBHOCTH CO CIOBapeM;
- (hopMHpOBaHNE KOMMYHHKATHBHBIX YMEHHH ZIETIOBOTO OOIIEHNS HA MHOCTPAHHOM SI3BIKE.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OOII

Huxn (pazpen) OOIT: B1.0

2.1 | TpeGoBaHusl K IpeIBAPHTEIbHOI IOATOTOBKE 00y4aI0LIEIroCs:

2.1.1 | IlpeaurecTBYOUIMMH TUCIHUTUIMHAME SBIISIFOTCS TUCIUIUIMHBL A36IKOBOM MOATOTOBKH Ha MPEIBIIYIIIEM YPOBHE SA3BIKOBOM

IIOATOTOBKHU.

2.2 | [ucuMnJIMHbI M NPAKTUKH, 1JI51 KOTOPBIX OCBOEHHUE JAHHOI JTUCHUILINHBI (MO1Y/Is1) HEOOX0ANMO KaK

npeauiecTBymoniee:

2.2.1 | IloaroroBka K mporeaype 3aliyuThl U 3alIATa BHITYCKHON KBATU(PUKAIIMOHHON PaboThI

2.2.2 | Cnenxypc Ha HHOCTPaHHOM SI3bIKE

2.2.3 | IHOoCTpaHHBI! 53K B cepe Typu3Ma

3. KOMIIETEHLIMHA OBYYAIOLETOCSl, ®OPMHUPYEMBIE B PE3YJIbTATE OCBOEHUSI TUCLMILINHBI
(MOZY.JIA)

YK-4: CniocodeH ocylecTBJISATH J1eJI0BYI0 KOMMYHHKAIMIO B YCTHOH U MHCbMEHHOMH ¢opMaxX Ha rocy1apcTBeHHOM sI3bIKe
Poccuiickoii @enepannu u MHOCTpaHHOM(bIX) A3bIKE(aX)

HNJI-1.YK-4: Brioupaer Ha Tocy1apCTBEHHOM ¥ HHOCTPAHHOM (-bIX) SI3bIKAX KOMMYHHKATHBHO NMpHEMJIeMble CTHIb

JeJ10BOr0 001eHuUsl, BepOajibHble U HeBepOaJibHbIe CPeICTBa B3aUMO/elicTBUS ¢ NAPTHEPAMU.

- 3HAeT OCHOBHBIE TPAMMATHUYECKUE CTPYKTYPHI; O0IIEYIIOTPEOUTEIFHYIO, OOMIEKYIBTYPHYIO H IPO(HECCHOHATBHYIO JCKCHKY;
pedeBble KIINIIE, HEOOXOANMBIE ISl OCYIIECTBICHUS AET0BOH KOMMYHHIKAIINHA Ha HHOCTPAHHOM SI3BIKE;
- YMEET MOCTPOUTH BBICKA3bIBAaHMSI B CMOJICTUPOBAHHBIX (IIPEAIaraeMbIX) CUTYallUsAX OOLICHNSI HA UHOCTPAHHOM SI3bIKE, TPABUIIBHO
UCIIONB3Ys BepOabHBIC i HeBepOaIbHBIC CPEACTBA OOIICHNUS;

- BIIaJieeT HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JICIIOBOTO OOIICHHS.

HN-2.YK-4: Bener 1e/10BYI0 EPENUCKY, YYUTHIBAsi 0COOEHHOCTH CTHJIMCTHKH O(PUIHAIBHBIX U HeOQUIIUATBHBIX IHCEM,
COLMOKYJIbTYPHbIE Pa3JiM4us B (popMaTe KOPPECHOHICHIINH HA TOCYAIAPCTBEHHOM U MHOCTPAHHOM (-bIX) SI3bIKAX.

- 3HAeT 0OCOOCHHOCTH CTHJIMCTHKH HAIIMCAHUS O(QHUIHATIBHBIX 1 HEO(PHIHATBHBIX IHCEM
- yMEET BECTH JICJIOBYIO TIEPEIHCKY C YIETOM COLHOKYJIBTYPHBIX OCOOCHHOCTEH ¢ MPeCTaBUTEISIMU IPYTUX CTPAH
- BJIaJICET TEXHUKOI J€I0BOT0 MHChMa Ha HHOCTPAHHOM SI3bIKE

N]1-4.YK-4: lemoHCTpUPYeT yMeHHe BLINOJHSATD IepeBo] NPoecCHOHATBHBIX TEKCTOB ¢ HHOCTPAHHOIO (-bIX) HA
roCyAapCTBEHHBIIl A3bIK U 00paTHO.

- 3HaeT OCHOBHBIE IEPEBOAYECKHE TPAHCHOPMALHY;

- YMEET BBINOIHATH EPEBOJ MPOPECCHOHATIBHBIX TEKCTOB C HHOCTPAHHOTO (-bIX) Ha TOCYIapCTBEHHBIH S3bIK U 00paTHO;

- BJIaACET OCHOBAMU TCXHUKH IEPEBOAA.

4. CTPYKTYPA U COIEPKAHUE JUCOUAILIMHBI (MOIYJIST)

Kona
3aHATHS

HaumeHoBaHUe pa3/iesioB U TeM /BU]
3aHATHS/

Cemectp
/ Kype

Yacos

Komneren-
UK

JIutepatypa

Hnrte
PAKT.

IIpumeuyanue

Pa3nen 1. Conep:xanue




1.1

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.

/J1ab/

12

NJ-1.YK-4
UJI-2.VK-4
WJ1-4.VK-4

J1.1
J1.2J12.1
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

NJ-1.YK-4
UJI-2.VK-4
WJ1-4.VK-4

J1.1
J1.2J12.1
2.2

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
/T1a6/

16

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

J1.1
J1.2J12.1
2.2

Ponesas urpa,
MICEMEHHEIE
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

N-1.YK-A4
WJ1-2.VK-4
WJ1-4.VK-4

J1.1
JI1.2J12.1
2.2

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.

/J1ab/

14

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

J1.1
J1.2J12.1
2.2

[Mucemennbie
paboThI, 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

NJ-1.YK-4
UJI-2.VK-4
WJ1-4.VK-4

J1.1
J1.2J12.1
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

/J1ab/

14

NJ-1.YK-4
UJI-2.VK-4
WJ1-4.VK-4

J1.1
J1.2J12.1
2.2

Ponesas urpa

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

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

J1.1
J1.2J12.1
2.2




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.

/J1ab/

16

NJ-1.YK-4
UJI-2.VK-4
WJ1-4.VK-4

J1.1
J1.2J12.1
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

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

J1.1
J1.2J12.1
2.2

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.

/J1ab/

12

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

J1.1
J1.2J12.1
2.2

[Tucemennbie
paboThl, TECT




1.12

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

NJ-1.YK-4
UJI-2.VK-4
WJ1-4.VK-4

J1.1
J1.2J12.1
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

N-1.YK-A4
WJI-2.VK-4
UJ1-4.VK-4

J1.1
JI1.2J12.1
2.2

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

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

J1.1
J1.2J12.1
2.2

Pazgen 2. IlIlpoMexxyrounasi aTTecranus
(3K3aMeH)

2.1

ITonroToBka Kk 3K3aMeHy /JK3aMeH/

34,75

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

2.2

Kontposas CP /KCPATT/

0,25

N-1.YK-4
WJI-2.VK-4
UJ1-4.VK-4

23

KonraxtHas pabota /KoucOk/

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

Paznen 3. [IpomexyrouHas aTrecTauus
(3auéT)




3.1 IonroToBka k 3auéty /3auét/ 3 8,85 | UI-1.YK-4 0
na-2.yK-4
Na-4.YK-4
32 KonraktHas pabora /KCPATT/ 3 0,15 | UO-1.VK-4 0
Na-2.YK-4
na-4.yK-4
Paznen 4. [IpomexyTouHasi aTrecTanus
(3auérT)
4.1 IMonroroBka x 3auéry /3auét/ 2 8,85 | UA-1.YK-4 0
Na-2.YK-4
na-4.yK-4
4.2 KonTtaktHast pabora /KCPATT/ 2 0,15 | UO-1.YK-4 0
Na-2.YK-4
Na-4.YK-4
Paznen S. Ilpomeskyrounasi arrecrauus
(3auéT)
5.1 ITonroToBka k 3a4éty /3auét/ 1 8,85 | UI-1.YK-4 0
Na-2.YK-4
Na-4.YK-4
52 Konraxthast pa6ota /KCPATT/ 1 0,15 | UA-1.YK-4 0
ua-2.yK-4
Na-4.YK-4

5. ®OHJ OIEHOYHBIX CPEACTB

5.1. IlosicHuTEeILHAS 3aIMCKA

1. Ha3znauenue ¢poHaa oneHOYHBIX cpeacTB. OLEeHOYHbIE CPEACTBA peIHAa3HAUSHBI JIs1 KOHTPOJISI U OLIEHKH 00pa30BaTebHbIX
JOCTH)KEHUI 00YJaIOIINXCsl, OCBOUBIINX IIPOrpaMMy y4eOHOM AUCIUILUTUHEL «ITHOCTPAaHHBIH S3BIKY.

2. ®OHJT OLICHOYHBIX CPEJICTB BKIFOYACT KOHTPOJIBHBIC MATCPUAITBI JIJISl POBEACHUS TEKYIIETO KOHTPOJIS B (POPME TECTOBBIX
3aJIaHWi, POJIEBBIX UTP, HATIMCAHUS JIMYHBIX U JIETIOBBIX IMHUCEM, TIEPEBOJIa TEKCTOB M MIPE3CHTALINH.

5.2. OueHo4HbIE CPeACTBA A/ TEKYIero KOHTPOJIs

BXOIHOU KOHTPOJIb (pumMepHBIe 3aJaHU)

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 are you from? B Japan.
a) What b) Where ¢) Who

3. Ricardo drive to work?




a) Is b) Do c) Does

4. Oscar from home.
a) sometime work
b) works sometimes
c) sometimes works
5. Mr Albert to meetings.
a) doesn’t go b) not go ¢) isn’t go
6 This office building a meeting room.
a) not have b) doesn’t have 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. I
&) (have) my breakfast and now I (6) (wait) for a taxi. In fact, the taxi is here now! I (7) (call) you
later, OK?
5. 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, I do.
g) How about Wednesday?
h) I think we need to target young people.
i) That’s a great idea.
1) I’m afraid he isn’t in the office today.
Kpurepuu oneHku:
Cryznent Boinonnui 84-100% 3ananuit «OTJIMYHO», MOBBIIIEHHBII YPOBEHb
Cryznent BeinonHuin84-100% 3ananuii «XOpOUIOY, IIOPOTOBBIN YPOBEHb
Crynent BeinonHunS0-65% 3anaxuit «YILOBIIETBOPUTEIILHO», IIOPOrOBbIil yPOBEHb
CryneHT BeIOJHWI MeHee 50% 3amaHuil  «HEYIOBICTBOPHTEIBHOY», YPOBEHb He c(HOPMUPOBAH
TEKYILUIA KOHTPOJIb (ITIPUMEPHBIE 3AJAHIS)
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.
II 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 e) hours.

6. Susan loves going  f) out to restaurants.

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

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

I Choose the best words to complete the sentences.

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

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

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

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

6 I didn’t buy the new Mercedes because it was too (cheap / expensive). I don’t have
€100,000!

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

v 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) I play golf.

d) I work flexible hours, which is great.

e) Between 40 and 50 hours.

f) We're doing quite well.

g) The room is very comfortable.

h) From time to time.

i) I'm from Italy.

A" Match the sentence beginnings with the endings.

1 Call me back a) incorrect.

2 Can I speak to b) a refund.

3 I havea ¢) 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

L. 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. I always (1) my ticket and
) my hotel room on the Internet. I carry a small suitcase and I always use an electronic ticket. So, when I arrive
at the airport, I can immediately

3) security. I never (4) the in-flight movie. On the plane, I like to work on my computer.
When I arrive at my destination, I don’t have to (5) my luggage because I carry it on the plane with me. I usually (6)

taxi to my hotel. After I (7)
at the hotel, I usually go for a walk. After a long flight, I need the exercise!

Choose the best word to complete the sentences.

Apple pie is usually served as a (starter / dessert).

(Cabbage / Salmon) is a type of vegetable.

In most countries, you leave a (soup / tip) for the waiter in a restaurant.

(Sushi / Tiramisu) is a common main course in Japan.

‘Bill’ in London restaurants means the same as (‘check’ / ‘receipt’) in New York restaurants.
(Ice cream / Paté) isn’t usually served as a dessert.
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7 The waiter usually brings you the (menu / bill) at the start of the meal.

II1. Complete the text with the correct form (present simple or past simple) of the verbs in brackets.

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

V. 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.

CEMECTP 3

L. Complete the sentences with words from the box.

export, home, luxury, mass, niche
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EMECTP 4

Nike sports clothing sells to a market.

High-quality, expensive goods sell in a market.
markets are usually small but profitable.

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

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

make b) sell abroad

have a workforce of c) launch

export d) employ

introduce e) provide

supply f) start

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

company / leave / the / John / Did / ?

Lorraine / Why / Singapore / did / to / move / ?
wasn’t / work / Ivan / at / happy / .

you / have / work / Do /lot/ a/of/?

Alfredo / stressed / was / Why / ?

a / They / lot / time / have / of / don’t / .

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

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

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

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

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

Helena is usually in her office in the afternoon but she (work) from home today.

Normally delivery  (take) about three weeks.

Match the sentence beginnings with the endings.
I need some training to do a) costs.
It’s really important b) my job properly.
Why don’t you buy c) a self-study course?




4 We don’t have d) at home?

5 We have to cut e) possible.

6 I’m sorry, it’s not  f) any money for this.

7 How about studying g) to me.

II. 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.

c) 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.

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

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

a) welcomes new ideas and change

b) make better

c) create

d) start

e) putting needs and wants of customers first

f) offer incentives for

g) make more

h) teach

1) 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 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!

Kputepuu ouenku recra:

Crynent Beimonaamt 84-100% 3amanuit «OTIINYHO», TOBBIIICHHBIA YPOBEHB
Cryznent BoinonHmin84-100% 3ananui «XOpOoUIOY», IOPOTrOBBIH YPOBEHb
CryneHt BeinonHunS0-65% 3ananuil «YIOBJIETBOPUTEIILHOY, IIOPOTOBBII YPOBEHb

CryneHt BeimoiHmI MeHee 50% 3a1aHuil  «HEYHOBIETBOPUTEIBHOY», YPOBEHb HE C(HOPMUPOBAH

Ouenounoe cpenctso «<POJIEBAS UTPA»

1. Tema (mpobsema) ,,At a job fair”
Komnmermust urpsl: You meet at the job fair and talk about sales position. Pomnu: a) a director of a company; 6) job seeker.
OsxutaeMblii pe3yasrar — HHCI[CHUPOBKA Oecemsl  OpraHM30BaHa " npeJcTaBIeHa

COOTBETCTBUU C CUTyalluei OOIIeHUsI.




2. Tema (mpobnema) ,,Why are staff unhappy”
Konnermust urpsr: Many employees of a company are unhappy, and the owners are worried that some will leave. A team from
Human Resources is interviewing people in different departments: a receptionist, a website developer, a writer and, a graphic

designer.
Pomnu: a) an interviewer (Human Resources); 0) staff members (a receptionist, a website developer, a writer and, a graphic designer).
OsxutaeMblii pe3yasraT — MHCIIEHHPOBKA Oeceapl  OpraHM30BaHa u npeacTaBieHa

COOTBETCTBHU C CUTYalluei 0OIIeHusI.

3. Tema (mpobnema) ,,At the Hotel*
Konnenmus urpsr: The guest is telephoning the hotel’s manager and is complaining about his apartment.
Ponu: a) a guest; 6) a hotel’s manager. Oxxunaemblii pe3ynpraT —

WHCLCHAPOBKA Oecemsl  opraHM30BaHa u MpeACTaBICHA B COOTBETCTBHH C CHUTYyaIlHCH
OO0IIeHNS.
4, Tema (mpobsema) “Booking a Hotel Room*™
Konmermust: A telephone conversation between the hotel receptionist and one of the guests, who wants to book a room.
Pomu: a) a guest; 6) a receptionist. OxxumaeMbIit pe3yasrar —

WHCLICHAPOBKA Oecempl  OpraHM30BaHa u MpeACTaBIcHA B COOTBETCTBHH C CUTYallHCit
OO0IIeHHSI.
5. Tema (mpobnema): “Food and Entertaining”

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

Pomm: a) a manager; 6) a manager. OxunaeMslit pe3ynbTar —

MHCIIEHUPOBKa Oeceabl  OpraHM30BaHa u IpeJicTaBIeHa B COOTBETCTBHMU C CUTyalHel
OO0IIeHHSI.
6. Tema (mpobnema) ,,At a Trade Fair*

Konmermust urpsl: The Sales conversation between a store manager and a manufacturer about product’s details.
Pomu: a) a store manager; 6) a manufacturer. OxxunaempIii(e) pe3ynbTart(bl) — HHCIICHUPOBKA Oecelbl OpraHu30BaHa U MPe/ICTaBICHa
B COOTBETCTBHUH C CUTYyaIlUei OOIICHUS.

7. Tema (mpobsiema) «Dealing with problems»
Konmermust urpsr: An office worker in a car-hire firm wants to start work later in the morning, but the manager does not agree.
Pomu: a) a manager; 6) an office worker. Oxunnaemsrii pe3ynsTar —

WHCLICHUPOBKA Oecempl  OpraHM30BaHa u MpeACTaBIcHA B COOTBETCTBHH C CHUTYaIlHCi
OO0IIeHNS.
8. Tema (mpobnema) «Participating in discussion»

Kownmemust urpsl: You are taking part in a marketing meeting to discuss the launch of a new range of biscuits and how to promote
it.

Pomu: a) an advertising manager; 6) an advertising manager. O>kxufaeMbslif  pe3yasTaT — HHCLICHUPOBKA Gecersl
OpraHu30BaHa u Hpe/cTaBiIeHa B COOTBETCTBHHU C CHTyalMeH OOLIECHHMS.
9. Tema (mpobnema) «Presenting your company»

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

Pomu: a) a representative of company Nel; 6) a representative of company Ne2. Oxkugaemebrii pe3ynbTaT —

HWHCHEHUPOBKA 6ecem,1 OpraHn3oBaHa )4 peaACTaBJICHA B COOTBETCTBUHU C CHTyaHHCﬁ
0o0IIEHHS.
10. Tema (mpobnema) «Making arrangements»

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

Pomu: a) a managing director; 0) a customer. OxxumaembIit pe3ynbTar — WHCIICHUPOBKA Oecembl
OpraHn3oBaHa )44 npeacTaBj€Ha B COOTBCTCTBUU C CI/ITyaHI/Ieﬁ 06HICHI/IH.
11. Tema (mpobiiema) «Identifying problems and agreeing action»

Konnenmus urpsr: 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. OxumaeMbIi pe3yasrar —

WHCIICHUPOBKA Oecenpl  OpraHM30BaHa u MpeJICTaBICHA B COOTBETCTBUU C CHUTyaIlUEH
OOIIeHHUSI.
12. Tema (mpobiiema) «Interview skills»

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




Pomu: a) a director; 6) a candidate for the job. Oxunnaemsrii pe3ynsTar — HHCLICHUPOBKA Gecenpl
OpraHu30BaHa u Hpe/cTaBiIeHa B COOTBETCTBMU C CHTyallMeH OOLICHHMS.

Kputepuu ounenku:

«OTIMYHOY, TOBBIIIEHHBIH YpoBeHb: CTYyIEHT CaMOCTOSITENIBHO PEAn3yeT YMEHUE MOCTPOUTh  BBICKA3bIBAaHUS B

CMOJICTTMPOBAHHBIX (mpennaraeMpIxX) CUTYalUsIX OOLICHUS Ha WHOCTPAHHOM SI3bIKE, MMPABUIIBHO HCIOJB3Ys BepOabHBIC

1 HeBepOabHbIE CpelcTBa OOIICHUS; BlIaIeeT HHOCTPAHHBIM S3BIKOM KaK CTHIIEM JISIOBOTO OOIICHNSI.

«XopoI1o», MoporoBelid ypoBeHb: CTyJeHT cnOocOoOeH MoKa3aTh YMEHHUSI TOCTPOUTH BBICKA3LIBAHUS B

CMOJICTTUPOBAHHBIX (mpenaraeMpIxX) CUTYalUsIX OOILICHUS Ha WHOCTPAHHOM SI3BIKE, MPABUIBHO HCIOJB3Ys BepOalbHbIC

1 HeBepOaIbHbBIE CPEeNICTBA OOIICHUS;CIIOCOOCH YaCTHIHO IMTOKA3aTh BIIaJICHUE HHOCTPAHHBIM SI3IKOM KaK CTHIIEM JIEJIOBOTO

o01eHus.

«Y IOBJIETBOPUTEIBHOY, TOPOTOBBIN ypoBeHb: CTyIEHT 0] pyKOBOACTBOM MPENoaaBaTes CocOOeH MoKa3aTh yMEHHsI MOCTPOUTh

BBICKa3bIBaHMsI B CMOJICTUPOBAHHBIX (MPEsIaraeMbIX) CUTYaIUsAX OOIICHUS HA UHOCTPAHHOM SI3BIKE, TPABUIIBHO UCTIONB3YS

BepOabHBIC U HeBepOaIbHBIE CPEICTBA OOIICHHUS; CIIOCOOCH YaCTHIHO IMOKA3aTh BIAJCHUE HHOCTPAHHBIM SI3BIKOM KaK CTHIIEM

JIEJIOBOTO OOIICHUS.

«HeynoBiaeTBOPUTEIBHOY», YpOBeHb He chopmupoBaH: CTYACHT 3aTpyaHICTCS HIIH HE MOXET M0Ka3aTh yMEHUS

MOCTPOHTH BBICKA3BIBAHHSI B CMOJICTUPOBAHHBIX (IIPEIaraeMbIX) CUTYaIHSIX OOMICHUS Ha HHOCTPAHHOM SI3BIKE, TPABHIIBHO
WCTIONB3YS BepOabpHbIe 1 HeBepOaNbHBIE CPEeAICTBA OOIICHNUS; HE BIIaJe€T MHOCTPAHHBIM SI3IKOM KaK CT|

JIEJIOBOrO OOIIEHUS.

Ouenounoe cpenctso «[IEPEBOJI TEKCTOB»

[TpumepHBIE TEKCTHI AJIsl IEPEBO/IA C AHTIIHICKOTO Ha PYCCKUI

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 I 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. I do my best thinking in the morning and my best administration in
the afternoon. "I go to South Africa every couple of months. What I love about travel is the solitude to think and read. I don't like
meetings they can be incredibly unproductive and I 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 I hear that my old boss wants me back. I want to see if he is serious, but that might seem
like I am desperate to return to my old job. Besides, I don't want to be too hasty. I 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 knov
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.

In two 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 onenku:

«OTIMIHOY, TOBBIIICHHBIH ypoBeHb: CTYICHT CAMOCTOATEIIFHO peaii3yeT yMEHHS 110 TIEPEBOLY PO ECCHOHATBHBIX TEKCTOB C
MHOCTPAHHOT'O Ha TOCYAAapPCTBEHHBII A3bIK U 0OPATHO, BIIAIeeT OCHOBAMHU TEXHHKH IIEPEBOJIA.

«XO0po110», MOpPOroBbIi ypoBeHb: CTyAEHT cIOCOOCH IT0Ka3aTh yMEHHE IIepeBo/ia IPOPECCHOHATIBHBIX TEKCTOB C HHOCTPAHHOTO Ha
TOCYIapCTBEHHBIN SI3BIK M 00paTHO, CIOCOOEH YaCTHYHO ITOKA3aTh BIIaJICHHE OCHOBAaMH TEXHUKH ITEPEBOA.

«Y IOBIETBOPHUTEIBHOY, TIOPOTOBEIH YpOBeHB: CTyAEHT CIIOCOOCH IO PYKOBOACTBOM IPETIONaBATEIS TOKA3aTh YMEHHS 10
nepeBoay NpohecCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO HAa FOCYIapCTBEHHBIN SI3BIK U 00paTHO, CIOCOOEH MOKa3aTh YACTUUHOE
BJaJIcHHE OCHOBAMU TEXHUKH MEPEBOIA.

«HeynoBneTBOpHUTENEHO», YPOBEHD He chopMupoBaH: CTyIeHT 3aTpyIHICTCS WIK HE MOXET II0Ka3aTh YMEHUS,
BJIaJI€€T OCHOBAMU TEXHUKU IIEPEBOJA.

Ouenounoe cpenctso «[IPESEHTALIU S

Templ U1 Ipe3eHTaluid:

1. Types of markets

2. Presentation of the company
3. Future Plans

Kpurepun onenku:

«OTINYHOY, TOBBIIICHHBIN YPOBEHB: CTYAEHT CAMOCTOSITEEHO Pealn3yeT YMEHHE IIOCTPOUTh BRICKA3BbIBAHUS B CMOICINPOBAHHBIX
(npennaraeMpIx) cUTyalusx OOIIEHUS] HA MHOCTPAHHOM SI3bIKE, IPAaBUIILHO HCIIONB3Ys BepOaibHble U HEBEpOabHbIE CPEACTBA
00IIeHNs1, apIryMEHTHPOBAHO M3JIaraTh COOCTBEHHYIO TOUKY 3pDEHHS Ha MHOCTPAaHHOM SI3bIKE; BJIaJICET HABBIKAMHU BEACHHUS
JIVICKYCCHU W TIOJIEMHKH Ha HHOCTPAHHOM SI3BIKE M HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JETOBOTO OOIICHHS.

«Xopo110», MOPOTOBBII YPOBEHB: CTYAECHT CIIOCOOCH MOKA3aTh YMEHHUS IOCTPOUTD BHICKA3bIBAHNS B CMO/ICITHPOBAHHBIX
(mpeanaraeMpIX) CUTYalUsIX OOIICHUS HA MHOCTPAHHOM sI3bIKE, IPABUIIBHO HCIIOJIB3Ys BepOabHbIC U HEeBEpOAIBHBIC CPEICTBA
OO0IIeHNs, a TaKKe M3JIaraTh COOCTBEHHYIO TOUKY 3pEHHS Ha MHOCTPAHHOM SI3BIKE; CIIOCOOEH YacTHYHO ITOKA3aTh BIIaICHHE
MHOCTPAHHBIM S3BIKOM KaK CTHJIEM JICJIOBOTO OOIIECHUS, a TAKKe HAaBBIKAMH BEJICHUS JUCKYCCHU M TIOJIEMHKH.

«Y 1OBJIETBOPUTENBHOY, IIOPOTOBBIN YPOBEHB: CTYACHT IO/l PyKOBOJCTBOM IIPENOaBaTeNsl ClIOCOOSH II0Ka3aTh yMEHHS IIOCTPOHTh
BBICKA3bIBaHUS B CMOZICIMPOBAHHBIX (IIPEJIaraeMblX) CUTYalllsIX OOLIEHHsI HA HHOCTPAHHOM SI3bIKE, TPABUIIBHO UCHIONB3YS
BepOabHBIE M HeBepOAIBHbIE CPEICTBA OOIIEHHS M N3JIarasi CBOI0 TOUKY 3pEHHS Ha MHOCTPAHHOM SI3BIKE; CIIOCOOEH YaCTHIHO
MOKa3aTh BIIaICHNE HHOCTPAHHBIM S3BIKOM KaK CTHIIEM JAEIOBOTO OOIICHHUS.

«HeynosneTBopuTensHO», ypOBEHb HE CHOPMUPOBAH: CTYACHT 3aTPyAHIETCS WIIM HE MOXKET I10Ka3aTh YMEHHUS ITOCTPOUTD
BBICKA3BIBAHMS B CMOZIEIMPOBAHHBIX (TTPEAIaraeMBbIX) CHTYAIIMX OOIICHNS HA HHOCTPAHHOM SI3bIKE, IIPABHIIBHO HCTIONB3YS
BepOaIbHBIC U HeBepOaIbHbIE CPEICTBA OOIICHNS; HE BJIAIeCT MHOCTPAHHBIM S3BIKOM KaK CTHIJIEM JIEJIOBOTO OOIIECHNS, HE BIIaJieeT
HaBBIKAMHU BEACHHUS JUCKYCCHU Ha HHOCTPAHHOM SI3bIKE.

HC




5.3. Tembl nucbMeHHBbIX padoT (3cce, pepepaTsl, KYpcoBbie padoThl U AP.)

Hamnucanue TMYHOIO U JIE€I0BOr0 IMHUChHMa
Bupl 1nyHOTO NIMchMa:

- Introduction Letter

- Friendly Letter

Bunpl nenoBoro nuceMma:

- The Inquiry Letter

- The Invitation Letter

- The Letter of Complaint
- Ccv

Kpurepuu orieHuBaHwMsI:

- OLIEHKA «OTJIMYHOY» BBICTABIISIETCS CTY/ICHTY, €CJTH CTYJCHT IT0Ka3bIBAET INTyOOKHE 3HAHUS TPaMMaTHYECKUX CTPYKTYD;
00IIeYTOTPEOUTEIBHOM, OOIIEKYIBTYPHOU U MPO(HECCHOHATBHOM JICKCHKH; PEUCBBIX KITUIIIE, HEOOXOIMMBIX JIJISI OCYIIECCTBICHHUS
JIETIOBOM KOMMYHHUKAIIMU HA MHOCTPAHHOM SI3BIKE, OCHOBHBIX MIEPEBOTYECKUX

TpaHchopmanmii.

ConeprkaHue MHChMa OTPAYKAET BCE ACIIEKThI, YKa3aHHbIEC B 3a/IaHNH; CTHICBOE 0(hopMIIeHHE BRIOPAHO MPABUIIBHO C YUETOM
TEMBI U aJjpecara; COOIO/ICHBI IPUHSTHIC B ISIOBOM U TMYHOM MHChME HOPMbI BEXKIIUBOCTU ((HOPMYJIBI IPUBETCTBHS,
obpartieHus, npoinanus). TekcT MUcbMa MOCTPOCH JIOTHYHO, CPEACTBA JIOTUUECKON CBA3M M MYHKTYAIlUH UCTIOIB30BAHBI
MPaBUIIbHO. [ paMMaTHYeCKUE CTPYKTYPhI Pa3HOOOPA3HBI U UCIIOJIL30BAHbI B COOTBETCTBUU C 3a/IaHHEM, COOIIOIAeTCS
JIEKCHYECKasi COYeTaeMOCTb.

- OLICHKA «XOpOII0» BBICTABJIACTCA CTYACHTY, €CJIU CTYACHT IMOKAa3bIBACT XOpOI_[II/Iﬁ YPOBCHb 3HAHUH OCHOBHBIX TrpaMMaTUYCCKUX
CTPYKTYp; OOIICYOTPEOUTEIBHON, OOIIEKYIBTYPHOM 1 MPOGECCHOHATBHOM JICKCUKH; PEUCBBIX KITUIIE, HEOOXOAUMBIX IS
OCYIIECTBJICHUS JICJIOBOM KOMMYHHUKAIIMU Ha MHOCTPAHHOM SI3BIKE, OCHOBHBIX ITEPeBOIUCCKIE TpaHCPopmaluu. HekoTopsie
aCTICKTHI, YKa3aHHBIC B 3aIaHUH, PACKPBITHI HE MOJHOCTHIO; UMEIOTCS OTACIBHBIC HAPYIICHUS CTHIICBOTO OQOPMIICHHUS TICEMA;
B OCHOBHOM COOJIIOICHBI ITPUHSATHIC B ISIIOBOM U JIMYHOM ITHCEME HOPMBI BEXKIMBOCTH. BhICKa3bIBaHIE B OCHOBHOM JIOTHYHO;
HUMEIOTCSI OT/AENBHBIE HEOCTATKH MIPU MCIOJIB30BAHUU CPEICTB JIOTHUESCKOM CBSI3U U MyHKTYAI[HH; UMEIOTCS OT/IC/IbHbIC
HapyIIeHHs: B 0(OPMIICHHH JICIIOBOTO MHUChbMA. B OCHOBHOM rpaMMaTHUYeCKHe CTPYKTYPhl pa3HOOOpa3HbI U HCIOJIb30BAHBI B
COOTBETCTBHU C 33/IaHHEM, COOITIOAETCS JISKCHIECKAs! COUYETAeMOCTb.

- OLIEHKA «YJOBJIETBOPUTEIBHO» BBICTABIAETCS CTYACHTY, €CIIN CTYIEHT ITOKa3bIBacT 0a30BbIH YPOBEHb 3HAHUI OCHOBHBIX
rpaMMaTHYECKUX CTPYKTYP; OOILIEyNOTPEOUTENBHOM, OOIEKYIBTYPHOI 1 MPodhecCHOHATTBHON JIEKCHKU; PEUEBBIX KIIHIIIE,
HEOOXOAUMBIX JUIS OCYIIIECTBICHHUS IE€I0BOM KOMMYHUKALMN Ha HHOCTPAHHOM SI3BIKE, OCHOBHBIX IT€PEBOTUECKIX
Tparcopmaruid. CoepikaHue OTpaxaeT He BCe aClEKThl, yKa3aHHbIC B 3aJJaHUU; HapYIIEHHs CTHIEBOr0 0(pOpMIICHHS 1eI0BOIO
MMCbMa BCTPEYAIOTCS JOCTATOYHO YacTO; B OCHOBHOM HE COOJIIO/IAIOTCS IPUHSTHIC B JICIOBOM U JIMYHOM MTHCHME HOPMBI
BEXJIMBOCTH. BrICKa3piBaHME HE BCET/a JOIMYHO; UMEIOTCS MHOTOYHCIIEHHBIE OIMOKH B MCIIOJIB30BAHUH CPE/ICTB JIOTUUECKOM
CBSI3U, UX BBIOOP OrpaHUYEH; JeJICHUE TecTa Ha ab3allbl OTCYTCTBYET; MIMEIOTCSI MHOTOUMCIICHHBIE IPaMMaTHYECKIE 1
JIEKCHYECKHE OIHOKH B 0h)OPMIICHUH TEKCTa.

- OLICHKA «HEYJOBJICTBOPUTEIIEHOY» BBICTABIISICTCS CTYICHTY, €CIIH He TIOArOTOBICHO 3a1anue. CTyIeHT He BilageeT 0a30BbIM
YPOBEHB 3HAHWH OCHOBHBIX TPAMMAaTHYECKHUX CTPYKTYP; OOMIEYIIOTPEOUTEFHOM, O0MIEKYABTYPHOU 1 IPO(ecCHOHAIBHOM
JIEKCUKH; PeYEBBIX KIIHIIE, HEOOXOAUMBIX IJIsl OCYIECTBICHHS JIeIOBOM KOMMYHHUKALMH HA HHOCTPAHHOM SI3BIKE, OCHOBHBIX
nepeBogueckux Tpanchopmanuii. ConeprkaHue He OTPaXKaeT Te aCleKThl, KOTOPbIe YKa3aHbl B 3aJaHUH, WIIX HE COOTBETCTBYET
TpebyeMOMy 00bEeMY M HOPMaM HAMCAHHS U O(OPMIICHHUS IEIOBOTO U IUYHOTO MUChbMa. OTCYTCTBYET JIOTHKA B IIOCTPOCHHH
BBICKa3bIBaHHSI; TEKCT HE O(OPMIICH.

5.4. OneHo4YHbBIE CPEACTBA IJIsl IPOMEKYTOYHOM aTTeCTallNU

INEPEYEHb TEM U1 3AUYETOB:

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.

KPUTEPUIM OLIEHUBAHNSA HA 3AYETE:

«3a4TeHO», MOBBIILIEHHBIH YPOBEHb: TEMa PACKPHITA B TIOJIHOM 00BEME; HCIIOIB3YeMBbIi JIEKCUKO-TpaMMaTHYECKUIT MaTepual
COOTBETCTBYET [TOCTaBJICHHONH KOMMYHUKATUBHOMH 3a1a4e; JEMOHCTPUPYETCsl pa3HOOOPa3HbIi CIIOBAPHBIN 3al1ac U BIIaICHHE
CJIO’KHBIMH TPAMMAaTHYECKUMH CTPYKTYpaMu. JIEKCHKO-TpaMMaTHYeCKHe OIUOKN MPaKTHYECKH OTCYTCTBYIOT.

<<3a‘lT€HO», HOpOl"OBHﬁ YPOBCHL: TEMA PACKPBITA HE B IIOJIHOM O6’LéMC; HCHOJIB3yeMLIﬁ J'ICKCI/IKO-FpaMMaTI/I‘ICCKI/Iﬁ Marepuali
COOTBECTCTBYCT IIOCTAaBJICHHOM KOMMyHI/IKaTI/IBH()ﬁ 3a1a4c€; Ha6mo;[aeTc;1 3aTPYAHCHUC I1IpU no,u60pe CJIOB 1 HCTOYHOCTH B UX
yHOTpC6.]'ICHI/II/I; JAOIMYCKArOTCA OTACIIbHBIC JICKCUKO-I'PAMMATHYCCKUC OIIIHOKHU.

«He 3auteHoy, ypoBeHb He chOpMHUPOBaAH: TeMa HE PACKPHITA; JIOMYCKAIOTCS MHOTOYHCIICHHBIE JICKCHYECKUE U TPAMMATHYECKUE
OIINOKHU.

B komn1e 4 cemectpa ctyaentsl caaror SK3AMEH, koTopbIii BKITIOYaeT caeyomme 3aIaHus:
1. Progressive Test.

2. Make up a dialogue based to the given situation.
3. Read and translate the text.

1. [TpumepHBIH TECT

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

2. Do you like football?

3. Can I speak to Jorge Ramos, please?

4. Is there a car park?

5. My suggestion is to go for a cocktail.

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

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

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

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

c) Yes, please.

d) I learned how to be patient.

e) OK. What is it?

f) Yes, I do.

g) How about Wednesday?

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

7 I’'m afraid he isn’t in the office today.
IL. 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) I have a problem with

f) I really enjoy

g) I'm afraid I can’t make

h) What about using

1) I need some

1) Can I have your

1. A my new camera. B Oh dear. I’'m sorry to hear that.




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

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

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

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

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

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

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

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

II1. 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.

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

TEOONN AW =

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 TUaTOTOB

- 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. [IpumepHbIe TEKCTHI IS IEPEBOJIA
Text 1

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




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

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

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

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

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

Text 2

The next generation of a business empire by Rachel Sanderson

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

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

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

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

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

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

Text 3

Social media sites are a hit for ads by David Gelles

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

$3.5m.

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

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

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

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

Text 4

Starbucks plans $80m Indian joint venture

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

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

The first outlet will open in

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

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

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

Text 5

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

Brazil has a new law introducing overtime payments for after-hours office e-mails and telephone calls. Workers approve, but
businesses are angry. The cost of hiring people is already expensive. Some people think that it will be difficult 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 problems with the Internet providers in Brazil, it doesn't arrive straight away? Or you send a text
message early in the morning and for some reason, they don't get it until the evening? It's not clear how this is all going to




work."

But what if this law actually improves productivity? Everyone knows that it is possible to 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:

O1leHKa «OTJIMYHOY» BBICTABISIETCS, €CIIM CTY/ACHT MOKa3bIBAeT TI1yOOKOE 3HAHUE:

-rpaMMaTHYECKUX CTPYKTYD; OOLIEYOTPeOUTENbHOM, 00IEKYIBTYPHOM U NPO(eCCHOHATBHON JISKCHKH; PEUEBBIX KIIHIIIE,
HEOOXOAMMBIX ISl OCYIIECTBIICHUS JEJI0BO KOMMYHUKAIIMN Ha HHOCTPAHHOM SI3BIKE;

- 0COOEHHOCTEH CTHIIMCTHKH HamWCaHUs OPUIMAIBHBIX U HEOMHUINAIBHBIX MHUCEM, CTPYKTYPHOH THIIOJIOTUU U MPaBUI
MIOCTPOCHHMS IMCBMEHHOTO PEYEBOT0 BBHICKA3bIBAHMUS HA H3Y4aeMOM SI3bIKE;

- OCHOBHBIX TepeBo4YecKuX TpaHcopmanuii. CTyIEHT CaMOCTOSTEIBHO pPealn3yeT YMEHHS:

- MOCTPOUTH BBICKA3bIBaHMS B CMOJCIUPOBAHHBIX (IpelUlaraeMbIX) CHTYalMsAX OOLICHHS Ha WHOCTPAHHOM SI3BbIKE,
NPaBIJIBHO UCTIONE3YS BepOalibHbIe M HEBEPOAIBHBIC CPEICTBA OOIICHUS;

- BECTH JCJOBYIO IIEPEIUCKY C Y4ETOM COLMOKYJBTYPHBIX OCOOCHHOCTEH C NpPEeICTABHTEIAMH APYTHX CTPaH;

- nepeBoa NPoQecCHOHANIBHBIX TEKCTOB ¢ HHOCTPAHHOTO Ha TOCYIapCTBEHHBIH S3BIK M OOPATHO.
CTyneHT Bnajeer:

- HWHOCTPAHHBIM SI3BIKOM KaK CTHJIEM AEJIOBOTO OOIICHUS;

- TEXHHMKOH JIeJIOBOrO NMMChbMa HAa WHOCTPAHHOM SI3BIKE;

- OCHOBaMH TE€XHUKH INEpPEBOAA.

O11eHKa «XOPOIIO» BBICTABIISICTCS, €CIIU CTYJEHT [T0KAa3bIBAET XOPOIIHE 3HAHUS:

- OCHOBHBIX TPAMMAaTHYECKHX CTPYKTYpP; OOIIEYIOTpeOUTEeNIbHON, OOIIEKYIBTYpHOW U NMPOQEeCcCHOHATIBHOMN JICKCHKH;
PEUeBBIX KIINIIE, HEOOXOANMBIX ISl OCYIIECTBICHUS JeTI0BOH KOMMYHUKAIIMK HA HHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTHIIMCTHKU HAIMCAHHUS O(QHIHAIBHBIX U HEO(PUIMAIBHBIX HCEM, CTPYKTYPHON THIIOJOTHH M IPABHI
MOCTPOCHHS IMCEMEHHOT'O PEYEBOT0 BBICKA3bIBAHHS HA U3y4AaEMOM S3BIKE;

- OCHOBHBIX TIEpEBOIIECKUX TpaHCPopmaruii. CTyIeHT CocoOeH MoKa3aTh yMEHHS:

- IIOCTPOUTH BBICKA3bIBAaHMS B CMOZIEIMUPOBAHHBIX (IIpelUlaraeMbIX) CHTYAlUsAX OOLICHHS HAa HHOCTPAHHOM SI3BIKE,
MIPAaBUIIBHO MCTIOIB3YA BepOabHbIe U HeBepOaIbHBIE CPEICTBA OOIICHIS,

- BECTH JICJIOBYIO TIEPEIUCKY C YUETOM COLIMOKYJIBTYPHBIX OCOOCHHOCTEH C NMPEICTABUTENISIMH JPYTUX CTpaH;

- BBITNIOJHUTD TIEPEBO HpO(I)eCCI/IOHaHI)HBIX TEKCTOB C MHOCTPAHHOT'O Ha FOCyI[apCTBeHHLIfI SA3bIK U O6paTHO C
YaCTUYHOU ITOMOILBIO TIPEroiaBaTeis.

CryneHT crioco0eH 4aCTUYHO 10Ka3aTh BilaJICHUE:

- WHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JIEJIOBOI'O OOLICHMUS;

- TEXHUKOH JEJI0BOr0 NMUChbMa Ha WHOCTPAHHOM SI3BIKE.

- OCHOBaMH TEXHHKHU MEPEBOJIA.

O1eHKa «yIOBJIETBOPHUTEIIFHOY BBICTABISCTCS, €CIIN CTYACHT ITIOKAa3bIBaeT 6a30BbIi YPOBSHBb 3HAHUI:

- OCHOBHBIX TPAMMAaTHUECKUX CTPYKTYp; OOIMIEeymOTpeONTENbHON, OOMEKYIBTYpHOH W MPO(hecCHOHANBHOMN JIEKCHKH;
pEYEBBIX KIIHUIIE, HEOOXOMUMBIX JJISL OCYLIECTBICHHS JIEJI0BOM KOMMYHHUKALMH HA HHOCTPAHHOM $I3BIKE;

- 0COOEHHOCTEH CTWIIMCTHKU HAIMCAHUA O(QUIIMAIBHBIX U HEO(DUIMAIBHBIX IIHCEM, CTPYKTYPHON THIIOIOTHH M IIPAaBHUII
MOCTPOCHHUA MMCbMEHHOI'O PE€YCBOI'0 BHICKA3bIBaAHUA HA NU3YYaA€EMOM S3BIKE;

- OCHOBHBIX TI€PEBOIUYECKUX TpaHChopmanuii.

ITon pykoBOICTBOM MpernoiaBatessi CHOCOOCH IT0Ka3aTh yMEHUS:

- IIOCTPOUTH BBICKA3bIBAHHS B CMOZEIMPOBAHHBIX (TIPEJIaraeMblX) CUTYalUsIX OOILEHHSI HA MHOCTPAHHOM SI3BIKE,
MIPaBUJIBHO UCTIOJNB3YS BepOasIbHbIE N HEBepOaIbHBIE CPEACTBA OOILCHNS;

- BECTH JICJIOBYIO TIEPETHCKY C yY€TOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C MPEICTABUTEISIMHU JIPYIHX CTpPaH;

- BBITIOJIHUTh NIEPEBOJ] NPO(HECCHOHABHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYIApCTBEHHBIH s3bIK H 0OPaTHO C
YaCTUYHOH IIOMOLIBIO IIPEIIo1aBaTesl.

CTyneHT criocoOeH 9acTHIHO TIOKa3aTh BIaIeHHE:

- HWHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JAEIOBOTO OOIICHUS,;

- TEXHUKOH IeI0BOro MUCbMa Ha MHOCTPAHHOM SI3BIKE.

- OCHOBaMM TEXHHUKHU IECPEBOAA

O1eHKa «HEYIOBJICTBOPUTEIBHOY BBICTABIIACTCS, €CIIU CTYACHT ITOKa3bIBaET HEYAOBIETBOPUTEIBHBINA YPOBEHb 3HAHUIA!

- OCHOBHBIX TPAMMAaTHYECKHX CTPYKTYpP; OOIIEYIOTpeOUTENIbHON, OOIIEKYIBTYPHOW U MPOQeCcCHOHATIBHOMN JIEKCHKH;
PEUeBBIX KIINIIE, HEOOXOANMBIX JJIsl OCYIIECTBICHUS JeTI0BOH KOMMYHUKAIIMU HA HHOCTPAHHOM SI3BIKE;

-0COOEHHOCTEH CTHIIMCTUKY HAMCaHUs O(UINAIBHBIX U HEO(DUIMAIBHBIX ITHCEM, CTPYKTYPHOM THIIOJIOTUH U MIPABUII
MOCTPOEHHS MUCBMEHHOTO PEUEBOT0 BBICKA3BbIBAHUS HA M3y4a€MOM SI3BIKE

-OCHOBHBIX ITEPEBOIYECKHUX TPaHC(HOPMAIIHH.




CTyzneHT 3aTpyIHSAETCA WIN HE MOXKET OKa3aTh yMEHUS:
- MTOCTPOUTDH BBICKA3BIBAHHUS B CMOZEIMPOBAHHBIX (TIPEJIaraeMblX) CUTYalUsIX OOIICHMSI HA HHOCTPAHHOM SI3BIKE,
MIPAaBUJIBHO MCTIONB3YS BepOasIbHbIe N HeBepOAIbHBIE CPEACTBA OOICHNS;
- BECTHU JICJIOBYIO IIEPETHCKY C yI€TOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C HMPEACTABUTEISIMHU JIPYIHX CTpPaH;
BBINTOJIHAUTH TIEPEBO]T MPOHECCHOHATIBHBIX TEKCTOB C MHOCTPAHHOTO HA FOCYAAPCTBEHHBIH S3bIK M 00PATHO ¢ YaCTUYHON

TIOMOIIBIO MPETIoaaBaTeIIsd.

CTyzneHT He BIajeeT:

- HWHOCTPAHHBIM SA3BIKOM KaK CTUJIEM IECJIOBOT'O O6HIGHI/I$I.
-HC BJIaACCT TEXHUKOMU JCJIOBOIr0 IMMUCbMa Ha NHOCTPAHHOM SA3BIKE,
- OCHOBaMM TE€XHHUKHU ICPECBOAA.

6. YHEBHO-METOJANYECKOE 1 TH®OPMAIIMOHHOE OBECIIEYEHUE JUCHHUIIJIMHBI (MOAYJISA)

6.1. Pexomenayemas jurepartypa

6.1.1. OcHoBHasi iuTEpaTYypa

ABTODBI, COCTaBHTEITH 3arnaBue W3narenscTBO, TOI O anpec
JI1.1 |IleBenera C.A. JlenoBo# aHTTTHICKHIA: yaeOHOe mocooue st Mocksa: KOHUTHU- | http://www.iprbookshop.r
BY30B JAHA, 2017 u/71767.html
JI1.2 |Mursakuna O.B., AHTTUACKHN S3BIK JUIS A€TI0BOTO OOIICHUS. Kemepogo: http://www.iprbookshop.r
Ilepuna 1.B. DKcrpecc-Kype: yaeOHoe mocoone st Kemeposckuit u/61258.html
CTYICHTOB BceX (GopM 00ydeHHs TEXHOJIOTHYCCKUI
WHCTHTYT ITHIIEBON
MPOMBIILICHHOCTH,
2014
6.1.2. lonoTHUTeILHAS JINTepaTypa
ABTOpBI, COCTaBUTEH 3arnaBue W3naTenscTBO, TOA, Dn. aapec
JI2.1 |Maiiep H.T. AHTIUicKHi A3bIK: yueOHOE TTocoOue T'opHo-AnTaiick: http://elib.gasu.ru/index.p
PUOTATY, 2014 hp?
option=com_abook&view
=book&id=323:anglijskij-
yazyk3&catid=35:inostra
nnye-yazyki&Itemid=180
JI2.2 | Abpamos B.E. DneMeHTapHas TpaMMaTHKa COBPEMEHHOTO Camapa: http://www.iprbookshop.r
AHTJIMHCKOTO SI3bIKA JJI1 HAUWHAIOLIUX U TToBommxkckuit u/71909.html
POIOJDKAOIINX €r0 U3yUeHHE: YIeOHOe rOCYIapCTBEHHBIN
nocodwue Ui By30B YHUBEPCUTET
TEJIEKOMMYHUKALUI
" HHPOPMATHKH,
2013

6.3.1 Ilepevyenb mporpaMMHOTo odecreyeHust

6.3.1.1 | MS Office

6.3.1.2 | AAnpexc.bpayzep

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 Ilepeyenns MHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1 | MexBy30BCKas 3IEKTPOHHAsI OMOIHOTEKa

6.3.2.2 | ba3a naHHBIX «ONeKTpoHHas 6nbIHoTeKa ['OpHO-ANTaliCKOr0 TOCYyAapCTBEHHOTO YHUBEPCUTETA)

6.3.2.3 | DnekrpoHHO-OMbIMOTeYHast cucteMa IPRbooks

7. OBPABOBATEJIBHBIE TEXHOJIOI'NH

poseBas urpa

Mpe3eHTalus

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCHUIIIUNHbBI (MOAY JIS)

Homep aynuropuun | Hasnayenne OcHOBHOE OCHAIleHUE




311 A2 Y4ueOHast ayAuTOPHs [UTS IPOBEICHUS Pabouee mecto mpemonaBatens. [Tocagounpie MecTa s

3aHATHH JICKIHOHHOTO THIIA, 3aHATHH o0yJaroIuxcs (1o KOJIMYECTBY 00yJaIOIIIXCs),
CEMHHAPCKOTO THIIa, KypCOBOT'O y4eHHYEeCKas 10cKa, Kadenpa, MHTepaKTHBHAS TOCKa,
MIPOEKTHPOBAHUS (BBIIOIHEHHS KYPCOBBIX HOYTOYK

paboT), TPyIIOBHIX U HHIWBHYaIEHBIX
KOHCYJIBTAI[H, TEKYIIETO KOHTPOJIS U
MIPOMEKYTOUHOMN aTTeCTallu1

210 A2 YueOHast ayAUTOPHS TS IPOBEICHUS Pabouee mecto mpenonasatens. [Tocagounsie MecTa s
3aHITHN JIEKITMOHHOTO THIIA, 3aHATHI obygaronuxcs (110 KOJTHYECTBY O0yJarOIIUXCH),
CEMHHAPCKOI0 THIIA, KYPCOBOI'O ydeHHYECKas JOCKa, Kadeapa, MyJIsTUMEIUHHBII TPOCKTOP,
MIPOEKTUPOBAHUS (BBIOIHEHHS KYPCOBBIX 9KpaH, HOyTOyK

paboT), TPYIIOBBIX U MHIMBHyaIbHBIX
KOHCYJIbTAlM i, TEKYILEro KOHTPOJISL U
MIPOMEKYTOYHOU aTTeCTalluu

202 A2 Jlaboparopus ncuxosoro-nenaroruyeckoro | Pabouee mecto npenonasarens. [locanounsie mecTa
obpazosanust. Jlaboparopus oOyuaronuxcst (110 KOJIMYECTBY 00y4aOLIUXCs).
MH(OPMALMOHHO-KOMMYHHUKAIIMOHHBIX WurtepaktuBHas nocka, npoektop SMART V25, HoyTOyK,
TEXHOJIOTUH. Y4eOHas ayJUTOPHS JIIS Kpecio-MelIoK AJI0Ba, My3bIKaJIbHBIA EHTp Samsung MX-
[IPOBEJICHUS 3aHATUH JIEKLIMOHHOTO TUIIA, F730DB, Ily3sipskoBast kononHa «CtanaapT B-1500mMm, 1 —
3aHATUNA CEMUHAPCKOI0 THIIA, KYypCOBOTO 100 mm. IMoxcseTtka MynsTHKOIOP», Tenesuzop LG
MIPOSKTHPOBAHUS (BBIIOHEHHE KYPCOBBIX 32LB628U=(3D), Yemonan ncuxomnora. JlHarHOCTUIECKUN
paboT), TPYIIOBHIX ¥ HHIMBHYaIEHBIX KOMIUTEKT «CeMaroy, sSImuK-TiecouHuIa (Hadop s
KOHCYNBTAINH{, TEKYILIETO KOHTPOIIA 1 9KCTIIEPUMEHTHPOBAHUS C IIECKOM), HACTOJIbHBIE
MIPOME)KYTOYHON aTTECTALH MICHXOJIOTUYECKHE UTPbl, HA00p MeTa(opHuuecKux

ACCOIMAaTUBHBIX KapT

9. METOJUUYECKHUE YKA3AHMS 1151 OB YYAIOIIMXCSI 110 OCBOEHUIO JUCLHUITIMHBI (MOIYJIST)

Mertoanyeckue ykazaHUs 110 YTCHHUIO U IEPEBOLY TSKCTOB

IToHrMaHMe TEKCTa TOCTUTACTCS MIPH OCYIICCTBICHAH JBYX BHIOB YTCHHS:

1) m3y4aromero YTeHus;

2) uTeHus ¢ OOIINM OXBATOM COZICPIKaHUSI.

To4HOE ¥ MOTHOE MOHUMAaHHE TEKCTa OCYIECTBISCTCS MYyTEM U3YYalOIIero YTeHuUs, KOTOpOe MPEeAIoaaraeT yMeHUE
CaMOCTOSTEIBHO TPOBOANTH JICKCHKO-TPAMMAaTHIECKHI aHAIN3 TeKCTa. VITOroM M3ydaromnero YTeHus sSBISETCS aleKBaTHBIN
MepeBOJT TEKCTA Ha POTHOM A3BIK C TOMOIIBI0 cioBaps. [Ipu 3ToM ciieyeT pa3BUBAaTh HABBIKH IOJIE30BAHHS OTPACIEBEIMU
TEPMHHOJIOTUICCKIMH CIOBAPSIMU M CIIOBAPSIMH COKPALICHHIA.

UYuTast TeKCT, MpeJHa3HAYCHHBIN [T IOHUMAaHUs 00IIero comepKaHus, He00X0IUMO, He 00paIasich K CIIOBapIO, IIOHATh OCHOBHOM
CMBICTI ITPOYUTAHHOTO.

O06a Bua uTeHUs CKIabIBAIOTCS U3 CIEIYIOIUX YMEHUH:

a) IOraJIbIBaThCsl O 3HAUCHUH HE3HAKOMBIX CJIOB HA OCHOBE CJIOBOOOPA30BATEIILHBIX MPU3HAKOB U KOHTEKCTA;

0) BUIeTh MHTEPHAIIMOHAITBHEIE CIIOBA U ONIPE/IEIISATh UX 3HAUCHHE;

B) HAXOAMUTH 3HAKOMBIE TpaMMaTH4ecKue (OPMbI U KOHCTPYKLIUH U YCTAaHABJIMBATH UX KBUBAJICHTHI B PYCCKOM SI3BIKE;

T) UCTIOB30BATh UMEIOIINICS B TEKCTE MIUTIOCTPATHBHBIA MaTepHa, CXeMbI, (JOPMYJIBI | T.II.;

) TPUMEHSTD 3HAHWUS TI0 CIICIHATBHBIM, OOIETEXHIISCKHM, OOIEIKOHOMUIECKUM MPEIMETaM B KAUeCTBE OCHOBEI CMBICIIOBOM U
SI3BIKOBOM JOTAJKHU.

OnauM u3 3P PEeKTUBHBIX TPUEMOB (OPMHUPOBAHHUS CIIOCOOHOCTH CAMOCTOSITENBHO pabOTaTh C TEKCTOM SBIISIETCS MepecKas.
IMonroToBka K mepeckasy TeKCTa BKIIOYACT B ce0s pa3lelIeHUe TeKCTa Ha CMBICIOBBIC YacCTH, BBIICICHUE KIFOYEBBIX (Ppas,
COCTaBJICHHE TUIaHA MTepecKasa.

IIpu moAroTroBke mepeckaza TEKCTa PEKOMEHAYETCS! BOCIIONB30BATHCS CIEAYIOIIEH MaMsITKOM:

1. Tlocme mpouTeHHs TekcTa pa30eiiTe ero Ha CMBICIOBBIC YACTH.

2. B kaxmoi vacTh HaWguTe MpeioskeHUe (MX MOXXET OBITh HECKOJBKO), B KOTOPOM 3aKIFOUYEeH OCHOBHOW CMBICI 3TOW YaCTH
TEKCTa. BRIMUIINTE 3TH TpeATIOKESHNSI.

3. IlomuepkHHUTE B 3THUX NPEUIOKCHUIX KIFOYEBBIC CIIOBA.

4. CocraBbTe IUIaH IIepecKasa.

5. Omnwupasice Ha TIaH, TEPECKAKUTE TEKCT,

6. Onmpasce Ha KIIOUEBBIE CIIOBA, PACCKAYKUTE TEKCT.

[Ipn mepeckase TekcTa pEeKOMEHAYETCS UCIIOIb30BATh PEUYEBbIC KIIHIIIC.

Metoauueckue peKoMeHAAIUU 110 MOATOTOBKE MPe3eHTalun
Cosanue nNpe3eHTaly COCTOUT U3 TPEX ATAMoB!

I. ITmarnpoBaHue Ipe3eHTANH BKIIOYAET B CEOs:

1. Onpenenenue neneu.

2. OmpezeneHre OCHOBHOI UeH Mpe3eHTallu.

3. ITon6op TOmOTHATENRHOM HHpOpMALIHHL.

4. [InaHupoBaHKeE BBICTYILICHUS.




5. Co3manue CTPYKTYphI IPE3CHTALINH.
6. [IpoBepKa JIOTHKH TOAa4YH MaTepHaa.
7. IlogroToBKa 3aKIIOYCHHS.

II. PazpaboTka npe3eHTanum.

III. 3amuTa npe3eHTaum.

Meroandeckue peKOMEHIaH IO TIOATOTOBKE POJIEBOI HTPHI

B cTpykType poneBoii HIphl Kak MPOIECCca BBIAETAIOTCS CICIYIOIIIE COCTABIISIOIINE:

- TeMa;

- pon, B3ATHIE Ha ce0s HTParONMHY;

- UIPOBbIE JICHCTBUSA KaK CPEICTBA Peaau3alliu 3TUX poJlel;

- UTPOBOE YIOTPEOICHHE IPEAMETOB, T.€. 3aMEIICHHE PEAIbHBIX BEllleil HTPOBBIMH, YCIIOBHBIMHU;

- peallbHbIE OTHOIICHUS MEX]Ly UT'PAIOLINMH;

- CIoXKeT (cojiepkaHue) — 00J1acTh JEHCTBUTEIBHOCTH, YCIIOBHO BOCTIPOU3BOAMMAS B UTPE.

B mponecce poneBoii Hrpsl 0TpabaTHIBAIOTCSA U YCBAUBAIOTCS:

1) aTMYECKHE HOPMBI ¥ IPaBUIIa IIOBEJICHUS M OPeJIeJICHHbIE COLMAIBHBIC POJIM B TOM WJIK HHOM 3THOKYJIBTYPHOM COOOILECTBE;
2) 0cOOEHHOCTH, XapaKTepPHBIE YePTHI, BO3MOKHOCTH TEX WJIM HHBIX COIHABHBIX TPYIIT FITH OTIPEIeTIeHHBIX KOJJICKTHBOB —
AHAJIOTOB MPEANPUATHIH, GUPM, T.€. Pa3TUIHBIC TUITEI SKOHOMHYECKUX H COIHATBHBIX HHCTUTYTOB, YTO BIOCIICICTBUU MOXET OBITH
HEPEHECEHO B COLMAIIBHYIO IPAKTHKY;

3) yMEHHS COBMECTHON KOJUICKTUBHOM JEATENBHOCTH;

4) KynbTypHBIC TPAAUINN W HOPMBI.

PoneBble UTphl, TeMa U CIOKET KOTOPBIX OCHOBAH HA COAEPKAHIH TEKCTOB, MILTIOCTPUPYIOT IOBEJCHUE B CUTYAI[UU
MEXKY/IBTYPHOTO OOLICHHSI.

B xauecTBe mpreMoB, XapaKTepHBIX IS METO/IA POJIEBON MIPHI, BEICTYIIAIOT CIICTYIOIIIE:

- IIpUeM BOCCO3JJAHUS] KOMMYHHKATHBHOT'O KOHTEKCTA, KOMMYHUKATHBHON CHUTYAIlHH;

- IPHEM BUPTYaJIbHOH SKCKYPCHH, KOTOPBIIf MOKHO OPraHU30BaTh Kak ¢ MOMOIIBIO TEXHUUECKUX CPE/ICTB, TAK M C UCIIOIB30BaHUEM
peasbHbIX (poTOMaTepruaoB B yueOHOH ayanTopuy,

- IpHUeM ApaMaTH3aIiN, HallPaBICHHBIH Ha CO3JJaHUE YCIOBHUIL, IPHOIIDKEHHBIX K YCIOBUSAM PEATBHOTO OOIICHUS, CBSI3aHHBII C
CO3JJaHUEM CHUTYAI[UH OOILIEHU, OIPeACICHIEM LIeNH, PaclpeelIeHueM poJiei;

- IpreM pedUIeKCUBHON MAECHTH(UKALMHN, IPEITONaralolii HASHTUPUKALNIO C 00bEKTOM OOILEHUS 1 IOBECTBOBAHNUE OT UMEHH
3TOTO OOBEKTA.

Meroandeckue yKa3aHus K HAIIMCAHUIO JIEJIOBOTO MUCEMa

SI3BIK HaNMCaHMS JIEJIOBOTO TIHChMA OTIIMYASTCS OT CTUIIS JIMYHOTO MUCEMa. B IeT0BBIX MHCHMAaxX SA3BIK OoJiee O(HUIIHalICH ¥ CTPOT;
HE TPUHATO YIIOTpeOJIeHNe COKPAIEHHBIX TIAarOJIBHEIX ()OPM, B TO BpeMs KaK KOHCTPYKITHH CO CTPaJaTeIbHBIM 3aJI0TOM
HCIIOIB3YIOTCS TOpa3io vaiie. s JeI0Bo MEePEnrCKU XapaKTepHO YIIOTPEOICHNUE CTAHAAPTHBIX BRIPAKCHHUI, HCIIOIB3YEMbIX IS
MOATBEP KICHUS MTOTYYCHUS JETOBBIX IHCEM, JUIS BBIPAKEHHS IPOCHOBI, IPU COOOIIEHHH O IMOCHUIKE KaTaJOrOB WIIH JOKYMEHTOB,
TIPU CCBUIKE Ha TOKYMEHTHI | T.JI. 9TH CTaHAAPTHBIC BBIPAKEHHS HEOOXOIUMO BBIYIHTb.

BcerymurensHOE 0OpaleHne MUIeTcst CIeAyI0IIM 00pa3oM:

1. ecnu BBI He 3HaeTe paMUIIMIO YeTOBEKA WIIK JIIOJIeH, K KOTOPBIM BBl 0OpaliaeTech, MUCbMO 0OBIYHO HauMHaeTcs co ciioB Dear Sir,
Dear Sirs win Gentlemen.

2. Ecnu BBI TUIINTE XEHIIMHE M He 3HaeTe ee (hamMuimio, OOBIMHEIM sBIseTCs oOpamenne Dear Madam.

3. Ecnu BBl 3HaeTe paMuIIMIO ajgpecara, OOBIYHBIM 00paIleHHEM K My>KUUHE SBIISCTCS

Dear Mr. Smith, k xenmune Dear Miss Smith (He3amyxHeil sxennune), Dear Mrs. Smith (3amyxHeit xenmune), Dear Ms. Smith
(ecm BBI He 3HaeTe, 3aMy)KeM OHa WM HeT. DTa opMa mpruodpeTaeT Bee 0ojiee MIPOKOe PacIIpoCTpaHEHHUE).

B nemoBom muceme B obpamennn HEJIB3 A mucate UM S nocne ciioB Mr., Mrs, Ms.

OCHOBHOM TEKCT MUCHMa

1. ITnceMo-3ampoc, xanoba u T.11.

B nagane menoBoro mickMa ykaspBaeTCs IPHYMHA HAIIMCAHMS JaHHOTO McbMa. OOBIYHBIM HAYAJIOM MOTYT CITY)KUTbH BBIpaykeHHS |
am writing in connection with. ..

I am writing to enquire about... Ecii BeI nuIeTe o4epeJHOE THUCHMO M0 OJHOMY H TOMY K€ BOIIPOCY, TO HA4aJIOM MOTYT SIBJIATHCS
BeIpaxxeHus Further to. ..

With reference to...

2. ITuceMo-0TBET

OOBIYHBIM HAyaJIOM SIBIISIETCS

Thank you for your letter of 12 January ( O6patute BHEMaHMe Ha npeaior of), In reply/ answer/ response to your letter of 12
January...

B coobieHnsx 06 UCTIOTHEHUH TPOCHOBI YITOTPEOISIOTCS CICAYIOIINE BEIPAKCHUS:

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

IIpu u3BeIEHNN O MOCHUIKE JOKYMEHTOB, KaTaJIOTOB U T.II. 0OBIYHO MCIIONB3YIOTCS ClIeAyIoNIie BeipaxkeHus: We are pleased/ glad
to send you..., We enclose..., We send enclosed...

JlenoBoe muceMO OOBIYHO EUTCS Ha ad3ansl. [leJIieHue NoauepKUBaeTCsl CIOBAMH:

First of all, Firstly, Secondly, Finally

He 3a0bIBaiiTe 0 CIIOBaX, CBS3BIBAIOIINX OTACIBHBIC YACTH MPEATI0KEHHN, U BBOJHBIX CIIOBAX:

Moreover, In addition to it

So, As a result, Therefore

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

In conclusion, To sum up, On the whole




He 3a051BaiiTe 0 BEKINUBBIX CIIOBAaX U BBIPAXKECHUSX:

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...

3akmounTeNbHas (opMylia BEKIUBOCTH BKITIOUACT B Ce0s TAKME BHIPAXKCHUS, KaK:

I look forward to hearing from you soon. If you require any further information please do not hesitate to contact us.
3aKIOYnTeNIbHAsA YacTh MICbMa — MOJMUCH — 3aBUCHT OT oOpameHus. Ecau Bbl Hadanu nucbkMo ¢ obpamenus Dear Sir, Dear Sirs
Dear Madam wiu Gentlemen, B KOHIIE THChMa MEPe/] MOAMUCHIO BbI JOJDKHBI IOCTaBUTH ciioBa Yours faithfully.

Ecnu BBl Havamm nmuceMo ¢ obparmienus Dear Mr. Smith, Dear Miss Smith, Dear Mrs. Smith, Dear Ms. Smith oObr9HBIM
OKOHUYaHMEeM OyIyT cioBa Yours sincerely.




