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1 Hesnn u 32124y U3y4YeHU s T CUUMIMHBI

1.1 Ileap TUCHUILIHHBI

Jlannas pabouasi mporpamMma COOTBETCTBYET (pefiepaibHOMY rocy1apcTBEHHOMY 00pa3o-
BaTeJIbHOMY CTaHJAPTYy BBICIIETO0 0O0pa30BaHUs IO HarpasjieHUIo moaroroBku 39.04.02 Couu-
anbHas pabdora (YypoBeHb MarucTpaTypsl), npohpuib «IIpodunakruka u KOppeKus JeBHAHTHOTO
MOBEICHUSD.

O0BeM TPYAOEMKOCTH JTUCHUIUINHBI «/[eT0BOI MHOCTPAHHBIN SI3BIK» - 2 3a4eTHBIC €/IH-
HUIBI Wk 72 4daca (M3 HUX 8 yacoB j1abopartopHbix, 60 yacoB — camocTosTeNbHas pabora, 3,8
qaca - KOHTPOJIb). Y POBEHb IOJArOTOBKM 00YYarOIIMXCsl COOTBETCTBYET ypoBHI0 Upper Interme-
diate. OH 3akperuiseT yxe MoJay4eHHbIC paHee 3HaHKsI [0 OCHOBAM JIEJIONPOM3BO/ICTBA 1 OM3HEC-
ATHKETa, CIIOCOOCTBYET JNalbHEHIIEMY Pa3BUTHIO HABBIKOB BeJCHHS Tee()OHHBIX IIEPETOBOPOB,
COCTaBJICHUS JIEJIOBBIX ITHCEM, OTYETOB U pE3lOMe, pa3padOTKH KOMMEPUYECKUX IMPEAIOKEHUH,
MOATOTOBKHU MPE3CHTALNH U T.II.

Lenb xKypca — BbIpabOTKa y MaruCTPaHTOB CHOCOOHOCTH K KOMMYHHUKAIlMU B YCTHOW U
NUCHbMEHHOW (hopMax Ha PyCCKOM M MHOCTPAHHOM SI3BIKAX JUIS pEeIIeHHs 3a/1a4 MpodeccruoHab-
HOM IS TEIIbHOCTH.

1.2. 3agauyu TUCIHMILINHBI

TeopeTnueckuii KOMIOHEHT: 03HAKOMJICHHE CTYJIEHTOB C MH(OpMaLMei Mo cleayonmm
MTYHKTaM:

1) cocraBieHue pe3tOMe U COMPOBOIUTENBHOTO TUChMA,;

2) obmieHue ¢ paboToaarenem;

3) AenoBas mepenucka;

4) obmenue o tenedony;

5) BeieHHE IEPETOBOPOB;

6) KOpropaTuBHAas ITHKA.

[To3HnaBaTeNbHBIN KOMIIOHEHT: H3y4YeHUE aHTTIOSI3bIYHON TEPMUHOIOTHUHU JIEIOBOTO OO0IIIe-
HUS; pacCCMOTPEHHE HanboJiee TUMUYHBIX CUTYallMi, KOTOpPbIE MOTYT BO3HHKHYTH B IpOIECCE
JIEIIOBOTO OOIIEHUS HA aHTJIMICKOM SI3bIKE; 3HAKOMCTBO C OTPACIEBLIMH CIOBAPSIMU U CIIPaBOY-
HUKAMHU.

[IpakTHuecKknii KOMIIOHEHT: COBEPIIEHCTBOBAHNE KOMMYHUKATUBHBIX YMEHHI B YETBIPEX
OCHOBHBIX BHJAaX PEUYEBOM NEATETHHOCTH (TOBOPEHUU, ayJAHUPOBAHUH, YTCHUH U MHUCHME); 000-
ranieHue CIIOBapHOTrO 3araca CTYACHTOB 3a CUET JIEKCUYECKUX €MHMI], COCTABISAIOIIUX OCHOBY
BOKaOyJsipa JI€JIOBOTO OOIICHHS; (OPMUPOBAHME HABBIKOB IMHUCHMEHHOTO TEPEBO/JA TEKCTOB
OUIMATEHOTO XapaKTepa; COBEPUICHCTBOBAHME HABBIKOB MEXKYIBTYPHOW KOMMYHHUKAIIUU B
paMKax JIeJOBbIX KOHTaKTOB U NMPOQECCUOHANBHON cephl; CTUMYIUPOBAHUE CAMOCTOSITEIbLHOM
JESTENIbHOCTH C IENbI0 PACIIUPUTh COOCTBEHHYIO KapTUHY MHUPA; pa3BUTHE YMEHUS OPUEHTH-
poOBaThCA B MEIMMHBIX MCTOYHHKAX WH(OpPMAIMU; Pa3BUTHE CIOCOOHOCTH IJIAHUPOBATH 1IEJIH,
XOJl ¥ pe3yNIbTaThl 00pa30BaTEIHHON U UCCIEI0BATEIHCKOM JEATEIILHOCTH.

1.3 MecTo AuCHMILVINHBI B CTPYKTYpe 00pa30BaTeIbHOM MPOrpaMMbl
JucrtunnuHa «/[eoBoit HHOCTpaHHBIHN S3BIK» BXOJHUT B OOIIEHAYYHBIN ITUKII 0a30BOM Ya-
ctu obs3arenpHbIX quctumuinH (b 1.5.03) yuebHoro miana.

1.4 Ilepeyennb MIaHMpPyeMbIX pPe3yJbTATOB 00y4eHHMs 1O AUCHMILIMHE, COOTHECEH-
HBIX C INIAHUPYEMBIMH Pe3yJIbTATAMHU OCBOCHHs 00pa30BaTeIbHON IPOrpaMMBbI

N3yuenne naHHOW y4eOHOW MUCHUIUIMHBI HAIMpaBJIeHO Ha (popMupoBaHHE y 00ydUaro-
HIUXCS 0OMIEKYIbTYpHBIX KoMrieTeHnui (OK-5):

No WNunexc | Conepkanue komrie- | B pesynbraTe u3yueHus: yaeOHON AUCHUILIMHBI 00Y-
. 1; KoMmrie- | TeHnuu (Wi e€ ya- YalolUeCcs JOJKHBI
| TeHUMH CTH) 3HATh YMeTh BJIaJleTh
1. OK-5 CniocoOHOCTHIO K |- ouzHec- | - ynotrpeossiTh | -  (oHeTnuye-




No WNunekc | Conepkanue komre- | B pesynbraTe n3yueHus: yaeOHON AUCHHUIUIMHBI 00Y-
LI KOMIIe- TeHUHH (Uu e€ ya- Jaromuecs JOJDKHEI
TEHIUN CTH) 3HATh yMeTh BJIa/IeTh
KOMMYHUKaLUU B | peasiuu, (UHAH- | IETOBYIO JIGKCUKY | CKHMH,  JICK-
YCTHOW M THCHMEH- | COBYIO U ©OaH- |B  yCTHOM U | CHUYECKUMHU H
HOW (opmax Ha pyc- | KOBCKYIO  Tep- | TUCBMEHHOM 00- | TpaMMaTH4e-
CKOM U WHOCTPAaHHOM | MUHOJIOTHIO; HICHUH; CKMMHU HaBBbI-
A3BIKAX JJIA pCIICHUA | - KYJbTYPHBIC | - YUTATh, IICPCBO- | KaMH, 06ecne-

3a1a4 npodeccuo-
HAJIbHOU JIEITEIHLHO-
CTH

TPaaUITUU JEJ0-
BOI'0 OOIIIEHUS B
AHTJIOS3BIYHBIX
cTpaHax

IUTh U pedepu-
poBathb ayTeH-
TUYHBIE  TEKCTBHI
Ha TEMY JIEJIOBOTO
oO1eHus

YHUBAIOIINE
KOMMYHHKa-
U 00Iero
xapakTepa 0e3
UCKaKEHUS
CMBICTIAa  TIpH
MUCbMEHHOM U
yCTHOM  00-
ICHUH;

- HaBBIKaMU
paboThI v
KOMMepue-
CKOM  Koppe-
CHOH/ICHIIUEN
(TMcpMO,
AJIEKTPOHHAS
1ouTa, 3arpoc,
3aKa3, peKia-
Maluu U JApy-
rHe)

2. CTpyKTYpa M cojiep:KaHue J1c

HUIIJIMHBI

2.1 PacnipenesieHne TPYA0EMKOCTH JUCHHUILIMHBI IO BHAaM padoT

Ob6mas Tpyno€MKOCTh TUCIUIUIMHBI cocTaBiseT 2 3au.ei. (72 yaca), ux pacrupeieneHue

110 BUJaM paboOT NPEACTABIECHO B TaOIHIIE

Bun yae6HO# paboTh

Bcero
JacoB

CemecTpbl
(dacel)

KonTakTHas paGora, B TOM 4ncJje:

AyIuTOpHBIE 3aHATHS (BCEro):

3aHsaTHS JICKIIMOHHOI'O THUIIA

JlaGopaTopHblie 3aHITHS

3aHATHS CEMUHAPCKOTO TUIA (CEMHHAPHI,
CKUE 3aHSTHS)

IpaKTU4C-

HNuas koHTaKkTHas padora:

KonTpons camocrositensHoi pabotsl (KCP)

IIpomexxyrounas arrecrauus (MKP)

0,2 0,2

CamocrosiTesibHasi paboTa, B TOM YHcJIe:

CamMonoaroroBka (4TE€HHUE JUTEPATYPHI IO CIIELUATBHO-
CTH, COCTaBJICHUE KOHCIIEKTa Ha HMHOCTPAHHOM SI3bIKE U
IpEeJCTaBICHNUE €ro B BUJE JOKJIaaa Ha 3aHATHH; pede-
paT; COCTaBJIECHUE AHHOTALMN NPOUYUTAHHBIX TEKCTOB;

60

60




BBITNIOJIHEHHE TIOYPOUHBIX JIOMAIIHUX 33aJaHuil o QoHe-
THUKE, JIEKCUKE, IpaMMaTUKe, YTCHHUIO, ayJupOBaHUIO,

MACHMY).
[TonroroBKa K TEKyIeMy KOHTPOJIO 3,8 3,8 - - -
KonTpoas: 3a4 3a4
IToaroroBka Kk sK3aMeHy - -
OO0mas Tpya10eMKOCTh gac. 72 72 - - -
B TOM 4YHCJI€ KOHTAKTHAsA 8,2 8,2
padora
3a4. e 2 2

2.2 CTpyKTYypa QM CHUIIMHBI:
Pacrnipenenenne Bu10B yaeOHOM paOOThI U UX TPYJOEMKOCTH IO pa3jiesiaM AUCIUILTAHBIL.

PA3JIEJbI JUCHUIIJIMHBI, U3YYAEMBIE B 9 CEMECTPE

Ne KosmyecTBo yacoB
pasz- HaumenoBanue pazienon AyRHMTOpHAA Cp
. Bcero pabora
8 A1 | 13 | Jp
1 2 3 4 5 6 7
1 JlenoBoii 3TUKET U npodeccruoHalIbHAS 12 9 10
ITHKA
2 COCTaBH?HI/IC pe3loMe U BOIMPOCHI TPY- 12 9 10
JOyCTPONCTBA
3 JlenoBas nepenucka 11 1 10
4 O6menne ¢ padoronarenem. Cobeceno- 11 1 10
BaHUE
5 O6mienue o tenedoHy 11 1 10
6 KopriopatuBHas sTHKa 11 1 10
Hroro: 8 60
2.3 Coaepxxanue pa3aesioB AMCHUILINHBI:
2.3.1 3aHATHA JTeKIUOHHOIO THIIA
JIeKIIMOHHBIE 3aHATHUS - HE MPELyCMOTPEHBI
2.3.2 3aHATHSA CEMMHAPCKOI0 THUIIA
CeMHUHapCKUE 3aHATHUS - HE IPETYCMOTPEHBI
2.3 JIaGopaTopHble 3aHATHUS
Ne | HaumenoBaHue 1a60paToOpHBIX paboT opwma Tekyuero
KOHTPOJIS
1 2 3
1. Tect Ne 1 (;ekcHKO-rpaMMaTHUYECKHIA), THC-

kyccnus Ne 1, tect Ne 1 Ha mpeamer 3HaHUA
JlenoBoil 3TUKET M HpodeccuoHanbHas |[OU3HEC-peIMi M UCHOJIb30BAHUS COOTBET-
JTHKA CTBYIOIIE TEPMHMHOJIOTMH, IEPEBOJ TEKCTa
Ne 1 ¢ anrnmiickoro Ha pycckwii; pedepupo-
BaHue Texcra Ne 1.




2. Tect Ne 2 (JIeKCHKO-TpaMMaTHYECKHH), J1EJI0-
Cocrapnenue pe3toMe U BOIPOCHl Tpy-|Bas urpa Ne 1, mepeBoa tekcta Ne 2 ¢ aHrnui-

JOYCTPOUCTBA CKOT'0 Ha pyccKuil; pedepupoBanue Texcra No
2.
3. Ketic-3agaua Ne 1, tect Ne 2 Ha npeamer 3Ha-
HUs OW3HEC-peauii U MCIIOJIb30BAHUS COOT-
JlenoBast mepernucka BETCTBYIOIICH TEPMHUHOJIOTHH, TIEPEBOJ TEK-

cra Ne 3 ¢ aHIIIMHCKOTO Ha pycCKuid; pedepu-
poBanue Tekcta No 3.

s O6menne ¢ paboromareneMm. Cobece- HeHOBfm urpa Ne 2, mep eP .OI[ Texcra No 4 ¢
J— aHTTIMICKOTO Ha pYCCKUil; pedepupoBaHue

tekcra Ne 4.

5. HenoBas urpa Ne 3, tect Ne 3 Ha mpeamer
3HaHUS OM3HEC-pealnii U UCIOJIb30BaHUs CO-
O61enue no Tenedony OTBETCTBYIOIIEH TEPMHUHOJOTHH,  TEPEBOJ]
Tekcta Ne 5 ¢ aHIVIMIICKOro Ha PyCCKHi; pe-
(depupoBanue Tekcra Ne 5.

6. Huckyccus Ne 2, tect Ne 4 Ha npeamer 3Ha-
HUusl OW3HEc-peaquil U KUCIOJIb30BAHUS COOT-
KopnoparuBHas 3Tuka BETCTBYIOILIEH TEPMUHOJIOTUH, IE€PEBOJ TEK-
cta Ne 6 ¢ aHrMiicKOro Ha pycckuit; pedepu-
poBanue Tekcta Ne 6.

2.3.4 TlpumMepHasi TEMATHKA KYPCOBbIX padoT (IPOeKTOB)
KypcoBble paboTbl — He PeyCMOTPEHbI

2.4 IlepedyeHb y4eOHO-METOANYECKOr0 O0ecnedeHHs JJIsl CAMOCTOATEIbHOH PadoThI
00y4YaKIIUXCS M0 TUCIHILINHE

[Tepeuenb yueOHO-METOAMUYECKOTO OOECTIEYeHNS AUCLUIUINHBI TIO BBITOJIHE-
Ne HUIO CAaMOCTOSITENIbHOM paboThI
Bug CPC

1 2 3

1. MeTtoanueckue yka3aHHsI TIO OpraHHW3aIlMHd CaMOCTOSTEIBHON padOTHI 1O
TUCIUIIINHE «/]en0BOil MHOCTpaHHBIN S3BIK», YTBEp:KIEHHBbIE Kadeapoil aH-
TJIMICKOTO si3bIKa B MpodeccuoHabHol cdepe, mpoTokoda Ne 10 ot 02 urons
2017r.

2. AHTTUHCKUIA S3BIK TSI CTYJCHTOB SKOHOMHYECKUX (aKyIhbTETOB YHUBEPCH-
TETOB [DIEKTPOHHBIN pecypc]: yue6Hoe nmocodue / I'. U. KopoTkux u ap.; moj
o6mr. pen. I'.1. Kopotkux ; Hayd. pea. B.A. [llabames; MunucrepcTBo o6pa-
30BaHUs U Hayku Poccuiickonn @enepanuu, PenepanbHoOe rocyaapCTBEHHOE

[IpopaboTka
GHOO 010 KEeTHOE 00pa30BaTEIBLHOE YUPEKACHUE BBICIIETO MPOGECCHOHATHHOTO 00-
1. " pasoBanusi «KemepoBCKHii TOCyAapCTBeHHbIN yHUBepcuTeT». - Kemeposo: Ke-
MaTtepuaina . o
MEpPOBCKHM  TOCyIapCTBEHHbIM  yHuBepcurer, 2014. - 243 c¢c. -
http://biblioclub.ru/index.php?page=book&id=278896.
®opmar MARC21

Ccoutka Ha pecypc: http://biblioclub.ru/index.php?page=book&id=278896

3. CmacubyxoBa A. H., PanitanoBa U. H., Bypkeesa K. B. [lenoBoii aHTmii-
CKHU SI3BIK: JJII CAaMOCTOSITENIbHON pabOThl CTYJAEHTOB: yuyeOHOe mocobue M3-
aTelb: ory, 2013
http://biblioclub.ru/index.php?page=book_red&id=270303&Sr=12neKTpOHHBIH

peECypC



http://megapro.kubsu.ru/MegaPro/Web/SearchResult/MarcFormat/146869
http://biblioclub.ru/index.php?page=book&id=278896
http://biblioclub.ru/index.php?page=book_red&id=270303&sr=1

Y4eOHO-MeTOIMUeCKHe MaTephalibl Uil CaMOCTOSITEIbHONM pPabOThl OOYdaIOIIMXCS M3
Yrcila UHBAJIMJIOB U JIUL C OTPaHMYEHHBIMH BO3MOKHOCTAMU 310poBbs (OB3) npenocrapmstoTcs
B (hopMax, aJanTUPOBAHHBIX K OTPAHMYCHUAM UX 3[J0POBbS U BOCHPUATHS MH(DOPMAIIH:

Jlist 11 ¢ HapyIeHUSIMU 3pEHMSL:

— B [1€4aTHOW (hopMe YBEIUYECHHBIM HIPUPTOM,

— B (hopMe 3JIEKTPOHHOI'0 TIOKYMEHTA,

— B (popme ayamodaiina,

— B IIeyaTHOM opMe Ha si3bike bpaitns.

JIyist L ¢ HapyIIeHUsIMU CIIyXa:

— B IIeYaTHOM ¢opme,

— B (popMe 2IEKTPOHHOTO TOKYMEHTA.

Jlnist i1 ¢ HapyLeHUsIMUM OTIOPHO-/IBUTATENIBHOTO amapaTra:

— B mieyaTHo hopme,

— B (hopMe 3JIEKTPOHHOI 0 IOKYMEHTA,

— B (opme ayamnodaiina.

JlaHHBIN 1epeyeHb MOXKET ObITh KOHKPETHU3UPOBAaH B 3aBUCUMOCTH OT KOHTUHIEHTa 00y-
YAFOIIUXCA.

3. O0pa3oBaTe/ibHbIE TEXHOJIOTHH

Bri0op o0pazoBaTenbHBIX TEXHOJOTHM I JTOCTHXKEHUs Lieliell W pelieHus 3ajxad, mo-
CTaBJICHHBIX B paMKax Y4eOHOW IHUCHMIUIUHBI «/]eT0BO MHOCTPAaHHBIN S3BIK», OOYCIIOBIIEH I10O-
TpeOHOCTHIO COPMHUPOBATH Y CTYIEHTOB KOMIUIEKC OOLIEKYIbTYPHBIX KOMIIETEHIMHA, HE00XO0-
JUMBIX JIJIsl OCYHIECTBIICHHUS MEXINYHOCTHOTO B3aMMOJECHCTBHS U COTPYJHUYECTBA B YCIOBUSX
MEXKYJIbTYpPHOW KOMMYHHKALIMU, a TaKkKe oOecrnednBaTh TpeOyemMoe KauecTBO OOyueHHUs Ha
BCEX €ro JTanax.

@®OopMbI M TEXHOJIOTUH, UCIIOJIb3yeMble JUIsl OOYUYEeHHUsI aHTIMMCKOMY S3BIKY, PEaTu3yIOT
KOMIIETEHTHOCTHBIA U JIMYHOCTHO-JESTEIbHOCTHBIN MOJIX0/Ibl, KOTOPbIE B CBOIO OY€pelb, CIO-
COOCTBYIOT ()OPMHMPOBAHUIO U PA3BUTHUIO ) MOJUKYJIBTYPHOU S3bIKOBOW JIMYHOCTH, CIIOCOOHOM
OCYIIECTBIISATh MPOAYKTUBHOE OOILIEHNE C HOCUTENSIMU JAPYTUX KYJIbTYp; 0) criocoOHOCTEHN CTY-
JICHTOB OCYIIECTBIIATh pa3IMyHble BU/IbI JEATEIbHOCTH, UCTIONb3Ysl aHTIITMHCKUN A3bIK; B) KOTHU-
TUBHBIX CITIOCOOHOCTEHN CTYAEHTOB; I') UX TOTOBHOCTH K CAMOPa3BUTHUIO U CaMO0Opa30BaHUIO, a
TaKXe CIIOCOOCTBYIOT MOBBIIIEHUIO TBOPUYECKOTO IMOTEHLMANA JUYHOCTH K OCYIIECTBIICHHUIO
CBOMX MPO(ECCUOHATIBHBIX 00S3aHHOCTEM.

VYuebHblil mporecc 0azupyeTcs Ha MOJENN CMEUIAHHOTOo OO0y4eHMs, KOTopas MOMOTraeT
3¢ (EeKTUBHO COUYETATh TPAJAULIMOHHBIE (OPMbI 00YUEHUS U HOBBIE TEXHOJIOTHH.

Crnenuduka AucuUIInHbI «JlenoBoil HHOCTPaHHBIN SA3BIK» ONpeAesieT HEOOXOIUMOCTb
0oJjiee MHUPOKO UCIOIb30BaTh HOBbIE 00PA30BaTENIbHBIE TEXHOIOIUH, HAPSAY € TPaAULMOHHBIMU
METO/1aMH, HalpaBJIeHHBIMU Ha (JOPMHUPOBaHUE 0a30BBIX HABBIKOB MPAKTUYECKOM J€ATEIbHOCTH
C UCIOJIb30BaHUEM NPEUMYIIECTBEHHO (PPOHTATBHBIX OPM pabOTHI.

IIpu 00y4eHHMH HHOCTPAHHOMY S3BIKY HCIIOJIB3YIOTCS CleAyIole o0pa30BaTelIbHbIC
TEXHOJIOTHH:

- TexHOJIOTUS KOMMYHMKaTUBHOTO OOY4eHHUsI — HallpaBiieHa Ha (JOPMUPOBAHUE KOMMY-
HUKATUBHON KOMIIETEHTHOCTH CTYJIEHTOB, KOTOpas sBiisgeTcs 0a30BOM, HEOOX0IMMOM AJis ajiar-
TalM¥ K COBPEMEHHBIM yCIOBHUSAM MEKKYIbTYPHOH KOMMYHHUKAIIUH.

- TexHosorust pasHOypoBHEBOTO (AM(HEpeHINPOBAHHOIO) 00ydYeHUs — IpeJIoiaraet
OCYIIIECTBJIEHUE TIO3HABATENIBHOMN AESITEIBHOCTH CTYIEHTOB C YYETOM UX MHAWBUAYAJIBHBIX CIIO-
coOHOCTEH, BO3MOXHOCTEN U MHTEPECOB, MOOMIPSS UX PEaIn30BbIBATh CBOM TBOPYECKUI MOTEH-
nuan. Co3laHue U UCIONIb30BAHME JAUArHOCTUYECKUX TECTOB SIBIISETCS HEOTHEMIIEMON YacTbIO
JTAHHOM TEXHOJIOTHUHU.

- Uadopmanmonno-kommyHukauonusie texnonoruu (MKT) - pacumpsitor pamku oOpa-
30BaTEIBHOIO MPOLECCa, MOBBILIAS €r0 MPAKTUYECKYI0 HAIIPABICHHOCTb, CIIOCOOCTBYIOT MHTEH-
CHU(UKAIIMHA CAMOCTOSATEILHOW PabOThI yJallluXCsl ¥ MOBBIIICHUIO TO3HABATEIbHON aKTUBHOCTH.



- TeXHONOrusl TECTUPOBAHUS — UCIOIb3YETCS AJI1 KOHTPOJIS YPOBHSI YCBOCHHUS JIEKCUYE-
CKHX, TpPaMMaTHYECKUX 3HAHUNA B paMKax MOAYJS Ha ompenenéHHOM i3Tane odydeHus. Ocy-
IIECTBJIICHUE KOHTPOJIA C MCIIOJIb30BAHHEM TEXHOJOTMH TECTHUPOBAHUS COOTBETCTBYET TpeOOBa-
HUSIM BCEX MEXYHAPOJHBIX IK3aMEHOB 110 HHOCTPAaHHOMY s3bIKy. Kpome Toro, manHas TexHo-
JIOTHS NTO3BOJISET MPENOJABaTENIO BBISBUTh U CUCTEMAaTU3UPOBATh ACIIEKTHI, TPEOYIOLIUE A0IIO0JI-
HUTEJIBHON MPOPaOOTKH.

- TexHomorusi 00y4eHus: B COTPYIHUYECTBE — peaTM3yeT HJCI B3aUMHOIO OOYyYeHUs,
OCYIIECTBIISI KaK MHIWBHUIYaJIbHYIO, TaK U KOJUJIEKTUBHYIO OTBETCTBEHHOCTD 3a pellleHne y4eo-
HBIX 3a71ay.

Cemectp 9
No | HaumenoBanue pa3zeinosB (Tem) Ucnonb3zyemple  uHTEpakTuB- | KommuectBo
Hble 00pa3oBaTeiIbHbIE TEXHO- | YACOB
JIOTUHU
2 CocraBieHue pe3roMe U BOMPOCH Tpy- | [enoBas urpa, IucKyccus 4
JIOYCTPOWCTBA
3 [enoBas nepenucka Kelic-3anaua 4
4 O6menue c¢ pabortomarenem. Cobece- | JlemoBas urpa 6
JTIOBaHUE
S Obmenune 1o Tenegony [enoBas urpa, IMCKyccus 6
Bcero 20

KommiekcHOe MCIonb30BaHUE B YYEHOM IPOILECCE BCEX BBIIIEHA3BAHHBIX TEXHOJIOTHI
CTI/IMy.HI/IpyIOT JII/I‘IHOCTHyIO, I/IHTCJIJICKTyaJII)HYIO AKTUBHOCTbD, paSBI/IBaIOT IIO3HABATCIIBHBIC
MPOLIECCHI, CITOCOOCTBYIOT ()OPMUPOBAHUIO KOMIETEHIIUN, KOTOPBIMH JOJDKEH 00Manath Oymy-
IIIUHA CTICITHAIINCT.

4. OueHo4YHbIe CPeACTBA JJIsl TEKYLIero KOHTPOJIsl yCIeBaeMOCTH U MPOMeKYTOYHOI
aTTrecTanuu

4.1 ®oHJ OLIEHOYHBIX CPEACTB /ISl POBeIeHUs TeKYyero KOHTPOJIA
Texkymmii KOHTPOJIb OCYIIECTBIsETCS B XOA€ Y4eOHOro rmpolecca Ha J1abopaTopHO-
MpaKTHYECKUX 3aHATUAX. OH peanusyerca B (hopMe TECTUPOBAHUS, 1€JI0BOM UTPHI, AUCKYCCHUH,
KyHC-3a/1auu, ¥ MepeBoJia TEKCTa C aHTJIMICKOTO Ha PYCCKUM C TTOCJIENYIOMNUM ero pedepupoBa-
HUE.

OneHoyHbIE CpeACTBa MO3BOJISAIOT MPOBOIUTE KOHTPOJIb OT/IEIbHBIX aCIIEKTOB (POPMHUPY-
€MO MHOS3bIYHOM NMPOPEeCCUOHANBHON KOMIETEHIINN:

No KonTponupyembiit KOMIOHEHT dopMbI 1/ WK CPeSICTBA KOH-
TPOJIS

1. | KouTponas ypoBHS CGHOPMUPOBAHHOCTH SI3BIKOBBIX | TecT JIEKCHUKO-

HaBBIKOB U YMEHHH B 00JacTH (OHETHKHU, JICKCUKH, | TPAaMMaTUYECKHI (paznernbr

rpaMMaTUKH HM3y4aeMOro HWHOCTPAHHOTO si3bIKa, | 1,2)
obecreunBaroe KOMMYHHKAIIUIO OOIIET0 XapakTe-
pa 6e3 MCKaXeHHsI CMBICNIA MPU MTUCHMEHHOM U yCT-
HOM OOIIEHNHT

2. | KonTponp ypoBHsS COHOpPMHUPOBAHHOCTH SI3BIKOBBIX | JlemoBas urpa (pasuens 2, 4, 5)
HaBBIKOB U YMEHUH, HEOOXOIUMBIX JIJISI KOPPEKTHOTO
yrnoTpebaeHus AeT0BOM JEKCUKH B YCTHOM U IHCh-
MEHHOM OOIIEHUHN




3. | Kourpoas ypoBHs cGHOPMHPOBAHHOCTH SI3BIKOBBIX | Tect (pas3mensi 1, 5)
HABBIKOB U YMEHUH, HEOOXOMUMBIX JJIsi TIOHUMAaHUS
OM3HeC-pealuii W WCIOJIb30BaHUS (DMHAHCOBOH W
0aHKOBCKOM TEPMHHOJIOIHH

4. | KonTpoius ypoBHs chopMmupoBaHHOCTH 0a3bl 3HaHui | Jluckyccus (pasaeisi 2, 5)
KYJIBTYPHBIX TPQJULIUN JAETOBOTO OOIIECHUS B aHTJIO-
SI3BIYHBIX CTPaHax

5. | KonTponp ypoBHs chopMupoBaHHOCTH HaBBIKOB pa- | Keiic-3amaua (pasnen 3)
00TBI C KOMMEpYECKOW KOppecHOHAEHIHMEH (THCh-
MO, 3JIEKTPOHHAs 110YTa, 3alpoC, 3aKa3, peKIaMaluu

H Ipyrue)

6 | KonTponb ypoBHS CcHOPMUPOBAHHOCTH HaBBIKOB | [lepeBox ¢ aHrmumiickoro Ha
YTeHHs], TiepeBojia U pedepupoBaHUS AYTEHTHUHBIX | PYCCKHM C IMOCIEAYIOLUM €ro

TEKCTOB Ha TEMY JI€JI0BOI'O OOLICHUS pedepupoBanueM (pasaensl 1,
2,3,4,5,6)

1. HpHMep JICKCUKO-TPAMMAaTHUUYCCKOTO TECTA MJIA KOHTPOJISA YPOBHA C(I)OpMI/IpOBaHHOCTI/I A3BIKO-
BBIX HABBIKOB U yMeHI/Iﬁ B oOJstacTu (1)OHCTI/IKI/I, JICKCHUKH, 'PaMMAaTUKHU U3y4acMOI'0 MHOCTPAHHO-
'O sA3BbIKAa, 06GCH6‘{I/IB8.I-OH_[I/IG KOMMYHUKAIIUIO O6I.I.I€l“0 XapakTepa 0e3 HCKaXKeHHUs CMBICIIa IIpu
IMUCbMCHHOM U YCTHOM O6HIGHI/H/I.

Paszgeant 1, 2

Test Ne 1

1. Ann __ thatshe _the visitor before.

A) thought / saw B) thinks / sees C) is thinking / sees D) thought / had seen E) have thought /
had seen

2. Asit___ darkwe __ togo home.

A) gets / decided B) would get / shall decide C) had got / have decided D) was getting / decided
E) will be getting / had decided

3. He __ looking at her, wondering where he ___ her

A) keep / see B) kept / had seen C) keeps / saw D) had kept / had seen E) being kept / would see
4. They _ to get married last month although they _ each other for only six weeks.

A) decide / know B) decided / know C) decided / had known D) decided / knew E) decided / has
known

5. the weather good when you ___ tennis?

A) is / played B) was / were playing C) will be / played D) is / will be playing E) has been / will
play

6. When he ___ to the station the train already .

A) comes / left B) came / leaveC) came / had left D) had come / left E) has come / leaves

7. Last Monday when | the house it ___ heavily.

A) leave / rain B) left / was raining C) left / had rained D) was leaving / rained E) leave / rains

8. Yesterday when Tom __ the lesson___ .

A) comes / already begins B) came / had already begun C) came / already began D) will come /
already begins E) came / already begins

9.1 __ thecall because I ___ ashower.

A) didn’t answer / was taking B) don’t answer / take C) doesn’t answer / am taking D) will not
answer / take E) am answering / am taking

10. After Mary ___ the room, she ___the floor.

A) tidied up / washes B) tidies up / has washed C) has tidied up / washed D) had tidied up /
washed E) is tidying up / washes

11. Yesterday at this time when hishat _ he __ across the bridge.

A) blows off / is walking B) blew off / had walked C) has blown off / is walking D) blew off /
was walking E) had blown off / walks



12. He wanted me to go to the skating-rink together. Ashe | my skates he __ me his
brother’s.

A) knows / broke / offer B) knew / broke / offers C) knew / had broken / offered D) know / had
broken / will offer E) knew / has broken / offered

13. Tom looked at his hands. He ___that those hands ___ young and strong before.

A) knew / was B) know / are C) had known / were D) knew / be E) knew / had been

14.He ___ usthe firm ___ wool since 1935.

A) told / had been exporting B) tells / would export C) said / is exporting D) will be told / ex-
ports E) told / has been exporting

15. He didn’t _ well though he  a hard day before.

A) slept / spent B) sleep / spend C) sleeping / had spent D) sleep / had spent E) slept / had spent
16. He ___ atthe blackboard and __ that the English teacher __ the word “apple” there.

A) was looking / sees/wrote B) looks / sees / had written C) looked / saw / was writing D) is
looking / saw / writes E) has looked / has seen / is writing

17. Mr. Brown ___ to me 2 hours ago to return the book which he .

A) comes / borrows B) came / had borrowed C) will come / borrowed D) came / borrowed E)
was coming / borrowed

18. No sooner he _ thanhe __ill.

A) had arrived / falls B) had arrived / fell C) arrives / has fallen D) arrived / will fall E) is arriv-
ing / is falling

19.1  my homework by 6 o’clock yesterday and when my mother came home I supper.
A) did / have B) have done / had C) had done / was having D) was doing / had E) do / have

20. He said that he ___ school and he ___ to enter the academy.

A) finished / was going B) has finished / is going C) had finished / was going D) finishes / are
going E) finish / was going

Test Ne 2

1. We goodbye to them as the train left.

A) greeted B) saluted C) saw off D) shook E) waved

2. He will he given a pension when he at the age of 65.

A) disappears B) dismisses C) resigns D) retires E) sacks

3. He took a of cigarettes out of his pocket.

A) block B) dozen C) packet D) parcel E) piece

4. I’m sure you’ll the film. It’s very good.

A) amuse B) delight C) divert D) enjoy E) entertain

5. He fell in love with her at first .

A) scene B) sight C) spectacle D) view E) vision

6. 'm if 1 hurt your feelings. Please forgive me.

A) afraid B) pardon C) pitiful D) shameful E) sorry

7. The doctor has told him that he must not go back to work so soon after such a long

A) disease B) failing C) illness D) pain E) weakness

8. No one imagined that the apparently business man was really a criminal.

A) honor B) respectable C) respectful D) respective E) responsive

9. Where do you the writing paper? In this desk?

A) drawer B) guard C) hold D) keep E) maintain

10. Please your hand if you want to ask a question.

A) arouse B) get up C) put out D) raise E) rise

11. As you are only 16, you must have your parents’ before you can get married.

A) allowance B) consent C) let D) permit E) subscription

12. The bank are offering £500 _ to anyone who can give them useful information about the
robbery.

A) cost B) price C) prize D) reward E) salary

13. How long do you intend to in this country?



A) permanent B) remind C) rest D) stay E) vacate

14. She put a of chocolate on the cake.

A) color B) cover C) layer D) level E) plain

15. I’1l have to take the toy back to the shop to exchange it because the mechanism is
A) blame B) defect C) false D) faulty E) few

16. Dinner will be served but we have time for a drink before then.

A) actually B) currently C) lately D) presently E) suddenly

17. He at me to show he appreciated the joke.

A) glimpsed B) grinned C) sneered D) stared E) watched

18. They’re to build a new factory here.

A) planning B) pretending C) projecting D) suggesting E) thinking

19. There’s a great of pollution on the beaches this summer.

A) deal B) lot C) many D) number E) quality

20. It was not an accident. He did it on .

A) decision B) determination C) intention D) purpose E) security

21. I’ve bought some attractive and I’m going to make a dress out of it.

A) clothing B) costume C) material D) matter E) pattern

22. Don’t touch things that don’t to you!

A) belong B) involve C) own D) possess E) retain

23. There are so many in the road that you have to drive very carefully.

A) bends B) crosses C) curls D) currents E) folds

24. 1 like the hat but it doesn’t me. Have you got the same thing in a larger size?
A) dress B) fit C) go well D) match E) suit

25. ’'m very to you for all your help.

A) agreed B) graceful C) grateful D) reliable E) thanks

26. The school claim to students all the English they need in three months.
A) explain B) instruct C) learn D) teach E) understand

27. One of the water burst during the recent cold weather and the kitchen was flooded.
A) channels B) conductors C) pipes D) tubes E) ways

28. lonly __ astraw hat to protect my head when the sun is very hot.

A) bear B) carry C) dress D) put E) wear

29. I’'m afraid we haven’t got what you want in at the moment. We can order it for
you.

A) reserve B) sale C) shop D) stock E) work

30. I wasn’t able to the meeting because [ was too busy.

A) assist B) attempt C) attend D) present E) take place

2. Ilpumep J1e0OBOM MTPBI, MPOBOJIUMOM JUISI OCYIIECTBIICHUS KOHTPOJISI YPOBHS COPMHUPOBAH-
HOCTHU SI3bIKOBBIX HABBIKOB M YMEHHM, HEOOXOIUMBIX ISl KOPPEKTHOTO YIOTPeOIeHUs AeTOBOU
JIEKCUKHW B YCTHOM U MMUCbMEHHOM OOIICHUH

Henosasi urpa Ne 1 (pasaen 2) «CocraBiieHre pe3ioMe M BOIPOCH! TPYA0YCTPOHCTBA

1. Tema nenoBoii urpni: «CobdecenoBanue.

2. KoHuenuusi Urpbl: COUCKaTENb, MPETEHAYIOMINM Ha BaKaHTHYIO JTIOJDKHOCTh MEHEKepa OJI-
HOI'0O U3 OTACJIOB B KOMITAHHWHU I10 IIPOU3BOJACTBY 0€e3aIKOr0JIbHBIX HAIMMTKOB, BCTPECHACTCA C I10-
TEHIIMAIBHBIM paboToaareneM. OH TOMKEH MPE3eHTOBATh ce0s TaKUM 00pa3oM, 4TOObI, C OJHON
CTOPOHBI, MAKCUMAJILHO TTOYEPKHYTh BCE CBOM JIOCTOMHCTBA, a C IPYroil CTOPOHBI, HE TMepexBa-
JUTH ce0s1, 9TOOBI HEe BBI3BATh Y pab0OTONATENs OTPHUIIATEIHHBIX IMOIMii. Mrpa mpoBoauTCs B 1Ba
JTana: CHayajla MHTEPBBIOEP 3aJlaeT KaHAWJATy CTaHAApPTHBIE BOIPOCHI, KAcalolIUecs ero mpo-
deccroHanpHON 0a3bl, a 3aTeM aHATU3UPYET HEMOCPEACTBEHHO €ro JIMYHOCTHBIC XapaKTePUCTH-



KW, 2 IMEHHO, CKJIOHEH JIM OH OOJIbIIIEe K ONTUMUCTHYECKOMY HII MECCUMUCTUYECKOMY BOCIIPH-
ATHIO MUPA.
3. Poan:
- COMCKATellb;
- UHTEPBBIOEP.
4. Oxugaemblii (e) pe3yabTar (bl):
1. JocTuxeHne COMCKaTeJIeM TOCTaBICHHOW Mepea coOOo e, a UMEHHO — IMOIyde-
HHE paboTHI.
2. CnocobHOCTh paboTomarenss IPUHSTH MPABUIBHOE PEIICHUE B OTHOIICHUU JAHHOTO
coHCKaTelsl.

HNHcTpyKIIUU 1JI IPOBEIeHUsl POJIeBOM UTPbI HA AHTJIMIICKOM fI3bIKE
The first stage of an interview

Interviewee:
You are going to be interviewed for the position you would like to get in one of the established
companies. Be ready to answer the questions about:

— your family background,

— personal qualities;

— qualifications;

— experience;

— achievements;

— current salary;

— your strengths and weaknesses;

— the reasons for leaving your last job;

Interviewer(s):

Interviewing can be carried out by individuals (e.g. supervisor or departmental manager),
by panels of interviewers or in the form of sequential interviews by different experts.
Here are some of the key questions an interviewer can ask:

1. Can you tell me about your experience as a manager?

2. What sorts of projects did you participate in when working for your previous em-
ployers?

3. What do you like most and what do you like least about your present job?

4. Could you tell me how much you currently earn?

5. What do you know about the company you are going to work for?

6. What are your strengths and weaknesses?

7. How ambitious are you?

The second stage of an interview
The second stage of an interview involves personal qualities of a candidate.

Ideal staff wanted.

As a rule, employers prefer dealing with people, who possess such a very important quality
as optimism. The questionnaire that follows presents twenty-four apparently contradictory prov-
erbs and asks you to indicate the one in each pair which most closely reflects your beliefs.

Instructions: Read each pair of proverbs and, at the side of the pair, write the number of
the one you believe in the most. Do this quickly and as honestly as you can.

Of these two proverbs... | prefer

Absence makes the heart grow fonder.
Out of sight, out of mind.

If something can go wrong, it will.
It’11 be alright on the night.

Every cloud has a silver lining.
It never rains but it pours.
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7. Too many cooks spoil the broth.
8. Two heads are better than one.

9. Leave well alone.
10. A stitch in time saves nine.

11. Never trust a stranger.
12. Hail fellow, well met.

13. No news is good news.
14. There’s no smoke without fire.

15. Might as well be hanged for a sheep as a lamb.
16. Once bitten twice shy.

17. Better safe than sorry.
18. Nothing ventured, nothing gained.

19. Don’t count your chickens before they are hatched.
20. Half a loaf is better than none.

21. All’s well that ends well.
22. Look before you leap.

23. You learn something new every day.
24. You can’t teach an old dog new tricks.

Scoring the questionnaire

Put a circle round the numbers you chose as most reflecting your beliefs, and then add up
the number of circles. Be sure to add up the frequency of the circles and not the value of the
numbers within them.

1 2
4 3
5 6
8 7
9 10
12 11
13 14
15 16
18 17
20 19
21 22
23 24
TOTAL
Optimist Score Pessimist Score

Interpretation

The maximum score is 12. Here are some interpretations depending on your mix of
Scores.

Optimist 12 — Pessimist 0

Amazing! You see the world through rose-coloured spectacles. The real test is whether
you can continue to do so after a set back, or whether you are vulnerable because your expecta-
tions are so high.

Optimist 9 — Pessimist 3

A ratio of 3 to 1 is very optimistic. You are definitely a ‘half-full” rather than a ‘half emp-
ty’ person.

Optimist 6 — Pessimist 6

You clearly fluctuate more or less equally between optimism and pessimism. You need to
work out the circumstances of when you tend to be one and when the other.




Optimist 3 — Pessimist 9

You are clearly far more often pessimistic than optimistic. There are two consolations.
First, you can describe yourself as a realist; second, you are less prone to feelings of disappoint-
ment since your expectations are already somewhat low.

Optimist 0 — Pessimist 12

So what?

So now you know whether you are basically an optimist or a pessimist — so what? Well,
the advantages of being an optimist and having a positive attitude are;

- You feel happier than you otherwise would

- You are more cheerful and outgoing

- You are prepared to take risks and have a go at things

- The people you deal with respond more positively to you

- You achieve more

- You influence other people to achieve more

- You look for the best in people

- You don’t waste time being paranoid and suspicious

- You are better at bouncing back after a failure or set-back

- You are more likely to embrace change positively.

However, it is vital to be realistic. There is no point in wearing rose-coloured spectacles
and living in a fool’s paradise. This leaves you vulnerable to major disappointments and upsets.
Even optimists feel pain and discomfort when they are moved on from the status quo. The point
is they are more likely to respond positively in a shorter time than a pessimist.

3. [Ipumep TecTa At KOHTPOIS YPOBHS C(HOPMHPOBAHHOCTH S3BIKOBBIX HABBIKOB M YMEHUH, HE-
00XOAMMBIX Ul TOHUMaHUs OM3HeC-peannuii U UCIOJIb30BaHUs (PUHAHCOBOM M OAaHKOBCKOM Tep-
MHUHOJIOTHH.

Tecr Ne 2 Business across cultures 2
7A
Choose the best word.

I usually go shopping during my lunch break/stop.

Tomorrow is business/bank holiday in England so our London HQ is closed.

Let’s discuss this over a working breakfast/dinner tomorrow morning at eight o’clock.
Make face/eye contact with your customer so they know you are listening.

| take care to keep my work and private/public life apart.

In collective/individualist societies the extended family is very important.

I like to use some gestures/humors in my presentations, but jokes can go horribly wrong.

NNoas~wWNE

B
Match the words and phrases with the sentences. (There is one extra word or phrase.)

Physical contact, greetings, loyalty, boundaries, gestures, individualism, presenteeism,
collectivism.

1. A firm handshake says ‘HI, I'm strong, dependable character’.

2. Many of our workers have been with us for years, so we try look after them when times
are difficult.

3. My boss expects me to be in the office even when there isn’t anything to do!

4. | keep weekends free for my family and I never look at work e-mails when I’m at home.




5. 1think our culture encourages people to look after themselves and no one else.

6. In meetings I like to watch the way people move their hands and what they do with their
eyes.
7. My boss often puts his arm around my shoulder when he talks to me. He thinks it makes
for a friendly work environment.

4. Tlpumep TeM uIsi TIPOBENCHUsI AUCKYCCHH, IEIbI0 KOTOPBIX SIBISETCS KOHTPOJIb YPOBHS
c(hOpMUPOBAHHOCTH 0a3bl 3HAHUH KyJIbTYPHBIX TPAIHIIMIA JEIOBOTO OOIICHUS B aHTJIOSN3bIU-
HBIX CTpaHax.

Tema Ne 2 (pa3znes 5) «O0menue no renedoHy»

Tema aucKyccHMu: 0OCYIUTh B TPYINE OCHOBHBIC MpaBUJIa JIEJIOBOTO OOIIEHUS MO TeledoHy.

HpeI[JIOX(eHHOG HMXKC 3aIaHUC ITIOMOXKET BBICTPOUTH X0 JUCKYCCHU.

Below there are some statements about telephoning in English. Study them and, on
the basis of your knowledge and experience, decide if you agree with them.

1. The first impression given on the phone is very important.

2. 'You should know how to say the English alphabet.

3. You can keep waiting the person you are talking to as long as it is necessary while you
are finding out about what he / she needs.

4. If the number is constantly engaged, you should stop trying to get through, at least for
some time.

5. If you are very busy at the moment and cannot answer any calls, you may turn on the
answerphone.

6. You should be the first to start and finish the telephone conversation, not the person
that called you.

7. While speaking on the telephone you should not use any contractions (like ’l/, you ve,
can’t etc.).

8. If the person you need is not available at present, you should insist on leaving a mes-
sage for him / her.

9. Itis more polite to ask questions indirectly (e.g. Could you tell me how far it is? Instead
of How far is it?).

10. If your voice is flat and has little expression in it, you may sound uninterested and

bored.

11. You should hang up at once when you have dialed the wrong number.

5. Keiic-3a1aya 17151 KOHTPOJIS YpOBHS c(hOPMUPOBAHHOCTH HABBIKOB PabOThI C KOMMEPUYECKOM
KOppEeCHOHIeHIIMe (MUChbMO, 3JIEKTPOHHAs MOUTa, 3alpoC, 3aKa3, peKJIaMallui U Ipyrue)

Keiic-3agaua Ne 1 (pa3nen 3) «/lenoBas nepenucka

Ketic na memy: «Ilocredcmesus Hapyuienusi npasun 6e0eHus 0e1080L NePenuckuy.

IIpoueaypa peleHus: Keucos

ITepBblii 3Tan — 3HAKOMCTBO C CUTYallHE.
Bropoii sTan — BelieNIeHHE OCHOBHOM MPOo0IeMbl, (haKTOPOB M NIEPCOHAINN, KOTOPBIE MOTYT pe-
aJbHO BO3JEHCTBOBATh HA CUTYAIIMIO.
Tpertuii 3Tan — npeanoxKeHne KOHIENIUN WIK TeM ISl «MO3TOBOTO IITypMa.
UeTBepThIi ATall — aHAIN3 OCJIEACTBUN MPUHATHSA TOTO WJIM HHOTO PEIICHUS.
[TaThIif 5TAn — penieHne Kelca — MPeaioKeHNne OJTHOTO WIIM HECKOJIBKUX BapUaHTOB (MTOCIIEI0Ba-
TETLHOCTH JIEUCTBHI), yKa3aHWE Ha BO3MOXXHOE BO3HHKHOBEHHE MPOOJIEM, MEXaHU3Mbl HX
MPEAOTBPALIEHUS U PEIICHMUS.

[Ipexne yeM IpUCTYNUTH K pa30opy mpeangaraeMoi Ui aHajdu3a CUTYallMH, BBHIIOJIHUTE CIETy-
IOLLEE 3a1aHHE.



Decide, if the following statements about business letters in English are true or false? What
other advice can you give about writing letters?

1. When you write a letter you put your name above your address.

2. Itis correct to write Dear Mister when beginning a letter.

3. Inthe United States 1% April can be abbreviated to 04.01.11.

4. When writing a letter to the USA you can begin it with Gentlemen...

5. The abbreviation Ms is used to write to women when you do not know or do not want
to refer to their marital status.

6. Itis not good to use contractions (1’/l, dont, isn’t) when writing letters.

7. If you begin a letter with Dear Mr Jones you should end it with Yours faithfully.

8. Memo is a short word for memorandum and it means ‘a brief note to help the memory’.

9. The phrase ‘Trusting this matter will have the attention of your good selves’ sounds all
right in a business letter.

10. Sentences in a letter should be as simple and short as possible.

11. You should place the name and address of the addressee at the right top.

12. The paragraphs start right at the margin and there should be line spaces between them.

13. A comma is needed after Dear Sir or Yours sincerely.
Cumyayusa: B npeacTaBIeHHOM MHUCbME COAEPKUTCS psal omuOok. COTpyIHUK KOMIIAHUU, KO-
TOPOMY OHO OBLIO aapPECcOBaHO, CuUel MPAaBUIBHBIM HE OTBEYATh HAa HErO, T.K. 10 €r0 MHEHHUIO,
TaKkoH IoaxoJ K BEACHUIO ,Z[eJIOBOfI MEPpCHUCKNU JEMOHCTPUPYET HCYBA)KCHNUEC K KOMIIAHUU, KOTO-
pas UMeeT KOHTAaKT C ajgpecaHToM. lIpoaHamm3upyiTe 3TO MUCbMO C Y4ETOM BCEX YKAa3aHHBIX
BbIIIC 3TAIIOB U IIPCAJIOKUTEC CBOU BAPUAHTBI PCIHICHHA ,HaHHOﬁ HpO6JICMBI.

Island World Holidays 181 North Street
London W1M 2FW
Tel. 01-676 9096
Miss Margareta Lin-
del,
Slottsberget 26,
Géteborg 41803,
Sweden.

Your ref
Our ref FH/ts

Dear Sir

Thank you for your letter of the nineteenth of May two thousand and twelve
I have pleasure in sending you our brochure with details of all our holidays.
I look forward to hearing from you.

2012, may 22" Best wishes

Sales Menege
Fred Henderson

6. HpI/IMCp TEKCTa OJIA KOHTpOJ'ISI ypOBH}I C(I)OpMI/IpOBaHHOCTI/I HABBIKOB YTCHUA, nepeBo;[a n pe-
dbepupoBaHus ayTEHTUYHBIX TEKCTOB HAa TEMY JEJIOBOTO OOIICHHS.
Ne 1. Read, translate and summarize the text.

DRESSING FOR BUSINESS | JIEJIOBASI OTEKIA




Simon Harris, a senior executive in the
London branch of the computer firm Samex
Systems, regularly arrives at work wearing
jeans, trainers and a colorful pullover. His sec-
retary, Martine, is often dressed in a bright yel-
low T-shirt and designer jeans. Samex System
recently decided to allow its 1,500 employees
to leave their pin-stripe suits and smart frocks
in the wardrobe and to wear casual clothes at
work.

CaiiMoH Xappuc, CTaplIMil HCIOJIHH-
TEJbHBIM JUPEKTOP JIOHIOHCKOTO OTJIEJICHUS
KOMITbIOTEpHOM (pupmbl Samex Systems, to-
CTOSIHHO XOAMUT Ha paboTy B JUKMHCAX, Kpoc-
COBKax M sipkoM Imynosepe. Ero cekperaps,
MapTuH, 4aCTO HaJECBaAET SIPKO-KEITYIO MaKy
U Ju3aiiHepcKue JKUHCBI. PykoBonacTBO (up-
Mbl HeJaBHO paspemmiio cBouM 1500 corpya-
HUKaM OCTaBJISTb CBOM KOCTIOMBI M3 TKAaHU B
TOHKYIO TOJIOCKY M IIMKapHbIE TUIAThs JOMa, a
Ha paboTy XOJIUTh B IOBCEIHEBHON OJICXKIE.

Samex’s Human Resources Director,
Norma Leaman is responsible for introducing
the new policy. “I travel quite a lot to the USA.
Many of the companies | visit there no longer
have strict dress codes. In fact, many employ-
ees wear practically what they like.”

3a BBE/IEHUE HOBOW MOJIMTUKH OTBEYAET
Hopma Jluman, aupexkTop 1o nepcoHaiy ¢up-
MBI Samex. «5 mHoro myremectByio B CIIIA.
B psne xommanuii, B KOTOpbIX s ObIBalo,
0oJbllie HE MPUAEPKUBAKOTCS CTPOTUX MPaBUII
npecc-koaa. PakTUUECKH, MHOTHE COTPYIHUKU
HOCSIT TO, YTO UM HPABUTCS ».

Norma decided to introduce casual
dress as an experiment in the company. “We
started off by allowing people to dress in a
more relaxed way once a week. Then we ex-
tended it to two days a week. Now most em-
ployees can wear more relaxed dress when
they like.”

[IpeioxuTh HOCUTH Ha paboTy IMOBCe-
JIHEeBHYI0 onexay Hopma pemmnna B kauecTBe
JKCIEpUMEHTa. «MBbl Hayajlu ¢ TOro, 4To Mo3-
BOJIMJIM pa0OTHUKAM MPUXOAUTH Ha padoOTy B
HECTPOroi OJIeKIE pa3 B HEAENI0. 3aTeM MbI
paspeLIniIy 3TO AeiaTh JBa JHA B Henemo. Te-
nepb OOJNBIIMHCTBO COTPYIHUKOB MOI'YT HO-
CUTb 00JIee IPOCTYIO OJEKIY, KOT/Ia 3aX0TATY.

There are, of course, still some rules.
Dirty or untidy clothes are not allowed. Male
employees are told not to wear earrings at
work. And for some people there is still a dress
code. Sales staff do not go out on visit wearing
jeans. Overseas visitors — especially if they
come from the Far East — are not welcomed by
executives in Bermuda shorts and beach shirts.

Koneuno, ecte HekoTOpsle mpaBuina. He
MO3BOJIUTENBHO MPUXOJAUTH B TPA3HON WM He-
ONPATHOU ofexae. MyXKCKOH IepcoHall Ipo-
CAT HE HaJieBaTh Ha paboTy cephr'u. A HEKOTO-
pBIE€ CIIy)XKalllue BCE K€ NOJDKHBI IPHUIEPKHU-
BaThCsl Jpecc-konaa. Tak, COTpyIHUKH OTnena
IIPOJak HE BBIE3KAIOT HA BCTPEUU B JUKMHCAX.
A pyKOBOIUTENHN HUKOTAA HE OYIyT BCTpEYaTh
3apyOeKHBIX TOCTE€H, OCOOEHHO €CIIM OHM C
HanbHero Boctoka, B 6epMynax U IUISKHBIX
pyOankax.

The fashion for casual dress at work
started on the west coast of the United States.
American hi-tech companies found that young-
er employees were happier with a less formal
style. “In the information technology industry
the division between office and home is not
very important,” says consultant Luis Rodri-
guez. “Many people work at home wearing the
clothes they feel most relaxed in. When they
are in the office, they just don’t see the need to
dress very formally.” Rodriguez has carried out
a survey on dress among 700 US companies.
“We found that about 70% of companies al-
lowed employees to wear casual clothes on
some occasions.” There are a number of expla-

Mopa Ha HOIIIEHHE TOBCETHEBHOU OJIEK-
IbI Ha paboTy MOsSBUJIACh Ha 3amaJHoOM Mobe-
pexbe Coenqunennbix [1ITaToB. AMepukaHckue
BBICOKOTEXHOJIOTHYHBIE KOMITAHUU OOHAPYKH-
7Y, 9YTO MOJIOJIbIE COTPYIHUKH YYBCTBYIOT Ce-
0st cyacTiuBee, €Clii HOCAT He OJISK1y B MEHEe
dbopmanbHOM ctuie. «B unayctpun uadopma-
LIMOHHBIX TEXHOJIOTMM pa3rpaHUYEHUE MEXIY
TaKUMU TIOHSATUSAMH, KaK OPHUC U TOM HE OYCHB
Ba)KHO, - TOBOPUT KOHCynbTaHT Jlync Pompu-
rec. «MHorue moad padoTalOT JoMa, HOCA
OJIeXIYy, B KOTOPOW OHHU 4YYBCTBYIOT ceO0s
Hanbosiee komdoptHo. M Haxomsce B oduce,
OHH TIPOCTO HE BHJIAT HEOOXOIUMOCTH O]ie-
BaThCsl cIUIIKOM (hopmanbHO». Poapurec npo-




nations for the more relaxed modern style, ac-
cording to Rodriguez. “Companies with a
higher proportion of women employees tend to
be more relaxed about dress codes.”

Besl ucciegoBanre B 700 aMepUKaHCKUX KOM-
MIAHUM OTHOCHUTEIBHO TOrO, KAKYK0 OHEKIY
MPEANOYUTAIOT HOCUTh UX COTPYIHUKHU. «MBI
BBISICHWIIH, 4TO OKOJI0O 70% KOMITaHUH IT03BO-
JSIOT CBOMM CIIY)KAalllUM HMHOTJA HOCHTH I10-
BCEHEBHYIO onexay». [Io cimoBam Ponpureca,
€CTh Psi1 OOBSICHEHUH TOMY, YTO COBPEMEHHBIN
CTUJIb OACXKAbBI CTAaJI MCHEC CTpOI‘I/IM. ((KOMHa-
HUH, B KOTOPBHIX OOJIBIIYIO YacTh IEpCOHAIA
COCTABJISIIOT JKCHIIMHBI, KaK IMPaBUJIO, MpPH-
JeP)KUBAIOTCS OoJiee TMOEpaNbHOM TOJIMTUKHU
B OTHOIIICHHUH JIPECC-KOAa.

It is also significant that there are many
more younger people in position of power.
“You now find senior managers in their early
thirties or even younger. They just don’t want
to dress like their grandfather did.”

Taxke BaKHO, PYKOBOJSIIUE JODKHOCTH
ceiiyac 3aHMMAIOT ropas3io OOJbIIE MOJOIBIX
moner. «Termepb MOXHO BCTPETHTh CTapIIUX
MEHE/KEPOB B BO3pacTe OT TPHUALATH JIET MU
naxxe MoJioxke. OHM TIPOCTO HE XOTAT OJCBATh-
Cs1, KaK KOTJIa-TO OJICBAIUCH MX JICIBD».

Even the most traditional companies
have been caught up the new fashion. Take
MFD Securities, a City of London investment
firm. For many years executives had to wear
white shirts, dark suits and ties. Now they are
allowed to wear more casual jackets and trou-
sers. Jeans, however, are not allowed. “Our
customers are getting younger and younger,”
says MFD spokesperson Jan Martin. “Often
they are happier dealing with someone of their
own age and background. And that means
dressing in a more informal way.”

Jlaxxe cample TpaJWLMOHHBIE KOMIIAHUH
CTaJli PUJICPKUBATHCS HOBOM MOAbI. Bo3bmu-
T€ K INPUMEPY HHBECTULHOHHYIO KOMIIAHHIO
MFD Securities, pacmonoxxeHuyio B JIOHI0H-
ckoM Curu. Ha mpoTskeHMM MHOTHX JIET €€
PYKOBOJUTENN JOJKHBI OBLIM HOCUTH Oelble
pyOalky, TEeMHbIE KOCTIOMBbI M TajcTyku. Te-
IIEpp UM pa3pelICEHO HOCUTb MEHEE CTPOrue
KypTKH U Oproku. OJHAKO, JKUHCBI HOCUTh
Henb3sl. «Hamm KIIMEeHTHI CTaHOBATCS MOJIOKE
U MOJIOXKE», - TOBOPUT Ipecc-cexkperapp MFD
A1 Maprtun. «Yacto oHM ObICTpee HaXOIAT
o0mMi A3bIK ¢ pa0OTHUKAMU, KOTOpPbIE OJIM3KU
UM [0 BO3pacTy W MPOUCXOXKJIEHUIO. A 3TO
3HAYUT, 4YTO WM JIy4ll€ OJEBAaTbCSl B MEHEE
(hOpMaAIbHOM CTHUJIEY.

However, not all companies are follow-
ing the trend. A junior executive in a Paris
bank recently arrived at work to find four
brand new white shirts on his desk. This was
his company’s way of saying that blue and yel-
low striped shirts were not acceptable.

OpnHako He BCE KOMIIAHUM CIIELYIOT 3TOH
TeHAeHIMU. [IoOMOUTHUK ynpaBisIOLIero B ma-
PIDKCKOM OaHKe HEeJJaBHO Ipuexai Ha paboTy u
HaIlleJl Ha CBOEM CTOJIE YEThIpe COBEPILEHHO
HOBBIX OenbIXx pyOamku. VIMEHHO TakuMm cro-
co0OM ero KOMITaHus pelnia JOHECTH 10 He-
ro uH(pOpPMAIHMIO O TOM, YTO TOJyOBIe U XKell-
ThI€ M10JIOCAThIE PyOAIIKH TaM HENPUEMJIIEMBI.

IIpumep pedepupoBanust Tekcra.

The article | have read and translated is entitled Dressing for Business.

It is devoted to the tendency of wearing casual clothes at work.

The author starts by giving the example of Simon Harris, the firm which no longer has strict
dress codes. In fact, many employees there wear practically what they like. Its Human Resources
Director says that they decided to introduce casual dress as an experiment in the company and
now most employees can wear more relaxed dress when they like.

But nevertheless, there are still some rules, such as: dirty or untidy clothes are not allowed;
male employees are told not to wear earrings at work. At the same time, some workers have to




comply with the dress code. For example, sales staff do not go out on visit wearing jeans, and
foreign visitors are not welcomed by executives in too informal clothes.

In fact, the fashion for casual dress at work started on the west coast of the United States.
The thing is the majority of hi-tech companies located there found that younger employees were
happier with a less formal style.

According to the article there are a number of explanations for the more relaxed modern
style. On the one hand, companies with a higher proportion of women employees tend to be
more relaxed about dress codes. One the other hand, nowadays there are a lot of younger people
in position of power who prefer wearing casual clothes so even the most traditional companies
have been caught up the new fashion. But despite this fact, not all companies are following this
trend.

To sum up, | would like to say that dressing for business is a burning issue and it depends on
the company management whether to make it part of the company’s corporate culture or not.

4.2 ®oH/ OLIEHOYHBIX CPEACTB /ISl MPOBeeHNs UTOTOBOI aTTeCTAlMH

IIpomexyTouHas aTTecTanus NPOBOAUTCH B popMe 3auera

3ader nmpexycMaTpuBaeT NPOBEPKY KayecTBa 3HAHUI M CPOPMUPOBAHHOCTH YMEHMI
B 00J1aCTH:

1) IMOHHUMAaHUsA U I'PpaMOTHOI'O HUCIIOJIb30BAHUA HGHOBOﬁ JICKCUKHU B YCTHOM U MMCbMCHHOM

00ILIEHNH;

2) 3HaHUA OM3HEC-pealnii U KYJIbTYPHBIX TPAJUIHHA I€0BOTO OOIIECHHS B aHTIOA3bIYHBIX

CTpaHax;
3) urenwus, nepeBoaa U pehepupoOBaHUs ayTEHTUYHBIX TEKCTOB HA TEMY JEJIO0BOTO 00IIIe-
HUAA.
3adeT BKJIKOYAET caeaymmue 3alaHuA.
1) uTeHue u nepeBos TEKCTa;
2) TECT C 3aJlaHUAMU I10 TCKCTY.
I. Read and translate the text.
Business Communication Etiquette
http://www.nataliemanor.com/articles/businessetiquette.htmi
By: Natalie R. Manor & Natalie E. Hoffmann

The idea that people need to have feedback, appreciation and information is a good basis
for understanding how and why excellent business communication is important and compelling
for success. In fact, not only do they need it for appreciation, they need it to continue to be effec-
tive and be successful. If we do not give feedback and communicate we will lose our influence
and cut into creating successful results.

Being busy is never an excuse for not communicating in a timely way. What does “timely”
mean anyway? In the old days, “timely” meant the same day. In the new days — and | have expe-
rienced this hundreds of times — timely means: “Whenever I get a chance to get back to you as-
suming | remember what you wanted and can find the email or the correspondence on my desk
because it is covered with tiny notes and phone numbers because | have not taken the time to
clean up my work area because | am too busy."

You get the picture.

Let me be very clear. It is NEVER ok to not respond to those you are doing business with;
those you want to do business with; those that can refer you to business; those who were referred
by someone; anyone writing to you (except spam and porno) needs a response. If you are getting
500 emails a day that is now a systems issue and you need to find a way to receive what is most
important to you.

« Tell your colleagues that you do not need to be on every email "reply"
* Find a spam filter system that serves you



* Go through a week and track who is sending you email and find out if they are important or not
and inform them if you do not need to hear from them

« Find someone to screen your emails for applicability to you

« Separate business from personal by having two different email addresses so you don't have to
worry that you miss either

« Stop signing up for newsletters and information that you don't need go back to the ones you did
sign up and unsubscribe from those you never read and delete anyway

Don’t let email steal your efficiency. Take the time to manage what it is that is most im-
portant to you so you can get on to communicating with those relationships that offer you the
best shot at successful results. In your very best relationship - whether your spouse, best friend,
sister, co-worker - you can easily communicate with them in a high value way. You telephone,
email, write notes, make plans and generally stay in contact with them because you want the
connection and the relationship.

In building very good relationships in business, it is absolutely the same. What is different
in a business relationship is that you communicate with them and you don't always know them as
well as a dear friend. However, they need the same attention that a good relationship needs.
These needs are:

* Returning a phone call

* Following up on a request

« Listening intently

* Appreciative communication

+ Clear communications with details and directions
+ Doing what you say you will do

* Remembering what is important to them

* Valuing what is most important to them

Our communication styles and methods are being stretched to the limit by email, technolo-
gy, lack of time and demands on our ability to do so much in our days.

But there are rules of common courtesy that have NOT changed since the inception of humans
dealing with each other in a high value way. If you want to be a remembered, trusted and re-
spected leader, you will practice these courtesies with every business contact.

If you take the time to examine what is important to you, we think you will find that they are also
the courtesies that you expect in all business communication — actually how you would like to be
treated and communicated with.

Email - not only should you be returning emails in a timely way, but you need to set the
context each and every time of why the email is important and what information it is that you
want to deliver. Spam filters help, but in order to more easily control your email load, you need
to be in more control of what you generate yourself. In business, be brief, be informational and
be gone.

Cell phones - the ring tones that are available now are fun outside of the office, networking
situations, client lunches, etc. Put them on vibrate or shut them off.

Take and make calls when you are with people sparingly. Most people are not interested in lis-
tening to your conversations no matter how stimulating you think they might be. If you need to
take or make a call, excuse yourself and then make it brief.

Returning phone calls - We are not sure when it became ok to not return phone calls, but it
is not ok. Whether you think you have time to return the call or not, find out what people need,
make sure you are clear on whether you can help them or not and then get back to your own
work. People who return phone calls are trusted and respected. You do not need to make the calls
long. In fact, returning all calls twice a day instead of doing it piece meal all day long is a good
way to manage your time more appropriately.

Here are some additional basics that will help you grow your own identity and brand which
will identify you as a trusted and respected "up and coming leader:



Practice your handshake - ask a friend to shake hands with you and then ask them to give you
feedback. Firm is good.

Eye contact - learn to look at a person when they are speaking.

Body language - 55% of our non verbal communication is our body - watch what your
body is saying about you.

Business card - get one and have them with you at ALL times. Do include an address,
email and phone number. Name and what you do - a title is very good. If your company does not
provide a business card, get one for yourself anyway. The fast print companies all have programs
you can use to easily and quickly make one for yourself

Holding doors - opening a door for someone is not just a guy thing anymore.

Ladies, if you get to the door first - open it!

Standing and greeting - if you are being introduced, stand, reach out with your hand and
shake their hand. This is not a gender issue. Women in the workforce can show respect by stand-
ing and shaking hands.

We are delighted to contribute to your business and communication etiquette successes.

Il. Test based on the text.
1. Based on the article above write down five tips for a successful business communication:

(5 points)

2. Why does the author draw our attention to the word “timely”? Find it in the text, answer the
question based on the context.

(5 points)

3. Multiple choice. Choose the correct answer:

a. You should treat you business partners as your relatives:

- True

- False

— Not stated

b. People who return phones calls are:

- Ignorant and irresponsible

- Respected and responsible

- Trusted and responsible

- Trusted and respected

c. Non - verbal communication is:

- Extremely important

- It is more important than verbal communication

- Verbal communication is more important than non - verbal

- Not stated

d. When you send an email, you should:

- set the context

- ask a personal question

- you should always remind who you are

- all the above

e. You should have:

- One email address; otherwise, you might miss something important
- Two email addresses, because your private letters might

Distract you from your work - You must have only one email address for your work and com-
municate with your friends using other devices



You may have as many email addresses as you want
(5 points)
4. Summarize the text in 10 sentences:

CoNoA~WNE

10.
(5 points)

KpuTepun onieHKH 1o npoMekKyTOYHOM aTTecTanuu (3a4er, IK3aMeH)

Ouenka «3aumeno) CTABUTCS, €CIIH TI0 pPe3y/IbTaTaM BBIMOJHEHHBIX 3aJaHUH (YTCHUS U
IepeBOJ TEKCTa, a TAKXKe TecTa C 3aJaHUsIMU IO TEKCTY) CTyJIeHT HaOpan He MeHee 50 % mpa-
BUJIBHBIX OTBETOB.

Ouenka «ne 3aumeHno» CTABUTCS, €CIM 110 pe3yjlbTaTaM yKa3aHHOM pabOThl CTYJEHT
HaOpan He MeHee 50 % npaBUIIbHBIX OTBETOB.

OneHouHble cpeACTBa AJIsl UHBAJIUIOB U JIUIl C OTPAHUYEHHBIMU BO3MOYKHOCTSIMHU 370PO-
Bbsl BBIOMPAIOTCS C yYETOM MX MHIUBUAYAIBHBIX ICUXO(PU3NIECKUX OCOOCHHOCTEH.

— MIpH HEOOXOIUMOCTH WHBAIMAAM M JIMIIaM C OTPaHUYEHHBIMU BO3MOKHOCTSIMU 3/10pPO-
Bbsl IPEAOCTABIISAETCS JOMOJHUTEIBHOE BpeMs JUIsl TOATOTOBKU OTBETA Ha SK3aMEHE;

— TIpH TPOBEJICHUH TPOLIEAYPHI OIICHUBAHUS PE3yIbTaTOB O0yUSHHS MHBAIUIOB U JIUI] C
OTPaHUYEHHBIMU BO3MOXHOCTSIMU 3/10pOBbsI MPETyCMaTPUBAETCS MCIIOJIb30BaHNE TEXHUYECKUX
CpeACTB, HEOOXOIMMBIX UM B CBSI3U C X WHAWBUIYAITbHBIMUA 0COOCHHOCTSIMH;

— IpU HEOOXOAUMOCTH AJIs1 00yHaroIUXCs ¢ OTPAaHUYEHHBIMU BO3MOKHOCTSIMH 3/I0POBbS
U MHBAJIUJOB MpOoLEAypa OLEHUBAHUS PEe3yJbTaTOB OOY4YEHMs MO JUCIUIUIMHE MOXET IMPOBO-
JUTHCS B HECKOJIBKO ATAIIOB.

[Iporienypa orneHMBaHUsI PE3yNIbTATOB OOYYEHHS WHBAIWIOB U JIUI C OTPaHUYCHHBIMHU
BO3MOXHOCTSIMM 3/J0POBbSl 10 TUCHMIUIMHE (MOJYJII0) IpeaycMaTpUBaeT MpPeAOCTaBICHUE HH-
dopmanuu B hopmax, aIanTHPOBAHHBIX K OTPAHWYCHUSM UX 3JI0POBBS 1 BOCTIpUATHS HH(OpMa-
IUH:

Jist a1 ¢ HapyIIEHUSIMH 3pEHHUSL:

— B MieyaTHOM popme yBeTMUEeHHBIM HIpUPTOM,

— B (hopMe 2IIEKTPOHHOTO TOKYMEHTA.

JInst AL ¢ HapyIEeHNs MM CITyXa:

— B I1e4aTHoM (opme,

— B (popMe JIEKTPOHHOTO IOKYMEHTA.

JUnist a1 ¢ HapyIIEHUsIMHM OTIOPHO-/IBUTATEIBHOTO amnmapaTta:

— B TIe4aTHOU opme,

— B (popMe 2IIEKTPOHHOT'O TOKYMEHTA.

JlaHHBII TTIEpeYeHbh MOXKET OBITh KOHKPETH3UPOBAH B 3aBUCUMOCTH OT KOHTHHIEHTa 00Yy-
YAFOLINXCS.

5. IlepeyeHb OCHOBHOM M /1I0NIOJHUTEJIbHOH y4eOHOH JTUTEpPaTyphl, HE00XOAUMOI A1l 0CBO-
€HHA JHCIUILTHHBI

5.1. OcHoBHas TUTEpaTypa.



1. MexoBa M.B. JlenoBoii HHOCTpaHHBIN SA3bIK: aHTTIMUCKUN A3BIK: Y4eOHO-METOANYECKHI KOM-

miekc Mznmarens: KeMepoBCKUI TOCYIapCTBEHHBIM YHUBEPCUTET KYJIbTYpPhl U UCKyccTB, 2014

http://biblioclub.ru/index.php?page=book red&id=273811&sr=1 DneKkTpOHHbI! pecypc

5.2. JlononHuTENRHAS TUTEPATYPA.

1. Cotton, D., Falvey, D. Market Leader. Upper Intermediate Business English. UK, Longman,
2011.

2. Kaszesa O.B., Xomenko O.E. [IpakTudeckuii Kypc mepeBojia (aHHOTHUPOBAHHUE U pedeprupo-

BaHHe): yueOHoe nocodue — CraBponoib, U3n-so CKOY, 2015.

http://www.ncfu.ru/izdaniya-i-nauchnye-publikacii-kafedry-teorii-i-praktiki-perevoda.html

Jnst ocBOEHUS NUCUUILIMHBI HHBAJIMIAMU U JIMLIAMU C OTPAHUYECHHBIMU BO3MOXHOCTAMU 370p0-

Bbsl UMEIOTCS U3JaHUs B DIIEKTPOHHOM BHJIE.

1. IlIumanoBckas JI.A., AHHOTHpOBaHKE U pedeprpoBaHNE HAYYHO-TIOMYJISIPHON JTUTEPATypHI

Ha AHTJIMHACKOM SI3BIKE - Kazans, KI'TY, 2010.

http://biblioclub.ru/index.php?page=book view red&book id=259053#

5.3. llepuoguyeckue U3IaAHUS:

I'azeTnrl:

1. The Financial Times

2. The Times

3. The Guardian

Kypnaunsr:

1. Current Sociology

2. The Economist

3. Business and Society Review

6. Ilepeuenb pecypcoB HH(OPMALMOHHO-TEIEKOMMYHUKAIIMOHHOW ceTu «HTepHET», He-
06XOIII/IMI>IX OJIA OCBOCHUSA TUCIHUIIJIMHBI

1. www.englishclub.com

2. www.businessenglishsite.com

3. www.businessenglishpod.com

4, www.videovocab.tv

5. www.tefl.net

7. MeToau4yecKue yKazaHus 11 00y4alomMXCcs 10 OCBOCHUIO TN CHUILVIUHBI (MOZYJIS)
1. Bce BbImoNIHSIEMBIE CTYACHTOM MHUCHMEHHBIE 3aJIaHUs JOJKHBI (PUKCHPOBATHCS B TETPAJIH.
TeTpaabr MOANMUCHIBAETCS B IPABOM BEPXHEM YIITY OOJIOKKH CIETYIOIIUM 00pa3oMm:
Anna Orlova
Group Ne 1
Year |
2018
2. IIpex e yeM MpUCTYMUTH K BHITTOTHEHUIO TMCHMEHHBIX 33JJaHui, HEOOXOIMMO yKa3aTh JIaTy U
JIeHb HEJIENH, a TAK)Ke BUJI paOOTHI, T.€. ayAUTOPHAS WJIU JJOMAIITHSS.
Hanpumep:
The 27" of November, 2018
Classwork
unu
The 16" of December, 2017
Homework

3. Ecnu ctyzieHT B MMCbMEHHOW paboTe AOMyCKaeT OMMOKH, TO TPENoaBaTeNb Ha MOJsIX yKa-
3bIBACT UX THUII:
- Sp — opdorpadudeckas


http://biblioclub.ru/index.php?page=book_red&id=273811&sr=1
http://www.ncfu.ru/izdaniya-i-nauchnye-publikacii-kafedry-teorii-i-praktiki-perevoda.html
http://biblioclub.ru/index.php?page=book_view_red&book_id=259053
http://www.englishclub.com/
http://www.businessenglishsite.com/
http://www.businessenglishpod.com/
http://www.videovocab.tv/
http://www.tefl.net/

- Lex — nexkcuueckas

- Style — cTunucTryeckas

- Gr — rpamMmMaTuveckas

- W-O — nopsi10k ciioB

- Coh — omn6ka B ynoTpebieH!H CPEACTB JOTHUECKON CBA3U
- Log — Hapy1ieHre JIOTUKY BBICKa3bIBAHHSI

- P — nynkryanus

4. Jlnis1 JTy4dniero yCBOSCHHUs MaTepraia He0OXO0JMMO PEeryIIsipHO JIeaTh paboTy Ha/l OIIMOKaMU:

- eciM 3T0 opdorpaduyeckas omuodKka, TO peKOMEHYeTCsl IPONUCHIBATE CIOBO, B KOTOPOM OHa
JIOTIYILIEHA, TPU CTPOUKH;

- €CIIM 3TO JIEKCUYeCcKas, FpaMMaTHyecKasi WM CTUIMCTUYECKas OUIMOKa, TO CIEAYET BbINUCATh
¢bpasy win npeiokeHue, B KOTOpOM OHa JIOIyIIeHa, U KPaTKO OOBSICHUTH MPaBUIIO yroTpediie-
HUS JaHHOM KaTeropyuHu, MOAYEPKHYB MPaBUIIbHBIA BapUaHT €€ UCII0JIb30BaHUs, HalpuMep:

Her grandfather influenced on her life in many ways. (incorrect)
to influence sth./sb. — oxaseiBaTh BIUsSHKE, BIUATH, BO3IEHCTBOBATH HA YTO-JI. /KOTO-II.

Taxoke CTYIOeHT JOJDKEH YMETh KPAmKO U3NA2amb UHOA3bIYHGIL MeKCm (pegepuposamy).
Kak mpaBuiio, ykazaHHBIN IPOIECC MPOTEKAET B HECKOJIBKO ITAIOB:

1. berublit mpocMOTp MEPBUYHOTO JOKYMEHTA U 03HAKOMIJIEHHE C OOIIMM CMBICIIOM.
2. BropuuHoe ureHue Tekcta. Ha manHOM 3Tare HEoOXOIUMO ONMPENeINTh 3HAYCHHE HE3HAKO-
MBIX CJIOB U TIOHATH BCE HIOAHCHI COJIEPIKaHUS.
3. Omnpejenenrie OCHOBHOM TEMBI TEKCTA.
4. CMBICIIOBOM aHaJIU3 TEKCTA.
5. UteHue u nepeBo]l TPYAHBIX Ui TOHUMAaHUS a03alleB.
6. Beiienenue Hanbomnee BaXXKHON M BTOPOCTENEHHON HH(OPMAIIUH.
7. OmnpeneneHne KIOYEBON MBICTH KaKIOTO ab3ara, cojepkamiero Hanbosiee 3HAYUMYyHO HH-
dbopMaIuio U cocTaBleHUE TIaHa, KOTOPBIA BIIOCIEACTBUH MPeoOpa3yeTcs MpeaokeHus, Gop-
MYJIUPYIOIITHE OCHOBHYIO MBICITH KaXKIOTO pas3jelia W J0Ka3aTelbCTBA, MOAKPEIUISIIONINE 3TY
MBICITb.
8. PepakTtupoBaHue MOJMYYMBIIETOCS B XO0J€ JaHHOW pabOTHI TEKCTa, BHECEHHE HEOOXOIUMBIX
JEKCUYECKUX, TPAMMaTUYECKUX WM CTHJIMCTUYECKHUX MOIpaBoK. MHaue roBops, CTyEHT 10J-
JKE€H CTPEMHTHCSI K TOMY, YTOOBI KpaTKOE M3JI0KEHHE 00pad0OTaHHOTO UM MaTepuasa MpeacTaB-
JISLI0 COOOM €MHBINA CBSI3HBIA TEKCT.
9. OdopmieHue TeKCTa KPaTKOTO H3JIOKEHHS MaTepHalia B COOTBETCTBUM C TMPEICTABICHHOMN
HIUKE MOJIETIBIO.

Ilan u peueBble KiuIle VISt 0()OPMIIEHHS KPATKOT0 U3J105KEHHS TEKCTA

Ilman PexoMeHnyemble Kiuiie
1. The title of the arti- | The article is headlined / entitled
cle The headline of the article | have read is

The title of the article is
The article under the headline ... reports / states that

2. The author of the | The author of the article is
article The article is written by

3. Where and when the | It is (was) published / printed in
article was published It is published in Career, the Times supplement.

4. Type of the article This scientific / analytical / law / economic / political article is ad-
dressed to (the general reader / specialists) / is intended for two groups
of readers

It is a survey / essay




5. The main idea of the
article

The main / central / chief / primary /core idea / subject /object / task /
key-note of the article is

The article is devoted to

The article deals with / The article touches upon

The purpose of the article is to give the reader some information on
The aim of the article is to provide the reader with some material (data)
on

The main issues discussed in the article are the following:

The article informs us / The article reports that

Other verbs used to introduce the main idea of the article:

analyze / discuss / outline / consider / report (on)

6. The contents of the
article (some facts,
names, figures)

The following phrases can help you summarize the contents of the arti-
cle sequentially:

The article is logically divided into three parts:

The first part describes / The second part is devoted to

The author starts by telling the reader (about, that)

The author writes (states, stresses, thinks, points out) that

The article describes / According to the text

According to experts / newspapers / a recent report

First of all / Firstly / Secondly

Another point / thing / argument is

Further the author reports (says) that

It is also important

In addition to this / that

Moreover

In general

On the one hand / On the other hand

Although / In spite of / Despite (the fact that) / However

As a result of this

Finally / In conclusion

The author comes to the conclusion that

To emphasize some ideas you may use the following words and word-
combinations:

The author of the article believes / points out / explains / pays / gives
attention to

He emphasizes / gives emphasis to

With particular emphasis on / with special attention to

To introduce the main points of the article you may use the following
nouns:

question / problem / issue

a disputable / vital / burning / urgent question

feature / characteristics / peculiarity

The following words and phrases can help you make your summary
concise and precise:

particular / special / specific

(most) important / main/ chief / basic / essential

remarkable / distinguished / notable

characteristic / unique / peculiar

especially / particularly / specially / specifically

be characterized by

have (some feature / property)

be characteristic of / be typical of




to get down to the details of
within the range of

7. Your opinion of the | I found the article interesting (important, of no value, too hard to un-
article derstand) because

The article | have read is very useful

In my opinion / To my mind / It seems to me that

Words and phrases used to show possible strengths and weaknesses of
the subject of the article:

fundamental / chief / main / great / important /essential / marked ad-
vantage / merit

serious / severe / some / slight limitation / disadvantage / drawback

to have (limitations) / to suffer from the limitation

8. IlepeyeHb WHGPOPMANMOHHBIX TEXHOJIOTHI, HCHOJAb3yeMbIX MPH OCYLIECTBJIEHUH
00pa30BaTeILHOIO MPoUecca MO0 AMCHHUILINHE (MOAYJ/II0) (IPH HE0OXO0IMMOCTH)

— IIpoBepka nOMAaIIHUX 3aJaHUM U KOHCYJIbTUPOBAHUE IOCPEACTBOM AIEKTPOHHOM I10-
YTBHI.

— Vcnonbp30BaHuE 3JE€KTPOHHBIX IPE3EHTALUN IPU TPOBEIECHUH MPAKTUYECKUX 3aHATHH.

8.2 IlepeueHb HEOOXOAUMOI0 MPOrPAMMHOI0 0OeceYeHusl.

— Ilporpammsbl, JeMOHCTpalMU BUAeo MatepuanoB (mpourpsiBatens «\WindowsMe-
diaPlayer»).

— [Iporpammsbl Ut AEMOHCTpAIMU U co3anus npe3enTanuit («MicrosoftPowerPointy).

8.3 Ilepeuyenb MHGOPMALMOHHBIX CIIPABOYHBIX CHCTEM:

1. CnpaBouno-mipaBoBas cuctema «KoncynbranT [Tmroc» (http://www.consultant.ru)
2. DnektponHas oubnmoreunas cucrema eLIBRARY.RU (http://wwwe.elibrary.ru)/

9. MatepunajibHO-TeXHHYecKasi 6a3a, HeoOXoAUMas Jisl OCylleCTBJIeHUsI 00Pa30BaTeIbHOI0
Npolecca o AMCUHUILNINHE

MaTepI/IaHBHO'TeXHI/I‘leCKOG obOecrieueHue JAUCIHUITIINHBI (MO—

Ne Bun pabor
JIyJIsl) ¥ OCHAIIICHHOCTh

1. JlexunoHHbIe 3aHATUA | JIeKIMOHHAsE ayauTopus, OCHAUICHHAas IPE3€HTAllMOHHOU
TEXHUKON (IIPOEKTOp, MPOECKIMOHHBIA 3KpaH C 3JIEKTPOIpHU-
BOJIOM, HOYTOYK, ayAMOKOJOHKHM MOpPTaTHBHBIE) U COOTBET-
CTBYIOIINM IporpamMmmMHbIM obecriedeHueM (MS Windows, MS
Office), 420 H, 409H.

2. Texkymmidi  KOHTPOJIb, | AYIUTOPHS, OCHAIIEHHAs MPOEKTOPOM U  MPOEKIIMOHHBIM
MPOMEXKYTOUHAsl aTTe- | SKPaHOM C 3JEKTPOMPUBOOM, HOYTOYKOM M MOPTATUBHBIMU
cTranus ayauokosionkamu 424H

3. CamocrositenpHas pa- | Kabuner s caMoCTOSTENbHON pabOThI, OCHAILIEHHBIA KOM-
6orta MBbIOTEPHON TEXHUKON C BO3MOKHOCTBHIO TOJKIIOUEHHS K CETH

«IHTEpHET», MPOrpaMMOi SKPaHHOTO YBEJTUYEHUS U obecrie-
YEHHBI JIOCTYIOM B  DJJIEKTPOHHYIO  HH(OpPMaAIMOHHO-
oOpa3oBaTenbHyI0 cpeny yHuBepcutera.402H



http://www.consultant.ru/
http://www.elibrary.ru)/

