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1. HAUMEHOBAHME 1 IIEJIb OCBOEHUSA JUCIIUITJIMHBI

YyeOHast nucuuruinHa «JleoBOM WHOCTPAHHBIA SI3BIK» HM3Yy4aeTCs OOYJArOIIMMHUCS,
OCBaMBaOIIMMHU oOpazoBaTenbHyt0 Tmiporpammy (OIl) «llpuknagnas wuHbOpMaTHKa» B
cooTBeTcTBUU ¢ DenepanbHbIM TOCYIApPCTBEHHBIM 00pa30BaTENbHBIM CTAHIAPTOM BBICIIETO
obpazoBanusi 1o HampaiaeHuto moaroroBku  09.03.03  IlpuknagHas wuHQpOpMaTHKa,
YTBEP)KJICHHBIM TpUKa3oM MuHHUCTEpcTBa oOpa3zoBanuss u Hayku PD ot 19.09.2017 N 922
(®Ir'oC BO 3++).

[{enbr0 OCBOEHMS AUCHUUILUIMHBL «Jl€OBOM MHOCTPAHHBIA SA3BIK» SIBIISIETCA OBJIAJICHUE
CTyJCHTaMH HEOOXOIUMBIM U JIOCTATOYHBIM YPOBHEM KOMMYHUKATHBHOW KOMIETCHIIUH IS
pElIeHUs COIMAbHO-KOMMYHUKATUBHBIX 3371a4 B Pa3jIMYHBIX 00JAcCTsIX OBITOBOU, KyJIbTYPHOM,
npodeccuoHaNbHOM U HayYHOH 1eATeNbHOCTH (IIOMCK HEOOXOIUMBIX CBEJICHUH, OCYIIIECTBICHNE
JIEJIOBBIX KOHTAKTOB B YCTHOM M MUChbMEHHOU (QopMme, 1ej0Boe 00IIeHNE, YMEHUE 3alpaliiBaTh,
¢ukcupoBaTh M NPEACTABIATH MHPOPMAIMIO, aHAIU3UPOBATh U pa3padaThiBaTh TEXHUYECKUE
crenuduKkanum), a TaKxke I camMooOpa3oBaHus (U1l JajdbHEHIIEH ydeOHOW NesTeIbHOCTH,
U3y4eHHs 3apyO0e)KHOTO OMBITa B MPOGMIMPYIOIIEH 001acTH HAYKH U TEXHUKH).

3anmadeit kypca sBisiercss (QOPMHUpPOBAaHUE Yy CTYICHTOB MPAKTUYECKUX HABBHIKOB B
pElIeHNH KOHKPETHBIX 3ajad, CBSI3aHHBIX ¢ MX Oyaymied mpohecCuoHaTbHOW AesITeNbHOCTHIO,
MOJATOTOBKA OOYYAIOIIUXCS K OCYIIECTBICHHUIO JENOBOW KOMMYHHKAIlMd B YCTHOH U
NUCbMEHHOW (popmMax Ha MHOCTPAHHOM S3bIKE, a TAK)Ke K OCYILIECTBICHUIO NIEATEIbHOCTH IO
KOHIENTYalbHOMY, (DYHKIIMOHAJIILHOMY U JIOTUYECKOMY MPOEKTHPOBAHUIO CHUCTEM CPEAHET0 U
KPYIMHOTO Maciutaba | CIOKHOCTH, IUIAHUPOBAHMIO pa3padOTKU WM BOCCTAHOBIICHUS
TpeOOBaHUI K CHCTEME, aHAIM3y MPOOJEMHON CHUTyalluyd 3aWHTEPECOBAHHBIX JIMII, Pa3paboTKe
Ou3Hec-TpeOOBaHUN  3aMHTEPECOBAHHBIX JIMI[, TIOCTAHOBKM IIeJied CO3JaHUSl CHUCTEMBI,
pa3pabOTKK KOHIIETIIMU CUCTEMbl U TEXHHYECKOTO 3a/laHusl Ha CUCTEMY, OpraHU3alliu OICHKHU
COOTBETCTBUSI TpPEeOOBAHUSAM CYIIECTBYIOIIUX CHCTEM W UX aHAJIOrOB, MPEACTABICHUIO
KOHIIETIINH, TEXHHYECKOTO 3aJJaHus Ha CUCTEMY U U3MEHECHHI B HUX 3aWHTCPECOBAHHBIM JIHIIAM,
OpraHu3alliil COTJacoBaHMs TPeOOBaHUM K cHcTeMe, pPa3paboTKe MIAOJIOHOB JIOKYMEHTOB
TpeOOBaHM, MOCTAHOBKE 33/1aud Ha pa3pabOTKy TpeOOBaHWU K MOJCHCTEMaM U KOHTPOJb UX
KayecTBa, COMPOBOKICHUIO IPHUEMOYHBIX HCIBITAHUNH M BBOJA B OSKCILTyaTallMi0 CUCTEMBI,
00paboTKe  3ampocoB  HAa  HM3MEHEHHE TpPeOOBaHMI K  CHCTEME,  OINpeeICHHBIX
npodeccuoHanbHbIM  cTaHAApTOM «CHCTEMHBIN  aHaJUTHK», YTBEP)KIEHHOTO IPUKA30M
MunucteperBa Tpyaa U conpanbHoil 3amuTsl Poccuiickoit @enepauuu ot 28.10.2014 N 809H
(Peructpannonnsiii Homep Ne34882).

2. MECTO JUCIUILINHBI B CTPYKTYPE OEPA3OBATEJIBHOM
ITPOI'PAMMMbI

VYyebnas nucnumuiiHa J[emoBOM MHOCTPAHHBIA S3BIK OTHOCHTCS K 00s13aTE€ILHON 4YacTh
y4eOHOTrO IJ1aHa ¥ u3yvaercs Ha 1, 2 Kypce.

2.1. TpeboBaHus K MPEABAPUTEIHHON MMOATOTOBKE 00YJaIOIIETOCS:

JucuummuHa «/lenoBoil ”HOCTpaHHBIN S3BIK» BXOJUT B 00s3aTENBHYIO YacTh y4eOHOTO
rana OI1 6akanaBpuara.



N3ydyenue nanHOM y4eOHOM AMCHUMIUIMHBI TPOXOJUT HA OCHOBE OCBOEHUS AMCIMILIMHBI
«IHOCTpaHHBIN SA3BIKY.

[TapannensHo u3yyaercs qucuuIuIHa "Pycckuii 3bIK U KyJIbTypa peun'.

2.2. ucuuniauHel (MOAYJIU) U MPAKTUKU, JUISI KOTOPBIX OCBOCHUE AAHHOW TUCUUILIAHBI
(MomyJsl) HEOOXOAMMO KaK MPeAIIeCTBYIOMIEE:

Pe3ynbrarhl OCBOEHUS NUCHMIUIMHBI «J[€TIOBOM MHOCTPAHHBIN SI3BIK» SIBISIOTCS 0a3oi
JUTSL UI3YYCHUS y4eOHOW MUCIMIUIMHBI «IHOCTpaHHBIN S3bIK B MPUKIIATHON HH(HOPMATHKE.

[Ipu mpoBeneHNM y4eOHBIX 3aHATHI MO Y4eOHOW MUCHUTUINHE «/]eToBOW MHOCTpaHHBIN
A3BIK»  pa3BUTHE y OOYyYarOIIMXCS HAaBBIKOB KOMAaHAHOM paboThl, MEXIUYHOCTHOM
KOMMYHHKAIIUM, TPUHATUS PEHICHWH, IJUICPCKUX KadeCTB OO0ECIIEUYMBACTCS MPOBEICHUEM
TPYNIOBBIX JWCKYCCHUH, POJEBBIX WrP IO H3y4aeMbIM TE€MaM, aHaIUu30M CHUTyallud H
UMUTAIIMOHHBIX MOJIETICH.

[IpenogaBanne AVCHMILIAHBI OCYIIECTBISAETCS B dopMe Kypca Mo 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»,
CoJlep’)KaHHWE KOTOpPHIX pa3paboTaHO Ha OCHOBE pE3yJIbTAaTOB HAYYHBIX HCCIICOBAHHIA,
OpOBOAMMBIX MHCTUTYTOM, B TOM 4YHCIE€ C YYETOM pErHOHAIBHBIX OCOOEHHOCTEH
npodecCHOHATIBLHOM 1A TEFHOCTH BBIITYCKHUKOB M ITOTpeOHOCTEl paboToaarenei.

3. INIAHUPYEMBIE PE3YJIBTATbBI ObYYEHUA 110 JUCHUIIJIMHE,
COOTHECEHHBIE C INTAHUPYEMBIMHU PE3YJIbTATAMHN OCBOEHUAA
OBPA30OBATEJIbHOH ITPOT'PAMMBI

B pesynbrare ocBoeHus AMCHMILIMHBI OOydYaloIIMiics MO MporpamMme OakajaBpuara
JIOJI’KEH OBJIA/IETh:

- Cnocoben ocywecmenamop 0€106y10 KOMMYHUKAUUIO 6 YCHIHOW U NUCOMEHHOU
dopmax na zocyoapcmeennom azwvike Poccuiickon @edepauyuu u unHocmpanHom(vix)

azvike(ax) (YK-4)

IInanupyemMble pe3yJbTaThl 00yUeHHs MO0 TUCHUTLIIUHE

o Kon
opMupyemas 6
[Mnanupyembie pe3yabTaThl 00ydeHUs pe3ynbrara
KOMIIETEHIIHS
o0yJeHus
Criocoben 3HaTh:
OCYIIECTBIISATh CTPYKTYpHBIE U COJiepKaTeIbHble 0COOCHHOCTH
JIETIOBYIO KOMMYHUKAIUU B JI€JI0BOM UHOCTPAHHOM S3bIKE U YK-4-31
KOMMYHHKAIIMIO B | IPUHLUIIBI €€ OPraHU3aluu
YCTHOU U paszroBopHbIEe (HOPMYIIBI ITUKETA JEIIOBOTO OOIICHUS YK-4-32
MUCbMEHHOM aKTyaJlbHbIe MOJIENTU PEYEBOTO MOBEJCHUS U PEUEeBOI VK-4-33
dbopmax Ha JESITEIILHOCTH B MPOIIECCe AETOBOM KOMMYHHKAITUU
roCyIapCTBEHHOM | OCHOBHBIC IPaMMAaTHYECKHUE KOHCTPYKIIUH, VK-4-34
a3bIke Poccuiickoii | obecrnieurBaroine KOMMYHHUKAIIMIO JIGIOBOTO XapaKTepa
®enepanuu 1 HCTOPHIO U KYJIbTYPY CTPaH U3y4aceMOr0 sI3bIKa, a TAKKC VK-4-35
MHOCTPAaHHOM(BIX) | mpaBMIIa PEYEBOTO STHKETA




sI3bIKe(ax)
(YK-4)

0a30BYI0 JIEKCUKY JIEJIOBOTO MHOCTPAHHOTO SI3bIKA YK-4-36
YMerh:

MOHUMATh YCTHYIO M MUCHhbMEHHYIO PeUb JIEJI0BOM cepbl YK-4-V1
BecTH Oeceqly Ha MHOCTPAHHOM SI3BIKE B IIpeienax VK-A-Y?
M3YYEHHOU J1eJI0BOM TeMaTUKH

MPUMEHSITh MOJCIU PEUEBOMA AEATENBHOCTH 1 PEYEBOro VK-A4-V3
MOBEJICHHUS B MTPOLIECCE JIEJT0BON KOMMYHUKAIIUH

BECTH JICTIOBYIO MIEPEMHCKY, COCTABIATH U ODOPMIIATH VK-4-V4
JICJIOBBIE MMChMa, TOKYMEHTBI HA HHOCTPAHHOM SI3bIKE

MHUIIUHPOBAThH, MOAIEP)KUBATh, 3alIpaAIINBATh

UH(OPMALIMIO U OTBEYATh HA 3alpalIiBacMyIOo YK-4-V5
nH(OpMaIMIo 1 3aKaHIYMBATh Oeceny

MOHUMATh OCHOBHOE COJCPKAHNE ayTCHTUYHBIX TEKCTOB VK-4-Y6
Ha YpOBHE JICJIOBOT'O OOIIICHHMS

Baaxers:

BCEMU BUJAMH PEUEBOM JEATEIHLHOCTHU B JEIOBOM VK-4-B1
OOIICHNY Ha UHOCTPAHHOM SI3BIKE

HaBbIKaMU MPOBEACHUS JICIIOBBIX BCTPEY, 1EJIOBBIX VK-4-B2
IIEPETOBOPOB

OCHOBaMU NyOJUYHOM peyun YK-4-B3
HABBIKAMU MHChMa, HEOOXOIUMBIMH TSI IETIOBOM VK-4-B4
nepenucku, ohopMIIeHUS JEJIOBOM TOKYMEHTalluU

HaBbIKaMU pabOThI 110 COBEPIICHCTBOBAHUIO 3HAHUN U VK-4-B5
YMEHHH JIEJIOBOTO HHOCTPAHHOTO SI3bIKA

BCEMU BUJAMH YTEHHS (IPOCMOTPOBOTO,

03HAaKOMUTEJILHOT0, U3y4aloIlero, MOMCKOBOI0) 1 VK-4-B6
peYeBOil KOMMYHUKAIIMH (IAAJIOT, AUCKYCCHSI, KPYTIIbIHA

CTOJ, 00CYXJICHHE)

4. OBPBEM JUCHUIIVINHBI B 3BAYETHBIX EJIUHUIIAX C YKASAHUEM
KO/INYECTBA AKAJEMHUYECKUX YACOB, BBI/IEJIEHHBIX HA KOHTAKTHYIO
PABOTY OBYYAIOIIUXCHA C ITPEITIOJABATEJIEM (I10 BUJAM YYEBHbIX
3AHATHUI) U HA CAMOCTOSATEJIbHYIO PABOTY OBYUAIOIIUXCS

OO6m1ast TpyI0EMKOCTh TUCIMIUIMHBI COCTABIISIET 3 3aueTHBIX enuHuiibl (108 vaca).

Obmas B Tom uncne koHTakTHas pabora
TPYIOEMKOCTh C TIperno/iaBaTeseM Cam Popma
Ne KonTpons ' MIPOMEKYTOUHOH
B pabota
B 3.e. Bcero IIp KoP 3 aTTecTaluu
yacax
1 1 36 4 4 32
2 72 6 4 1,7 0,3 3,7 62,3 3auer
HUroro 3 108 10 8 1,7 0,3 3,7 94,3
Pacnipenenenne yaeOHOr0 BpeMEHH 110 TEMaM U BUAaM YUEOHBIX 3aHITHI 3a09HAS
dhopma oOyueHust
HaumenoBanue KonrakTHas pabora ¢
dopMupyemblie
pas3zenos, TeM Bcero MIPETI0/IaBaTENeM Cam.
Ne €OHBIX 4acoB Pa6 PE3YIIbTATHI
i N Bcero IIp KoP 3 ’ o0y4eHus
3aHATUN

Business Communication: Means, Ways and Styles

1. | Business

12

[ 2 [ 2

10

| YK-4-31, YK-4-32,




Communication:
Means, Ways
and Styles

VK-4-33, YK-4-34,
VK-4-35, YK-4-36,
VK-4-V1, YK-4-
V2, VK-4-V3, VK-
4-V4, YK-4-Y5,
VK-4-Y6, YK-4-
Bl, YK-4-B2, VK-
4-B3, YK-4-B4,
VK-4-B5, VK-4-B6

Meeting Peo

ple: Getting Acquai

nted and Making C

ontacts

Meeting People:
Getting
Acquainted and
Making Contacts

12

11

VK431, YK-4-32,
VK-4-33, VK-4-34,
VK-4-35, VK-4-36,
VK-4-Y1, YK-4-
V2, VK-4-Y3, VK-
4-V4, VK-4-V5,
VK-4-V6, VK-4-
Bl, YK-4-B2, VK-
4-B3, VK-4-B4,
VK-4-B5, YK-4-B6

Telephoning

Telephoning

12

11

VK431, YK-4-32,
VK-4-33, VK-4-34,
VK-4-35, VK-4-36,
VK-4-Y1, YK-4-
V2, VK-4-Y3, VK-
4-V4, VK-4-V5,
YK-4-Y6, YK-4-
Bl, YK-4-B2, VK-
4-B3, VK-4-B4,
VK-4-B5, YK-4-B6

Business L

etters, Emails and Network Communication

Business Letters,
Emails and
Network
Communication

11,3

10,3

VK431, YK-4-32,
VK-4-33, VK-4-34,
VK-4-35, VK-4-36,
VK-4-Y1, YK-4-
V2, VK-4-V3, VK-
4-V4, VK-4-V5,
VK-4-Y6, YK-4-
Bl, YK-4-B2, VK-
4-B3, VK-4-B4,
VK-4-B5, VK-4-B6

Presentations: Preparation and Delivery

Presentations:
Preparation and
Delivery

14

12

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
YK-4-35, YK-4-36,
VK-4-V1, VK-4-
V2, YK-4-Y3, VK-
4-Y4, YK-4-Y5,
YK-4-V6, VK-4-
Bl, VK-4-B2, VK-
4-B3, VK-4-B4,
VK-4-B5, VK-4-B6

Business Meetings. Making an Appointment. Negotiating

Business
Meetings.
Making an

14

2 2

12

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




Appointment. VK-4-V1, YK-4-
Negotiating V2, YK-4-Y3, VK-
4-Y4, YK-4-V5,
YK-4-Y6, YK-4-
B1, YK-4-B2, YK-
4-B3, YK-4-B4,
YK-4-BS5, YK-4-B6

Applying for a Job. CV and Cover Letter Writing

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

Applying for a YK-4-V1, YK-4-

7 Job. CV and 13 1 1 12 V2, VK-4-V3, YK-
Cover Letter 4-V4, YK-4-V5,
Writing YK-4-Y6, VK-4-

B1, YK-4-B2, VK-
4-B3, YK-4-B4,

YK-4-B5, YK-4-B6

Jobs. Requirements to a Specialist. A Job Interview

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

Jobs. YK-4-V1, YK-4-
Requirements to V2, VK-4-Y3, YK-
8- | a Specialist. A 14 2 2 2 "4lva, yi-4-vs,
Job Interview VK-4-Y6, YK-4-
B1, YK-4-B2, VK-
4-B3, YK-4-B4,
YK-4-B5, YK-4-B6
IIpomeskyTodHas arTecTarus (3a4eT)
IIpomexxyTouHas
9. | arrectamus 2 2 1,7 0,3
(3auer)

5. COJEP)KAHME JUCHMILINHBI, CTPYKTYPUPOBAHHOE IO TEMAM
(PA3JIEJIAM)

Tema 1. Business Communication: Means, Ways and Styles

Temaruka 3ansTus: CpenctBa oOOIICHHS. YCTHas W MHCbMEHHAs (OPMBI JIEITOBOTO

obmenus. OpuruanbHbIA 1 HEOOUITMATIBHBINA CTHIIA OOIICHHUS.
Tema 2. Meeting People: Getting Acquainted and Making Contacts

Tematnka 3aHsATHA: 3HAKOMCTBO B Ppa3HbIX cUTyanusax oOmeHus. OcoOeHHOCTH

opHUIIHATEHOTO U HEOPHUITUATLHOTO CTHIIS. Y CTAHOBJIEHHE KOHTAKTOB M moHsTtre Small Talk.
Tema 3. Telephoning

Temaruka 3anstus: Tenedonubie meperoBopbl. OcoOeHHOCTH O0IIEHUS MO TenedoHy.
VYcroitunBble BbhIpakeHUs. Ha3HaueHue BCTpeuM, 3ampoc M yTOUYHEHHE HWH(POPMALUU.
[ToaTBepkneHre JOTOBOPEHHOCTH, 3aKa3a U T.I.

Tema 4. Business Letters, Emails and Network Communication

Temartuka 3anatus: TpeOoBaHUS K HAMMCAHUIO JIETOBOTO NUchMa. CTPyKTypa IeI0BOTO
nucbMma. JlenoBble muckMa oOmiero tuma. Ilucbmo-3ampoc, MUCBMO-3aKa3, MOATBEPIKICHUE
3aKka3a, nucbMo-pekiamaiusi. OCHOBHbIE OCOOEHHOCTH JenoBoro cruiisi. [lonesHsie ¢pasbl




O6menune mo ceru. Hermker. Hamumcanuio snekTpoHHbIXx muceM. Ctpykrypa. CoKpaiieHus.
Texct cooOLeHUH.
Tema 5. Presentations: Preparation and Delivery

Temartuka 3ansaTus: 1loaroroBka npeseHTanuu: ONpPEACIICHUE LENeH, 3a1ad, CTPYKTYphI
npeseHTauuu. [loaroroBka cnaiaos. IlpencraBnenue mnpe3eHTauuu ayauTopuu. OCHOBBI
myOIMYHOM peun; quanoruyeckas 1 MOHOJIOTHYECKas peub B cepe 1eI0BOH KOMMYHUKALIUU.

Tema 6. Business Meetings. Making an Appointment. Negotiating

Tematuka 3anstus: [enoBele BcTpeun. OCOOCHHOCTH OpTaHM3aIlMU JCJIOBBIX BCTpEY.
Mecto u Bpemsi mpoBeleHUsi AeJoBbIX coOpaHuil. CTWiIb peud JEeNOBBIX BCTpEY, IMpaBHIia
peueBoro sTukera. Hambonee ymoTpeOUTENbHBIX KIMWIIE JEIOBOW M MpOoQecCHOHaTbHOM
KOMMyHuKanuu. [leperosopsl. TakTrka BeeHUS IEPETOBOPOB.

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

Tematuka 3ansatus: IloHarue o HamucaHuu pesioMe, (opmar pe3loMe, COCTaBJICHUE
coOcTBeHHOro pestome. ConpoBoauTenbHOe MUCbMO. CTPYKTypa U KIIUIIE COMPOBOAUTEIHHOTO
UChMa.

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

Tematuka 3anarus: Ilpodeccum wu  nmomwkHocTH. TpeboBanwss K 0Opa3OBaHMIO,
KBaJTM(DHUKAIMH, OTBITY padoTy, MpodecCHOHANBHBIM YMEHHSIM U HaBBIKaM, JTUYHBIM KauecTBaM
cnenuanucra. CobecenoBanue mpu npuemMe Ha paboty. Bornpocs! k kanaunaTy 1 paboToaarenio.

Tema 9. [IpomexxyTouHasi aTTecTanus

[TpumepHbIe TEMBI IS 00CYKICHUS:

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.

IL1aHbI NPAKTHYECKHUX 3aHATHI

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

Bpewms - 2 yac.

OCHOBHBIE BOITPOCHI:

1) BeinosiHEHNE JEKCUKO-TPAMMAaTHUYECKUX YIPAXKHEHWM, HANpaBICHHBIX HA pPa3BUTHE
JIEKCUKO-TPaMMaTUYECKUX HAaBBIKOB. 2) UTeHHWE M BBINOJHEHUE 3aJaHUN MO TEMATUYECKOMY
TeKcTy. 3) BeinonHeHne ynpakHEHUI Ha pa3BUTUE HABBIKOB BOCIPUATHUS Ha CIyX pa3rOBOPHO-
OBITOBO peuu, TUATIOTUYECKOM U MOHOJIOTHYECKOM peuu, MuchMa.



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

Bpewms - 1 yac.

OCHOBHBIE BOIIPOCHI:

1) BeinosiHeHHE JEKCUKO-TPAaMMATHUYECKUX YIPAKHEHUM, HANpPABJICHHBIX HA pPa3BUTHE
JIEKCUKO-TPAaMMaTUYECKUX HABBIKOB, KOHTPOJIb JOMAIIIHETO 3aAaHusl. 2) UTeHue U BHINOJIHEHHE
3alaHU 0 TEeMaTHYECKOMY TeKCTy. 3) BrImonHeHue ynmpakHEHUH Ha pa3BUTHE HABBIKOB
BOCIIPUSITHS Ha CIyX pPa3rOBOPHO-OBITOBOM pEeYM, MUAJOTHUYECKOW W MOHOJOTHYECKOW pEeyH,
UChMa.

Tewma 3. Telephoning.

Bpewms - 1 yac.

OCHOBHBIE BOIIPOCHI:

1) BeinosiHeHHE JIEKCUKO-TPAaMMATHUYECKUX YIPAKHEHUM, HANpPaBJICHHBIX HA pPa3BUTHE
JIEKCUKO-TPAaMMaTUYECKUX HABBIKOB, KOHTPOJIb JOMAIIHETO 3aAaHusl. 2) UTeHue 1 BHINIOJIHEHHE
3aIaHUA 0 TEeMaTHYECKOMY TeKCTy. 3) BrImonHeHWe ynmpakHEHHUH Ha pa3BUTHE HABBIKOB
BOCIIPHUSITHS Ha CJIyX pPa3rOBOPHO-OBITOBOM peYM, MUAJOTHUYECKOW W MOHOJOTHYECKOW PEevH,
nUChMa.

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

Bpewms - 1 yac.

OCHOBHBIE BOIIPOCHI:

1) BeinosiHeHHE JIEKCUKO-TPAMMATHUYECKUX YIPAXKHEHUM, HANpPABJICHHBIX HA pPa3BUTHUE
JIEKCUKO-TPAaMMaTUYECKUX HABBIKOB, KOHTPOJIb JOMAIIHETO 3aAaHusl. 2) UTeHHue 1 BHINIOJIHEHHE
3aJaHU 0 TEeMaTHYECKOMY TeKCTy. 3) BrImonHeHue ympakHEHUH Ha pa3BUTHE HABBIKOB
BOCIIPUSITHS Ha CJIyX pPa3rOBOPHO-OBITOBOM peYM, MUAJOTUYECKOW W MOHOJOTHYECKOW pEeyH,
nUChMa.

Tema 5. Presentations: Preparation and Delivery.

Bpewms - 2 yac.

OCHOBHBIE BOIIPOCHI:

1) BeinosiHeHHE JIEKCUKO-TPAMMATHUYECKUX YIPAXKHEHUM, HANpPABJICHHBIX HA pPa3BUTHUE
JIEKCUKO-TPaMMaTUYECKUX HABBIKOB, KOHTPOJIb JOMAIIIHETO 3aAaHusl. 2) UTeHHue 1 BHINIOJIHEHHE
3alaHuil M0 TEMATUYECKOMY TEKCTYy. 3) BrlnosHeHue ynpa)kHEHUH Ha pPa3BUTHUE HABBIKOB
BOCIIPUSITHS Ha CIyX pPa3rOBOPHO-OBITOBOM peYM, MUAJOTHUYECKOW W MOHOJOTHYECKOW pEeyH,
nUChMa.

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

Bpewms - 2 yac.

OCHOBHBIE BOIIPOCHI:

1) BeinosiHeHHE JIEKCUKO-TPAaMMATHUYECKUX YIPAKHEHUM, HANpPABJICHHBIX HAa pPa3BUTHE
JIEKCUKO-TPaMMaTUYECKUX HABBIKOB, KOHTPOJIb JOMAIIHETO 3afaHusl. 2) UTeHHue 1 BHINIOJIHEHHE
3alaHuil M0 TEMATUYECKOMY TEKCTy. 3) BrlnosHeHne ynpa)kHEHUH Ha pPa3BUTUE HABBIKOB
BOCIIPUSITHS Ha CJIyX pPa3rOBOPHO-OBITOBOM peYM, MUAJOTHUYECKOW W MOHOJOTHYECKOW pEeyH,
nUChMa.

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

Bpewms - 1 gac.

OCHOBHBIE BOIIPOCHI:

1) BeinosiHeHHE JIEKCUKO-TPAaMMATHUYECKUX YIPAKHEHUM, HANpPABJICHHBIX HA pPa3BUTHE
JIEKCUKO-TPAaMMaTUYECKUX HABBIKOB, KOHTPOJIb JOMAIIHETO 3aAaHusl. 2) UTeHHue 1 BHINIOJIHEHHE
3alaHuil MO0 TEMATUYECKOMY TEKCTYy. 3) BrlnosHeHne ynpa)kHEHUH Ha pPa3sBUTUE HABBIKOB



BOCIIPUSITHS Ha CIyX pPa3rOBOPHO-OBITOBOM peYM, MUAJOTUYECKOW W MOHOJOTHYECKOW pevH,
nmucbmMma.

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

Bpewms - 2 yac.

OCHOBHBIE BOIIPOCHI:

1) BrinosnHeHHEe JEKCUKO-TPAMMATHYECKUX YIPAKHEHWM, HANpaBICHHBIX HA pPa3BUTHE
JIEKCUKO-TPaMMaTUYECKUX HABBIKOB, KOHTPOJIb JOMAIIHETO 3a/laHusl. 2) UTeHue U BBINOIHEHNE
3aIaHU 0 TEeMaTHYECKOMY TeKCTy. 3) BrImonHeHWe ynmpakHEHHUH Ha pa3BUTHE HABBIKOB
BOCIIPHUSITHS Ha CIyX pPa3rOBOPHO-OBITOBOM peYM, MUAJOTHUYECKOW W MOHOJOTHYECKOW pEeyH,
nmucbmMma.

6. IEPEYEHb YYEBHO-METOJINYECKOI'O OBECIIEYEHUSA 51
CAMOCTOSTEJBHON PABOTHI OBYUAIOIINXCS MO JUCHUILINHE

6.1.1. OcHOBHBIE KaTeTOPHH YICOHOU TUCHIUTIINHBI I CAMOCTOSTEIbHOTO U3yUCHUS

1. greet — TpPUBETCTBOBATh, 3J0pPOBATHCA; greeting — MPUBETCTBUE; customary
greeting— 0OBIYHOE NMPUBETCTBHE.

2. small talk — nerkas cBetckas Oecena, pa3roBop HHM O yeMm; engage in small talk —
HauMHaTh CBETCKYIO Oecelly, MBITaThCs 3aBsA3aTh Oeceny.

3. break the ice — HapymuTh MoOJYaHWE, CHAENATh MEPBBIMA IIAr, MOJOXHUTH HAYaIo
(pasroBopy, 3HAaKOMCTBY).

4. respond — oTBe4aTh, pearupoBaTh, OT3BIBATHCS; 'ESPONSE€ — OTBET, OTKIIMK, PEAKIINS;
elicit a response — M00UTHCS OTBETA.

5. dial— Habupats HOMEp (TI0 TenedoHy), 3BOHUTH; HaOOpHBIN muck; dial the number —
Habupaths HoMmep 1o Tenedony; dial a wrong number — He Tya monacTh.

6. long-distance call — MeXTyropoHbIN I MEKTyHAPOIHBIA Tee()OHHBIN 3BOHOK.

7. hold on — He knacTh TpyOKy; hang on — oxunars (y Tenedona).

8. hang up — moBecuth TPyOKY, MPEKPaTUTH TeIe()OHHBII pa3roBop.

9. put through — coenunuTs (10 Tenedony).

10. observe — co0OuroaTh; HaOMIOIaTh, 3aMeYaTh; observe rules — coOrOAaTh MpaBuUIIA.

11. indented style — ctuns ¢ orctynom; blocked style — 0104HBINH CTHITB.

12. illegible — HeueTkunii, Hepa30OPUUBHI (O MTOYEPKE).

13. letterhead — mranka Ha ¢pupmMeHHOM OJIaHKE.

14. salutation — oOpareHue.

15. closure— 3akmounrtenbHas ¢opmyna (mucema); complimentary closure —
3aKIIIOYUTENbHAS (POpMYJIIa BEXIUBOCTH (TIUCHMA).

16. enclose — mpunarath, BKJIaAbIBaTh (B MUCHMO); enclosure — mpuioxeHue.

17. forward — oTnpaBnsTh, epechUIaTh.

18. attach — mpukpersaTh; attachment — mnpuKperuieHHe, MPUCOCIUHECHHE;
nHpopMaIys, TpuKpeIieHHas K COOOIIEHHUTO.

19. keep in touch with smb — noanep>xuBaTh CBsA3b (KOHTAKT) C KEM-THOO.

20. stay on track — cienuTs 3a (X00M, pa3BUTHEM YETO-TH00, HAIPUMEP, MBICIIEH ).

21. face a task — cTosITh Mepes HEOOXOIMMOCTBIO, PEIIaTh 3a7a49y.

22. employ — HaHumarb (Ha paboTy), HUCHONB30BaTh; employer — HaHUMATENb,
pabotoxarens; employee — ciayXaiuii, paboTaroMii O HaMY.



23. post — pomxHOCTBh, MecTo; (Syn.) position candidate for a post — kaHmumat
(peTeHIeHT) Ha JJOKHOCTb.

24. require — TpeboBaTh (Uero-i.), Hy’AaTbcs (B 4eM-II.); requirement— TpeOoBaHuUE,
HEo0X0/MMoOe YCIIOBHE; HYXHa, nmoTpeOHocTh; meet the requirements — ymaOBIETBOPATH
HOTPEOHOCTSIM.

25. relevant — yMeCTHBIN, OTHOCSAIIUNACS K 1€y, aKTyaJbHBIN.

26. challenge — BBI30B (Ha cocTs3aHHME, Ha COPEBHOBAaHWE W T.I.), HCIBITAHUE,
HaIpsDKEHUE CHUJI; CIIOKHAsS 3ajaada, rnmpobsiema, Opocath BBI30B; TpeOoBaTh (ycwiuii); meet the
challenge — mpuHsATH BBI30B; challenging — cTumynupyromuii, MOOYyXaaroUui; TpeOyomui
HanpspKeHus, oTaaun cuir; challenging idea — uHTepecHas (mepcrieKTUBHAS) UIEs.

27. interview — cobecenoBaHue, 0eceia, MHTEPBHIO; TPOBOAUTH cobeceoBanue, beceny,
UHTEPBBIOMPOBaTh; attend an interview — MpHCYTCTBOBaTh Ha coOece0BaHMM (MHTEPBBHIO);
interviewer — TPOBOISIIMIA coOecelmoBaHue, OepymMii HMHTEPBBIO; interviewee —
MHTEPBBIOMPYEMBIiA, TAIOITUNA HHTEPBBIO.

28. appoint — Ha3Ha4aTh; appointment — BcTpeda, CBUaHKe; make an appointment —
Ha3HAYMUTh BCTPEUy, JOTOBOPHUTHCS O BCeTpede; keep an appointment — BcTpeuaThes (Kak OBLIO
HA3HAYCHO).

29. promote — TOBBINATh B JOJDKHOCTH, TMPOIBUraTh MO CiIyx0e, promotion —
MOBBIIIIEHHUE B JIOJDKHOCTH, MPOABHKEHHE O CITYXO0€.

30. attend a meeting — mnpucyrcTBoBaTh Ha coOpanuu; call a meeting — co3BaTh
cobpanme; hold a meeting — mpoBoauTh coOpaHue; run a meeting — MPOBOAUTH COOpaHHeE,
PYKOBOAUTH COOpaHUEM.

31. staff — mrat(sr) (coyxamwux), TepcoHal, coTpynHukH; staff members —
COTPYAHUKH (JaHHOTO YUPEIKICHUS).
32. charge — 0053aHHOCTH, OTBETCTBEHHOCTh, PYKOBOJCTBO, IOpYydYaTh, BO3JIAraTh

OTBETCTBEHHOCTH; be in charge — oTBeuats (3a KOro-i.), 3aBeJI0BaTh, BeJaTh, PYKOBOIUTh.

33. assign — Ha3Ha4aTh (CPOK), MpeAHa3HAYaTh; JaBaTh, MOpPy4aTh (3agaHue, padory),
Ha3HA4aTh HA JOJDKHOCTb.

34. have (take) the floor — BricTynarte, Opath CJI0BO.

35. motion— mpennoxenue (Ha coOpanmm); put the motion to vote — moCTaBUTH
IPEIO’KEHUE Ha TOJIOCOBAHHE.

36. negotiate — BECTH MEPETOBOPHI, JOTOBAPUBATHCS, OOCYXKIaTh YCIOBHS, hegotiation
— (uacto pl) meperoBopsl, 00CYXKACHUE YCITOBUH.

37. give in — ycTynaTh, caaBarbes; give in to demands — ycTynarh TpeboBaHmsM; Syn.
concede — ycTymaTh, IPOUTPHIBATh, MPU3HABATH MOpakeHue; concede a point (in an argument)
— YCTYNUTH (CaaThesl) B BOIpoce (B CIIOpe); concession — yCTYIKa.

38. long-term — 1OATOCPOYHBIN, ATUTEIbHBIHN; short-term — KpaTKOCPOYHBIH.

39. schedule — nporpamma, miaH, rpaduk, COUCOK, IepeueHb, paclucaHue.

40. confidence — yBepeHHOCTB; JOBEpHE.

6.1.2. 3aganus AJ1 MIOBTOPEHUS U YIITyOIeHUS TPHOOPETAEMBIX 3HAHHH.

Kon pesynbrara

3aganus
00yJeHIS 5

BcraBbTe AaHHBIC HAPESUHS WIH MPUIIATATEIILHBIC B IPSATIOKCHUS U
1 YK-4-31 MepEBEIUTE Ha PYCCKUU S3BIK.
bad(ly) good(well) fluent(ly) bright(ly) desperate(ly)




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

. Smokingisa ............ habit.

. Jane usually drives ................ . She doesn't have accidents.
.My fatherisa ................ engineer.

.She cried ............... and asked for help.

. He speaks German very ............ .

. She knows Chinese quite ........... .

. The sun was shining .......... ,when ............... it started to rain.
. The test was very ............ .

O 0 3 N i B W N —

. Please, speak more ............. . I can't understand.

YK-4-31

YK-4-32

Bribepute HykHYI0 (OpMY MOAAIBHOTO T1aroja: can, may, have (had)
to, must, should, be to, need. [TepeBeanTe npeaToKEHUS HA PYCCKUI
SI3BIK.

1. They...understand French.

2. You....not make notes in the books.

3. They...to phone the doctor because the grandmother was ill.

4. ...1come in?

5. We have got plenty of time. We ....not hurry

YK-4-32

YK-4-33

IMoguepkuuTe (opMbI cTpamaTenbHOro 3aiora. Onpenenure Bpems
riarosa.

IMepeBeanTe NpeIOKEHNS HA PYCCKUI A3BIK.

1. Festivals of folk songs are attended by a lot of people annually.

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

VK-4-34

ITocTaBbTe TIAroJBl B CKOOKAX B MPABMIIbHYIO (DOPMY U HAMTUIIUTE BPeMs
riarona.

1. I haven’t got a car at the moment, so (I/ 20) .............ceeveenenn. by bus
to work this week.

3.He oo (do) this work since 9 o'clock.

4.She ......ccevn. (walk) down the street when she .............. (meet) a
friend.

5. Look. (It/snow) .....cccoevvviviiiiinininnnn, heavily outside.

6. The sun (rise) .....ccoovveeveennenn... in the east.

7. My friends ...................... (practice) yoga for about a year.
8l (read) that book but I don’t like it much.
9. When I came to the airport, | suddenly realized that I (leave)
............................................... my wallet at home.

10. A: T have a headache.

B:l............ (give) you an aspirin.

VK-4-34

YK-4-35

[TepeBeaute MpsMyIO pedb B KOCBEHHYO.
1. Mary said: “I travelled to Europe this summer”.




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 YK-4-35
IMoguepkHuTe (OPMBI TJIATOJOB, YKAKHUTE HMX BPEeMsl M IIEPEBEAUTE
NpPEIIOKEHHS Ha PYCCKHM SI3bIK. YKaKUTE TUI YCIOBHBIX MPEITI0KECHHH.
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. 3aganus, HanpaBiieHHbIC Ha (POPMUPOBAHHUE POPECCHOHATBHBIX YMEHUH.
No Kon pesynbrara anatus
o0OyueHus
13 YK-4-V1 [TpocnymaiiTe/mpounTanTe AMAIOTH 1O U3y4aEMbIM TEMaM
14 YK-4-V1
15 VK-4-V2 CocTtaBbTe M BOCIPOU3BEANTE AUAJIOTH 110 U3y4a€MbIM TEMAM
16 YK-4-V2
[Ipoananu3upyiiTe pasHble MOJEIU pPEUYEBOM JEATEIBHOCTH U
17 VK-4-V3 peyeBoro TMOBEJACHHS B IPOIECCE JET0BOM KOMMYHUKAIWH,
COCTaBbTE JUAJIOTH C YUYETOM ITUX Pa3IUUUl
18 YK-4-V3
19 VK-4-VA4 CocraBpTe u O0OGOpPMHUTE JE€JOBbIE TNHCbMA, JOKYMEHTHI Ha
WHOCTPAHHOM SI3bIKE TT0 M3YYa€MbIM TEMaM, 3alI0JJHUTE aHKETY
20 YK-4-V4
[TogrotoBeTe BOMPOCH W  BBIPAKEHHUS] JJI TOTO, YTOOBI
21 VK-4-V5 WHUIIMUPOBATh, MOJAJEPKATh OOIIEHUE, 3alpOCUTh WH(OpPMAIHIO,
OTBETHUTH Ha 3alpaniuBaeMyro HHPOPMaIUIO 1 3aKOHYUTH Oeceny
22 YK-4-V5
23 VK-4-Y6 [Ipocnymaiite/mpounTaiiTe ayTeHTUYHBIE TEKCTHI M MEpefalTe ux
OCHOBHOE COJIEpKaHUE
24 YK-4-Y6
6.3. 3anmanus, HampaBleHHble Ha (opMupoBaHHEe MNPO(ECCHOHANBHBIX HABBIKOB,
BJIAJICHH.
No Kon pesynbrara Sananns
o0yyeHus
75 VKA-B] BemmonauTe  3amaHus, HanpaBleHHble  Ha ¢dopmupoBanue U
COBEPIIICHCTBOBAHNE HABBIKOB PEYCBOM NESITEILHOCTH
26 YK-4-B1
[Mpoxymaiite IUIaH, OIpe/IeNuTe COZIepKaHue, noaoepure
27 VK-4-B2 COOTBETCTBYIOIIME BBIPOKCHUS ISl TPOBEACHHS JICJIOBBIX BCTpEY,
COBCII[AHU, ICJIOBBIX MMEPEroBopoB. TeMy ONpeeuTe CaMOCTOSTEIbHO.
IToaroToBsTECH K POJIEBOM UTPE
28 YK-4-B2
[MponymaiiTe IiaH, ompenenuTe coaepkanue u (Gopmy MTyOIHMIHOTO
29 YK-4-B3 BBICTYIUICHUA. TeMy OmpemeanuTe caMoCTOsATeIbHO. IloaroTroBeTeCh K
BBICTYIIJICHUIO
30 YK-4-B3




31 YK-4-B4 Hanumure nenosoe nucbMo. TeMy onpeaenuTe caMoCTOSITEIbHO

32 YK-4-B4

33 VK-4-B5 BLIHOJEHHTe TECTOBbIC 3a][AHHA, HANPABJICHHEIE HA COBEPIICHCTBOBAHNE
3HaHUN ¥ YMEHHMH J€I0BOTO0 HHOCTPAHHOTO SI3bIKa

34 YK-4-B5

35 VK-4-B6 IIpounTaiiTe TEKCTHl MO M3y4aeMbIM TeMaM H IIOATOTOBBTECH K HX
00CYKICHHIO

36 YK-4-B6

7. ®OHJ OHEHOYHbIX CPEACTB JIA TPOBEJEHUSA TEKYIIEI'O
KOHTPO.ISI U MTIPOMEXYTOUYHOM ATTECTAIIUU OBYYAIOIINUXCS IO

TUCHATIIAHE (MOJTYJTIO)

7.1. CpencTBa OLIEHUBAHUS B XO/€ TEKYIIErO0 KOHTPOJIS:
- YCTHBIE ¥l MUChbMEHHBIE KPAaTKHUE OMPOCHI B XOJIE ayTUTOPHBIX 3aHATHIA;,

- 3alaHuA U YOPaXXHCHUA, PCKOMCHIAOBAHHBIC JJIS CaMOCTOSITEIbHOM paGOTBI;

- IPAKTUYCCKUC 3a/laHUs, POJICBBIC UT'PbI, JUCKYCCUU U T.[.,

- 33J]aHUs U YIIPAXHEHUs HA [1IEPEBOJI;

- COCTABJICHUC NUAJIOTOB I10 U3Yy4YaCMbIM TCMaM;,

- HAaITMCAHUE JCJIIOBBIX ITMCEM, PE3IOME, 3alIOJTHCHHUEC aHKET,
- COCTaBJICHHUEC U MMPAKTUYCCKOC MCIIOJIB30BAHHUE I'TI0OCCApPUs IO TEMaM;

- TCCTUPOBAHUC,

- YTeHue U pedepupoBaHUe ayTEHTUYHBIX TEKCTOB, COCTABIIEHUE TE€3UCOB BHICTYILICHUS,

JOKJiaaa.

7.2. ®OC 151 TEKYIIETO KOHTPOJIA:

No KOI([) é);;g;am DOC Texymiero KOHTPOIs
1 YK-4-31 Yerusriit onpoc (Tembr 1-8)

2 YK-4-31 Tect (Tewmsr 1-8)

3 YK-4-32 Cocrasnenue auainora (Temsl 1-8)

4 YK-4-32 Bbecena (Temsl 1-8)

5 YK-4-33 Cocrasnenue auasnora (Temsl 1-8)

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

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

8 YK-4-34 Hanmcanue nucema (Temsr 1-8)

9 YK-4-35 Omnpoc (Tewmsr 1-8)

10 YK-4-35 Hoxknan, npesenrtanus (Temsr 1-8)

11 YK-4-36 becena (Temsr 1-8)

12 YK-4-36 Cocrasnenue riaoccapus (Temsr 1-8)

13 YK-4-V1 AynupoBanue/ureHue Tekcra (Temsl 1-8)
14 YK-4-V1 Hoxnan, npesenrtanus (Temsr 1-8)

15 YK-4-V2 Cocrasnenue auainora (Temsr 1-8)

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

17 YK-4-Y3 becena, muckyccus (Temsr 1-8)

18 YK-4-¥3 Ponesas urpa (Temsr 1-8)

19 YK-4-V4 Hanmcanue nucem pasznoro suza (Temsl 1-8)
20 YK-4-V4 Otser Ha uchMa pasHoro Buaa (Temsr 1-8)
21 YK-4-V5 Cocrasnenue auasnora (Temsl 1-8)
22 YK-4-V5 Becena, onpoc (Tems! 1-8)
23 YK-4-Y6 AynupoBanue/ureHue Tekcra (Temsl 1-8)




24 YK-4-Y6 OrtBetsl Ha Bonpockl o Tekety (Temsr 1-8)

25 YK-4-B1 AynupoBanue/urenue Tekcra (Tembr 1-8)

26 YK-4-B1 Tesuce! goxmana (Temsr 1-8)

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

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

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

30 YK-4-B3 Huckyccus (Temsr 1-8)

31 YK-4-B4 Harmmcanne nucem pestome (Temur 1-8)

32 YK-4-B4 Hanmcanue pestome, 3anondHenue ankeT (Temsr 1-8)

33 YK-4-B5 PedepupoBanne, Hanncanne nucem pesiome (Tempr 1-8)

34 YK-4-B5 3anonuenne anket (Temsr 1-8)

35 VK-4-B6 PedepupoBanue, aHHOTHUPOBaHUE, COCTaBJIEHHE TE3UCOB, KOMMEHTapUEB
(Temsr 1-8)

36 YK-4-B6 O6cyxaenue, ponesas urpa (Temsr 1-8)

7.3 ®OC 115 NpOMEXYTOUHOM aTTECTALIMHU:

3al[aHI/I}I JJIs1 OICHKHU 3HAHUM.

Kon pesynbrara

Ne 3ananus
o0yyeHus

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

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

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

7 YK-4-34 Read and translate the text from English into Russian (cm. [Ipunoxenne 1)
8 YK-4-34 Speak on the topic in accordance with the card (cm. ITpunoxenue 2)

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

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

3agaHus 1)1 OLICHKH YMEHUH.

Kon pesynbrara

Ne 3amganus
0o0yJeHMS

1 YK+4-V1 Read and translate the text from English into Russian (cm. [Ipunoxenue 1)
2 YK4-V1 Speak on the topic in accordance with the card (cm. [Ipunoxenue 2)

3 YK-4-Y2 Read and translate the text from English into Russian (cMm. [Tpunoxenne 1)
4 YK-4-Y2 Speak on the topic in accordance with the card (cm. [Tpunoxenue 2)

5 YK-4-V3 Read and translate the text from English into Russian (cm. [Ipunoxenue 1)
6 YK-4-V¥3 Speak on the topic in accordance with the card (cm. [Ipunoxenue 2)

7 YK-4-V4 Read and translate the text from English into Russian (cMm. [Ipunoxenue 1)
8 YK-4-V4 Speak on the topic in accordance with the card (cm. [Tpunoxenue 2)

9 YK-4-V5 Read and translate the text from English into Russian (cMm. [Ipunoxenne 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 (cMm. [Ipunoxenue 1)
12 YK-4-Y6 Speak on the topic in accordance with the card (cm. [Tpunoxenue 2)

3ananus, HanpaBJIeHHbIE HA POopMUpOBaHUE MPOdECCHOHATbHBIX HABBIKOB, BIIaJICHUH.

Kon pesynberaTta
00yJeHIS

3aganus

YK-4-B1

Read and translate the text from English into Russian (cMm. [Ipunoxenne 1)




2 YK-4-B1 Speak on the topic in accordance with the card (cm. [Ipunoxenue 2)
3 YK-4-B2 Read and translate the text from English into Russian (cm. [Ipunoxenne 1)
4 YK-4-B2 Speak on the topic in accordance with the card (cm. ITpunoxenue 2)
5 YK-4-B3 Read and translate the text from English into Russian (cm. [Ipunoxenue 1)
6 YK-4-B3 Speak on the topic in accordance with the card (cm. [Ipunoxenue 2)
7 YK-4-B4 Read and translate the text from English into Russian (cMm. [Ipunoxenue 1)
8 YK-4-B4 Speak on the topic in accordance with the card (cm. [Tpunoxenue 2)
9 YK-4-B5 Read and translate the text from English into Russian (cm. [Ipunoxenue 1)
10 YK-4-B5 Speak on the topic in accordance with the card (cm. [Ipunoxenue 2)
11 YK-4-B6 Read and translate the text from English into Russian (cMm. [Ipunoxenue 1)
12 YK-4-B6 Speak on the topic in accordance with the card (cm. [Tpunoxenue 2)

8. IEPEYEHb OCHOBHOM U JONMOJHUTEJBbHOM YYEBHOM
JUTEPATYPBI, HEOBXOJIVUMOM JIJISI OCBOEHUS AUCIHUIIJIUHBI (MOLYJIS)

a) OCHOBHas JTUTEpaTypa:

1. HleBeneBa C. A. English on Economics: Yue6. mocobue ansi By30B. — 2-€ 3.,
nepepab. u gom. — M.: FOHUTU-AAHA, 2005. — 415 c¢. — ISBN 5-238-00520-2. — Texkcrt:
NEeYaTHBIN.

2. Typyk U. ®@. Business English in Fiction: npaktukym / 1.®. Typyk, M.B. IleTryxoBa. -
MockBa: EAOH, 2010. - 94 c. - ISBN 978-5-374-00436-6. - URL:
https://ibooks.ru/bookshelf/334375/reading. - TekcT: 3MEKTPOHHBIM.

3. beapuukas JI.B. [enoBoii anrnuiickuii 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/bookshelt/360877/reading. - Texkcr:
3JIEKTPOHHBIMN.

0) IOTOJHUTENbHAS INTEpaTypa:

1. CnenoBuu B.C. JlenoBo#i anrnmiickuii si3pik = Business English / B.C. CnenoBuu. -
Munck: TerpaCucreme, 2012. - 272 c¢. - ISBN 978-985-536-322-5. - URL:
https://ibooks.ru/bookshelf/360882/reading. - TekcT: 31EKTPOHHBINA.

2. 3emukman A. A. AHTIMACKUN 11 1OpucTOB: yueOHUK / A. 5. 3enukmad. - 9-¢ u3m.,
norn. u mepepad. PocroB w/Jl: ®enukc, 2005. — 416 c¢. — ISBN 5-222-06551-0. — Tekcr:
TICYaTHBIN.

3. OBunnnukoBa M. M. Business course in english for the linguistic department: yue6Hoe
nocobue / .M. OBunnnukosa. - Mocka: EAOU, 2010. - 304 c. - ISBN 978-5-374-00361-1. -
URL: https://ibooks.ru/bookshelf/334374/reading. - TeKCT: 37EKTPOHHBIH.

9. HIEPEYHEHb KOMIUVIEKTOB JIMIHEH3UMOHHOT'O U CBOBOJHO
PACITPOCTPAHAEMOI'O IIPOI'PAMMHOI'O OBECIIEYEHUA,
W CHOJIb3YEMOI'O ITPU U3YUYEHHUH YUYEBHOM U CIHUIIIMHBI



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

IIpu wu3ydyeHuu y4yeOHOM IUCHUILUIMHBI (B TOM 4HCIE€ B HHTEPAKTHBHOH (opme)
MpEIoyiaraeTcs MPUMEHEHUE COBPEMEHHBIX WH(OPMAMOHHBIX TexXHouoruid. Komrekr
MPOrpaMMHOTO OOECIeUYEeHHs NJIsi WX HCIOJIh30BaHMUS BKIIOUAET B ce0s: MakeTbl O(HCHOTO
nporpammuoro obecrneuenust Microsoft Office (Word, Excel, PowerPoint), OpenOffice;

BeO-Opaysep (Google Chrome, Mozilla, Microsoft Edge np.);

AJICKTPOHHBIC OMOIMOTEYHBIC CUCTEMBI 1books.ru.

Jlnia noctyna K yueOHOMY IUTaHy M pe3yjibTaTaM OCBOCHHS AUCLUHUIUINHBI, (POPMUPOBAHUS
[Toprdonno obOydaromierocs: ucronb3yercs JINUHpI KaOUHET CTyAeHTa (OH-JIAMH JTOCTYI Yepe3
cetb HWutepHer). Jlns oOecredeHuss AOCTynma OOYyYarOIIMXCS BO BHEy4eOHOE BpeMs K
DIIEKTPOHHBIM 00pa30BaTEIbHBIM pecypcaM ydeOHOW MAWCIMILIUHBL, a TaKXKe JJIs CTYACHTOB,
00yJaromuxcs ¢ MPUMEHEHHEM JTUCTAHIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJIOTUH, HCIIONB3yeTCs
nopTai 31eKTpoHHOro odyuenus Ha 6aze C/1O Moodle (on-naitn noctym uepes cets MHTEpHET).

10. IEPEYEHDb PECYPCOB UH®OPMAIIMOHHO-
TEJEKOMMYHUKAIIMOHHOMN CETH «AHTEPHET», HEOBXOJUMBbIX JIJISA
OCBOEHMS JUCHUIIVIMHBI

https://www.businessenglishsite.com — caiiT MO3BOJSET MPONTH TECTOBBIC 3aJaHUS U

MMpoOaHAJIN3UPOBATH OH_II/I6KI/I, CIICHUAJIM3UPYCTCA HAa TEMATUKE JICJIIOBOT'O O6H_[€HI/I}I

https://www.englishclub.com/business-english - JIOTIOJIHUTEILHBIH WCTOYHUK

uH(popMaluu yriyOJieHHus 3HAHUM M COBEPILIEHCTBOBAHUS HABBIKOB PEUYEBOM JIEATEIHHOCTH B
cdepe nenoBoil KOMMYHUKAIMU

https://www.englishtips.org — calT COAEPXKHUT IMOCTOSHHO TOIOJHSIONMIEECS COOpaHue

NOMYJSPHBIX M3JaHWH, YYEOHHMKOB, ayAuO- W BHUJACOKYPCOB JII0OOOTO0 ypOBHA U CQepsl
JeATEIbHOCTH, BKIIIOUYas MMOATOTOBKY K 9K3aMEHaM I10 Pa3In4YHbIM IIPOrpaMMaM U CUCTEMaM

https://global.oup.com/?cc=ru — caliT OKCHOPACKOTO YHUBEPCHUTETA, MPEAOCTABIISICT

pa3zHooOpa3Hble yueOHbIE MaTepUabl AJIsl CAMOCTOSITEIbHOTO U3yUEHUS aHTJIMICKOTO SI3bIKa

https://en.wikipedia.org/wiki/World Book Encyclopedia — onnaiiH-3HIIMKIONIEANS HAa

AHTJINICKOM SI3EIKE

https://www.multitran.ru DIeKTpOHHBIE CIIOBapU U CHCTEMBI IEPEBOIA

http://www.online-translator.com D1eKTpOHHBIE CIIOBAPH U CUCTEMBI TIEPEBOIA

https://translate.google.ru neKTpOHHBIE CTOBAPH M CHCTEMBI ITEPEBOIA

http://www.lingvo-online.ru 31eKTpOHHBIEC CJIOBApPH U CUCTEMBI TIEPEBOIA

https://ibooks.ru/ DnekTpoHHast OubMMoTeUHasE cUcTeMa «ANOYKC»



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/
https://ibooks.ru/

11. OBYYEHHME MHBAJINAO0B U JIN1] C OI'PAHUYEHHbBIMUA
BO3MOXKHOCTAMMU 3/10POBbS

W3yuenne y4eOHOW IUCHMIUIMHBI OOYyYarOIIMMUCS UWHBAIMIAAMA W JHUIAMH C
OTPaHUYEHHBIMH BO3MOXKHOCTSIMH 3/I0POBBSI OCYILECTBIIIETCS B COOTBETCTBUHM C [IpHukazom
MunucrepcTBa o0pazoBanus u Hayku P®D ot 9 Hos6ps 2015 r. Ne 1309 «O6 yrBepkaeHun
[Mopsinka oOecriedeHHs YCIOBUH TOCTYITHOCTH UISI MHBAIUAOB OOBEKTOB U IMPEIOCTABIISIEMbIX
yciryr B cdepe oOpa3oBaHHs, a TaKXKE OKa3aHWS MM TPU STOM HEOOXOIUMOW momommy» (C
U3MEHCHHSIMH U JIOTIOJHEHUSMH), METOANYeCKHMHA PEKOMEHAAUSIMH 110  OpTaHU3aIiH
o0Opa3oBaTeNpHOrO Tpolecca s OOyuyeHUs UWHBAIMJAOB M JIMI C OTPaHUYCHHBIMH
BO3MOXKHOCTSIMH 3/I0pPOBbSI B 00pa30oBaTEIbHBIX OPraHMU3AlMAX BBICIIEI0 OOpa3oBaHUs, B TOM
Yycie OCHAIEHHOCTH O00pa3oBaTeIbHOTO MpOIEcCa, YTBEPKACHHBIMH MUHHCTEPCTBOM
oOpa3zoBanus u Hayku PO 08.04.2014r. Ne AK-44/058H.

Jluma ¢ orpaHUYEHHBIMH BO3MOXKHOCTSIMH 3JIOPOBbSI M WHBAIUIBI O0OECIICYMBAIOTCS
AJIEKTPOHHBIMU 00pa30BaTEIHLHBIMHU PECYPCaMU, aJaTHPOBAHHBIMHU K COCTOSTHHIO UX 3I0POBBSI.

[IpenocraBiieHue CHeNHUATbHBIX TEXHHYECKHX CPEICTB OOYYEHHS KOJUICKTHBHOTO W
WHIUBHUIYAIbHOTO TIOJIb30BaHUsA, TMOJ00p © pa3paboTka ydyeOHBIX MaTepHAIOB s
00y4aromuXxcsi ¢ OrPaHUYEHHBIMU BO3MOKHOCTSIMU 3JI0POBbsI IPOM3BOAUTCS MPENOAaBaTEIIMU
C Y4YeTOM MHIUBUAYAIbHBIX IICUXO(U3NOIOTHUECKUX OCOOCHHOCTEH OO0ydJaromuxcs U
cneunuku mpuemMa-rnepenadyn yueOoHoi nHdopMalu Ha OCHOBaHUU NPOCHOBI, BEIPAXKEHHOU B
nuchMeHHOU (hopme.

C oOyvaromuMucs 1O WHIWBHIYaIbHOMY IUIAaHY WM WHAWBHIYAIBHOMY TpaduKy
POBOJISITCSI UHAMBHyaTbHBIC 3aHATUS M KOHCYJIbTAIUH.

12. ONUCAHUE MATEPUAJIBHO-TEXHUYECKOM BA3bI,
HEOBXOJUMOIi /151 OCYIIECTBJIEHMSI OBPA30BATEJILHOIO MPOLIECCA
MO JUCHUILIMHE (MOJ1YJIIO)

VY4yebHas QUCUUIUIMHA peau3yercs B ayautopuu 329.

OobopynoBanmue:

VYyebnas mebenb: pabodee MeCTO MperojaBaTelss — CTOJ, CTYN, y4eOHbIe MecTa Jyis
00y4aromuxcs — NapThl, CTYJIbs; OCKA.

TexHuueckue cpeacTBa 00y4eHus :

[TepenocHoe MybTUMETUITHOE 000OPYIOBAHHE:!

HoyTtOyk, ¢ BbIX00M B ceTb MIHTEpHET U C JOCTYNOM B 3JIEKTPOHHO-UH(OPMALIMOHHYIO
Cpeay MHCTUTYTA, IPOEKTOP, SKPaH IEMOHCTPAIIHOHHBIH.

Jlns mpoBeleHUs 3aHATUH CEMHHApPCKOro THIA, Ja0OpaTOpHBIX paboT, TEKYyIIero
KOHTPOJISI M MPOMEXKYTOYHON aTTeCTallid W WHAWBHIYATbHBIX KOHCYJIBTAI[MH HCIIONB3yeTCs
ayautopus 310.

OobopynoBanue:

VYyebnas mebenb: pabodee MeCTO MperojaBaTels — CTOJ, CTYN, y4eOHbIe MecTa JyIst
00y4aromuxcs — HapThl, CTYJIbs; OCKA.

TexHnuyeckue cpeacTBa 00y4eHuUs:

[TepeHocHOE MyIBTUMEINITHOE 000PYIOBaHHUE:

HoyTtOyk, ¢ BbIX010M B ceTb MIHTEpHET U C JOCTYNOM B 3JIEKTPOHHO-UH(OPMALIMOHHYIO
Cpedy MHCTUTYTA, MPOEKTOP, IKPaH JeMOHCTPAIMOHHBIH.



Jljig caMoCTOsITeNIbHOM paboThl CTY/IEHTOB M HAalMCAaHUSI KypCOBBIX pabOT MCHOJIb3yeTCs
aynurtopus 314.

OdopynoBanmue:

VYuebHas meOenb: pabodee MECTO IMpernoAaBaTesss — CTOJ, CTYJ;, ydyeOHble mecTa s
00y4aromuXxcst — MapThl, CTYNbS; JOCKA; KOHIAUIIUOHED.

TexHuueckue cpeacTBa 00y4eHms :

[TepenocHoe MynbTUMETUITHOE 00OPYIOBAHUE:!

Hoyt6yk, ¢ BbIx00M B ceTh HTEpHET U ¢ AOCTYIIOM B AJIEKTPOHHO-UH(OPMALIMOHHYIO
Cpelly UHCTUTYTA, MPOEKTOpP, IKPaH JEMOHCTPAIIIOHHBIMH.



[Tpunoxenue 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 I 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 letterhead 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;

(i1))  the second gives information and states the facts;

(ii1))  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 1s 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. Votes 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 I rather than direct criticisms starting
with you.
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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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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.
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1) In a formal situation a foreigner can call someone by using
a) his/her first name.

b) his/her last name.

¢) his/her title.

d) his/her nickname

2) Small talk carries ... in itself.

a) alot of meaning

b) important information

¢) little meaning

d) no meaning

3) The goal of small talk is ...

a) to get to know people.

b) to ask personal questions.

¢) to discuss problems

d) to talk about business.

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

b) weather and sports.

¢) their health problems.

d) international problems

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

a) delegating work

b) networking

¢) business correspondence
d) multi-tasking

6) How do you do?

a)
b)
¢)
d)

Very well.

And you?

I’m fine thank you.
How do you do?

[Tpunoxenue 4

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

b) available

¢) 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

¢) 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

¢) on

d) from

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

b) in

¢) into

d) from

13)  Give the Russian equivalent: clause
a) CTOpOHA KOHTPaKTa

b) npusoxeHne K KOHTPaKTy

€) MYHKT KOHTPaKTAa

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

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

b) a supervisor

¢) client, consumer, customer

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

b) npoaBurarb

C) TOAMUCHIBATH

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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