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1. HEJIX U 3AJAYY OCBOEHUSA JUCIUITINHBI

1.1 | LJenu: popmupoBaHuEe MHOS3BIYHON KOMMYHHKATHBHOW KOMITETEHIIMHN Ul PEIICHHS KOMMYHHKATHBHBIX 3a7ad B cdepe
JIEJIOBOTO OOIIEHUS

1.2 | 3aoauu: - coBeplICHCTBOBaHNE IPAMMATHYECKUX M JEKCHYECKHX HAaBBIKOB JUII KOMMYHUKAIMM Ha MHOCTPAHHOM
A3bIKE U PAOOTHI ¢ MHOA3BIYHBIMH TEKCTaMH B IIpoliecce MPOPECCHOHANBHON JIESITEIbHOCTH;

- ¢dopMHpOBaHNE YMEHUH YTEHHS TEKCTOB IO CHEUHAIBHOCTH O€3 CIOBaps M CO CIOBapeM;

- ¢dopMupoBaHNE KOMMYHUKATHBHBIX YMEHHH YCTHOTO MOHOJIOTHYECKOTO

Y JUAJOTUYECKOTO BBICKA3bIBAaHMS B MPOILECCE AEIOBOr0O OOIIEHHS Ha HHOCTPAHHOM SI3BIKE;

- (hopMHpOBaHHE HABBIKOB MHChMa, HEOOXOJUMBIX ISl BEJCHHS JCIOBOM MEPENHCKH.

2. MECTO JUCIIUIVIMHBI B CTPYKTYPE OOII

Huxkn (pazpen) OOIT: b1.0

2.1 | TpeGoBaHus K NpeABaAPUTEILHOIl IOATOTOBKE 00y4al0IIerocs:

2.1.1 | MUHoCTpaHHBbI# A3bIK

2.2 | AucuMnJIMHbI M MPAKTHKH, AJI51 KOTOPbIX OCBOEHHUE TAHHOMH TUCHHUILIHHBI (MOIYJ/Is1) HEO0OX0AMMO KaK
npe/iIecTBYOIIee:

2.2.1 | Cnenxypc Ha HHOCTPAHHOM SI3bIKE
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2.2.3 [ [ToaroroBka K MpoLEAype 3alUThI ¥ 3aIIUTa BHITYCKHON KBaIH()UKAIMOHHON PaboThI

3. KOMIIETEHLIMH OBYYAIOLETOCSl, ®OPMHUPYEMBIE B PE3YJIBTATE OCBOEHUSI T CLIMTLTHHBI
(MOZY.JI)

YK-4: CniocoGeH ocyliecTBJIATD 1€JI0BYI0 KOMMYHUKALMIO B YCTHOM U MUCbMEHHOI opMax Ha rocylapCcTBEHHOM SI3bIKe
Poccuiickoii @enepannu 1 MHOCTPAHHOM(bBIX) A3bIKE(aX)

HNJI-1.YK-4: Baaneer cucTeMoii HOPM PyCCKOI0 JIMTEPAaTYPHOIO A3bIKA IPH €r0 MCIO0JIb30BAHUM B KayecTBe
rocy1apcTBeHHOro Aa3bika Poccuiickoii ®egepaniuu 1 HOpMaMM HHOCTPAHHOTO(bIX) A3bIKA(0B), HCIOJIBL3YeT Pa3IuYHbIe
(opmbl, BUABI YCTHOI 1 MHCbMEHHONH KOMMYHMKAIUH.

- 3HAaeT OCHOBHbIE TPAMMATHUECKHE CTPYKTYPHI; 00LIEyIOTPEOUTENbHYIO, OOMEKYIbTYPHYIO U PO ECCHOHATBHYIO JICKCHKY;
pedeBble KIIUIe, He0OX0JUMBbIE AT OCYLIECTBICHUS AENI0BONH KOMMYHHUKAIIMN HA HHOCTPAHHOM SI3BIKE

- YMEET ITOCTPONUTh BBICKA3BIBAHUS B CMOJICIMPOBAHHEIX (IPETaraeMbIX) CUTYallusIX OOUICHUS Ha HHOCTPAHHOM SI3BIKE,
MPaBUIIBHO WCIIONB3Ys BepOajbHbIC M HEBEpOATBHBIC CPENICTBA OOIICHUS

- BJIaJICeT HHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JICJIOBOTO OOLIEHHs

NO-2.YK-4: Hcnoab3yeT si3bIKOBBIE CPeICTBA AJs JOCTHKeHHSI NPOo()ecCHOHATBHBIX LieJiell Ha pYycCKOM M HHOCTPAHHOM
(bIX) fA3bIKe(aX) B pAMKaX MEKIMYHOCTHOIO U MEKKYJIbTYPHOIO O01IeHHsI.

-3HaeT 0COOCHHOCTH CTMJIMCTUKHU HAIHMCAHUS O(QUIINATBHBIX U HEO(DUINAIBHBIX IMCEM; YMEET BECTH AETOBYIO IEPETUCKY C
Y4ETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C NPEACTaBUTEIIMH APYIUX CTPaH; BIaJeeT TEXHUKON JIEJIOBOTO MChbMa Ha
MHOCTPAaHHOM SI3BIKE.

4. CTPYKTYPA U COAEPKAHUE JUCHUIIJIMHBI (MOAYJISA)

Kon HaumenoBanue pasnesio u TeM /Buj | Cemectp / | Hacos | Komneren- | Jlureparypa | Uure | Ilpumeuanue
3aHATHS 3aHsATHSI/ Kypc U PaKT.
Paznen 1. 5 cemecTp
1.1 Careers. Reading. Words that go with the 5 8 na-1.yK-4 J1.1J12.1 0 TECT, IEPEBOJ,
topic. Skills work. /J1a6/ Na-2.YK-4 TEKCTa
1.2 Careers.Reading. Words that go with the 5 10 HNa-1.YK-4 JI1.1J12.1 0
topic. Skills work. /Cp/ Na-2.YK-4
1.3 Discuss ideas.Reading. Words that go 5 8 na-1.vyK-4 J1.1J12.1 0 poseBast urpa
with the topic. Skills work. /JIa6/ na-2.yK-4
1.4 Discuss ideas.Reading. Words that go 5 19 Na-1.YK-4 JI.1J12.1 0
with the topic. Skills work. /Cp/ Na-2.YK-4




1.5 Marketing.Reading. Words that go with 5 8 na-1.vyK-4 J1.1J12.1 0 TECT,
the topic. Skills work. /J1a6/ WNa-2.YK-4 MUChbMEHHAs
1.6 Marketing.Reading. Words that go with 5 10 HUa-1.YK-4 JI1.1J12.1 0
the topic. Skills work. /Cp/ Na-2.YK-4
Pazpen 2. [Ipomeskyrounasi arrecrauus
(3auér)
2.1 IonroroBka k 3auéty /3auét/ 5 8,85 | UO-1.YK-4 0
na-2.yK-4
2.2 KonraxTHas padora /KCPATT/ 5 0,15 | UO-1.YK-4 0
na-2.yK-4
Pasnen 3. 6 cemectp
3.1 Planning.Reading. Words that go with the 6 8 Na-1.vK-4 J1.1J12.1 0 poieBas urpa
topic. Skills work. /JIa6/ Na-2.YK-4
3.2 Planning.Reading. Words that go with the 6 4 ua-1.yK-4 J1.1J12.1 0
topic. Skills work. /Cp/ Na-2.YK-4
33 Managing people.Reading. Words that go 6 8 HNa-1.YK-4 JI1.1J12.1 0 TECT,
with the topic. Skills work. /J1a6/ na-2.vK-4 MMUCbMEHHAas
34 Managing people.Reading. Words that go 6 4 Na-1.YK-4 JI.1J12.1 0
with the topic. Skills work. /Cp/ Na-2.YK-4
3.5 New business.Reading. Words that go 6 8 HUa-1.YK-4 JI1.1J12.1 0 TEKCTHI ISt
with the topic. Skills work. /J1a6/ Na-2.YK-4 MepeBoJia, TeCT
3.6 New business.Reading. Words that go 6 4 Na-1.YK-4 JI.1J12.1 0
with the topic. Skills work. /Cp/ na-2.yK-4
Paznen 4. IlpoMeXyTouHast aTTecTanus
(3K3aMen)
4.1 ITonroToBka K 3k3aMeHy /DK3aMeH/ 6 34,75 | UJ-1.YK-4 0
na-2.YK-4
4.2 Kontpoms CP /KCPATT/ 6 0,25 | UO-1.VK-4 0
na-2.yK-4
4.3 KonTtaktHas padota /KoHcIK/ 6 1 HUa-1.YK-4 0
na-2.yK-4

5. ®OHJ1 OHNEHOYHbBIX CPEACTB

5.1. [TosicHuTEILHAA 3aNIMCKA

1. Haznauenne oHIa O1eHOUHBIX cpeacTB. OIEHOYHBIE CPECTBA IPEAHA3HAUCHBI ATl KOHTPOJIS U OIIEHKH 00pa30BaTeIbHBIX
JIOCTH>KEHUH 00yJaroLIiXcsl, OCBOMBIIMX MPOrpaMMy ydeOHON AUCIUIIMHBI «J]e0BONH HHOCTPaHHBIN S3BIKY.

2. ®OoHA OLIEHOYHBIX CPEJICTB BKJIIOYAET KOHTPOJIBHBIE MaTEPHABI IS TPOBEICHIUS TEKYIIETO KOHTPOIIA B (JOpME TECTOBBIX
3aJaHUH, POIEBOI UTPHI, MICEMA, TEKCTOB JUIS YTCHUS U IIEPEeBOAa M MPOMEKYTOYHOH aTTeCTAIH B (DOPME BOIIPOCOB M 3aJaHUH K
9K3aMEHY M 3aueTy.

5.2. OueHo4YHbIE CPEICTBA IS TEKYIIEro KOHTPOJIS

BXOAHOUM KOHTPOJIb (mpumepHbIe 3a1aHus)

L. Choose the best words to complete the text.

Karina is (1) (Mexico / Mexican) but she lives and works in London. She started her job last year, (2) (in / at) April. She loves her
work. She sells special-interest holidays. It’s (3) (an export

/ a niche) market and she really enjoys the work of planning specialised tours for clients. The company is very small. It (4)
(employs / supplies) only four people and they all work in one office. This makes (5) (print / face-to-face) communication very
easy. They can talk to each other at any time.

Next week, she’s moving to a new flat because her old one is (6) (too far / far enough) from the office. She’s a very (7) (punctual /
practical) person — she likes to be on time — and the long journey to work was difficult. She had a lot of problems with train and bus
delays. She’s also buying some new furniture for the flat. She doesn’t have a lot of money so she paid a (8) (deposit

/ deal) of ten per cent and she’ll make monthly payments. The furniture will be delivered next week.

2. Complete the conversations with words and phrases from the box.
a sales conference, a tip, a workforce, an order, annual leave, booking, stock, the receipt

Conversation 1

A Kevin has organised (1)

B I know. And I'm planning to return from my holiday on 27th July!
A Oh, no. Can you change your holiday (2) ?

B I'm not sure.

Conversation 2




A How big is your company?
B Big! It has (3) of about 18,000 people.
A How much (4) do you get each year?
B Three weeks.
3. Choose the best word or phrase — a, b or ¢ — to complete the sentences.
1 Dirk Italian.
a) isn’t b) aren’t ¢) am not
2. A are you from? B Japan.
a) What b) Where ¢) Who
3. Ricardo drive to work?
a) Is b) Do c) Does
4. Oscar from home.
a) sometime work
b) works sometimes
c) sometimes works
5. Mr Albert to meetings.
a) doesn’t go b) not go ¢) isn’t go
6 This office building a meeting room.
a) not have b) doesn’t have c¢) hasn’t
7. A Can Yusuf speak German? B Yes,
a) can he b) can c) he can
4. Complete the extract of a phone conversation with the correct form of the verbs in brackets.
A When (1) (you arrive) in Thailand?
B Yesterday. My flight (2) (land) at about three o’clock in the afternoon.
A And what (3) (you do) now?
B Well, it (4) (be) nine in the morning here now. I
&) (have) my breakfast and now I (6) (wait) for a taxi. In fact, the taxi is here now! I (7)
later, OK?
5. Match the sentences with the responses.
I. How about a cup of tea?
2. Do you like football?
3. Can I speak to Jorge Ramos, please?
4. Is there a car park?
5. My suggestion is to go for a cocktail.
6. Why don’t you buy a self-study course?
7. What do you think?
8. There’s something I’d like to talk to you about.
9. What day suits you?
10. What did you learn from your last job?
a) Yes, there is.
b) OK, I'll take a look at one.
c) Yes, please.
d) I learned how to be patient.
e) OK. What is it?
f) Yes, I do.
g) How about Wednesday?
h) I think we need to target young people.
i) That’s a great idea.
i) I’'m afraid he isn’t in the office today.

Kpurepnu oneHku:

Crynent BoinonHun 84-100% 3ananuit «OTJINYHOY, NOBBIIIEHHBIH YPOBEHb
Crynent BeinonHun84-100% 3amanuit «XOpOoUIOY», IIOPOTOBLII YPOBEHb
Crynent BeinonHun50-65% 3ananuit «yIOBJIETBOPUTENBHO», MOPOTOBLIH YPOBEHb

CryneHt BeIoNHMI MeHee 50% 3amaHnii  «HEYTOBICTBOPUTEIHHO», YPOBEHb HE C(HOPMUPOBAH

TEKYILUI KOHTPOJIb (ITIPUMEPHBIE 3AIAHM )
CEMECTP 5

I Complete the conversation with words from the box.

a restaurant, August, Friday, Barcelona, Germany, golf, Poland, Polish
A Is Kasia from ?

B No, she isn’t. She’s from Warsaw, in

(call) you




A Really? And is her husband also _ ?

B Yes, he is.

A Does Kasia work at home one day every week?

B Yes, that’s right. She works at home every

A When does she usually go on holiday?

B She goes on holiday every . It isn’t a busy month in the office. She usually goes back to Poland but last year she
went to , in Spain.

A Do you and Kasia sometimes play _ at the weekend?

B No, Kasia doesn’t play but we sometimes go to after work.

I Match the sentence beginnings with the endings.

I. I don’t like going  a) to music.

2. Jorge quite likes b) holiday in August.

3. Pete and Gregor often play c) watching football on TV.

4. Nick works d) to the gym.

5. We never listen e) hours.

6. Susan loves going  f) out to restaurants.

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

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

I Choose the best words to complete the sentences.

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

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

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

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

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

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

v Match the questions with the replies

1 What’s the reason for your visit?

2 Where are you staying?

3 What’s your hotel like?

4 How’s your business doing?

5 What do you do in your free time?

6 Do you meet your colleagues after work?

7 How many hours a week do you work?

8 What do you like best about your job?

9 Where are you from?

a) I'm staying at the Hilton in the town centre.

b) I'm here to visit my company’s head office.

c) I play golf.

d) I work flexible hours, which is great.

e) Between 40 and 50 hours.

f) We're doing quite well.

g) The room is very comfortable.

h) From time to time.

i) I'm from Italy.

A" Match the sentence beginnings with the endings.

1 Call me back a) incorrect.

2 Can I speak to b) a refund.

3 I havea ¢) Georg Sipos, please?

4 The invoice is d) to hear that.

5 There’s  e) Pat Carter speaking.

6 We can give you f) a piece missing.

7 Hello, this is g) later, please.

8 I'm very sorry h) problem with my new laptop.
CEMECTP 6

L. Complete the text with words and phrases from the box.
book, buy, check in, collect, go through, take, watch

I travel abroad for work about once a month. I always (1) my ticket and
2) my hotel room on the Internet. I carry a small suitcase and I always use an electronic ticket. So, when I arrive

at the airport, I can immediately
3) security. I never (4) the in-flight movie. On the plane, I like to work on my computer.




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

IL. Choose the best word to complete the sentences.

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

2 (Cabbage / Salmon) is a type of vegetable.

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

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

5 ‘Bill’ in London restaurants means the same as (‘check’ / ‘receipt’) in New York restaurants.

6 (Ice cream / Paté) isn’t usually served as a dessert.

7 The waiter usually brings you the (menu / bill) at the start of the meal.

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

V. Match the questions with the responses.

1 How much is the room per night?

2 Can I have your credit card details?

3 Is there a restaurant in the hotel?

4 What time do you expect to arrive?

5 Is there a car park?

6 So that’s a single room for two nights?

7 Can I pay with American Express?

8 Hello, Hotel Carmen. How can I help you?

a) Sure. It’s a Visa. The number is ...

b) I'm sorry, there isn’t but you can leave your car on the street in front of the hotel.

c) It’s €100.

d) Yes, you can. We take all major credit cards.

e) Yes, that’s right.

f) After 10 p.m.

g) I’d like to book a room, please.

h) Yes, there is. And it’s open 24 hours a day.

Kputepuu ouenku recra:

Crynent Beinonaun 84-100% 3amganuit «OTJIHMYHO», MOBBIILIEHHBIH YPOBEHb

Crynent BoinoaHuin84-100% 3ananuit «XOPpOII0», NOPOTOBBIH YPOBEHD

Crynent BeinonHunS0-65% 3ananuit «YIOBIETBOPUTEIILHO», IIOPOTOBLII YPOBEHb

Crynent BeinonHua MeHee 50% 3amaHuil  «HEYHOBIETBOPUTEIBHO», YPOBEHb HE C(HOPMUPOBAH
Ouenounoe cpenctso «<POJIEBAS UTPA»
I. Tema (mpobnema) ,,Why are staff unhappy”

Kownmemnust urpsl: Many employees of a company are unhappy, and the owners are worried that some will leave. A team from
Human Resources is interviewing people in different departments: a receptionist, a website developer, a writer and, a graphic

designer.
Posnu: a) an interviewer (Human Resources); 0) staff members (a receptionist, a website developer, a writer and, a graphic designer).
O’k 1aeMblii pe3yabTaT — MHCIICHUPOBKa Oeceapl  OpPraHM30BaHa u npecTaBicHa B

COOTBETCTBHH C CHTYyallHel OOIICHUS.

2. Tema (mpobsiema) «Dealing with problems»

Konnenmus urper: An office worker in a car-hire firm wants to start work later in the morning, but the manager does not agree.

Pomu: a) a manager; 6) an office worker. Oxunaemsrii pe3ynbrar — MHCLICHUPOBKA Gecebl
OpraHH30BaHa u Tpe/ICTaBIeHa B COOTBETCTBUH C CUTYal[HeH OOLICHUS.

3. Tema (mpobnema) «Participating in discussion»

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

Pomu: a) an advertising manager; 6) an advertising manager. OxxumaeMblii  pe3yybTaT — WHCIICHUPOBKA Oecebl
OpraHn3oBaHa )44 npeacTraBj€Ha B COOTBCTCTBHHU C CHTyaHHCﬁ 06HICHI/IH.
4. Tema (mpobnema) «Making arrangements»

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




Pomm: a) a managing director; 6) a customer. Oxugaemslif pe3ynbrar — MHCLICHUPOBKA Oecenpl
OpraHu30BaHa u Hpe/cTaBiIeHa B COOTBETCTBHM C CHTyallMeH OOLIECHHMS.

5. Tema (mpobGiiema) «Interview skills»

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

Japan.

Pomu: a) a director; 6) a candidate for the job. Oxxumaemsrit pe3ynprar — WHCIIEHUPOBKA Oecembl
OpTaHH30BaHA u Hpe/CTaBIeHa B COOTBETCTBUH C CUTYyaIHell OOLICHUS.

Kpurepuu onenku:

((OTJ'II/I‘IHO)), HOBLIHIeHHBIﬁ ypOBeHLZ CTyI[eHT CaMOCTOATCIIBHO peanmyeT yMeHI/Ie HOCTpOI/ITB BBICKA3bIBAHUA B

CMOJEIIMPOBAHHBIX (mpennaraeMbIx) CUTyalUsiX OOLICHUS HA MHOCTPAHHOM SI3bIKE, MPABMJIBHO MCIONbB3Ys BepOaibHbIe

1 HeBepOaJIbHBIE CPEJICTBA OOIICHUS; BIIaJeeT HHOCTPAHHBIM S3BIKOM KaK CTHJICM JIEJIOBOTO OOIICHHUS.

«Xopo110», TOPOToBEIii ypoBeHb: CTYyIEHT CIOCOOEH MOKa3aTh YMEHHS MOCTPOUTH BBICKa3bIBaHUS B

CMOJEIMPOBAHHBIX (mpenyaraeMeIX) CUTYAIUSIX OOILICHUs Ha MHOCTPAHHOM SI3BIKE, MPABUIBHO UCIOIB3YsS BepOaIbHBIC

1 HeBepOallbHBIE CPEICTBA OOLIEHHUS;CIIOCO0EH YaCTHYHO IT0KAa3aTh BIaJeHUEe HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JICJIOBOTO

o0mIeHus.

«Y IOBIETBOPUTEIHHOY, TOPOTOBEIA YpoBeHb: CTYICHT IO pPyKOBOJACTBOM IIPENIOaBaTeNsl CIOCOOEH MTOKa3aTh yMEHHUS TOCTPOUTH

BBICKA3bIBAHUA B CMO,I[CJIl/lpOBaHHle (npe;maraeMle) CI/ITyaLlI/I}IX 06LLl6HI/I}I Ha I/IHOCTpaHHOM A3BIKE, HpaBI/IHLHO l/lCHOHbSyﬂ

BepOabHBIC U HEBEpOaIbHBIC CPEACTBA OOIICHMS; CIOCOOEH YaCTHYHO [TOKA3aTh BIaJeHHe HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM

JIETIOBOT'O OOIIEHUS.

«HeynoBneTBopuTeIbHOY», YPOBEHb He chopmupoBaH: CTyIeHT 3aTpyIHIETCS WIH HE MOXET I10Ka3aTh yMEHUs

MOCTPOUTD BBICKA3bIBAHHUS B CMOJICIMPOBAHHBIX (TIPEJIaraéMbIX) CUTYalUsIX OOIIECHHS Ha HHOCTPAHHOM SI3BIKE, IPABHJIBHO
HCHOJ’IBE}yﬂ BCp6aJ'[BHI>I€ n HCBCp6aJ'IBHBIe Cpe)ICTBa O6HICHI/IH; HC BJIaJCCT I/IHOCTpaHHLIM SA3BIKOM KaK CTj

JIEJIOBOT'O OOIIEHHS.

Ouenounoe cpenctso «[IEPEBOJI TEKCTOB»

IIpuMepHbIe TEKCTHI Ul NEPEBOJA C aHIVIMHACKOTO HA PYCCKUI

Text 1

Business diary: Paul Trible, Paul Watson as told to Vanessa Friedman

Paul Trible and Paul Watson are founders of Ledbury, a company that makes luxury shirts. Their company is in Richmond, USA.
The first thing they do every day when they get to work is check customer e-mails. They do about 95 per cent of their business
online, selling about 4,500 shirts a month. They sell 5 Per cent of their shirts in the store in Richmond, Virginia.

The company has two fulltime employees. They don't have official meetings. They talk to each other. At lunchtime, they go to the
shop to talk to customers. They spend 25 per cent of the day on the phone with their web designer. The website takes a lot of time
and money.

To raise money ($300,000) to start the business, they asked 20 friends from their business school to invest money. The friends also
wear the shirts and introduce their colleagues to the company. For example, an investor who works in a large insurance company in
Houston wore their shirts, and in the past four months they got about 12 more customers from there.

Text 2

Business diary: Johan Roets as told to Jude Webber

Johan Roets is Head of Personal and Business Banking for the Americas at Standard Bank. He is based in Buenos Aires.

Johan says, "I don't really have a typical day. Sometimes I have a conference call with the executive committee at 3 a.m. there is a
five-hour time difference with our head office in Johannesburg.

Usually, the Argentine day doesn't start until 10 a.m. or 11 a.m. I do my best thinking in the morning and my best administration in
the afternoon. "I go to South Africa every couple of months. What I love about travel is the solitude to think and read. I don't like
meetings they can be incredibly unproductive and I try to avoid them. I sit on two boards and typically have six or eight meetings a
week.

“ The way I pay attention to things is to write them down. I buy notebooks and take them everywhere. I write whenever I can during
the day, and I go back and highlight important bits.

"I think the great secret in life — and business — is to focus on maximising your strengths, not improving your weaknesses. My
passions are business, technology and people."

Text 3
Should I stay or should I go? by Lucy Kellaway
The problem "My new job is a great disappointment. My department is badly run, top management s don't seem to care, and my
new colleagues are not very friendly. Now I hear that my old boss wants me back. I want to see if he is serious, but that might seem
like I am desperate to return to my old job. Besides, I don't want to be too hasty. I have worked in my new job for six months. After
all, it takes time to be accepted into a successful team."
Senior manager, male, mid-50s.
The solution

Going back to an old employer is never a bad idea. You know exactly what it is like to work for your old boss. You knov
that working there is comfortable, and sometimes comfort is a good thing.
You say your old boss is anxious to rehire you, but don't approach him yet. Wait and let him come to you. Try to negotiate a return
with a lot more money and a promotion.
But remember you've only been away for six months. I'm not sure that this is long




enough

to make a decision about the new place.

Some organisations don't like outsiders; it takes a while before they accept them, and until then, they are pretty unfriendly. Spend
time working hard at your new job and be friendly.

Then, if you decide to go back to your old job, you know that you tried.

Text 4

Istanbul guide: from the bazaar to the Bosphorus by Andrew Finke

Where to stay

If you are in Istanbul for sightseeing, then you could stay in Sultanahmet or find a small s hotel away from the tourist areas.
However, this may not be the best option for the business traveler with a moming appointment on the far side of town. Traffic and
distance can be a problem for those on a busy schedule. The challenge is to get the work done, but also find time to discover what
makes Istanbul unique.

Many of the city's five-star hotels enjoy a view where you can see lights on the Bosphorus and passing ships.

Where to eat

A visit to the grand bazaar can feel exotic. An afternoon at Hagia Sophia, once a Byzantine church, then a mosque and now a
museum, is recommended. But some of the best sightseeing in Istanbul is done with a knife and fork.

What to see There are a large number of restaurants along the river. A Bosphorus meal is a great Istanbul tradition. A meal can
include a cold meze, then a hot hors d'euvre, followed by a perfectly cooked piece of fresh fish.

How to travel around the city

Try to arrange your flights to avoid the rush hour, which in the evening can last until 9 p.m.

There is a metro line that takes 40 minutes from the European airport. But the last stop is not in the most convenient part of the old
city, and the chances are that you will have to continue your journey by taxi.

Cabs from the airyort are strictly confolled. All cabs in the ciry run on a meter and are reasonably priced.

If you can reach your destination by ferry, it is the best way to see the city, and the boats run on time.

Kpurepnu oneHku:

«OTINYHOY, TTOBBIMIECHHBIN ypoBeHb: CTYyIEHT CAaMOCTOSATEIHHO PEATU3yeT YMEHHS II0 TTepeBOAY MPO(hECCHOHATBLHBIX TEKCTOB C
MHOCTPAaHHOTO Ha TOCYJaPCTBEHHBIN A3bIK U 00pPAaTHO, BlIafieeT OCHOBAMH TEXHUKH MEPeBOa.

«XO0po1oy, OPOroBbIid ypoBeHb: CTYIEHT CIIOCOOEH NOKa3aTh yMEHHE epeBoa MPpo(ecCHOHAIBHBIX TEKCTOB C HHOCTPAHHOTO Ha
TOCYIapCTBEHHBIN SI3BIK ¥ 0OPaTHO, CIIOCOOCH YaCTHYHO ITOKa3aTh BIaJCHNE OCHOBAMH TEXHHUKH MEPEBO/IA.

«Y IOBIETBOPHUTEIHLHOY, TOPOTOBEIA YpoBeHb: CTYIEHT CIIOCOOCH IO PyKOBOJICTBOM IIPENogaBaTelsl OKa3aTh YMEHUS MO
nepeBoy NPohecCHOHANBHBIX TEKCTOB C HHOCTPAHHOT'O Ha TOCYAApPCTBEHHBII A3bIK U 00pPaTHO, CIIOCOOEH MOKa3aTh YaCTUYHOE
BlIaicHHE OCHOBAMH TEXHHKH IIEPEBOJA.

«HeynoBieTBopnuTEeIEHOY», YPOBEHE He chopMmupoBaH: CTYIEHT 3aTPYIHIETCS WIK HE MOXET II0Ka3aTh YMEHUS,
BJIaJE€eT OCHOBAMU TEXHUKHU IIEPEBOJA.

Ouenounoe cpenctso «[IPESEHTALIU S

Tembl U1 Ipe3eHTaLMN:

1. Types of markets

2. Presentation of the company
3. Future Plans

Kpurepnu oreHku:

«OTINYHOY, TTOBBIIICHHBIN YPOBEHB: CTYCHT CAMOCTOSTEIIFHO PeaTn3yeT yMEHHE IOCTPOUTE BBHICKA3BIBAHIS B CMOJICTTMPOBAHHBIX
(npeanaraeMbIX) cUTyalusx OOLIEHUSI HA UHOCTPAHHOM SI3bIKE, IPABUIBHO UCIIOJB3Ys BepOanbHble U HeBepOalbHbIE CPEICTBA
00IIeHNs1, apIryMEHTHPOBAHO U3JIaraTh COOCTBEHHYIO TOUKY 3pEHHSI HA HHOCTPAHHOM SI3bIKE; BIIaJICET HABBIKAMH BEJICHUS
JFICKYCCHU W TIOJIEMHKH Ha HHOCTPAHHOM SI3BIKE M HHOCTPAHHBIM SI3BIKOM KaK CTHIIEM JIEJIOBOTO OOIIEHS.

«Xopo110», TOPOTOBEIA YPOBEHB: CTYJCHT CHOCOOEH IMOKA3aTh YMEHUS IOCTPOUTH BBICKA3BIBAHUS B CMOJICITUPOBAHHBIX
(mpemnaraeMbIX) CUTYalUsX OOLIEHHS HA MHOCTPAHHOM S3bIKe, IPABUIILHO UCIIONB3Ys BepOalibHbIC U HeBEPOAIbHbIE CPEACTBA
OO0IIeHNs, a TAK)KE M3JIaraTb COOCTBEHHYIO TOUKY 3pEHHS Ha HHOCTPAHHOM SI3BIKE; CIIOCOOEH YaCTHYHO ITOKa3aTh BIaJICHUE
MHOCTPAHHBIM S3BIKOM KaK CTHJIEM JEIOBOTO OOIICHNUS, a TAaK)Ke HaBBIKAMH BEJCHUS JUCKYCCHU U TIOJIEMHKH.

«Y 1OBJICTBOPUTENBHOY, IOPOTOBBIN YPOBEHb: CTYJICHT MO/ PYKOBOJCTBOM IPENo/iaBaTelisi CIIOCOOEH M0Ka3aTh yMEHHS IIOCTPOUTh
BBICKA3bIBaHUSI B CMOJICIIMPOBAHHBIX (IIPEUIaraeMbIX) CHTYALMAX OOIICHUS HAa HHOCTPAHHOM SI3bIKE, IPaBUIIBHO UCIIONb3YS
BepOabHBIC U HeBepOaNbHBIC CPEACTBA OOIICHNUS 1 M3JIarasi CBOIO TOUKY 3pSHHS Ha HHOCTPAHHOM SI3BIKE; CIIOCOOEH YaCTHIHO
MOKa3aTh BJIaJICHUE HHOCTPAHHBIM S3BIKOM KaK CTUJIEM JEeJIOBOTO OOIIEHHS.

«HeynosnerBopHuTenbHOY, ypoBEHb He C()OPMHUPOBAH: CTYAEHT 3aTPYAHSIETCS WIIM HE MOXKET IT0Ka3aTh YMEHUsI HOCTPOUTD
BBICKa3BIBaHUS B CMOJICTMPOBAHHEIX (TIpeIaraeMbIX ) CUTYallusIX OOMICHUS Ha HHOCTPAHHOM SI3bIKE, IPABIIIBHO HCIIONB3YS
BepOaNbHBIC U HEBepOaNbHBIC CPEACTBA OOIICHNUS; HE BIaJeeT HHOCTPAHHBIM A3bIKOM KaK CTHJIEM JEIOBOTO OOIICHHUS, HE BIageeT
HaBBIKAMU BEJICHUS AUCKYCCHH Ha HHOCTPAHHOM SI3bIKE.

HC

5.3. TeMbl NUCHEMEHHBIX PadoT (3cce, pepepaThbl, KypcoBbIe padOTHI U JAP.)

TemaTrka o(pUIHAIBEHBIX TTHCEM:

— The Inquiry Letter

— The Invitation Letter

- The Letter of Complaint




Onenka "ornnyHo": CTyIeHT MHOKa3bIBaeT TITyOOKHH YPOBEHb 3HAHMH OCOOEHHOCTEH CTHIMCTHKA

HAIMCAaHUSA O(QUIHATHHBIX u HEO(DUITHATTEHBIX TTUCEM,

CTPYKTYPHOI TUIIOJIOTUH " MPaBHUIT

MOCTPOCHHUS MUCbMEHHOTO PEeUEeBOr0 BBICKA3bIBAHUS HA HM3y4acMOM

SI3BIKE; CAMOCTOSTEILHO peanusyer YMEHHS BECTH [IEJIOBYIO
MEPETUCKY c y4eToM

COLIMOKYJIBTYPHBIX 0coOeHHOCTEH C MPEACTABUTEISIMU JIPYTHX

CTpaH;

BJaNeeT TEXHUKOH JEJIOBOr0 MUChbMa HA MHOCTPAHHOM S3BIKE.

Ouenka "xopomo": CTyA€HT  IOKa3bIBaeT XOpOIUH YPOBEHb 3HAHUI OCOOCHHOCTEH CTHIUCTHKH

HAIMCAaHUS O(GUIMATBHBIX u HEO(HIIUATEHBIX MTUCEM,

CTPYKTYPHOI TUTIOJIOTHU u MPaBUIT

MTOCTPOCHHUS MMMCBMEHHOTO pEeYeBOro BHICKA3bIBAHHS HA M3y9aeMOM

SI3BIKE; CIIOCOOCH MOKA3aTh YMEHHS BECTH JICTIOBYIO

MEPETUCKY c y4eTOM COILMOKYJIETYPHBIX OCOOEHHOCTEH c

MPEACTABUTEISIMA JPYruX CTpaH; CocOOEH YaCTUYHO MOKA3aTh BIIAJICHHE TEXHUKOU JIEIOBOTO MHChMa

HA MHOCTPAHHOM SI3BIKE.

Ornenka "ynosierBoputenbHO": CTyAEHT MOKa3biBaeT 0a30BBIN YPOBEHb 3HAHUN OCOOCHHOCTEH CTHIIMCTUKU HAITHCAHUS

OoHIHUATBHBIX ¥ HEO(DUITHATBEHBIX TUCEM, CTPYKTYPHOM THITOJIOTHH M IPABUII TOCTPOCHHS TUCHMEHHOT'O PEYEBOTO

BBICKa3bIBaHUS HA U3y4aeMOM S3bIKE; TI0]I PYKOBOJCTBOM IPENOAaBaTess ClIocoOeH MoKa3aTh YMEHUS BECTH JIEIOBYIO

MEPEITUCKY C YYETOM COIMOKYJIBTYPHBIX OCOOCHHOCTEH C MPEICTABUTEIIIMU JPYTUX CTPaH; CIIOCOOCH YaCTHYHO II0Ka3aTh
BJIaJICHHE TEXHHUKOW JIeIOBOTO MHMChMa Ha MHOCTPAHHOM SI3BIKE.

Orenka "HeynoBaeTBOpuTeNbHO": CTYIIEHT MOKA3bIBACT HEYIOBICTBOPUTEIBHBIA YPOBCHD 3HAHUI 0COOCHHOCTEH CTHUIIMCTHKH

HaIMCaHUs OQUIMATIBHBIX U HCO(DUIIUATBHBIX MTUCEM, CTPYKTYPHOU THITOJIOTHH U MPABHI MTOCTPOCHUS MMICHEMEHHOT'O
pEYEBOro BHICKA3bIBAaHUSI HA M3Yy4aeMOM SI3BIKE; 3aTPYIHIETCS WIM HE MOXET MOKa3aTb YMEHUSl BECTU JIETIOBYIO
TIEPEITUCKY C YYETOM COIUOKYIBTYPHBIX OCOOCHHOCTEH C TIPEICTABUTEISAMU JAPYTUX

5.4. OueHo4HbIE CPECTBA ISl MPOMEKYTOUHOI aTTecTaAluU

B xoHIIE 5 cemecTpa CTYICHTHI CIAIOT 3a4eT M0 AUCHUIUIMHE. 3adeT BKIIOYAeT B Ce0sl CIIeAYIONINe 3aJaHus:
1. IIpoMeXyTOUYHBIH TECT
2. Make up a dialogue

1) IIpoMesxyTOUHBIH TecT IS 3a4eTa BKIFOYaeT JIEKCHUKO-TPaMMATHYECKHE 3a1aHus, 3a1laHNs Ha YTCHUE ¥ IOHMMaHHe TeKCTa,
3a/IaHKe M0 HATIMCAHHIO IEIOBOTO MUChMa M (POPMUpPYETCS N3 GaHKa BOIIPOCOB, KOTOPBIIA MPEACTABICH B OIICHOYHOM CPEICTBE
«Tecr».

IIpumepHsble 3anaHus:

- give the Russian equivalents for the Active Vocabulary word-combinations;

- suggest synonyms from the Active Vocabulary list to match the given expressions;

- complete the sentences using the Active Vocabulary;

- answer the questions using the Active Vocabulary;

- translate into English (Russian) using the Active Vocabulary expressions;

- read the text and match the headings with the paragraphs;

- read the text and answer the questions;

- complete the sentences about the text;

- put the sentences in the best order to write the e-mail to the staff;

- complete the letter with the words from the box;

- match the parts of the letter to their names;

- write a formal letter to the ... about .... .

2. TemaTuka AUAJIOr0B:

- Participating in discussion
- Dealing with problems

- Presenting your company
— Making arrangements

- A job interview

Kputepun onenky Ha 3auyere:

- «3aYTEHO» BBICTABJISETCS CTYJCHTY, €CJIH CPOPMUPOBAH KAK MUHUMYM ITIOPOTOBBIN YPOBEHb HHAMKATOPA JTOCTHIKEHUS
KOMIICTCHI U

- IOKa3bIBaeT 0A30BbIi yPOBEHb 3HAHUI OCHOBHBIX IPAMMAaTHYECKUX CTPYKTYP; O0IIEYIIOTPeONTEILHOM, OOIEKYIBTYPHOH 1
podeCcCHOHANBHOMN JIEKCHKH; PEUEBBIX KINIIIE, HEOOXOANMBIX ISl OCYIIECTBICHUS JEJIOBOH KOMMYHHUKAIIMK HA HHOCTPAaHHOM
SI3BIKE; a TaK)Ke 3HAHMH OCHOBHBIX ITEPEBOJUECKHUX TpaHchopMaiuii;

- TI0J] PYKOBOZICTBOM IIpEIoaBaTellsi CIOCOOEH M0Ka3aTh YMEHHS IIOCTPOCHUS BEICKA3bIBaHHS B CMOJICITMPOBAHHBIX
(IpenlaraeMeIX) CUTyanusiX OOIIEHUS] HA HHOCTPAHHOM SI3BIKE, MPABUIIBHO MCIIONB3Ys BepOalibHbIE M HeBepOaIbHBIE CPE/ICTBA
0O0IIeHNs; a TaKXKe BBIOIHATH EPEBO NPO(HECCHOHANBHBIX TEKCTOB ¢ HHOCTPAHHOTO (-bIX) Ha TOCYAAPCTBEHHBIH S3bIK U
00patHo;

- crI0cOOEH YacTHUYHO MOKA3aTh BIIaJICHUE HHOCTPAHHBIM S3BIKOM KaK CTHIIEM JICIIOBOTO OOIEHHUSI, OCHOBAMHU TEXHUKH




nepeBoia.

- KHC3aYTCHO» BBICTABJIACTCA CTYACHTY, €CJIM YPOBCHb HHAUKATOpAa JOCTHKCHUA KOMIIECTCHIINU HE C(I)OpMHpOBaH:

- IOKa3bIBaeT HEYOBJIETBOPUTEIbHBIN YPOBEHb 3HAHNI OCHOBHBIX I'PAMMATHYECKUX CTPYKTYP; OOLICYOTPEOUTENHHOM,
0O0IIEKYIBTYPHOI 1 POeCCHOHATILHOM JIEKCHKH;, PEYEBBIX KIIHIIE, HEOOXOIMUMBIX JUIsl OCYILIECTBIICHHS I€I0OBOH
KOMMYHHKAIIMK Ha THOCTPAHHOM SI3bIKE; 0COOCHHOCTEH CTHIIMCTUKH HAMCaHUs O(HINATBHBIX 1 HEOPHIINATIBHBIX ITHUCEM, a
TaKKe 3HaHUI OCHOBHBIX NIEPEBOTYECKUX TPaHCHOPMAIINI;

- 3aTPYIHACTCS WM HE MOXKET IT0Ka3aTh YMEHHUS MOCTPOCHUS BHICKAa3bIBAHMUS B CMOJICIIUPOBAHHBIX (IIpe/JlaraeMblX) CHTYALHMIX
OOIIEHNS Ha HHOCTPAHHOM SI3bIKE, IPABHJILHO HCIIONb3Ys BepOajbHbIe M HeBEpOAIbHbIC CPEACTBA OOIICHHUS; BECTH JICIOBYIO
MEPETICKY C YYETOM COLHOKYJIBTYPHBIX OCOOCHHOCTEH € MPEACTABUTENSIMU JIPYTHX CTPaH, a TAK)Ke BBITOIHATH IEPEBOJ
PO ECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO (-BIX) Ha TOCYIapCTBEHHBIN S3BIK U 00PATHO;

- He BIIaJeeT HHOCTPAHHBIM S3bIKOM KaK CTHJIEM JeJI0BOr0 OOIICHHMS, TEXHUKOI AEI0BOr0 MIChMa Ha HHOCTPAHHOM SI3bIKE;
OCHOBaMM TEXHUKHU IEPEBOJIA.

B koHIIe 6 cemecTpa CTYACHTHI CIAIOT K3aMEH, KOTOPBIN BKIIFOUACT CIICAYIOIINE 3aaHuUs:
1. Make up a Dialogue.
2. Translate the Text into Russian.

1. TemaTtuka quajgoros
- Participating in discussion
— Dealing with problems
- Presenting your company
- Making arrangements
- A job interview
- Discuss the conditions which are important for people starting new business.
- Discuss what qualities and skills a good manager should have.
- Think of a world event in resent history and discuss it.
- Discuss which qualities are the most important for a successful career in business.
- Think of a successful company you know and discuss its products and achievements.

2. IlpuMepHBIe TEKCTHI ISl TIepeBoIa

Text 1
E-mail Style

In the 21st century the most common form of communication is almost certainly e-mail — a means of sending and
receiving messages —internally, nationally or internationally.

E-mail is relatively low in cost and does not require a trained operator. It is also fast, relatively reliable and messages
can be sent anywhere in the world, and stored in the mailbox until they are retrieved. This can be particularly advantageous for
users who are communicating across international time zones as messages can be read at any time when the receiver is
ready.Text 2

Text 2

Annotation of the book: Economics and Culture
David Throsby

Macquarie University, Sydney

In an increasingly globalised world, economic and cultural imperatives can be seen as two of the most powerful forces
shaping human behaviour. This book considers the relationship between economics end culture both as areas of intellectual
discourse, and as systems of social organization.

Adopting a broad definition of culture, it explores the economic dimensions of culture, and the cultural context of economics.
The book is built on a foundation of value theory, developing the twin notions of economic and cultural value as underlying
principles for integrating the two fields. Ideas of cultural capital and sustainability are discussed, especially as means of
analysing the particular problems of cultural heritage, drawing parallels with the treatment of natural capital in ecological
economics.

The book goes on to discuss the economics of creativity in the production of cultural goods and services; culture in economic
development; the cultural industries; and cultural policy.

"What a pleasure to read an economic analysis of culture and cultural critique of economics by a well-trained, thoroughly
cultured economist! This is a book we all ought to read."

Text 3

The Web

Now that the Internet has arrived, it is difficult to imagine how we lived without it; it has revolutionized communications.
Changes are taking place al an incredible speed. Hardware is becoming more compact, faster and more affordable, allowing
more individuals and companies to utilize the Net. In the past, research took longer, important documents got lost in the post and
information could be difficult to find.

Unfortunately this revolution has brought with it a new set of problems. Research is certainly quicker, but connections can be




slow, making it difficult to access the websites that you need. Documents can still get lost, but now they float around cyberspace.
Spain can be a problem when your e-mail account becomes overloaded with advertising that you don't want. But more sinister
are the various computer viruses which can make your computer crash. And not all countries have equal access to the advantages
of new technology.

Kpurepun onieHKH Ha 9K3aMEHe:

O1ieHKa «OTJIINYHO» BBICTABISIETCS, €CIIM CTY/ICHT MOKA3bIBAET TITyOOKOE 3HAHHUE:

-rpaMMaTHYECKUX CTPYKTYp; OOLICYIOTPEOUTEIBHOM, OOIIEKYIBTYPHOM 1 IPOHECCHOHALHON JICKCHKH; PEYEBBIX KIUIIE,
HEOOXOMMBIX JUISl OCYIIIECTBIICHUS ACIOBOH KOMMYHHUKALUK Ha HHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTHINCTUKY HaMCaHUs OQUINATIBHBIX H HeODHUINATIBHBIX IINCEM, CTPYKTYPHOU THUITOJIOTUH M IPaBUII
MOCTPOEHHS IIMCBMEHHOTO PEUeBOro BHICKA3BIBAHMS Ha H3y4aeMOM SI3bIKE;

- OCHOBHBIX IIEPEBOAYECKHX TPaHCHOPMALHH.

CTyIeHT CaMOCTOSATEIBHO PeaTn3yeT YMEHUS:

- IOCTPOUTH BBICKA3bIBAHMS B CMOZEIMPOBAHHBIX (TIpEIaraeMbIX) CUTYalUsIX OOLICHUS HA HHOCTPAHHOM SI3bIKE, PABHIbHO
UCIIONB3Ys BepOalibHbIe M HeBepOalIbHBIE CPE/ICTBA OOIICHUS;

- BECTH JICJIOBYIO MEPENHCKY C YI€TOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C PEICTABUTEISIMU IPYTUX CTPaH;

- epeBo/ia MpoeCcCHOHATIBHBIX TEKCTOB C HHOCTPAHHOTO Ha FOCYIApCTBEHHBIH S3bIK U 00paTHO.

CTyneHT Biajieer:

- MTHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JEJIOBOTO OOLICHHS;

- TEXHHUKOI{ JAEIIOBOTO IMIChMa Ha HHOCTPAHHOM SI3BIKE;

- OCHOBaMH TEXHHKH IIEPEBOJIA.

O1ieHKa «XOPOIIIO» BBICTABIISIETCS, €CITU CTYIICHT II0Ka3bIBACT XOPOILUE 3HAHHUS:

- OCHOBHBIX IPAMMAaTHYECKHUX CTPYKTYP; OOLICYIOTPEOUTEIbHOM, OOIIEKYIbTYPHON 1 IPOPECCHOHATBHOM JCKCHKH;, PCUEBBIX
KJIMIIEC, HeO6XOI[I/IMBIX IS OCyH_[eCTBJ'[eHI/IH lle_]'[OBOﬁ KOMMyHI/IKaI_H/II/I Ha I/IHOCTpaHHOM SA3BIKC,

- 0COOCHHOCTEH CTUIIMCTUKHU HANMCaHUsl O(UINATBHBIX 1 HEOPHUIIUAIBHBIX ITUCEM, CTPYKTYPHOH THITOJIOTHH U TIPaBUIT
HOCTpoeHI/lﬂ IIMCBMCHHOI'O pequoro BBICKA3bIBAHUS HA 1/13yqaeM0M SA3BIKEC,

- OCHOBHBIX MIEPEBOTICCKUAX TPAHC(HOPMAIIHH.

CTyzneHT criocoOeH 1MoKa3aTh YMEHHUSI:

- IOCTPOUTH BHICKA3BIBAHUSI B CMOJICITUPOBAHHBIX (IIPEIaraeMbIX ) CUTYAIUAX OOIICHUS Ha MHOCTPAHHOM SI3BIKE, IIPABILTEHO
UCIIOJB3Ys BepOaibHbIe U HeBepOAbHbBIE CPEICTBA OOLICHUS;

- BECTH [JICJIOBYIO MEPEMHICKY C YIETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C MPEICTABUTEISIMU IPYTUX CTPAH;

- BBITIOJIHUTH MEPEeBO/I MPO(ECCHOHABHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYAapPCTBEHHBIHN S3bIK U 00PATHO C YaCTHYHOM
MOMOIIBIO TIPETIOIaBATENS.

CtyneHT crioco0eH YaCTUYHO MTOKa3aTh BIaICHHE:

- I/IHOCTpaHHI)IM SI3BIKOM KaK CTHJIEM JI€JIOBOTO O6U_ICHI/I$[;

- TeXHHKOfI JCJIOBOIo rnM1MchbMa Ha I/IHOCTpaHHOM SI3BIKEC.

- OCHOBaAMHU TCXHHUKU HepeBOHa.

O11eHKa «y/IOBJIETBOPHUTEIILHOY BBICTABIISIETCS, €CJIM CTY/ICHT MOKa3bIBaeT 0A30BbI YpOBEHb 3HAHHH:

- OCHOBHBIX I'PaMMaTH4ECKUX CTPYKTYP; OOLICyOTpeONTENbHOM, 00IIEKYIbTYpHON U IPO(ECCHOHAIBHOM JIEKCHKHU; PEYEeBBIX
KJIMILIE, HEOOXOAUMBIX ISl OCYIIECTBICHHS ISIOBOM KOMMYHHUKALMY HA HHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTHINCTUKH HANMCAHUsI OQUIUATIBHBIX H HeODUINATIBHBIX IIUCEM, CTPYKTYPHOU TUITOJIOTUH M IPaBUII
NOCTPOCHHS IIMCBMEHHOTO PEUeBOro BHICKA3BIBAHNS Ha H3y4aeMOM SI3BIKE;

- OCHOBHBIX IIEPEBOAYECKHX TPaHCHOpPMAIHH.

ITox pyKOBOACTBOM IIpENoAaBaTeNst CIIOCOOEH MOKa3aTh YMEHUSL:

- IOCTPOUTH BBICKA3bIBAHUS B CMOZCIUPOBAHHBIX (IIpeJIaraeMbIX) CUTYalMsAX OOIIEHHS HA HHOCTPAHHOM $S3bIKE, IPaBUIILHO
UCIIOJB3Ys BepOalibHbIe M HeBepOallbHbBIE CPEICTBA OOLICHUS;

- BECTH JICJIOBYIO MEPENHCKY C YI€TOM COLIMOKYIBTYPHBIX OCOOCHHOCTEH C PEICTABUTEISIMU IPYTUX CTPaH;

- BBITIOJIHUTH MIEPEBO/I MPO(HECCHOHATBHBIX TEKCTOB C HHOCTPAHHOT'O Ha TOCYAapCTBEHHBIH S3bIK M 00paTHO C YaCTHYHOM
TIOMOLIBIO TIPETo/1aBaTels.

CryneHT crnoco0eH YaCTHYHO M0Ka3aTh BiIaJeHHE:

- HHOCTPAaHHBIM S3BIKOM KaK CTHJIEM JICIIOBOTO OOIICHHS;

- TEXHHUKOI1 IENOBOr0 MUCbMa Ha HHOCTPAHHOM SI3bIKE.

- OCHOBaMH TEXHHKH IIEpeBoia

Or1ieHKa «HEYIOBIETBOPUTEIBEHOY» BBICTABIISIETCS, €CIIH CTYACHT [IOKA3bIBACT HEYOBICTBOPUTEIBHBIN YPOBCHD 3HAHUMH:

- OCHOBHBIX TPaMMaTHYECKUX CTPYKTYP; OOLIeYIOTPeOUTENbHOM, 00IEKYIbTYpHOM U IPO(dEeCCHOHAIBHON JIEKCUKH; PEUeBBIX
KJTUIIE, HeOOXOAMMBIX JUISl OCYILIECTBIICHHUS A€TI0BOM KOMMYHHKALIMN HA HHOCTPAHHOM S3BIKE;

-0COOEHHOCTEH CTHIIMCTHKY HAaIMCaHKUs OQUIMANbHBIX U HEO(UIMAIBHBIX TIHCEM, CTPYKTYPHOH THUIIOJIOTHH M ITPABHII
IIOCTPOCHMSI MUCHbMEHHOTO PEYEBOT0 BHICKA3bIBAHUS HA U3y4aeMOM S3bIKE

-OCHOBHBIX IIEPEBOAYECKUX TPAaHCHOPMALIHIA.

CTyaeHT 3aTpyaHsIeTCs WM He MOXKET MOKa3aTh YMEHHUS:

- IOCTPOUTH BBICKA3bIBaHUS B CMOJEIMPOBAHHBIX (IIpeJIaraéMbIX) CUTYalMsIX OOLICHUs] HA HHOCTPAHHOM SI3BIKE, IPaBHIBHO
UCTIONB3YS BepOasibHbIe 1 HeBepOalIbHBIE CPEICTBA OOIICHNS;

- BECTH JICJIOBYIO MEPENHCKY C yIETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C MPEICTABUTEISIMU IPYTHUX CTPaH;




BBITIOJIHUTH MEPEBO/I PO(ECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYAapCTBEHHbIH S3bIK U 00PATHO C YaCTHYHOM
MTOMOIIBIO IIPENoIaBaTesL.

CTyneHT He BIaJeeT:

- HHOCTPAHHBIM S3bIKOM KaK CTHJIEM JEJI0BOTO OOIICHUS.

-He BJIaZIeeT TEXHUKOU JeJIOBOTO MMChMa HA HHOCTPAHHOM SI3bIKE;

- OCHOBaMH TE€XHHUKH TEPEeBOA.

KoHTpoIbHbIE TECTHI U 33/1aHHS

(YK-4) CrniocoGeH oCyIIecTBIATh ASTOBYI0 KOMMYHHKAIIUIO B YCTHON M TUChbMEHHO# (hOpMax Ha rocylapCTBEHHOM SI3bIKE
Poccutiickoit @enepariuil ¥ MHOCTPAHHOM(BIX) sI3BIKe(ax).

1. Tum Bompoca "Ha cooTBercTBHEe"

®opmynmpoka Bompoca: Match the job interview questions (1-5) with their answers (a-e).
1 How many jobs have you had since leaving university?

2 Why have you changed jobs so often?

3 What have you done that shows leadership?

4 In what ways has your job changed since you joined the

company?

5 Have you ever worked with a difficult person?

a) I now have more responsibility and work longer hours.

b) Well, I lead the sales team. I'm also chairperson of a local business association.
c) I wanted to earn more money.

d) Well, the boss in my last company wasn't easy to work with.

e) I've worked for six companies.

Kumrou: 1-e, 2-¢, 3-b, 4-a, 5-d

2. Tun Bonpoca "MHOXECTBEHHBIN BBIOOD"

dopmynuposka Bonpoca: What is the correct order of the e-mail's parts? Choose the correct option.

I would like to work for your company, because it would be a good opportunity for me to improve my communication skills. I
have three years experience of sales (F).

Dear Sir / Madam (M)

I look forward to hearing from you(K).

I am writing to apply for the job of sales assistant. (N)

I am currently working as a sales assistant in a clothes shop (S).

I attach a copy of my CV (H).

1. M-N-S-F-H-K
2. N-M -S-F-H-K
3. M-N-S-H-F-K
4 M-S-N-F-H-K

Komrou: 1

3. Tum Bompoca "Ha cooTtBercTBHE"
dopmynmpoBka Bompoca: Read some advice for writing a good CV. Match parts of the information to their headings.

1. Your CV should be one to two sides of A4 paper. If you find you’ve got too much information, summarise and select the most
relevant points. If it’s shorter than a page, consider including more information about your skills and the responsibilities you had
in your previous roles.

2. When you describe what you have achieved in previous jobs, use active verbs for a strong positive effect on the reader. For
example, to make a change from was responsible for, use verbs like led or managed (a team / a project); created or developed (a
product / a positive atmosphere); delivered (results/training); and provided (support/training).

3. Avoid leaving gaps in your employment history. If you were travelling the world, on maternity leave or looking after small
children, include that in your CV.

4. Always ensure your CV is up to date. Include your most recent experience at the top of each section.

5. Your potential employer can easily check information about where you have studied and worked. Don’t be tempted to lie or

exaggerate about your expertise, because sooner or later this will be discovered and may result in you losing the job.

A. Use active verbs.

B. Keep it short ... but not too short!
C. Don’t exaggerate or lie.

D. Fill in the gaps.

E. Make sure it’s up to date.

Kirou: 1-B, 2-A, 3-D, 4-E, 5-C

4. Tum Bomipoca "MHOKECTBESHHEIH BEIOOD"




dopmynuposka Bonpoca: Read the letter below and decide which type of letter is it?

Dear Ms. Rosewoods

This letter is to bring you to notice regarding the purchase of spoiled goods on 1st Aug 2020.

At the time of the purchase, I was assured that the goods would be fresh upon arrival. Instead, the products I received were
spoiled. I have attached a photo with the delivery receipt.

I would like you to deliberate on this matter as soon as possible and refund my purchase or send out another supply.
Thank you for attending to this matter. Feel free to contact me any time: (888)82782; brianpaulhsgy@gmail.com
Sincerely,

Brian Paul

Attached: Photo and receipt

A.The Cover Letter

B. The Inquiry Letter

C. The Invitation Letter

D. The Letter of Complaint
Kurou: 4

6. YHEBHO-METOJANYECKOE H THOOPMAIIMOHHOE OBECIIEYEHUE JTUCIUITIJIMHBI (MOJXY JISA)

6.1. Pexomenayemas iutepatypa

6.1.1. OcHoBHas JIMTepaTypa

ABTOpBI, COCTaBUTENU 3armaBue W3znarenscTBO, TOI Dn. aapec
JI1.1 |Kopotkux XK.A. Baenenne B TeOpHI0 MEXKYIBTYPHOM Bapraym: AntITIY, | https://icdlib.nspu.ru/view
KOMMYHHUKalLUH: ydeOHOe TTocoOue 2015 /icdlib/4388/read.php
6.1.2. lonoiHUTeJILHAS JINTEPaTypa
ABTOpBI, COCTaBUTETH 3ariaBue WsnarenscTBO, TOI On. aapec
JI2.1 |Panranosa U.H., English for service and tourism industry - OpeHnoOypr: http://www.iprbookshop.r
Yananga K.I'. AHTTUICKHI S3BbIK B chepe 00CTyKUBaHHS U OpeHoOyprekuii 1u/69881.html
Typu3Ma: yueOHOe mocoone rOCyIapCTBEHHBIH
yHusepcuret, 9bC
ACB, 2016

6.3.1 Ilepevyenb mporpaMMHOTo odecreyeHnst

6.3.1.1 | MS Office

6.3.1.2 | Kaspersky Endpoint Security s 6usaeca CTAHJTAPTHBIN

6.3.1.3 | MS WINDOWS

6.3.1.4|NVDA

6.3.1.5 | AAnpexc.bpayzep

6.3.1.6 | LibreOffice

6.3.1.7 | Moodle

6.3.2 TlepeuyeHb HHPOPMALMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1 | DnexkrponHO-OMbIMOTEUHas cuctema [IPRbooks

6.3.2.2 | ba3a naHHBIX «NeKTpoHHas OnOIHoTeKa ['opHO-ATalicKOro ToCyIapCTBEHHOTO YHUBEPCUTETA

7. OBPABOBATEJIBHBIE TEXHOJIOT'HHA

JIUCKyCCHUs

pouieBast urpa

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAYJIS)

Homep aynuropuun | Ha3znayenne OcHOBHOE OCHAIIleHUE

234 Al YueOHast ayAuTOPUS LTS TPOBEICHUS Pabouee mecto npenonasatens. [locagouneie MecTa
3aHATHUH JEKIMOHHOIO TUIIA, 3aHATUN oOyuaronuxcst (110 KOJIMYECTBY 00yJaIomuXcs).
CEMHUHAPCKOTro TUIIA, KypCOBOTO YyeHuueckast 1ocka

MPOCKTHPOBAHMS (BBITOJHEHUS KYPCOBBIX
paboT), TPYIOBEIX ¥ HHAWBUIYAIbHBIX
KOHCYJIbTallUH, TEKYLIEro KOHTPOJIS 1
IIPOMEKYTOUHOM aTTECTALUU



https://icdlib.nspu.ru/view/icdlib/4388/read.php
http://www.iprbookshop.ru/69881.html

136 Al YueOHast ayAuTOPHS IS IPOBEICHUS Pabouee mecto npenonaBatens. [locagounpie MecTa

3aHSTUHN JCKIIMOHHOT'O THUIIA, 3aHATHI o0yuaronuxcst (110 KOJIMYECTBY 00yUaIOIINXCS).
CEeMHUHAPCKOT0 TUIIA, KYpCOBOTO WHTepakTHBHAS JOCKA C TIPOSKTOPOM, KOMIIBIOTED,
MPOCKTUPOBAHHUS (BBIMOTHEHUS KYPCOBBIX MOJIKITIOYCHUE K HHTEPHETY, yIeHHYEeCKas I0CKa,
paboT), rpyIOBEIX M HHANBUIYAJIbHBIX Mpe3eHTaIlOHHAA TpUOyHa

KOHCYJIbTAIMH, TEKYILIEro KOHTPOJIS 1
MIPOMEKYTOUHON aTTeCTaluu

132 Al YueOHast ayAUTOPHS IS TPOBEICHUS Pabouee mecto npenogaBatens. [locagounsie MecTa
3aHITHHA JEKIIMOHHOTO THIIA, 3aHATUN obOygaronuxcs (TI0 KOJTMYECTBY O0YJIArOIIUXCH).
CEeMHUHAPCKOT'0 TUIIa, KypCOBOTO VYueHudeckas 10cKa, Npe3eHTallMOHHas TpUOyHa

MIPOCKTUPOBAHMSI (BBITIOJTHEHHSI KYPCOBBIX
padoT), rPYIIOBBIX ¥ WHAUBUIYAIbHBIX
KOHCYJIbTAIIM, TEKYLIETO KOHTPOJIS U
MIPOMEXYTOYHOM aTTeCTalluu

209 b1 KommbrotepHsiii kinacc. Y4yeOHas Pabouee mecto npenonasarens. [locagounsie Mecta
ayAUTOPHS JUISL IPOBEICHUS 3aHATHUI oOyuaronuxcst (110 KOJIMYECTBY 00y4aOLIuXCs).
JIEKIIMOHHOTO THUIIA, 3aHATHI CEMHUHApCKOro | MapkepHasi yueHn4ecKast JoCKa, SKpaH,
THUIIA, KypCOBOTO IIPOCKTHPOBAHUS MYJIBTHMEINANPOEKTOP, KOMITBIOTEPHI C JOCTYIIOM B

(BBITTOJTHEHUSI KYPCOBBIX pador), rpynmoBelx | IHTEpHET
Y WHIMBUIYaJIbHBIX KOHCYIBTALHH,
TEKYLIEro KOHTPOJIS H IIPOMEKYTOUHOMH
atrecranuu. [Tomerienne s
CaMOCTOSITEIIEHOW PabOTHI

9. METOAUYECKHUE YKA3AHUSA NI OBYYAIOIIUXCA 11O OCBOEHUIO JUCIUITIJIMHBI (MO Y JIS)

Metoauyeckue yka3aHusl K BbINOJIHEHUIO JEKCUKO-IPaMMaTUYECKUX YIIPAKHEHUN

ITpu paboTe ¢ TeKCHKO-TPaMMaTHIECKUM MaTepPHaIoOM HEOOXOIMMO CTPEMHUTHCS HE TOJIBKO K Y3HABAaHHIO CIIOBA WIIH
TrpaMMaTHYIECKOT0 000pOTa, HO M K MTOHUMAHHIO IIETIM eT0 YIOTPEOICHNI B JaHHOM KOHTEKCTE.

W3ydaemslii MaTepuan TpeOyeT NPAKTHUECKOTO MPUMEHEHUs, IPEKAE BCETO B BUIE JIEKCHKO-TPaMMaTHIECKUX
yIpa)kKHEHUH, KOTOPBIE ClIeAyeT BBIIONHATH TOJIBKO MOCIE TIIATEIbHON MPOPaboTKU Bcero Matepuana. M3ydeHue rpaMMaTuku
HEeJIb3s1 HauaTh «C cepeAnHby. KaxIpIii HOBBIN pa3zern 06a3upyeTcs Ha H3ydeHHOM npexie Matepuaie. OHako n3ydeHHe TOIBKO
rpaMMaTHKU 03 MPaBIIIBHOTO MPOU3HOMICHHS U 3HAHHS JICKCHKH OCTAeTCS «BEIIbI0 B ceOey. JINIh KOMITIEKCHBIH TOAX0R U
MOCTENEHHBI Iepexo]] 0T IPOCTOTO K CI0KHOMY MOKET AaTh TpeOyeMbli pe3ynbpTar.

ITpu BEIMOTHEHNHN YIIPaKHEHHUI CHAavala ClIeAyeT 03HaKOMUTBCS C TPAMMATHYECKMMHU KOMMEHTapUsAMHU, TPOCMOTPETh 3aIHCH,
C/IeNaHHbIE HA 3aHATHH. [Ipy MOATOTOBKE K KOHTPOIBHEIM paboTaM TpeOyeTcs Takke MPOCMOTPETh BECh JIEKCHKO-TPaMMAaTHICCKII
Martepua, B TOM YUCIIe JOMAITHUE TUCEMEHHBIC YIIPAKHEHUSI.

CTyaeHTaM peKOMEHIYeTCsl HCII0JIb30BaTh 00y4aloIie KOMIBIOTEPHbIE IIPOrpaMMbl, KOTOPBIE Al0T BO3MOXKHOCTb HE TOJIBKO
MPOCITyIIaTh MPaBHIbHOE (hOHETHUECKOEe OPOPMIICHHE PEUH, HO U BEIpabOTaTh HABBIKH MCIIONB30BAHIS PABHIIBHBIX JIEKCHKO-
rpaMMaTU4YECKUX CTPYKTYp IIPYU IOMOLLIY YIIPAKHEHUH.

IIpu u3yueHun onpeaenéHHbIX JEKCUIECKUX U TPAMMAaTUUECKUX SBIEHUN HEMELIKOTO SI3bIKa PEKOMEHIyeTCs HCIOIb30BaTh CXEMBI,
TaOJIMIBI U3 CIPAaBOYHHUKOB 110 TPAMMATHKE, TIIATEIHFHO TOTOBUTH MX JUIS 00ecIIeUeH s IIPOYHOTro ycBoeHus. [Ipn noctpoennn
HEMEIIKOTO ITPEJIOKEHH CIIETyeT pacIoiaraThk CJI0Ba B CTPOro OMPEAEIEHHOM NOPAKE, YYUTHIBAs, 9TO OPAIOK CIIOB B
MOBECTBOBATENBHOM, BOIIPOCUTEIBHOM M OTPUIATEIFHOM MPEAT0KEHUAX OTINYACTCS OT HOPAIKA CIIOB B PYCCKOM IPEIOKEHUH.

MCTOIII/I‘-ICCKI/IC PEKOMCHAAUH T10 MOATOTOBKE pOHCBOfI HUI'pbI

B cTpykType poseBoii Urpbl Kak Iporecca BhIASISIOTCS CIIEIYIOIINE COCTaBIISIOIIIE:

. TeMa;
. poIH, B3ATHIE Ha ce0sl HTParOIINMU;

. WUIPOBBIE JIEMCTBUS KaK CPEACTBA peallu3alliy ATUX POJIeH;

. UTPOBOE YHOTPEOJICHHE NPEIMETOB, T. €. 3aMEIICHUE PEANIbHBIX BEIICH MIPOBBIMH, YCIOBHBIMH;
. peabHble OTHOIIEHHSI MEXY UIPAIOLINMU;

. CIOXKeT (conep:kaHne) — 00JIacTh JIEHCTBUTEILHOCTH, YCIOBHO BOCHPOU3BOJANMAS B UTPE.

B mpornecce poneBoii Urpbl 0TpabaTHIBAIOTCS U YCBaUBAIOTCS:

1) aTHYecKne HOPMBI U IIpaBUIIa IOBEACHHS U ONPEIEICHHbIC COLIMAIBHBIC POJI B TOM WJIM HHOM 3THOKYJIBTYPHOM COOOIIECTBE;

2) 0cOOEHHOCTH, XapaKTepHbIC YePTHI, BO3MOKHOCTH TEX WM WHBIX COIMAIBHBIX TPYIIT WIIN ONIPEETICHHBIX KOJUIEKTHBOB —
AHAJOTOB IPEeINPUITUIH, GUPM, T.€. PA3IUIHBIC TUIIBI YKOHOMHUECKHUX U COLUAIBHBIX HHCTUTYTOB, YTO BIOCIEICTBUU MOXKET OBITH
MEPEHECEHO B COLUANIBHYIO MIPAKTUKY;

3) yMEHHSI COBMECTHOH KOJJICKTUBHOM AEATEIHHOCTH;

4) KynbTypHBIEC TPAJUINU U HOPMBIL.

PoneBble Urpel, TeMa U CIOKET KOTOPBIX OCHOBAaH Ha COAEPKAHUH TEKCTOB, UIITIOCTPUPYIOT MOBEICHUE B CUTyallul
MEXKYIBTYPHOTO OOIICHHUS.

B xauecTBe npueMoB, XapaKTEpHBIX UL METO/1A POJEBOM UIPhI BEICTYNAIOT CIIEAYIOIUE:

- IpUeM BOCCO3aHHIs KOMMYHUKATUBHOTO KOHTEKCTa, KOMMYHUKATHBHON CUTYAI[HH;

- IpUEM BUPTYalbHON SKCKYPCHH, KOTOPBI MOKHO OPraHH30BaTh KakK C MOMOIbIO TEXHUYECKUX CPEICTB, TAK U C UCTIOIb30BAHUEM




peanbHBIX (hOTOMATEpHAIOB B y4eOHON ayaUTOPHH,

- IPUEM JpaMaTH3allii, HalpaBJICHHbIN Ha CO3/1aHNE YCIOBHH, TPUOIMKEHHBIX K YCIIOBHAM PEAILHOTO OOIICHUSI, CBI3aHHbIN C
CO3aHHEM CUTYallUH OOLICHHMS, ONPEIEIICHIEM €N, PAacTIPEICIICHUEM POJIEH;

- mpueM pedUIeKCHBHON HACHTH()UKAINH, IPEANONATal0Mnil HASHTU(HKALUIO ¢ 00BEKTOM OOIICHNUS U IIOBECTBOBAHUE OT HMCHU
3TOro 00bEKTa.

MeTtoandeckue ykazaHUsI K HAITMCAHUIO JIEJIOBOTO MAChMa
Business Letter

Letter writing is an art. A letter on one topic can be written in different styles with the help of various formats. Writing a letter is a
difficult task for some because of format used for writing. The letter has to have following parts. They are date, name and address of
sender and receiver, salutation, main body and complimentary closure. When all these parts are combined together then you will get
a well drafted letter. Writing as well as receiving a letter is always special. A Letter is a platform where you can express your
innermost feelings in a straightforward manner.

Business letters and personal letters are two types of letters. For all official and formal situations, you write business letter whereas
letters written to friends, relatives, acquaintances are personal letters. Both follow the same format only the difference lies in the
language used for writing. In business letters, formal language is used and situations discussed are work related. In personal letters
language is informal and you discuss personal and intimate topics.

The site will provide you with tips for writing different types of letters and various samples. Here you will get to read business as
well personal letters. The samples will help you in drafting the letter you require in every possible manner. You can follow the
format and make changes in the main body of the letter according to your needs.

Business Letter Writing

When an individual starts working in a professional environment, he needs to understand the various nuances of business letter
writing. Business letter has to be brief and concise. The purpose of writing the letter should feature in the first paragraph. Give
enough information about the main idea but be specific. Professionals do not have time to read lengthy letters. So keep the letters as
short as possible. The business letter has to effectively convey the message to the reader. Here in this section of the site, you will get
tips to write business letters, types of business letters and samples of business letter. Use the formats and modify the content as per
your requirements.

Meroauyeckue yka3aHHs K YTCHHIO U [IEPEBO/TY TEKCTOB MIPO(ECCHOHAIBFHOI HAIPaBICHHOCTH
TexcThl TpoQecCHOHANBEHOW HAIMPaBICHHOCTH HAa MHOCTPAHHOM SI3bIKE MOMHUMO CBOCH OCHOBHOH 3amauMl —
WHPOPMATUBHOCTH — TOMOTAIOT MOMOJHUTh OOLIM M TeMaTHYECKUIl CIOBapHBIH 3amac, TPEHUPYIOT B MPOU3HOLICHUU
HEMELIKUX CJIOB U BBIPAXKEHUH, 3aKPeIUISIIOT NpaBWila IPaMMAaTHKU, CIIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOH peuu.
[IpenrexcroBsiii 3Tar:
- TPOYTHTE 3arojIOBOK U CKaXHUTE, 0 4eM (0 KOM) OyIeT HITH pedb B TEKCTE;
- 03HAKOMBTECh C HOBBIMU CJIOBAaMH U CIOBOCOUETAHHUSMH (€CIH TAKOBBIE JaHBl K TEKCTY C IIEPEBOIOM);
- TNPOYMTAHTE W BBHIMUINUTE CIIOBA, 0003HAYAIOIIHE. .. (JaeTCI PYCCKUI SKBUBAJICHT);
- BBIOEpUTE W3 TEKCTa CIIOBA, OTHOCSIIHECS K M3y4aeMOH TeMe,
- HalIuTe B TEKCTE HE3HAKOMBIE CIIOBA.
TekcToBbI ATam:
- MPOYTHUTE TEKCT;
- BBIJIENIUTE CIIOBA (CIOBOCOUETAHUS WM MPEIUIOKEHHS), KOTOPble HECYT BaXXHYIO (KIIOUEBYIO HH()OPMAIIHIO);
- BBINUIIATE WX TOAYEPKHUTE OCHOBHBIE MMEHA (TEPMHUHBI, ONpEAEICHuUs, 0003HAUCHHS);
- copMymupyiiTe KIFOYEBYIO MBICIB KaXIIOT0O ab3ara;
- OTMEThTE CIIOBO (CIIOBOCOYETaHME), KOTOPOE JIydIlle BCErO IMepelaeT coAep)kaHhe TeKcTa (J4acTH TEKCTa).
TlocnerekcToBblid 3TaI:
- 03arJaBbTe TEKCT;
- TIPOYTHUTE BCIYX MPEIJIOKCHHUS, KOTOPBIC MOSCHSIIOT Ha3BaHUE TEKCTA;
- HaliIuTEe B TEKCTE MPEMJIONKECHUS IUIS OTIHCAHHMSA ...
- moaTBepAuTe (OMPOBEPrHUTE) CIOBAaMHU M3 TEKCTa CIEAYIOLIYIO MBICTHD ...
- OTBETHTE Ha BOIPOC;
- COCTaBbTE IUIAH TEKCTA,
- BBIMUIIUTE KIIOUEBBIE CIOBa, HEOOXOIMMBIE IS Iepeckas3a TeKCTa;
- MEPecKaXUTe TEKCT, ONMPasiCh Ha IUIaH;
- TIEPECKAKHUTE TEKCT, ONUPAsCh Ha KIFOUEBBIC CIIOBA.
[Ipu moaroroBke pedepupoBaHHUS TEKCTAa PEKOMEHIYETCS BOCIIOJIB30BATHCS CIEAYIOIIEH MaMsTKON:
1. TTocne mpoureHHsI TeKcTa pa30elTe ero Ha CMBICIOBBIE YaCTH.
2. B xaxmoil yacT HaWAWTE NPEUIOKCHUE (MX MOXKET OBITh HECKOJBKO), B KOTOPOM 3aKJIIFOYEH OCHOBHOW CMBICIH 3TOW YacTH
TEKCTa. BRIMUTINATE 3TH MPEUIOKEHMSL.
3. TloguepkHUTE B ITHX MPEIIOKEHHSX KIIOYEBBIE CIOBA.
4. CocraBbTe IJIaH TepecKasa.
5. Onwupasich Ha IJIaH, IEPECKAXKUTE TEKCT,
6. Onupasch Ha KJIIOYEBbIE CJIOBA, PACCKAXKUTE TEKCT.




MCTO,HI/I‘-ICCKI/IC PEKOMCEHAAIUU IO COCTABJIICHUTIO TUCKYCCUN

ITamsiTKa ITO COCTABICHHIO TUCKYCCHH

B mpormecce moAroTOBKY K BHITOTHEHHUIO 33aHHA (IUCKYCCHSI) BHUMATEIBHO U3YYUTE €T0 COePKAaTeIbHOE HAIOTHEHHE,
OlIpeIeNTUTe KOHKPETHYIO CUTYAIMIO 1 KOMMYHHKATHBHYIO 3a/1a4y OOLICHHMSI.

Curyanust oOLIEHHs YETKO ¥ JIAKOHWYHO KOHKPETH3UPYETCSI B IIEPBBIX ABYX-TPEX NPEATOKCHUSX 3a/IaHNUs], TIO3TOMY HX CIEIyeT
YUTaTh 0COOEHHO BHUMATEIHHO.

* Obs13aTenpHO 00CYAHUTE BCE MPEATIaraeéMble BapUAHTHI, BHE 3aBUCUMOCTHU OT COOCTBEHHBIX IPEIIOYTCHUI.

*BynbTe MHUIMATHBHBIM ITAPTHEPOM I10 OOIICHHUIO, @ HE TIACCUBHO 0XKUJIaTe BOIIPOCOB CO CTOPOHBI cobecennmka. Heooxoanmo
HagaThk Oecely ¢ KpaTKoro BCTYIUICHUS —O0BSCHEHHS CUTYalliH. Jlalee cieryeT akTHBHO BeCcTH Oecey: IpeiaraTb BapHaHTHI IS
00CYXIeHHs, 3a]]aBaTh COOTBETCTBYIOIINE PEUCBON CUTYaLlH BOIIPOCHL, IIPH HEOOXOIUMOCTH IIEPECTIPAINBATh, yTOYHATh MHEHHE
co0eceIHNKa, OCYIECTBIATh IIEPEX0/] OT OHOTO BAPUAHTA K JPYTrOMy, B 3aBepIICHHE Oecebl Iocie 00CYKISHNs BCeX BApUAHTOB
caMOMy IIPEJIOXKUTh pelIeHne. PelieHne JOmKHO JTOTHYHO BBITEKAaTh U3 BCETO CKA3aHHOTO 000MMM IapTHEpaMH, He 3a0ybTe IpH
3TOM eIlle Pa3 HOMHTEPECOBATHCS MHEHHEM COOECETHHUKA.

*BexuBOCTh B Uanore mpeAnoiaraeT, Ipexkae BCero, IPOosSBICHNE 3aNHTEPECOBAaHHOCTH 10 OTHOIICHHUIO K CBOEMY ITapTHEPY MO
00LIeHHIO, 00513aTeIbHOE PearupoBaHKe Ha €ro PEIUINKH (ITYCTh MOPOIO C TIOMOLIBI0 KOPOTKHUX PEIUIMK PearupoBaHus).
Heo0xonmMo BHUMATENBHO CITyIIATh apTHEpa U 1aBaTh aJeKBaTHBIE peakIny Ha TO, YTO OH TOBOPUT. B maHHOM THIIC Ananora
JaIre BCero OTBETHBIMHU PEaKIMsIMU OyIyT COTTIache WM Hecoriacue (IIpUIeM BEXIIHBOE), M, BOSMOXHO, YAUBICHHE, COMHEHHE.
ITpu 3TOM, 6€3yCIIOBHO, CIIEyeT CTapaThesi HCIOIb30BATh Pa3HOOOPa3HbIE S3BIKOBBIC CPEICTBA ISl BBIPAYKEHHS IAHHBIX SI3IKOBBIX
GbyHKITHA.

* AKTHBHO IIpe/jIaraiiTe BapiHaHTHI I 00CYKIEHHS (€CTECTBEHHO, MOCIIE TOCTATOYHO MOAPOOHOTO 00CYKICHHUS KaXI0TO
HpPEeABIIYIIETO).

*[Ipu npeu10’XKeHUN CBOETO BapHaHTa CIIE/YyeT JIaBaTh YSTKUE Pa3BEPHYThIC apI'yMEHTHI B €ro 1oJb3y. B ciydae Hecornacust
cobeceTHIKa HEOOXOIMMO PearnpoBaTh Ha €ro PEIUINKH CBOMMH KOHTPapryMeHTaMH, COTJIacys HX C €r0 IOBOJaMH. Y MEHHe
YCHBIIIATh MTAPTHEPA U aIeKBAaTHO M apTyMEHTHPOBAHHO PEarupOBaTh B CIIOHTAHHBIX OTBETHBIX PEIIMKAaX OCOOCHHO IIEHHO B
JJaHHOM TuIIe quanora. OfHaKo COBCEM HEeoO0s3aTeIbHO BCET/la He COIVIAIIaThCsl C MapTHEPOM, Bellb B PeasbHONH KOMMYHHUKAIIUN MBI
JIOCTaTOYHO YacTo IePeCcMaTPUBAECM CBOIO TOUKY 3PEHUSI, B3BEIINBAs JOBOJBI «3a» U «IIpOTHB». [Ipn cornmacun ¢ MHEHHEM
cobeceTHIKA BaYKHO ITPUBECTH JONOIHUTENBHEBIE JOBOABI B TI0JIB3Y 00CY’KIaeMOT0 BapHaHTa MIIH Pa3BepPHYTh apTyMEHT
co0eceIHHKa.

* AKTUBHOCTB U BeXJIMBOCTh COOECEJHUKA IIPENIOIAracT 3aMHTEPECOBaHHOCTh BO MHCHIH IIAPTHEPA 110 OOIICHHUIO, TIO3TOMY B
Oecerne cieayeT HHTEPECOBATHCSI MHEHHEM COOECEeTHIKA 10 TTOBOY MPe/IIaraéMbIX BAPHAHTOB, 3alIPallIiBaTh €ro COTIACHE MITH
HECOTJIaCHe CO CBOCH TOuKoif 3peHust. IIpr He0OX0ANMMOCTH MOKHO 3aaTh YTOYHSIOIINE BOIIPOCHI, IIEPECIIPOCUTE COOECETHUKA.
Heo06xoauMo y4nThIBaTh MHEHHE COOECETHUKA U ITPUBOIMMBIC UM apryMEHTBI ITPU NMIPUHATHH OKOHYATEIBFHOTO PEeLIeH s, KOTOpoe
JIOJDKHO CTaTh JIOTHYECKHUM 3aBEpIICHHEM aAuaiora. Eci pemenne npoTHBOPEUrT COEPKAHUIO IPOBEICHHO Oecebl,
KOMMYHHMKaTHBHAs 3a1a4a MOXKET OKa3aThCs HEBBIITOJTHEHHOW. DTO 03HAYAET, YTO YIaCTHHK Oeces! (popMaIbHO MpOroBapHBall
CBOH JIOBOJIBI, HE CJICIUII 32 PEIUIMKAaMK COOECEeTHUKA U JIOTHKOI pa3BUTHS AUAJIOTa.

*/HunaTuBHOCT B Oece/ie IPeAroiaracT yMeHIE BOBJICYb ITapTHEpPa B IMAJIOr. B TaHHOM THIle JUanora 3To MposBIIseTCS He
TOJIBKO B YMEHHUH 3aIIPOCUTh MHEHHE COOCCEIHNUKA, HO U B IIPUTIIAIICHIH TIPEUIaraTh CBOM BapHAHTHI [UIS OOCY)KICHUS.

* Heo6x0AnMO MOMHUTB, YTO JUANIOT — 3TO He 0OMEH MOHOJIOTaMH.

MeTtoaudeckue YKa3aHuA 110 pa60Te CO CJIOBapem

DOopMBI CaMOCTOSITENIEHOM PabOTHI CO CIIOBAPEM:

- IOUCK 3aJJaHHBIX CJIOB B CIIOBapeE;

- ompeienicHue (POPM TUHCTBEHHOTO U MHOXECTBEHHOTO YHCIIA CYIIECTBUTENBHBIX;
- BBIOOD HYXKHBIX 3HaY€HHH MHOT'O3HAYHBIX CJIOB,;

- IOUCK HY)KHOTO 3Ha4EHHs CIIOB U3 YHUCNIA IPAMMAaTHYECKUX OMOHUMOB;

- OMCK 3HAUEHNs IJ1arojia Mo OJIHOH U3 IJ1arojbHbIX (OpM.

1. ITpu noucke cioBa B CIOBape HEOOXOAUMO CIETUTh 32 TOYHBIM COBMAJACHHEM TpaduuecKkoro opopmMiIeHHs HCKOMOTO 1
Hal/ICHHOT'O CJIOBa, B IPOTUBHOM CIy4ae IepeBoJl Oy/eT HeNPaBHUIbHBIM.

2. MHoOTHe cJ0Ba ABIAIOTCS MHOTO3HAYHBIMH, T.€. IMEIOT HECKOJIBKO 3HAYCHHUH, II03TOMY IIPHU ITOMCKE 3HAUEHHS CJIOBA B CIIOBape
HEOOXOAMMO YUTATh BCIO CIIOBAPHYIO CTAThIO M BEIOMPATH AT IEpeBOia TO 3HAUCHUE, KOTOPOE MOAXOIUT B KOHTEKCT
NpeUIoKeHH (TeKCTa).

3. IIpu noucke B cioBape 3HAUCHUs CIIOBA B PsiJie CIydaeB CleyeT NPHHUMATh BO BHUMAHHE IPaMMaTHYECKYIO (DYHKIIMIO CIIOBA B
TPE/ITIOKEHNH, TaK KaK HEKOTOPBIE CII0BA BBITIOJHSAIOT PAa3IMIHBIE TpaMMaTHIeCKUe (DYHKIIMK U B 3aBUCHMOCTH OT 3TOTO
HEepeBOIATCA TIO-PASHOMY.

4. Ilpn noncke 3HaUYEHHUS TJIaroiia B CI0Bape ClielyeT UMETh B BUJLY, UTO IJIaroJibl yKa3aHsl B CJIOBApE B HEOIIPEICNICHHOH (opme
(Infinitiv - schlafen, aufmachen)B To Bpems kak B peaokeHHH (TeKCTe) OHU (YHKIHOHUPYIOT B Pa3HEIX BPEMEHaX, B Pa3HBIX
rpaMMaTHYIECKUX KOHCTPYKIUX. [ToMCK Iitaroia 3aBHCHT OT €T0 NIPUHAUIC)KHOCTH K KJIACCY IIPABUIIBHBIX FUIH HETIPABIIIBHBIX
IJIaroJioB.

Metonnueckie peKOMEHJaliH 110 TOrOTOBKE K 9K3aMEeHY




