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1. HAMMEHOBAHUME 1 IIEJIb OCBOEHUSA JUCIHUITJIMHBI

VYuebnass mucumiinHa «JleI0BOM WHOCTpaHHBIN S3BIK» HM3y4aeTcsl 0O0ydJaromIMMUCH,
ocBauBaroIIMMK oOpaszoBarenbHyto mnporpammy (OII) «Ilpuknangnas wuHpopmaTHKa» B
COOTBEeTCTBUU ¢ DenepanbHBIM TOCYIaPCTBEHHBIM O0pa30BaTEIbHBIM CTAHJAPTOM BBICIIETO
oOpazoBanusi 1o Hampasienuto noarotoBku  09.03.03  Ilpukmagnas uHpOpMAaTHKa,
YTBEP)KJICHHBIM TpHKa3oM MuHucTepcTBa 00pasoBanusi u Hayku P® ot 19.09.2017 N 922
(®T0OC BO 3++).

Henbto ocBOEHUS AMCUUIUIMHBI «Jl€T0BOW WMHOCTPAHHBIN SI3BIK» SIBJISIETCS OBJIA/ICHUE
CTYAEHTaMH HEOOXOJUMBIM U JIOCTAaTOYHBIM YPOBHEM KOMMYHUKAaTUBHON KOMIIETEHIUH IS
pelIeHNs COLMaTbHO-KOMMYHHMKATUBHBIX 3aJjad B Pa3jM4YHBIX 001acTaX ObITOBOM, KyJIbTYpHOH,
podeccHoHaIbHON U Hay4yHOU eATeIbHOCTH (TIOMCK HEOOXOIMMBIX CBEJICHHM, OCYIIECTBICHUE
JIeIOBBIX KOHTAKTOB B YCTHOW M MHUCbMEHHOM (hopMe, J1eloBoe OOIIeHHe, YMEHHE 3alpalluBaTh,
(bukcHpoBaTh M NPEICTABISATh MHPOPMAIMIO, aHAIU3UPOBATh U pa3pabaThiBaTh TEXHUYECKHE
cnenudukanum), a TaKke IS camooOpa3oBaHusl (Ui JabHEHWINEH ydeOHOUM NesaTelbHOCTH,
M3y4eHHUs 3apy0eKHOTO ONbITa B MPOUINPYIOIIeld 00JaCTH HAYKH U TEXHUKH).

3amaueit kypca sBiseTcss (OPMHPOBAHHE Y CTYIEHTOB TMPAKTHYECKUX HABBIKOB B
pelIeHNY KOHKPETHBIX 3a7ad, CBSI3aHHBIX C UX Oynymied mpoeccHoHaIbHON NeSTeIbHOCTBIO,
MOJArOTOBKA OOy4arolMXcsd K OCYIIECTBICHHUIO [JENOBOM KOMMYHHMKAllMM B YCTHOH U
MUCbMEHHOM (hopMax Ha MHOCTPAHHOM S3bIKE, a TaKXKE K OCYILECTBJICHHUIO JIESATEIbHOCTU IO
KOHIIENTyalbHOMY, (DYHKIIMOHAIBHOMY U JIOTUYECKOMY MPOEKTHUPOBAHUIO CHUCTEM CPEAHEro U
KpymHOro Macmraba M CJI0XKHOCTH, IUIAHUPOBAHUIO pa3palOTKU WM BOCCTAaHOBJICHUS
TpeOOBaHUN K cHCTEME, aHaJIu3y MPOOJIEMHON CUTyallud 3aMHTEPECOBAHHBIX JIMII, pa3padoTke
Ou3Hec-TpeOOBaHUM 3aMHTEPECOBAHHbBIX JIMI[, IIOCTAHOBKM IeJIell CO3/laHUsl  CUCTEMBI,
pa3pabOTKKU KOHLEMLUU CUCTEMbl U TEXHHUUYECKOTO 3a/laHUsl Ha CUCTEMY, OpraHU3aluy OLIEHKU
COOTBETCTBUSl TPEOOBaHMSM CYIIECTBYIOIIMX CHUCTEM M MX AaHAJOIOB, IPEACTaBICHUIO
KOHIIETLMH, TEXHUYECKOTO 331aHUS HA CUCTEMY U U3MEHEHUH B HUX 3aMHTEPECOBAHHBIM JIMLIAM,
OpraHu3aliM COrJacoBaHMs TpeOOBaHUN K cuUCTeMe, pa3paboTke Ma0JIOHOB JOKYMEHTOB
TpeOOBaHUH, MOCTAHOBKE 337a4l Ha pa3pabOTKy TpeOOBaHUM K MOACHUCTEMaM M KOHTPOJIb UX
Ka4yecTBa, CONPOBOXIECHUIO NPHEMOYHBIX MCHBITAHMM M BBOJA B SKCILIyaTallUIO CHUCTEMBI,
o0paboTKe  3ampocoB  Ha  HU3MEHEHMEe TpeOoBaHMH K  CUCTEME,  OIpEelesICHHbIX
npoeccuOHaNbHBIM ~ cTaHAAPTOM «CHCTEMHBIN  aHAIUTHK», YTBEP)KICHHOIO IPHUKAa30M
MunucrepcTBa TpyAa ¥ couuanbHoi 3amuthl Poccuiickoin ®@enepanuu ot 28.10.2014 N 809H
(Peructpanonssiii Homep Ne34882).

2. MECTO JUCIHUILIUHBI B CTPYKTYPE OBPA3OBATEJIbHOM
IMPOI'PAMMBbI

VYueOHast qucruIuiiHa J[e1oBOi MHOCTPAHHBIA S3bIK OTHOCUTCS K 00SI3aTENILHOM YacTu
y4eOHOTro IMJIaHa 1 U3ydaeTcs Ha 2 Kypce.

2.1. TpeboBaHuUs K MPEABAPUTENHHOMN MOATOTOBKE 00YJarOIIEerocs:

JuctunnuHa «/lenoBoit MHOCTpaHHBIN S3BIK» BXOIUT B 00s3aTeNbHYIO 4acTh yueOHOTO
rana OIl GakanaBpuara.



N3yuenne naHHON y4eOHOW TUCHMIUIMHBI MPOXOAUT HA OCHOBE OCBOCHHS JUCIUILIHHBI
«MHOCTpaHHBIN SA3BIKY.

[TapannensHo u3y4yaercst IucUUIUIMHA "Pycckuii 3bIK U KyJIbTypa peun'.

2.2, JlucuuIuivHbl (MOAYJIN) U IPAKTUKY, ISl KOTOPBIX OCBOCHUE JAHHOW JTMCLUIIINHBI
(MomyIist) HEOOXOIMMO KaK MPEIIECTBYOIICE:

Pe3ynbraTthl 0OCBOGHMS NUCHUIUIMHBI «/l€70BOM MHOCTpaHHBIN SA3bIK» SBISAIOTCA 0azoi
JUI U3Y4EeHUs y4eOHOM TucUIUINHbI « THOCTpaHHbIN S3bIK B IPUKIIATHOW HH(OPMATUKEY.

[Ipu npoBeaeHUN y4yeOHBIX 3aHATHH MO y4eOHOM aucuuIuHE «JlenoBoil MHOCTpaHHBIN
SI3BIK» y 0Oydarluxcs HaBBIKOB KOMAaHIHOM paboThl, MEXIMYHOCTHON
KOMMYHMKAIIMM, TPUHATHUS PpELICHUH, JUIAEPCKUX KayecTB 0O0eCcleurBaeTCsl MPOBEIECHUEM

AQHAJIM30M CUTyauud |

pa3BHUTHE

IPYNIOBBIX JMCKYCCHH, POJIEBBIX HWIP II0 H3y4aeMbIM TeMaw,
HMHTAIIOHHBIX MOJCICH.

[IpermoaBanue AUCIUIUIMHBI OCYIIECTBIIAETCS B opMe Kypca 1o Temam: «Business
Communication: Means, Ways and Styles. Meeting People: Getting Acquainted and Making
Contacts. Telephoning. Business Letters, Emails and Network Communication. Presentations:
Preparation and Delivery. Business Meetings. Making an Appointment. Negotiating. Applying
for a Job. CV and Cover Letter Writing. Jobs. Requirements to a Specialist. A Job Interview,
COJIepKaHWe KOTOPBIX pa3pabOTaHO Ha OCHOBE pE3yJbTaTOB HAYYHBIX HCCIIEIOBAHHM,
TOM 4YHUCIE C

nmpoBoauMBbIX MHCTUTYTOM, B Y4E€TOM PpErHoHalbHBIX OCOOEHHOCTEHN

npodeccroHabHOM 1eATENbHOCTH BBIITYCKHUKOB U MOTpeOHOCTEN padoTonareneil.

3. INTAHUPYEMBIE PE3YJIbTATbBI ObYYEHMUS 110 JUCHHUIIJIMHE,
COOTHECEHHBIE C IINTAHUPYEMBIMMU PE3YJIbTATAMHU OCBOEHMUSA

OBPA3OBATEJIbHOM ITPOT PAMMBI

B pesynbraTe OCBOEHHSA TUCIMILIMHBI OOydYalOUIMCA MO MporpaMme OakanaBpuara

JOJIDKCH OBJIaACTh:

- Cnocoben ocyuiecmenamop 0€108yH0 KOMMYHUKAUUIO 8 YCHMHOU U RUCLMEHHOU

dopmax na 2ocyoapcmeennom sazwvike Poccuiickoii @Dedepayuu u unHoCmMpaHHOM(bIX)

aszvike(ax) (YK-4)

IInanupyemsle pe3yJabTaThl 00yUeHHs 110 JHCHMILIHHE

Kon
dopmupyemas
[Tnanupyemble pe3yabTaTbl 00ydeHHUs pe3yibTara
KOMITCTCHIIUS
00yueHus
Cnocoben 3HaTh:
OCYIIECTBIATH CTPYKTYpHBIE U COJIepKaTeIbHbIE 0COOEHHOCTH
JIEJIOBYIO KOMMYHUKAIIMU B JCJIOBOM MHOCTPAHHOM S3bIKE U VYK-4-31
KOMMYHUKAIIUIO B | IPUHIIMIIBI €€ OpraHUu3alluu
YCTHOU U pa3roBOpHbBIE POPMYJIIBI ITUKETA JIETOBOTO OOLICHHUS YK-4-32
IMACbMEHHOU aKTyaJbHbIE MOJIEIIN PEUEBOI0 IOBEIEHUS U PEYEBOI VK-4-33
¢dopmax Ha JESATEIBbHOCTH B IIPOLIECCE NEIOBOM KOMMYHUKALIMHU
rocynapCTBCHHOM | OCHOBHBIC I'PaMMaTHYCCKNE KOHCTPYKIIUH, VK-4-34
A3bIKe POCCHICKON | oOecrieunBaronne KOMMYHUKAIHIO J€TI0OBOTO XapakTepa
®enepanyu u HMCTOPHIO U KYJIbTYPY CTpPaH M3y4aeMOTIO 513bIKa, 4 TAKKE VK-4-35
MHOCTPaHHOM(BIX) | MpaBuJIa PEYEBOTO STUKETA




A3bIKE(ax)
(YK-4)

0a30BYIO JICKCUKY JIEJIOBOTO MHOCTPAHHOTO SI3bIKA YK-4-36
YmMersb:

MMOHMMATh YCTHYIO U MUCBbMEHHYIO PeUb JIEJIOBOM cephl YK-4-V1
BecTH Oecey Ha MHOCTPAHHOM S3bIKE B IpeIenax VK-4-Y2
U3YYEHHOU /1€J0BOM TEMAaTUKU

IPUMCHSITh MOJCITU PEUCBOM JEATENbHOCTH M PEYEBOro VK-4-V3
HOBEJICHUS B IIPOLIECCE I€T0BOH KOMMYHUKALIUU

BECTH JICJIOBYIO TIEPETHCKY, COCTABISTH U O(POPMIISITH VK-4-V4
JIEJIOBbIE MMCHhMA, TIOKYMEHThI HA HUHOCTPAHHOM SI3bIKE

WHUIIUTUPOBATH, ITOJICPKUBATh, 3aIIPAIINBAThH

nH(}OpPMaLIKIO U OTBEYATh Ha 3alpalIMBAEMYIO YK-4-Y5
nH(}OpMalNIO U 3aKaHYMBATh Oecery

ITOHMMAaTh OCHOBHOE COJIEpKaHNE AyTEHTUYHBIX TEKCTOB VK-4-V6
Ha YPOBHE JIEJIOBOTO OOIIECHUS

Baajnern:

BCEMHU BUJIaMU PEUYEBON JESITEILHOCTH B IEJIOBOM VK-4-B]
0OLIEHNH Ha HHOCTPAHHOM SI3bIKE

HaBBIKaMU TIPOBEJICHHS JICTIOBBIX BCTPEY, JCTIOBBIX VK-4-B2
TIEPEroBOPOB

OCHOBaMH NMyOJIMYHON peyn YK-4-B3
HaBBLIKaMH [TMCHbMa, HEOOXOAMMBIMH IS JIETIOBOM VK-4-B4
Mepenucku, 0(hopMIIEHHS J1€10BOM TOKYMEHTallUU

HaBbIKaMU pabOTHI IO COBEPUICHCTBOBAHUIO 3HAHUN U VK-4-B5
YMEHHH JIEJIOBOTO MHOCTPAHHOTO SI3bIKA

BCEMHU BUJAMH UTEHUS (IIPOCMOTPOBOTO,

03HAKOMUTENLHOTO0, U3Y4al0IlIero, MOMCKOBOI0) U VK-4-B6
pedyeBOi KOMMYHUKAIIUK (THAJIOT, TUCKYCCHSI, KPYTJIBIHA

CTOJI, 00CY)KJICHHE)

4. ObPBEM JJUCHUIIJIMHBI B 3BAYETHBIX EIMHUIAX C YKASAHUEM
KO/INMYECTBA AKAJEMHUYECKHUX YACOB, BBIIEJIEHHBIX HA KOHTAKTHY1O
PABOTY OBYYAIOIIUXCHA C ITPEIIOJABATEJIEM (IIO BUJAM YYEBHBIX

3AHATHIN) U HA CAMOCTOSATEJILHYIO PABOTY OBYUAIOIMUXCH

OO01ast TPyA0€MKOCTh AUCHUIUINHBI COCTaBIsAeT 3 3aueTHbhIX eanHuLbl (108 vaca).

Obmras B tom uncne xoHTakTHasK paboTra
. ®opma
No TPYAOEMKOCTH C TIpenogaBaTerIeM KoHTports Cam. HPOMEIKYTOUHOM
- pabota
B3.e. Bcero IIp KoP 3 aTTecTaluu
gacax
1 3 6 52 1,7 0,3 54 3aver
Pacrnipenenenne yueGHOTo BpeMeHH M0 TeMaM M BHIIaM y4eOHBIX 3aHATHI o4Has popma
oOyueHus
HawnmeHoBaHMe KoHnrakTHas pabora ¢
dopMupyemeie
No pasnenos, TeM Bcero MIPeroiaBaTeneM Cam. Pe3YITHTATHI
yqe6HH§ Hacos Bcero Ip KoP 3 Pad. 00y4eHus
3aHATUH
Business Communication: Means, Ways and Styles
Business YK-4-31, YK-4-32,
1. | Communication: 10 6 6 4 YK-4-33, YK-4-34,
Means, Ways YK-4-35, YK-4-36,




and Styles

VK-4-Y1, YK-4-
V2, VK-4-V3, VK-
4-y4, VK-4-V5,
VK-4-Y6, YK-4-
BI, VK-4-B2, VK-
4-B3, VK-4-B4,
VK-4-B5, YK-4-B6

Meeting People: Getting Acquainted and

Making Contacts

Meeting People:
Getting
Acquainted and
Making Contacts

10 4

VK-4-31, VK-4-32,
VK-4-33, YK-4-34,
YK-4-35, YK-4-36,
VK-4-Y1, YK-4-
V2, VK-4-V3, VK-
4-y4, VK-4-V5,
VK-4-V6, VK-4-
Bl, VK-4-B2, VK-
4-B3, VK-4-B4,
VK-4-B5, YK-4-B6

Telephoning

Telephoning

12 6

VK-4-31, VK-4-32,
VK-4-33, YK-4-34,
YK-4-35, YK-4-36,
VK-4-V1, YK-4-
V2, VK-4-V3, VK-
4-y4, VK-4-V5,
VYK-4-Y6, VK-4-
Bl, VK-4-B2, VK-
4-B3, YK-4-B4,
VK-4-BS, YK-4-B6

Business Letters, Emails and Network Communication

YK-4-31, YK-4-32,
YK-4-33, YK-4-34,
YK-4-35, YK-4-36,

Business Letters, VK-4-V1, VK-4-
Emails and 12 6 6 6 V2, VK-4-V3, VK-
Network 4-V4, VK-4-V5,
Communication VK-4-Y6, YK-4-
B1, YK-4-B2, YK-
4-B3, YK-4-B4,
VK-4-B5, YK-4-B6
Presentations: Preparation and Delivery
VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
VK-4-35, YK-4-36,
Presentations: YK-4-V1, VK-4-
. Y2, YK-4-Y3, VK-
Preparation and 16 8 8 8
Delivery 4-V4, VK-4-Y5,
VK-4-V6, VK-4-
B1, YK-4-B2, VK-
4-B3, YK-4-B4,
YK-4-B5, YK-4-B6
Business Meetings. Making an Appointment. Negotiating
Business YK-4-31, YK-4-32,
Meetings. YK-4-33, YK-4-34,
Making an 16 8 8 8 YK-4-35, YK-4-36,

Appointment.
Negotiating

YK-4-Y1, YK-4-
VY2, YK-4-V3, YK-




4-y4, VK-4-V5,

VK-4-Y6, YK-4-
BI, VK-4-B2, VK-

4-B3, VK-4-B4,
VK-4-B5, VK-4-B6

Applying for a Job. CV and Cover Letter Writing

VK-4-31, VK-4-32,
VK-4-33, YK-4-34,
YK-4-35, YK-4-36,

Applying for a YK-4-V1, YK-4-
Job. CV and V2, VK-4-V3, VK-
! Cover Letter 14 6 6 8 4-V4, VK-4-V5,
Writing YK-4-Y6, YK-4-
B1, YK-4-B2, VK-
4-B3, YK-4-B4,

VK-4-B5, YK-4-B6

Jobs. Requirements to a Specialist. A Job Interview

YK-4-31, YK-4-32,
YK-4-33, YK-4-34,
YK-4-35, YK-4-36,

Jobs. VK-4-V1, YK-4-
Requirements to V2, VK-4-V3, VK-
8. a Specialist. A 16 8 8 8 4-V4, VK-4-V5,
Job Interview VK-4-Y6, YK-4-
B1, YK-4-B2, VK-
4-B3, YK-4-B4,
VK-4-BS5, YK-4-B6
IIpomexxyTouHas aTTecTarus (3a4er)
IIpomexyTounas
9. | arrecramms 2 2 1,7 0,3
(3auer)

5. CONEP)KAHME JUCHUTLIAHBI, CTPYKTYPHPOBAHHOE 110 TEMAM
(PA3JIEJTIAM)

Tema 1. Business Communication: Means, Ways and Styles

Temaruka 3anstusi: CpencrBa oOmIeHHMsS. YCTHash W TUCbMEHHas (OPMBI JIEIOBOTO

ob6menust. OpuranbHbI U HeOQUIIUATBHBIN CTHIIA OOIICHHUS.
Tema 2. Meeting People: Getting Acquainted and Making Contacts

Temaruka 3aHATHSA: 3HAKOMCTBO B Pa3HBIX CcHUTyalusx oOmieHus. OcoOeHHOCTH

o(uIraTbHOTO U HEO(PHUIMATBHOTO CTHUJISL. Y cTaHOBJIeHHE KOHTakToB U moHstue Small Talk.
Tema 3. Telephoning

Temaruka 3anatus: Tenedonnsie meperoBopsl. OcoOeHHOCTH 00IIEHUs MO TenedoHy.
YcroituuBbie BbIpakeHus. Ha3HaueHue BCTpeuM, 3ampoc W YTOYHEHHE HH(OpMAIUU.
[ToaTBepxaeHNE TOTOBOPEHHOCTH, 3aKa3a U T.I.

Tema 4. Business Letters, Emails and Network Communication

Temartuka 3ansatus: TpeGoBaHMs K HaMMCaHUIO JENOBOro mucbma. CTPyKTypa JIEI0BOTO
nucekMa. JlemoBele muchMa oOmiero tuma. IIuMceMo-3ampoc, MHCHEMO-3aKa3, MOITBEPXKIACHUE
3aka3a, MUCchbMO-pekinamaiius. OCHOBHBIE OCOOSHHOCTH [enoBOoro ctuiisi. [lonesHsie ¢pasbl
Oo6menue mo ceru. Heruker. Hammcanuto snexTpoHHbIX muceM. Ctpykrypa. CokpalieHus.
TekcT coobuieHuit.

Tema 5. Presentations: Preparation and Delivery




Temaruka 3ansatus: IloaroroBka npeseHTanuu: ONpeAciieHUe LeNel, 3a1ad, CTPYKTYphl
npeseHTauuu. IloaroroBka cnaiinos. IlpeacraBneHue mnpe3eHTanuu ayauTopuu. OCHOBBI
MyOJIMYHON peur; AUATOruyecKasi U MOHOJIOTHYECKas pedb B chepe AeT0BOI KOMMYHHUKAIIHH.

Tema 6. Business Meetings. Making an Appointment. Negotiating

Temaruka 3ausatus: [lenoBsie BcTpeun. OCOOEHHOCTH OpraHM3alldu JIEJTOBBIX BCTpEY.
MecTto u Bpemsi NpoBeneHUsi el0BbIX coOpaHuil. CTuib peuu JeNOBBIX BCTped, IpaBHiia
peueBoro stukera. Hambosiee ymoTpeOMTENBHBIX KIIHMIIE JEIOBOW M TPO(ECCHOHATBHOM
KoMMyHuKanuu. [leperoBopsl. TakTrka BeaeHUs IEPETOBOPOB.

Tema 7. Applying for a Job. CV and Cover Letter Writing

Tematuka 3anstus: [loHsTue o HammcaHuM pe3oMme, (GopMar pe3roMe, COCTABJICHHE
coOcTBeHHOro pe3tome. ConpoBoauTesHOE MUCcbMO. CTPYKTypa M KJIHILIE COMPOBOIUTENBHOTO
IInCbMa.

Tema 8. Jobs. Requirements to a Specialist. A Job Interview

Temaruka 3anarus: Ilpodeccun u  nomkHoctH. TpeOoBaHusS K 00pa30BaHUIO,
KBaJIM(UKALMH, ONBITY paboTy, MpodeccnoHaIbHBIM YMEHHUSM U HaBbIKaM, JMYHBIM KauyecTBam
cnernanucta. CobecenoBanune npu nmpruemMe Ha padoTy. Bonpocs! k kaHauaaTy u paboToaaTento.

Tema 9. [IpoMexxyTouHas arrecTanus

[IpumepHbIe TeMBbI TSl 00CYXKIEHUS:

1) Business Communication: Means, Ways and Styles;

2) Rules of Communication in Different Cultures;

3) Meeting People: Getting Acquainted and Making Contacts;

4) Telephoning Rules and Clichés;

5) Types of Business Letters;

6) Emails and Network Communication;

7) Presentations: Preparation and Delivery;

8) Business Meetings;

9) Making an Appointment;

10) Negotiating;

11) Applying for a Job;

12) CV and Cover Letter Writing;

13) Requirements to a Specialist;

14) A Job Interview: Questions and Answers;

15) Dos and Don’ts for Job Seekers.

[Inanbl NpaKTHYeCKUX 3aHATHI

Tema 1. Business Communication: Means, Ways and Styles.

Bpewms - 2 ygac.

OCHOBHBIE BOIIPOCHI:

1) Brinonnenue JICKCUKO-TPAMMAaTUYCCKUX ynpaxcHeHI/Iﬁ, HAITpaBJICHHBIX Ha Pa3BUTUC
JICKCUKO-TPpaMMAaTUYCCKNX HABLIKOB. 2) YreHue W BBIIIOJIHEHUE SaﬂaHI/Iﬁ o TCMATUYCCKOMY
TCKCTY. 3) BrinonHenune yl'Ipa)KHCHI/Iﬁ Ha Ppa3sBUTHUC HABLIKOB BOCIIPHUATHA HA CIYX pa3rOBOPHO-
OBITOBOM pcuu, ,HI/I&JIOFI/I‘IQCI(Oﬁ 1 MOHOJIOTUYECKOM pcyu, ImucbmMma.

Tema 2. Meeting People: Getting Acquainted and Making Contacts.

Bpewms - 1 yac.

OCHOBHBIE BOIIPOCHI:



1) BrinonHeHue JIEKCUKO-TPaMMaTHUECKUX YIpPaKHEHWH, HAIlpaBJIEHHBIX Ha pa3BUTHE
JIEKCUKO-TPaMMaTHUYECKUX HABBIKOB, KOHTPOJIb JOMAIIHETO 3a/aHus. 2) UTeHue U BbIIIOJHEHHE
3aJlaHUil 10 TEMAaTU4YeCKOMY TeKCTy. 3) BblnosiHeHue ynpaXXHEHUl Ha pa3BUTHE HAaBBIKOB
BOCIIPUSTHST HA CIyX pPa3rOBOPHO-OBITOBOM pedd, AMATOTUYECKOW M MOHOJIOTHMYECKOW pevH,
IIACHbMa.

Tema 3. Telephoning.

Bpewms - 1 ygac.

OcHOBHBIE BOIIPOCHI:

1) BrinonHeHue JIEKCUKO-TPaMMaTHUECKUX YIPaKHEHWH, HaIlpaBJICHHBIX Ha pa3BUTHE
JIEKCUKO-TPaMMaTHYE€CKUX HABBIKOB, KOHTPOJIb JOMAaIIHEro 3a4aHus. 2) UTeHue u BBINOJIHEHNE
3aJ]aHUil 10 TeMaTU4ecKoMy TeKcTy. 3) BolmonHeHue ymnpaxHEeHHl Ha pa3BUTHE HaBBIKOB
BOCTIPUSATUS. Ha CIyX Pa3TOBOPHO-OBITOBOM peyM, NUAJOTUYECKOW W MOHOJOTHYECKOW pEeyH,
IAChMa.

Tema 4. Business Letters, Emails and Network Communication. .

Bpewms - 1 gac.

OcCHOBHBIE BOIIPOCHI:

1) BrinonHeHue JEKCUKO-TpaMMaTHUECKUX YIpaKHEHWH, HalpaBJICHHBIX Ha pa3BUTHE
JIEKCUKO-TPaMMaTHYECKUX HABBIKOB, KOHTPOJIb JOMAIIHEro 3aJaHus. 2) UTeHue u BBINOIHEHNE
3aJlaHUil 10 TeMaTu4eckoMy TeKcTy. 3) BrlmonHeHue ymnpaxxHEeHHl Ha pa3BUTHE HaBBIKOB
BOCTIPUSATHS Ha CIyX Pa3TOBOPHO-OBITOBOM peYM, NUAJOTHYECKOW W MOHOJOTHYECKOW pEeyH,
MHAChMa.

Tema 5. Presentations: Preparation and Delivery.

Bpewms - 2 gac.

OCHOBHBIE BOIIPOCHI:

1) BrinonHeHue JEKCUKO-TPaMMaTHUECKUX YIPaKHEHWM, HANpaBJICHHBIX Ha pa3BUTHE
JIEKCUKO-TPaMMaTHYE€CKUX HABBIKOB, KOHTPOJIb JOMAIIHEro 3ajaHus. 2) UTeHue u BbINOIHEHHE
3aJlaHUil MO0 TeMaTu4eckoMmy TeKcTy. 3) BrimonHeHue ynpakKHEHUN Ha pa3BUTHE HABBIKOB
BOCIIPUSATHSL HA CIyX Pa3rOBOPHO-OBITOBOI peud, AMAIOTUYECKOW M MOHOJIOTMYECKOM peud,
MHchMa.

Tema 6. Business Meetings. Making an Appointment. Negotiating.

Bpewms - 2 yac.

OcCHOBHBIE BOIIPOCHI:

1) BrinmonHeHue JIEKCHMKO-TPAaMMAaTHUYECKUX YIMPaKHEHWH, HAIllpaBJICHHBIX Ha pPa3BUTHE
JIEKCUKO-TPaMMaTHYE€CKUX HABBIKOB, KOHTPOJIb JOMAITHEro 3aAaHus. 2) UTeHue u BBIMOJIHEHHE
3aJlaHUil MO0 TeMaTU4ecKoMy TeKcTy. 3) BrlmonHeHue ympaxXxHEHHl Ha pa3BUTHE HAaBBIKOB
BOCIIPUSATHUS HA CIyX PasrOBOPHO-OBITOBOI pedd, AMANOTHYECKOW UM MOHOJIOTHYECKON pedH,
MMchMa.

Tema 7. Applying for a Job. CV and Cover Letter Writing.

Bpewms - 1 yac.

OcHOBHBIE BOIIPOCHI:

1) BrimonHeHue JEKCHMKO-TpaMMaTHUYECKUX YIMPaKHEHUM, HAMPaBJICHHBIX HA pa3BUTHE
JIEKCUKO-TPaMMaTUYEeCKUX HAaBBIKOB, KOHTPOJIb JJOMAIIHETo 3a1aHus. 2) UTeHne U BbINOIHEHHE
3aJlaHUil 10 TEMAaTUYECKOMY TEKCTy. 3) BplnonHeHue ynpaXXHEHWl Ha pa3BUTHE HAaBBIKOB
BOCHPHUATHS Ha CIyX pa3rOBOPHO-OBITOBOW pe4M, JAUANIOTUYECKOH M MOHOJIOTHYECKOW peuH,
IMChMa.

Tema 8. Jobs. Requirements to a Specialist. A Job Interview.



Bpewms - 2 gac.

OcHOBHBIE BOTIIPOCHI:

1) BrinonHeHue JIEKCUKO-TPAaMMaTHUECKUX YIPaKHEHWW, HAIlpaBJIIEHHBIX Ha pa3BUTHE
JIEKCUKO-TPaMMaTHYECKUX HABBIKOB, KOHTPOJIb JOMAUIHETO 3a4aHus. 2) UTeHue 1 BBINOJIHEHNE
3aJlaHUil 10 TEeMaTU4YecKOMY TeKcTy. 3) BblnosiHeHue ynpaXxHEHUl Ha pa3BUTHE HAaBBIKOB
BOCIIPUSATHS Ha CIyX Pa3TOBOPHO-OBITOBOM peyM, IUAJOTUYECKOW M MOHOJOTHYECKOW pEeyH,
IIACHbMa.

6. IEPEYEHb YYEBHO-METOANYECKOI'O OBECIIEYEHUA JJI51
CAMOCTOSTEJBHON PABOTHI OB YUAIOIINUXCS O JUCHUILINHE

6.1.1. OCHOBHBIEC KaTErOPUH YU€OHOMN JAUCITUILIHHBI IS CAMOCTOSATEILHOTO H3yICHU:

1. greet — mpHUBETCTBOBAThH; 3/I0pOBATHCA; greeting — MPHBETCTBHE; customary
greeting— oObIYHOE ITPUBETCTBHE.

2. small talk — merkast cBeTckast Oecena, pa3roBop HH O 4yeMm; engage in small talk —
HAYMHATH CBETCKYIO Oece/Ty, MBITAThCs 3aBs3aTh Oecemy.

3. break the ice — HnapymuTh MoMuaHWe, cleNaTh MEPBBIA IIAr, MOJOXHTh HAYAIO
(pa3roBopy, 3HAKOMCTBY).

4. respond — oTBeuaTh, pearupoBaTh, OT3BIBATHCS; rESPONSe — OTBET, OTKIIUK, PEAKIINS;
elicit a response — 100UTHCS OTBETA.

5. dial— nabupats HOMEep (10 TenedoHy), 3BOHUTH; HAOOPHBIH auck; dial the number —
Habupath HOMep 1o Tenedony; dial a wrong number — He Ty/a MMonacTh.

6. long-distance call — mexxyropoaHbIii WM MEKAYHAPOIHBIN TeIe(OHHBIN 3BOHOK.

7. hold on — He xmacth TpyOKy; hang on — oxwuars (y Tenedona).

8. hang up — moBecuTh TPYOKY, MPEKPATUTH TeIE(POHHBIN pa3sroBop.

9. put through — coeaunuTs (110 TenedoHy).

10. observe — cob6monaTh; HaOIIOAATh, 3aMeUaTh; observe rules — coOI0IaTh MPaBHUIIA.

11. indented style — ctuis ¢ oTcrymom; blocked style — O104HBII CTHIIB.

12. illegible — neueTkuii, Hepa3bopuKBEIii (0 TOYEPKE).

13. letterhead — manka Ha ¢pupMeHHOM OTaHKE.

14. salutation — oGpaiueHnue.

15. closure— 3akirountenbHas Qopmyna (muchma); complimentary closure —
3aKIIIOUUTENbHAS (POpMYa BEKIUBOCTH (ITUCHMA).

16. enclose — npuaraTse, BKIaasBaTh (B MUCHMO); enclosure — HpUIoKeHHE.

17. forward — oTmpaBisTh, IEPECHLIATS.

18. attach — mnpukperiaTh, attachment — mOpUKpeIUIeHHe, MPUCOCTUHEHUE,
nHpOpMaIUs, TPUKPEITICHHAS K COOOIICHUIO.

19. keep in touch with smb — moanepxuBaTh CBsA3b (KOHTAKT) C KEM-JIHOO.

20. stay on track — cietuThb 3a (X070M, Pa3BUTHEM YEer0-a100, HAIPUMED, MBICIIEH ).

21. face a task — crosTh mepea HEOOXOAUMOCTHIO, PEIIaTh 331a4y.

22. employ — nHanumath (Ha paboTy), HCIONB30BaTh; employer — HaHHMArTes,
paboTonatens; employee — ciyxamuii, paboTaroIHi 0 HaMYy.
23. post — nmomxkHOCTh, MecTo; (Syn.) position candidate for a post — kanmuaar

(TIpeTeHAeHT) Ha IOJKHOCTb.



24. require — TpeboBaTh (Uero-i.), HyXaaThcs (B 4eM-I1.); requirement— TpeOOBaHHE,
HEo0X0/MMOE YCJIOBHE; HYKJa, MOTpeOHOCTh; meet the requirements — yJOBIETBOPSTH
MOTPEOHOCTSIM.

25. relevant — ymecTHBIi, OTHOCSIIUIICS K JIe)y, aKTyaJIbHBIH.

26. challenge — BbI30B (Ha cocTsA3aHHME, HA COPEBHOBaHHWE M T.I.), HCIBITAHHE,
HaNpsDKCHUE CUJI; CJIOKHAS 3a7ada, mpodiieMa, OpocaTh BBI30B; TpeOoBaTh (ycuimii); meet the
challenge — mnpunsaTh BbI30B; challenging — CTUMYIUPYOLIHIA, TOOYXAAIOIIUIT;, TPEOYIOLIHIA
HanpsDKeHus, oTaayn cui; challenging idea — nHTEepecHas (epCeKTUBHAS) HIESL.

27. interview — cobecemoBanue, Oeceia, HHTEPBBIO; IPOBOIUTHL cobeceioBaHue, Oeceny,
MHTEPBBIOMPOBATh; attend an interview — NpPUCYTCTBOBaTh Ha co0OeceOBaHUU (MHTEPBBIO);
interviewer — mpoBojsmMii coOecenoBaHue, OepylIMii HMHTEPBBIO;, interviewee —
MHTEPBBIOMPYEMBIH, JAOIINN UHTEPBBIO.

28. appoint — Ha3Hauath; appointment — BCcTpeua, cBuanue; make an appointment —
HA3HAYUTH BCTpEUy, JIOTOBOPHUTHCS O BCTpeue; keep an appointment — BcTpedaThest (Kak OBLIO
Ha3HAY€HO).

29. promote — TOBBHIIIATH B JOJDKHOCTH, MPOJABHTATh IO CIykO0e; promotion —
MOBBIICHUE B IOJDKHOCTH, MTPOJIBIKEHHE IO CITYKOe.

30. attend a meeting — mpucyrcTBoBaTh Ha coOpanmm; call a meeting — co3Bathb
cobpanue; hold a meeting — mpoBoauTH coOpaHHe; run a meeting — MPOBOJAUTH COOpaHHE,
PYKOBOJIUTH COOpaHUEM.

31. staff — mrar(er) (cmyxamux), nepcoHan, corpyaHuku; staff members —
COTPYIHUKH (JITAHHOTO YYPEKICHUS).
32. charge — 0053aHHOCTH, OTBETCTBEHHOCTh, PYKOBOJCTBO, IMOpYy4YaTh, BO3Jarath

OTBETCTBEHHOCTH; be in charge — oTBedath (3a KOro-J.), 3aBeI0BaTh, BeJaTh, PYKOBOIUTh.

33. assign — Ha3Hayath (CpPOK), MpeAHa3HA4YaTh, JaBaTh, MOpydYaTh (3amaHue, padboTy),
Ha3Ha4yaTh Ha JIOJHKHOCTb.

34. have (take) the floor — BricTymats, 6path ci10BO.

35. motion— mnpemnoxkenue (Ha cobpanuu);, put the motion to vote — IOCTaBHTH
MpeI0’KEeHUE Ha TOJIOCOBAHUE.

36. negotiate — BecTH mMepPEroBOPHI, JOTOBApUBATHCS, 00CYXKIaTh yCaOBHs, Negotiation
— (uacro pl) meperoBopsl, 0OCYKIEHUE YCIOBHIA.

37. give in — ycrynaTtb, ciaBatbest; give in to demands — ycrynaTth TpeboBaHuUsM; Syn.
concede — ycrymnaTh, IPOUTPHIBAaTh, IPU3HABAThH OpaXeHue; concede a point (in an argument)
— yCTYNUTH (caaThesi) B BOIIpoce (B CIOPE); concession — YCTYIIKA.

38. long-term — morocpouHsIii, IIUTEIbHBIH; short-term — KpaTKoCpOYHBIIA.

39. schedule — nporpamma, miaH, rpaduk, CIIUCOK, MEPEYeHb, pacUCcaHHe.

40. confidence — yBepeHHOCTB; T0BepHE.

6.1.2. 3amaHus U1 HOBTOPEHUS U YriyOleHus NpruoopeTaeMbIX 3HAHUH.

Kon pesynbraTa

3anaHus
o0y4YeHus A

BcraBeTe AAHHBIC HapCUWs WU NPUIIAraTCIbHBIC B ITPEAJIOXKCHUA U
MNEepeBCAUTEC Ha pyCCKI/Iﬁ SA3BIK.

1 YK-4-31 bad(ly) good(well) fluent(ly) bright(ly) desperate(ly)

careful(ly) sudden(ly) easy(ly) slow(ly)

1. Smokingisa............ habit.




2. Jane usually drives ................ . She doesn't have accidents.
3. My fatherisa................ engineer.
4. She cried ............... and asked for help.
5. He speaks German very ............ .
6. She knows Chinese quite ........... .
7. The sun was shining .......... ,when ............... it started to rain.
8. The test was very ............ .
9. Please, speak more ............. . I can't understand.
YK-4-31
BeiOepute Hy)HY0 (hopMy MOAaIbHOrO riiarona: can, may, have (had)
to, must, should, be to, need. ITepeBeauTe MpeATOKEHHS HA PYCCKUit
S3BIK.
1. They...understand French.
VK-4-32 2. You....not make notes in the books.
3. They...to phone the doctor because the grandmother was ill.
4. ... 1comein?
5. We have got plenty of time. We ....not hurry
YK-4-32
[onuepkaure QopMel cTpagarensHoro 3ainora. Omnpenenure BpeMs
rJiarona.
IlepeBeauTe npensioKeHns Ha PYCCKUH SA3BIK.
1. Festivals of folk songs are attended by a lot of people annually.
VK-4-33 2. He was elected the Home Minister last year.
3. When much material had been looked through and some problems had
been solved, the article was published.
4. Today plastics are being used for car bodies.
5. I have already been invited to the party for the next weekend.
YK-4-33
[MocTaBbTe TIAroNbl B CKOOKAaX B MPAaBUIIbHYIO (JOPMY U HAITUIIIUTE BPEMS
rJiarona.
1. I haven’t got a car at the moment, so (I/ g0) .............ccooeiiii. by bus
to work this week.
2.He ...l (shave) in the bathroom when the telephone .........
(ring).
3.He oiviii (do) this work since 9 o'clock.
4.She ................. (walk) down the street when she .............. (meet) a
VK-4-34 friend.
5. Look. (It/SNOW) ....c.ovvviiiiiiiiiiiiieean, heavily outside.
6. The sun (rise) ......coovvvevveennnnnn.. in the east.
7. My friends ..................ll (practice) yoga for about a year.
8l (read) that book but I don’t like it much.
9. When | came to the airport, | suddenly realized that | (leave)
............................................... my wallet at home.
10. A: | have a headache.
B:l............ (give) you an aspirin.
YK-4-34
[epeBeauTe NpsMyIo pedb B KOCBEHHYIO.
1. Mary said: “I travelled to Europe this summer”.
YK-4-35

2. John said: “I am going to move the house next week”.
3. Ann told Dan: “ It was an accident yesterday”.




4. Mother asked him: “What time will you come home?”’
10 VK-4-35
[MomyepkHuTe (GOPMBI TIIATOJOB, YKOKUTE WX BpeMs H TIEPEBEIUTE
HPE/UIOKCHUS HA PYCCKUH SI3BIK. Y Ka)KUTE TUIT YCIOBHBIX MPEITIOKCHUH.
1. If Jess had been free yesterday, she would have joined you.
11 VK-4-36 2. If you don’t take a taxi, you’ll miss your train.
3. If you worked hard, you would succeed.
4. If it rains tomorrow, we won’t go to the forest.
5. If Adam had left earlier, he should have caught the train.
12 YK-4-36
6.2. 3agaHus, HanpaBJieHHbIE HAa (OPMUPOBaHKE MPOPECCHOHATBHBIX YMEHUH.
No Kon pesynbprara Sananms
00y4eHus
13 YK-4-V1 [Ipocnymaiite/npountaiiTe AMaIOrH MO U3y4YaeMbIM TEMaM
14 YK-4-V1
15 YK-4-Y2 CocTaBbTe ¥ BOCIIPOU3BEINTE AUAJIOTH 10 U3y4a€MbIM TEMaM
16 YK-4-V2
[Ipoananu3upyiite pa3Hble MOJIETU PEUYEBOM ACATEIBHOCTH U
17 YK-4-VY3 peYeBOTO TOBEACHUS B TIpOllecce JEIOBOM KOMMYHHUKAIIHH,
COCTaBbTE JUAJIOTH C YYETOM ATUX Pa3Inydnid
18 YK-4-V3
19 VK-4-Va4 CocrtaBpTe u OQOpMHUTE [eIOBble MUChbMa, JOKYMEHTHI Ha
MHOCTPAHHOM S3bIKE IO M3y4aE€MbIM TEMaM, 3all0JJHUTE aHKETY
20 YK-4-V4
[ToaroroBbTEe BOMPOCHI M BBIPAXKEHHS JUISI TOTO, YTOOBI
21 VYK-4-V5 WHULIMMPOBATH, TMOJICPXKATh OOIICHUE, 3alMpOCUTh MH(POPMAIIHIO,
OTBETHUTH Ha 3aIlpallliBaeMyt0 HHPOPMAIUIO U 3aKOHUYHUTH Oecesry
22 YK-4-V5
23 VK-4-V6 [Ipocnymaiite/mpouynTaiTe ayTeHTUYHBIC TEKCThI U MEpPEIalTe HUX
OCHOBHOE COJIEp’KaHNE
24 YK-4-V6
6.3. 3amaHus, HampaBlIeHHble Ha (GOpMUPOBaHUE MNPOPECCUOHAIBHBIX HABBIKOB,
BJIaJICHUN.
No Kon pesynpraTa TT—
o0y4YeHus
o5 VK-4-B1 Beimonuute  3amaHus, HANpaBJICHHbIe  Ha dopmupoBanue  u
COBEpIIICHCTBOBAHIE HABBIKOB PEUCBOI ACSITEIHHOCTH
26 VK-4-B1
[ponymaiite IUIaH, ONpEIeIUTe COJIepIKaHue, nondepure
7 VK-4-B2 COOTBETCTBYIOLIME BBIPOKCHHS [UIsl TPOBEICHUSI JIENOBBIX BCTpEY,
COBCIIAHMIA, JETOBBIX MMEPErOBOPOB. TeMy ONMpEACTUTE CaMOCTOSTEIbHO.
IloaroToBbTECH K PONEBON UIPE
28 VK-4-B2
[poxymaiitTe IUIaH, OHpEIENUTE CoAepKaHue W (HOpMY MyOIUYHOrO
29 YK-4-B3 BeICTyIUIeHUS. Temy omnpenenuTte camocTtoATenbHO. IloarotoBeTech K
BBICTYIIJICHHIO
30 YK-4-B3
31 YK-4-B4 Hamummre nenosoe nuceMo. TeMy OIpesiennuTe caMOCTOSTENBHO
32 VK-4-B4
33 VK-4-B5 BBINOTHUTE TECTOBBIC 3a/[aHUsI, HAMPABICHHBIC HA COBEPIICHCTBOBAHHE




3HAHUH U YMEHUH JIeTOBOr0 HHOCTPAHHOT'O SI3bIKa
34 YK-4-B5

[IpounTaiiTe TEKCTHI MO H3y4aeMBIM TeMaM M MOJATOTOBBTECh K WX
35 VK-4-B6 P ya A

00CYXJICHUIO
36 YK-4-B6

7. ®OHJ OHEHOYHbIX CPEJACTB AJIAA IPOBEJAEHUA TEKYIIET'O
KOHTPO.IA U MTIPOMEXKYTOUYHOM ATTECTAIIUU OBYYAIOIIUXCS IO

JUCHUILIMHE (MOAY.IIO)

7.1. CpencrBa OLIEHMBaHUA B XOJI€ TEKYIIETO KOHTPOJIS:

- YCTHBIE M TUCBMEHHBIE KPATKHE ONPOCHI B X0I€ Ay IUTOPHBIX 3aHATHH;

- 3aJlaHUA U YIIPA)KHCHUA, PECKOMCHIOBAHHBIC JIJIA CaMOCTOSTEIIBHOM pa6OTI)I;

- IPAKTUYECKUE 3a/IaHUsL, POJIEBBIC UTPBI, TUCKYCCHH H T.11.;
- 3aJJaHUs U YIIPAXKHEHUs HA IIEPEBOJ;

- COCTAaBJICHUC NWAJIOTOB I10 N3YYa€MbIM TCMaM;

- HallMCaHUEC ACJIIOBBIX IMMUCEM, PE3IOMCE, 3alIOJTHCHUC aHKCET,

- COCTAaBJICHUC U MPAKTUYCCKOC HUCIIOJIE30BAHHUE I'TIOCCApUs IO TEMaM;

- TECTUPOBAHUE;

- YyTeHHe U pedeprupoBaHUE ayTEHTUYHBIX TEKCTOB, COCTABIIEHUE TE€3UCOB BBHICTYILJICHHUS,
JOKIazaa.

7.2. ®OC st TEKYETO KOHTPOJISA:

No Koig;;éj;;am DOC Tekymero KOHTPOIIS
1 VYK-4-31 Vet ompoc (Temsr 1-8)

2 VYK-4-31 Tect (Temsr 1-8)

3 VYK-4-32 Cocrasnenne auajora (Temsr 1-8)

4 VYK-4-32 Becena (Temsr 1-8)

5 VYK-4-33 Cocrasnenne auajora (Temsr 1-8)

6 VYK-4-33 Ponesas urpa (Temsr 1-8)

7 VK-4-34 Tecr, 6ecena (Temsr 1-8)

8 VK-4-34 Hanmcanwue muceMa (Temsr 1-8)

9 VK-4-35 Ompoc (Temsr 1-8)

10 YK-4-35 JHoxnan, npeserrarus (Temsr 1-8)

11 VK-4-36 Becena (Temsr 1-8)

12 VK-4-36 Cocrasienue rioccapust (Temsr 1-8)

13 YK-4-V1 AynupoBanue/arenne Tekcra (Temsr 1-8)
14 YK-4-V1 JHoxnan, npeserrarus (Temsr 1-8)

15 YK-4-y2 Cocrasienwue nuanora (Temsr 1-8)

16 YK-4-V2 becena (Temsr 1-8)

17 VK-4-Y3 becena, nuckyccust (Temsr 1-8)

18 YK-4-Y3 Posesas urpa (Temsr 1-8)

19 YK-4-Y4 Hanucanue ucem pasHoro Buja (Tembr 1-8)
20 YK-4-Y4 OrtBer Ha nucbMa pasztoro Buzaa (Temsr 1-8)
21 YK-4-Y5 Cocrasienwue nuanora (Temsr 1-8)
22 YK-4-V5 becena, onpoc (Temsl 1-8)
23 YK-4-Y6 AynupoBanue/urenne Tekcra (Temsl 1-8)
24 YK-4-Y6 OtBerbl Ha Borpockl 110 Tekcty (Tewmsr 1-8)
25 YK-4-B1 AynupoBanue/urenne Texcra (Temsl 1-8)
26 VK-4-B1 Tesucel gokiana (Tembr 1-8)




27 YK-4-B2 Ponesas urpa (Temsbr 1-8)

28 YK-4-B2 Juanoru (Temsr 1-8)

29 YK-4-B3 IpesenTanus, noknaxa (Temsr 1-8)

30 YK-4-B3 JHuckyccus (Temsl 1-8)

31 YK-4-B4 Hanwucanue nucem pesiome (Temsr 1-8)

32 YK-4-B4 Hanwmcanue pestome, 3anonnenne ankeT (Temsr 1-8)

33 YK-4-B5 PedepupoBanne, Hanncanue nucem pestome (Temsl 1-8)

34 YK-4-B5 3anonnenue anker (Tembl 1-8)

35 VK-4-B6 PedepupoBanne, aHHOTHPOBaHHE, COCTABICHUE TE3HCOB, KOMMEHTAPHUEB
(Temsr 1-8)

36 YK-4-B6 O6cyxaenne, poaesast urpa (Temsr 1-8)

7.3 ®OC nns NpoOMEKYTOUHOM aTTECTALUHU:

Zamauus U1 OLIEHKA 3HAHUIMA.

Kox pesynpraTta

Ne Saganus
o0y4eHus

1 YK-4-31 Read and translate the text from English into Russian (cm. IMpuioxenwue 1)
2 YK-4-31 Speak on the topic in accordance with the card (cm. TTpunoxenue 2)

3 YK-4-32 Read and translate the text from English into Russian (cm. IMpuioxenwue 1)
4 YK-4-32 Speak on the topic in accordance with the card (cm. TTpunoxenue 2)

5 YK-4-33 Read and translate the text from English into Russian (cm. IMpuioxenue 1)
6 YK-4-33 Speak on the topic in accordance with the card (cm. TTpunoxenue 2)

7 VK-4-34 Read and translate the text from English into Russian (cm. Ipunoxkenwe 1)
8 VK-4-34 Speak on the topic in accordance with the card (cm. TIpunoxenue 2)

9 YK-4-35 Read and translate the text from English into Russian (cm. Ipunoxkenwe 1)
10 YK-4-35 Speak on the topic in accordance with the card (cm. TIpunoxenue 2)

11 YK-4-36 Read and translate the text from English into Russian (cm. Ipuinoxkenwe 1)
12 YK-4-36 Speak on the topic in accordance with the card (cm. TIpunoxenue 2)

3agaHus U151 OLICHKHA YMEHUM.

Kon pesynpraTa

No 3amanust
o0y4YeHwms

1 VYK-4-V1 Read and translate the text from English into Russian (cm. Ipuioxenme 1)
2 VK-4-V1 Speak on the topic in accordance with the card (cm. TIpumoxenue 2)

3 VK-4-V2 Read and translate the text from English into Russian (cm. Ipuioxkenme 1)
4 VK-4-V2 Speak on the topic in accordance with the card (cm. ITpunoxenue 2)

5 VK-4-V3 Read and translate the text from English into Russian (cm. Ipuioxenwue 1)
6 VK-4-V3 Speak on the topic in accordance with the card (cm. ITpunoxenue 2)

7 VK-4-Y4 Read and translate the text from English into Russian (cm. Ipuioxenwue 1)
8 VK-4-Y4 Speak on the topic in accordance with the card (cm. ITpunoxenue 2)

9 VK-4-V5 Read and translate the text from English into Russian (cm. Ipuioxenwue 1)
10 YK-4-V5 Speak on the topic in accordance with the card (cm. Ipunoxenue 2)

11 YK-4-V6 Read and translate the text from English into Russian (cm. Ipuioxenwue 1)
12 YK-4-V6 Speak on the topic in accordance with the card (cm. Ilpunoxenue 2)

3anaHus, HarpaBieHHbIE Ha (JOpMUPOBaHKE MPO(PECCHOHANBHBIX HABBIKOB, BJIaJICHUM.

Kon pesynbraTa

Ne 3aganus

00y4eHust
1 YK-4-B1 Read and translate the text from English into Russian (cm. Ipuioxenue 1)
2 YK-4-B1 Speak on the topic in accordance with the card (cm. [Ipunoxenue 2)
3 VK-4-B2 Read and translate the text from English into Russian (cm. Ipunoxenwue 1)
4 YK-4-B2 Speak on the topic in accordance with the card (cm. IIpunoxenue 2)




5 YK-4-B3 Read and translate the text from English into Russian (cm. [punoxenue 1)
6 YK-4-B3 Speak on the topic in accordance with the card (cm. Ilpunoxenue 2)
7 YK-4-B4 Read and translate the text from English into Russian (cm. [punoxenue 1)
8 YK-4-B4 Speak on the topic in accordance with the card (cm. Ilpunoxenue 2)
9 YK-4-B5 Read and translate the text from English into Russian (cm. [punoxenue 1)
10 YK-4-B5 Speak on the topic in accordance with the card (cm. ITpunoxenue 2)
11 YK-4-B6 Read and translate the text from English into Russian (cm. Ipunoxenue 1)
12 YK-4-B6 Speak on the topic in accordance with the card (cm. ITpunoxenue 2)

8. IEPEYEHb OCHOBHOM U JJONIOJIHUTEJBbHOM YYEBHOMN
JIATEPATYPBI, HEOBXOJIUMOM AJIs1 OCBOEHUS JUCIHUIIJIMHBI (MOLY.JIS)

a) OCHOBHasl IuTepaTypa:

1. IlleBeneBa C. A. English on Economics: Yue6. mocobue mis By30B. — 2-¢ W31,
nepepad. u gon. — M.: IOHUTU-JTAHA, 2005. — 415 c. — ISBN 5-238-00520-2. — Texcr:
TeYaTHBIN.

2. Typyk U. ®@. Business English in Fiction: mpaxtukym / U1.®. Typyk, M.B. IleryxoBa. -
Mocksa: EAOHM, 2010. - 94 c¢. - ISBN 978-5-374-00436-6. - URL:
https://ibooks.ru/bookshelf/334375/reading. - TeKkcT: AMEKTPOHHBIN.

3. benpunkas JI.B. [lenoBoii anrmmiickuii si3pik = English for Business Studies / JI.B.
benpunkas, JI.W. Bacunesckas, [.JI. bopucenko. - Munck: TerpaCucremc, 2014. - 320 c. -
ISBN 978-985-7081-34-9. - URL: https://ibooks.ru/bookshelf/360877/reading. - Tekcr:

3IEKTPOHHBIMN.

0) TOTIOJIHUTEIIbHAS JIUTEPATypa:

1. CnenoBuu B.C. JlenoBoii anriuiickuii s36ik = Business English / B.C. Cnenosuu. -
Munck: TerpaCucremc, 2012. - 272 c¢. - ISBN 978-985-536-322-5. - URL:
https://ibooks.ru/bookshelf/360882/reading. - TekcT: 37EKTPOHHBIIA.

2. 3enukman A. Sl. Aurnuiickuii uia ropuctoB: yueObnuk / A. S. 3enukman. - 9-e usm.,
non. u mepepad. PocroB w//l: denmke, 2005. — 416 c. — ISBN 5-222-06551-0. — Tekcr:
e4YaTHBIN.

3. OsunnnukoBa M. M. Business course in english for the linguistic department: yue6Hoe
nocobue / .M. OBunHHHKOBa. - MockBa: EAOU, 2010. - 304 c. - ISBN 978-5-374-00361-1. -
URL.: https://ibooks.ru/bookshelf/334374/reading. - TekcT: 31eKTPOHHBIN.

9. HIEPEYHEHb KOMIUVIEKTOB JIMNEH3MOHHOI'O U CBOBOJHO
PACITPOCTPAHAEMOTI'O ITPOI'PAMMHOI'O OBECIHEYEHMUAA,
HCHOJb3YEMOI'O ITPU U3YUEHUH YUEBHOM JUCIATLIVHBI

IIpu wu3ydyeHun y4yeOHOW MUCHMIUIMHBI (B TOM YHCIE€ B HMHTEPAaKTUBHOW (opme)
npearnojaraeTcs IMpPUMEHEHHE COBPEMEHHBIX HWH(GOpPMAMOHHBIX TexHoJorui. Kommiekr



https://ibooks.ru/bookshelf/334375/reading
https://ibooks.ru/bookshelf/360877/reading
https://ibooks.ru/bookshelf/360882/reading
https://ibooks.ru/bookshelf/334374/reading

MPOrPaMMHOTO OOECTeYEeHHUsI Ui WX MCIOJb30BaHUS BKIIOYAET B ceOs: MakeTbl O(UCHOTO
nporpammuoro obecnedenust Microsoft Office (Word, Excel, PowerPoint), OpenOffice;

Be0-Opaysep (Google Chrome, Mozilla, Microsoft Edge ap.);

ANIEKTPOHHBIC OMOIMOTEYHBIE CHCTEMBI 1books.ru.

st noctyna K yaeOHOMY IJIaHy M pe3yJbTaTaM OCBOCHUS JAUCHUILTMHBI, ()OPMUPOBAHUS
[Toprdonmo obyuaromierocs: ucnoiab3yercs: JIMUHbI KaOHMHET CTyneHTa (OH-JIAH JOCTYN Yepes
cetb Murtepuer). Jlns oOecrmedeHuss nocTyna oOOy4aloONIMXCS BO BHEY4eOHOE BpeMs K
AJIEKTPOHHBIM 00pa30BaTENIbHBIM pecypcaM y4eOHOW AMCIUIUIMHBI, a TaKKe I CTYIEHTOB,
o6yqa10mp1xcs{ C MPUMCHCHUCM JUCTAHIITMOHHBIX O6pa3OBaTCJII)HI)IX TGXHOJ’IOFHfI, HCIIOJIB3YCTCA
noprai 31ekTpoHHoro ooydenus Ha 6aze CIIO Moodle (oH-naiin goctyn uepes3 cetb MHTEpHET).

10. IEPEYHEHb PECYPCOB UH®OPMAILIMOHHO-
TEJEKOMMYHUKAIIMOHHON CETUA «MHTEPHET», HEOBXOJUMBIX JIJIS
OCBOEHMS JUCHHUIIJIMHBI

https://www.businessenglishsite.com — caliT mO3BOJsSET MPOWUTH TECTOBBIC 3aJaHUS U

MPOaHATM3UPOBATH OITUOKH, CIICIIUATN3UPYETCS Ha TEMATHKE JCJIOBOTO OOIICHUS

https://www.englishclub.com/business-english - JOTIOJTHUTEIBHBII HUCTOYHUK
uH(pOpPMaIMK yriyOJdeHHs 3HAHWHA W COBEPIICHCTBOBAHHS HABBIKOB PEUEBOM JEATEIHHOCTH B

cdepe 1enoBoil KOMMYHHUKAIIUU

https://www.englishtips.org — calT COmEpKUT TMOCTOSHHO MOIMOJIHSIOIIEECS COOpaHue
MOMYJSPHBIX HW3JaHWH, YYECOHMKOB, ayAWO- W BHUICOKYPCOB JIIOOOTO YpOBHS U chepsl
JeSTeTbHOCTH, BKITFOYasl IOJrOTOBKY K AK3aMEHaM I10 pa3IMYHBIM IPOrpaMMaM B CUCTEMaM

https://global.oup.com/?cc=ru — caiir OxchOpACKOro YHHBEPCHTETa, HMPEAOCTABIIAET

p33H006pa3HI)Ie y‘IC6HbIe MaTepurabl JJIs1 CaMOCTOATCIIBHOI'O U3YYCHUSA AHTJIMHICKOTO SI3BIKA

https://en.wikipedia.org/wiki/World Book Encyclopedia — ownmaiiH-3HIUKIONEOUS HA
aHFHHﬁCKOM A3BIKC

https://www.multitran.ru 31ekTpoHHBIE CIIOBapH ¥ CUCTEMBI IIEPEBOIA

http://www.online-translator.com DnekTpoHHBIE CIOBapH U CUCTEMBI TIEPEBOIA

https://translate.google.ru 3nekTpoHHbIE CIOBAPH M CUCTEMBI TIEPEBOIA

http://www.lingvo-online.ru DnekTpoHHBIE CIIOBApH U CUCTEMBI TIEPEBOA

https://ibooks.ru/ DnexTponHast OnbIMOTEUHAs cHcTeMa «AHOYKC)

11. OBYYEHHUE MHBAJINIOB U JINLl C OT'PAHUYEHHBIMU
BO3MOKHOCTAMM 310POBbA


https://www.businessenglishsite.com/
https://www.englishclub.com/business-english
https://www.englishtips.org/
https://global.oup.com/?cc=ru
https://en.wikipedia.org/wiki/World_Book_Encyclopedia
https://www.multitran.ru/
http://www.online-translator.com/
https://translate.google.ru/
http://www.lingvo-online.ru/
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W3yuenne y4yeOHOW JMUCHMIUIMHBI OOYYAIOUIMMHUCS HWHBAIWAAMH U JIHLIAMU  C
OTpaHMYEHHBIMU BO3MO>KHOCTSIMH 3/I0POBbSl OCYILECTBISIETCS B cOOTBETCTBUU C [lpukazom
MunucrepcTBa oOpazoBanust u Hayku P® ot 9 wosiOps 2015 1. Ne 1309 «O6 yrBepx)aeHuu
[opsinka obecrieueHHs! YCIOBUN TOCTYITHOCTH JUISI MHBAIUAOB OOBEKTOB M IMPEIOCTABIISIEMbIX
ycayr B chepe oOpa3oBaHuMs, a TaKKe€ OKa3aHWS MM IPH 3TOM HEOOXOAWMOW momMomm» (cC
U3MEHEHUSIMU U JIONOJHEHUsIMH), METOIMYeCKMMH pPEKOMEHJAUsIMU 10 OpraHu3aluu
oOpa3zoBaTenbHOTO Tpomecca i OOydeHHs WHBAIWAOB W JHII C OrpPaHUYCHHBIMHU
BO3MOXHOCTSIMU 3JI0pPOBbS B 00pa30BaTENIbHBIX OpraHU3allMsAX BBICHIET0 0Opa3oBaHUs, B TOM
YlClie OCHAIIEHHOCTH O00pa30BaTeNbHOrO IIpolecca, YTBEPKICHHbIMU MMHHUCTEPCTBOM
ob6pazoBanus u Hayku PO 08.04.2014r. Ne AK-44/058H.

Jlunma ¢ OrpaHMYeHHBIMH BO3MOKHOCTSIMHM 370POBbsI M HMHBAJIUIBl 00ECIEUMBAIOTCS
AJIEKTPOHHBIMU 00pa30BaTEbHBIMU PECYPCAMHU, aAITUPOBAHHBIMU K COCTOSIHUIO UX 3/10POBBSL.

[IpenocTtaBneHre cHenMaNbHBIX TEXHUYECKUX CPEICTB OOyUeHUS KOJIJIEKTUBHOIO U
WHIUBUAYAJIbHOTO TOJIb30BaHMs, MOAOOp M pa3paboTka yueOHBIX MaTepuaioB s
o0yyaroumxcs ¢ OrpaHUYEHHBIMU BO3MOKHOCTSIMU 3/I0pPOBbsI ITPOU3BOIUTCS IPENojaBaTesIsIMu
C Yy4Y4eTOM WHAMBUIYaJIbHBIX NCUXO(MU3HOJIOTHUECKUX OCOOCHHOCTEH oOyyarommxcs H
crenuguKy nmpreMa-nepeaadn ydaeOHoil nHGopMaIi Ha OCHOBAaHUM MPOCHObI, BHIPAKEHHO B
MUCbMEHHOU popme.

C oOyyaroummucs MO0 HMHIMBUIYaIbHOMY IUIAHY WM HHAWBUIYaJbHOMY TpaQUKy
MIPOBOJIATCS] UH/IMBUyalIbHbIE 3aHATUS U KOHCYJIbTALIUU.

12. ONMCAHUE MATEPUAJIBHO-TEXHUYECKOM BA3bI,
HEOBXOINUMOW JJIS1 OCYIIECTBJIEHMSI OBPA3OBATEJHLHOTO IMTPOIIECCA
MO JUCHMUILUIMHE (MOIY.JIIO)

VYyeOHasi TMCIMIUIMHA PEaTu3yeTcsl B ayIuTopuu 329.

OobopynoBanue:

VYueOHast meOenb: pabouee MECTO MpenojaBareisi — CTOJI, CTyJd; yueOHble MecTa Jyis
oOyuaronuxcs — napThl, CTYJIbs; J0CKA.

TexHuyeckue cpeacTBa 00y4eHus :

[lepenocHoe MynpTUMEMITHOE 000PYIOBaHNE:

Hoyt0yk, ¢ BeIxo0M B ceTh MHTEpPHET U ¢ HOCTYIIOM B AJIEKTPOHHO-UH(DOPMALIMOHHYIO
Cpely UHCTUTYTA, MPOEKTOP, IKPaH JEMOHCTPALIMOHHBIH.

Jlis mpoBeneHUS 3aHATHA CEMHHAPCKOTO THMA, JA0OpPaTOpHBIX pPadOT, TEKYIIEro
KOHTPOJISI M MPOMEXKYTOUYHOW aTTeCTallud M HHIUBUIYAIbHBIX KOHCYIBTAlUN HCHOIB3YeTCS
aynuropus 310.

OdbopynoBanmue:

VYueOHast mebenb: pabodee MECTO MpenojaBaTeNs — CTOJ, CTyd; y4eOHble MecTa Jyis
oOyuaronuxcs — napThl, CTYbs; J0CKA.

Texnnueckue cpeacrBa o0yyeHus:

[TepenocHoe MynpTUMEHNITHOE 000pYIOBaHNE:

Hoyt0yk, ¢ BeIxo0M B ceTh IHTEpPHET U ¢ IOCTYIIOM B AJIEKTPOHHO-UH()OPMAIIMOHHYIO
Cpely MHCTUTYTa, MPOEKTOp, IKpaH JEMOHCTPALIMOHHBIN.

JlJiss caMOCTOSTeNbHON pabOThl CTYJICHTOB M HANMCAHUS KYPCOBBIX PabOT HUCIOJIB3YETCs
aynurtopus 314.

OobopynoBanmue:



VYuebnass meOenb: pabodee MECTO IMperoaaBaTesisi — CTOJ, CTyl; ydeOHble mecTa JUis
00y4aroImuXxcsi — NapThl, CTYJIbS; T0OCKA; KOHUIIUOHEP.

TexHuveckue cpeacTBa 00y4eHHs:

[TepenocHoe MynbTUMEUITHOE 000PYI0BaHHE!

HoytOyk, ¢ BbIX0/10M B ceTb MIHTEpPHET U C AOCTYNOM B 3JIEKTPOHHO-HH()OPMAIIHOHHYIO
Cpelly MHCTUTYTA, POSKTOP, IKPaH JEMOHCTPAIIMOHHBIH.



[Tpunoxxenue 1

Text 1.

CULTURALLY SPEAKING

In the United States, as elsewhere, there is a ritual way to meet and greet people. Certain
rules or formulas should be followed. The degree of formality in business varies according to the
company culture. Some companies are more conservative and formal in how they address each
other, how they share information, how decisions are made, how power is delegated, how people
dress, and so on. Other companies, especially the younger, smaller high technology companies
are very progressive and informal.

If you are a foreigner doing business in America for the first time, you do not have to be
more informal than you feel comfortable with. If you want to call someone by his or her last
name, you may do so. But do not be surprised (or insulted!) if your American hosts call you by
your first name. At some point, you will probably decide to do what they are doing. The main
thing is that you can go at your own speed. In a truly formal situation, you can be more formal
by using titles (Mr., Mrs., Ms., Dr., Professor, Mr., etc.) and by adding Sir or Ma’am (Yes,
Sir/No, Sir, Yes, Ma’am/ No Ma’am\ Thank you, Sir/ Thank you, Ma’am, etc.). Another thing to
realize is that American business people today may know something about your country. So they
might try to address you in the style of your culture. It could become very interesting, if not
amusing.

Along with the handshake, nod of the head, hug, or hand gesture, Americans engage in
small talk. This formulaic light conversation or chitchat may not carry much meaning in itself,
but, rather, is designed to break the ice — to ease into a conversation with someone you have
just met. Although the order of questions may vary, the same questions are always asked, and the
same remarks made: How are you? is answered by Fine, thanks or How are you? This is not an
inquiry into your physical health; it is a standard greeting. A Fine, thank you is what is expected,
even if your best friend was just diagnosed with a terminal illness.

You always engage in small talk when you first meet someone. If you do not take part in
this polite type of repartee, you will be considered rude and unfriendly; therefore, it is essential
to learn the formulas. The goal of small talk is to get to know someone, yet you should never ask
personal questions too soon; instead, you start with questions or comments that elicit an expected
response. This tells you if the person you are talking to is willing to communicate with you and,
if so, on what level.

Text 2

In the business world, there is small talk until a relationship is established, after which
one may talk specifically about business oi personal concerns. After business hours, when
socializing with colleagues or associates, you will need to know the acceptable topics of
conversation : weather, sports, good news, travel, positive comments about your host country,
movies, entertainment, food, or the challenges of learning a foreign language. If asked, you may
discuss work, where you live, or where you are staying. After work hours, when people want to
relax, discussions about work or anything too serious are usually not welcomed. Subjects to
avoid are: money, personal health, bad news, religion, politics, and details about your family or
children (unless specifically asked).

Finally, be careful about jokes! Humour varies from culture to culture, and you may
offend without realizing it. There are few things more awkward than an unfunny joke, or one that



is in bad taste. People have very specific ideas about good and bad taste; you may be walking on
dangerous ground when you attempt a joke and you may never realize how your joke was
received because people may laugh out of politeness — or perhaps sympathy.

Small talk may last from a few minutes to over an hour, depending upon circumstances.
At its best, it results in a nice impression being made, a common interest being explored, or a
rapport created that could be the basis of a future meeting or more serious relationship.
Smalltalk, although it may not seem important, is actually quite important in society. It plays a
role in people’s getting to know one another, it establishes a polite and friendly tone, and it is a
time for quiet observation. We form impressions from how people look, dress, speak, and
express attitudes by nonverbal means such as gestures, eye movements, or posture. Skipping the
formality of small talk would be in bad taste in business as elsewhere; minimizing its importance
would be a mistake.

Text 3.

TELEPHONE CONVERSATIONS

Standard formulas in language invade many aspects of our life, including the telephone,
which seems to be the most challenging skills for a foreign speaker to master. A lot of people
find it difficult to make phone calls in a foreign language — and that is understandable. You
can’t see the person you are talking to, their voice might be unclear, and it might be difficult for
you to find the right words.

When you make a telephone call, you lift the receiver. Then you dial the number. If you
don’t know the number, you can look it up in the telephone directory. If you can’t find it there,
you can call directory inquiries. Making a call to a place far away is called a long-distance call.
For most countries you can phone direct; first dial the international code-number. If the person
you want to call is already speaking to someone, the number is engaged. When you call a person
you want to speak to and somebody else answers the phone, you can leave a message, or it may
mean that you have dialed a wrong number.

One thing you can do to improve your telephone skills is to learn some of the multi-word
verbs that are commonly used in telephone conversations. Most of them are featured in this text.
Hold on and hang on mean “wait”. Be careful not to confuse hang on with hang up. Hang up
means “put the phone down”. Another phrasal verb with the same meaning is ring off. The
opposite of hang up | ring off is ring up — if you ring somebody up, you make a phone call. And
if you pick up the phone, you answer a call when the phone rings.

If you are talking to a receptionist, secretary or switchboard operator, they may ask you to
hang on while they put you through — connect your call to another telephone. But if you can’t get
through to the person you want to talk to, you might be able to leave a message asking him/her to
call you back — to return a call.

Text 4.

NEGOTIATING STRATEGIES

Understanding the other party’s interests and tactics is integral to good negotiating.
Choosing a strategy that best responds to their interests and tactics will help you achieve the best
outcome. Some of the different strategies for negotiation include:

a) problem solving — committing to examining and discussing issues closely when
entering into long-term agreements that warrant careful scrutiny;



b) contending — persuading your negotiating party to concede to your outcome if
you are bargaining in negotiations or over major “wins”;

C) yielding — conceding a point that is not vital to you but is important to the other
party, but valuable in on-going negotiations;

d) compromising — forgoing their both parties’ ideal outcomes, settling for an
outcome that is moderately satisfactory to each participant;

e) inaction — buying time to think about the proposal, gather more information or
decide your next tactics.

Your chosen strategy will depend on who you are negotiating with and the type of
relationship you have with them. Every time you negotiate, you have to make choices that affect
whether you achieve a successful outcome for your business. To get the best outcomes, you need
to understand the steps involved in the negotiation process. While many negotiations are
straightforward, some will be among the hardest challenges you face. Your success will depend
on planning and preparation. Always approach negotiations with a clear set of strategies and
tactics that can guide you from planning to closing.

Text 5.

STRUCTURE OF THE BUSINESS LETTER

A business letter is the principal means used by a business firm to keep in touch with its
customers. According to the purpose of the letter there may be different kinds, e.g. a letter of
request, a memo (a memorandum), a letter of advice, an invitation letter, a congratulation letter,
a letter of thanks (gratitude), a letter of apology, a letter of confirmation, an enquiry letter, a
letter of acknowledgement, a letter of guarantee, a letter of complaint, a letter of claim, an order
letter, etc. Customers form their impression of the firm from the tone and quality of the letters it
sends out.

Good-quality paper and an attractive letternead play their part in this, but they are less
important than the message they carry. Business does not call for the elegant language of the
poet, but it does require us to express ourselves accurately in plain language that is clear and
readily understood.

The business letter has long been customary to set it out in the indented style, but now the
blocked style has come to be much more widely used than before because it saves typing time.

When addressing a correspondent personally by name, take care to spell his name
correctly. Also address him exactly as he signs himself. The courtesy titles used in
correspondence are Mr, Mrs, Miss, Ms and Messrs (abbreviation of Messieurs). When your
correspondent holds a special title, such as Doctor, Professor, Colonel and Sir, he is addressed by
his title and Mr must not be used. We write, Dr J. Brown, Prof. L. Carter, Col. W. Johnson, Sir
Arnold Plant. Where it is not known whether a woman addressed is married or single Ms has
recently crept into use as an alternative for both Mrs and Miss. Messrs is used only for
partnerships whose firm name includes a personal element, as in Messrs Macdonald & Evans.

Text 6.

The salutation is the greeting with which every letter begins. The customary greeting in a
business letter is Dear Sir, but others are used as follows: Dear Madam (for both single and
married women); Dear Sirs (when a partnership is addressed). When your correspondent is
unknown to you and may be either a man or a woman, always use the form Dear Sir.



These are the formal openings normally used, but the modern trend is towards
informality, especially if your correspondent is known to you personally, or if you have traded
with him for some time. The warmer and more friendly greeting, Dear Mr. is then preferred. The
greetings Sir, Madam and Gentlemen are very formal and are now rarely used in English
business letters, though Gentlemen is usually the form preferred by American writers.

The message forms the body of the letter and is the part that really matters. Some letters
are very short and may consist of only one paragraph. Many others fall naturally into the
framework of a three-paragraph plan:

(1 the first paragraph takes the form of an introduction, or of an acknowledgment if
there has been previous correspondence;

(i)  the second gives information and states the facts;

(i) the third refers to future action.

The complimentary closure, like the salutation, is purely a matter of custom and a polite
way of bringing a letter to a close. The expression used must suit the occasion. It must also
match the salutation, the form of which is governed by the relationship between the parties.

Text 7.

EMAIL COMMUNICATION

In computer terms, email is short for electronic mail. It is a more up-to-date method of
transmitting data, text files, and digital photos from one computer to another over the Internet.
This phenomenon did not become popular until 1990 and now emails have become one of the
most widely used forms of business and personal communication. An email is a more relaxed
way of sending messages; it is particularly practical if you do not want to call long distance
because of a language barrier or the expense. When language is an obstacle, sending an email is
a blessing; after all, it is easier to see the message than have to speak on the telephone. Emails
are quick, so they are good for chatting, inviting people out, keeping in touch and doing
business. The world has become much smaller now that we have the ability to send and receive
email messages over great distances at an incredible speed.

Email users create and send messages from individual computers using commercial
programs or mail-user agents (MUAS). A lot of email programs have a program that enables you
to compose or write your own message to send. To send a message, a user has to specify the
addresses.

The source of the destination is included in the address. There are many different ways to
write the email address depending on the email destination. For instance, an interoffice message
distributed over an intranet, or an internal computer, may have a simple scheme such as the
person’s name as the address, followed by the symbol @ (at), the domain, the name of the
organization, and finally the country. Emails also contain headers and footers above and below
the message. They usually state the sender’s name, email address, and the date that it was sent. A
user then can store, delete, reply, or forward the message to others.

Most email programs allow you to attach files and photos to emails to send to others. This
allows users to append large text— or graphics-based files, including audio and video files and
digital photographs, to email messages.

Text 8.
FAX COMMUNICATION



Even in today’s modem age of the Internet, it is still necessary to send and receive faxes.
A fax message is the message that is sent or received over a fax machine (phone lines are used)
or online fax service (high-speed Internet connection is used). The word fax comes from the
word facsimile standing for perfect copy.

The original document is scanned with a fax machine, which processes the contents (text
or images) as a single fixed graphic image, converting it into a bit map, the information is then
transmitted as electrical signals through the telephone system. The receiving fax machine
reconverts the coded image, printing a paper copy. A formal fax cover sheet should precede any
documents you fax to clarify the purpose of the fax. A fax cover sheet should indicate who the
faxed documents are for, who is faxing the documents and why they are being sent. Fax cover
sheets should be treated like business documents and written accordingly. A cover sheet should
be organized and include instructions for the recipient.

Although businesses usually maintain some kind of fax capability, the technology has
faced increasing competition from Internet-based alternatives. A fax message is often sent when
particular official correspondence needs to be sent or received urgently and it is not possible to
send the documents via email. Fax machines still retain some advantages, particularly in the
transmission of sensitive material which, if sent over the Internet unencrypted, may be
vulnerable to interception, without the need for telephone tapping. In some countries, because
electronic signatures on contracts are not recognized by law while faxed contracts with copies
signatures are, fax machines enjoy continuing support in business.

Text 9.

MAKING A PRESENTATION

A presentation is the practice of showing and explaining the content of a topic to an
audience or learner. Presentations come in nearly as many forms as there are life situations. In
the business world, there are sales presentations, informational and motivational presentations,
interviews, status reports, image-building, and of course, training sessions.

Although individuals most often think of presentations in a business meeting context,
there are countless occasions when that is not the case. For example, a school district
superintendent presents a programme to parents about the introduction of foreign-language
instruction in elementary schools; an artist demonstrates decorative painting techniques to a
group of interior designers; a police officer addresses a neighborhood association about initiating
a safety programme. Students are often asked to make oral presentations. These can be delivered
to other students in a seminar or tutorial. You might have been asked to research a subject and
use a presentation as a means of introducing it to other students for discussion, or you might be
asked to outline a project in which you have been involved.

When looking at presentations in the broadest terms, it is more important to focus on their
purpose. There are three basic purposes of giving oral presentation: to inform, to persuade, and
to build goodwill.

A good presentation starts out with introductions and may include an icebreaker such as a
story, an interesting statement or a fact, or an activity to get the group warmed up. The
introduction also needs an objective, that is, the purpose or goal of the presentation. This not
only tells you what you will talk about, but it also informs the audience of the purpose of the
presentation.



Next, the body of the presentation comes. Do not write it out word for word. All you
want is an outline. By jotting down the main points on a set of index cards, you not only have
your outline, but also a memory jogger for the actual presentation.

Text 10.

STRUCTURING THE PRESENTATION

There are several options for structuring the presentation.

1) Timeline: arrangement in a sequential order.

2) Climax: the main points are delivered in order of increasing importance.

3) Problem/Solution: a problem is presented, a solution is suggested, and benefits are
then given.

4) Classification: the important items are the major points.

5) Simple to complex: ideas are listed from the simplest to the most complex; it can
also be done in a reverse order.

Audiences believe that presenters who use visual aids are more professional and credible
than presenters who merely speak. Visual aids help presenters to emphasize the key points your
audience will understand and remember. The following visual aids should be selected with
respect to the needs of your audience and specific portions of your presentation: tables, bar/line
graphs, diagrams, pie/flow/organizational charts. The presentation vehicles are based upon the
audience’s seating arrangement: overhead projectors, easels, handouts, slides, models, and
computer screens. A presentation program Microsoft PowerPoint is often used to generate the
presentation content.

After the body, comes the closing. This is where you ask for questions, provide a wrap-up
(summary), and thank the participants for attending.

And finally, the important part is practice. The main purpose of creating an outline is to
develop a coherent plan of what you want to talk about. You should know your presentation so
well that during the actual presentation you should only have to briefly glance at your notes to
ensure you are staying on track. This will also help you with your nerves by giving you the
confidence that you can do it. Your practice session should include a live session by practicing in
front of co-workers, family, or friends. They can be valuable at providing feedback and it gives
you a chance to practice controlling your nerves. Another great feedback technique is to make a
video or audio tape of your presentation and review it critically with a colleague.

Text 11.

HOW TO APPLY FOR A JOB

When you apply for a job, you will generally be asked to send your CV/resume, together
with a letter or email of application. Later, you will probably need to go on interviews to meet
with employers face to face. Employers often receive hundreds of applications for a job, so it is
very important to make sure that your CV and job application letter create the right impression
and present your personal information in a focused, well-structured, and attractive way.

Before beginning to draft your CV, read the advert carefully so that you are clear about
the specific requirements of the job you are applying for. It is important to tailor both your
application letter and the CV to the job in question, focusing on qualifications and experience
that are particularly relevant.

A CV should be clear and well structured, with a limited number of main sections, so that
an employer can pinpoint the information they are looking for quickly and easily.



It is also vital to make sure that the letter or email you send with your CV creates the
right impression. It is your opportunity to say why you want the job and to present yourself as a
candidate for the post in a way that impresses a prospective employer and makes you stand out
as a prospective employee.

Keep your application letter or email brief. You do not need to give a lot of details. What
you are aiming for is a clear and concise explanation of your suitability for the job. The usual
order of a job application letter or email is as follows.

Give the title of the job as a heading, or refer to it in the first sentence of your letter, using
the reference code if there is one. This will ensure that your application goes directly to the right
person in the organization. You should also mention where you saw the job advert or where you
heard about the vacancy. If you heard about it through someone already working for the
company, mention their name and position.

If you are working, briefly outline your current job. Pick up on the job requirements
outlined in the advert and focus on any of your current skills or responsibilities that correspond
to those requested. For example, if the advert states that management skills are essential, then
state briefly what management experience you have. If you are still studying, focus on the
relevant aspects or modules of your course.

Be clear and positive about why you want the job. You might feel that you are ready for
greater challenges, more responsibility, or a change of direction, for example. Outline the
qualities and skills that you believe you can bring to the job or organization.

In the final paragraph you could say when you are available to start work, or suggest that
the company should keep your CV on file if they decide you are not suitable for the current job.

Text 12.

THE INTERVIEW

The interview is probably the hardest part of getting a job, especially if English is not
your first language. If you are invited to attend an interview, confirm the appointment by letter,
telephone or email.

Think about your appearance — first impressions are important.

Take a copy of your CV or application form to the interview. Sometimes the person who
is interviewing you has not seen it.

Prepare a list of questions which you may want to ask the interviewer. Possible subjects
include the industry, the company, the job, pay, working hours and holidays. Use the Internet to
research about the industry and the company.

Prepare answers for questions which you think the interviewer may ask you. In particular,
think of examples of your achievements in previous jobs or while at school, and how you have
managed any difficult situations.

Think about your personal strengths and weaknesses, or how you would describe your
own personality.

Think about what the interviewer is looking for. Remember these points when you
answer questions during the interview.

Ask yourself why the company should choose to employ you, instead of the other people
who are applying.

The first interview may be followed up with second rounds onsite or over the phone.
From there it is a short wait until the company calls back with their offer, or mails a rejection —
hopefully the former.



Text 13.

BUSINESS MEETINGS

Meetings are an important part of doing business. A successful meeting has no surprises.
With proper preparation and careful organization, a meeting can run smoothly. Setting goals and
time limits, keeping to the agenda, and knowing how to refocus are the key components of an
effective meeting.

There are a number of ways that you may call or be called to a meeting. Some meetings
are announced by email, and others are posted on bulletin boards. The date, location, time,
length, and purpose of the meeting should be included. In order to keep the meeting on task and
within the set amount of time, it is important to have an agenda. The agenda should indicate the
order of items and an estimated amount of time for each item. If more than one person is going
to speak during the meeting, the agenda should indicate whose turn it is to have the floor. The
person in charge of calling and holding a meeting may decide to allocate certain roles to other
staff members. Someone may be called upon to take the minutes, someone may be asked to do
roll call, and someone may be asked to speak on a certain subject. This should be done either in
person, or in an email.

Whether you are holding the meeting or attending the meeting, it is polite to make small
talk while you wait for the meeting to start. You should discuss things unrelated to the meeting,
such as weather, family, or weekend plans. Once everyone has arrived, the chairperson, or
whoever is in charge of the meeting should formally welcome everyone to the meeting and thank
the attendees for coming.

If anyone at the meeting is new to the group, or if there is a guest speaker, this is the time
when introductions should be made. The person in charge of the meeting can introduce the new
person, or ask the person to introduce him-/herself. Some people who hold meetings prefer to
pass around copies of the agenda, and others will post a large copy on a wall, or use an overhead
projector. No matter which format is used, attendees should be able to follow the agenda as the
meeting progresses. Before beginning the first main item on the agenda, the speaker should
provide a brief verbal outline of the objectives.

Text 14.

RUNNING A BUSINESS MEETING

Some people who hold meetings prefer to pass around copies of the agenda, and others
will post a large copy on a wall, or use an overhead projector. No matter which format is used,
attendees should be able to follow the agenda as the meeting progresses. Before beginning the
first main item on the agenda, the speaker should provide a brief verbal outline of the objectives.

Anyone may be assigned to take the minutes at a meeting. The minute-taker can use a pen
and paper or a laptop computer and does not need to include every word that is spoken. It is
necessary to include important points and any votes and results. Indicating who said what is also
necessary, which is why the minute-taker should make sure to know the names of the attendees.
The minute-taker should type out the minutes immediately after the meeting so that nothing is
forgotten.

One of the most difficult things about holding an effective meeting is staying within the
time limits. A good agenda will outline how long each item should take. A good chairperson will
do his or her best to stay within the limits.



When issues cannot be resolved or decisions cannot be easily made, they are often put to
a vote. Most votes occur during meetings. VVotes can be open, where people raise their hands in
favour or in opposition of the issue. In an open vote, the results are evident immediately. Other
votes, such as who should be elected to take on a certain role, are private or closed. During
private votes, attendees fill in ballots and place them in a box to be counted. The results may not
be counted until after the meeting. When a motion is voted and agreed upon, it is carried. When
it is voted and disagreed upon, it is failed. Most often votes are put to a majority. If there is a tie
vote, the chairperson will often cast the deciding vote.

During the meeting, participants will comment, provide feedback, or ask questions.

There are different reasons why a meeting comes to an end. Time may run out, or all of
the items on the agenda may be checked off. Some meetings will end earlier than expected and
others will run late. A meeting may be cut short due to an unexpected problem or circumstance.

The end of the meeting is also the time to thank anyone who has not been thanked at the
beginning of the meeting, or anyone who deserves a second thank you. Congratulations or good-
luck can also be offered here to someone who has experienced something new, such as receiving
a promotion, getting married, or having a baby.

Text 15.

NEGOTIATING

Negotiation is a process where two or more parties with different needs and goals discuss
an issue to find a mutually acceptable solution. In business, negotiation skills are important in
both informal day-to-day interactions and formal transactions such as negotiating conditions of
sale, lease, service delivery, and other legal contracts. Good negotiations contribute significantly
to business success, as they help you build better relationships; deliver lasting, quality solutions
rather than poor short-term ones that do not satisfy the needs of either party; help you avoid
future problems and conflicts. A good negotiation leaves each party satisfied and ready to do
business with each other again. Strong negotiators master written, verbal and non-verbal
communication. They adopt a conscious, assertive approach to their communication. Good
negotiators are flexible, creative, aware of themselves and others. They are also good planners,
honest, win-oriented and excellent communicators.

During a negotiation, you may choose to use a passive, aggressive or assertive
communication style. Using an assertive style will help increase your chances of negotiating
successful outcomes for your business.

Passive communicators are inclined to use ambiguous language, adopt under-confident
body language, and give in to demand too easily.

Aggressive communicators take a confrontational approach that tends to alienate other
parties and destroy negotiations.

Assertive  communicators, however, are both confident and considerate. These
communicators are more likely to keep discussion going and facilitate mutually beneficial
agreements. They adopt a strong, steady tone of voice. They are factual rather than emotional or
critical. They describe their views, starting sentences with | rather than direct criticisms starting
with you.



[Tpunoxenue 2
Temebl 114 3aueTa:

1) Business Communication: Means, Ways and Styles
2) Rules of Communication in Different Cultures

3) Meeting People: Getting Acquainted and Making Contacts
4) Telephoning Rules and Clichés

5) Types of Business Letters

6) Emails and Network Communication

7) Presentations: Preparation and Delivery

8) Business Meetings

9) Making an Appointment

10)  Negotiating

11)  Applying for a Job

12)  CV and Cover Letter Writing

13)  Requirements to a Specialist

14) A Job Interview: Questions and Answers

15)  Dos and Don’ts for Job Seekers
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TeMbl 3JIEKTPOHHBIX Npe3eHTaAnMi (JI0KJIa10B)
1. New technologies around us.
2. Alternative sources of energy.
3. Higher education in Great Britain (The USA, Australia).

4. Technical measures to reduce pollution.



TecToBbIE 3aJaHUS

1) Ina formal situation a foreigner can call someone by using
a) his/her first name.

b) his/her last name.

c) his/her title.

d) his/her nickname

2) Small talk carries ... in itself.

a) a lot of meaning

b) important information

c) little meaning

d) no meaning

3) The goal of small talk is ...

a) to getto know people.

b) to ask personal questions.

c¢) todiscuss problems

d) to talk about business.

4) After work hours, people like discussing ...
a) their business.

b) weather and sports.

c) their health problems.

d) international problems

5). "I'm very good at........." ( = working on several things at once)

a) delegating work

b) networking

c) business correspondence
d) multi-tasking

6) How do you do?

a)
b)
c)
d)

Very well.

And you?

I’m fine thank you.
How do you do?

[Tpunoxxenue 4

7). Unfortunately, the Career section you are trying to access is ... for the moment.
a) avail

b) available

c) unavailable
d) availability

8) Incomplete or ...... claim forms will be considered invalid.

a) legible

b) illegible
c) illegibly
d) illegibility



9) If your message is ..., Mr. Black will call you back as soon as he comes.
a) free

b) urgent

c) kind

d) new

10) If there is nobody at home, leave a ... on the answering machine.
a) call

b) message

C) letter

d) character

11) Please, hold ... until our operator is free.
a) up

b) in

c)on

d) from

12) Mr. Grey is ... on business.
a) away

b) in

C) into

d) from

13)  Give the Russian equivalent: clause
a) CTOpOHa KOHTPAKTa

b) mpuoxeHre K KOHTPAKTY

C) MyHKT KOHTpaKTa

14) A written contract is made...the form ...a document.
a) of, on
b) in, of
c) on, of

15)  Express the following more concisely: purchaser
a) an agreement between two or more parties

b) a supervisor

c) client, consumer, customer

16)  Give the Russian equivalent: to promote
a) MOIEPIKUBATH

b) npoaBurarn

C) MOMKCHIBATE

17)  There (to be) a number of factors that (to affect) the negotiating process.
a) are, affect

b) is, affects

c) are, affecting

18) ? — Every contract has similar clauses.
a) How many clauses does every contract have?
b) What is a clause of a contract?



¢) What does every contract have?
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