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1. HIEJIX ¥ 3BAJAYH OCBOEHUSA U CIMITJINHBI

1.1

Leau: GopMHUpPOBaHHE WHOSA3BIYHOW KOMMYHHUKATHBHON KOMIICTEHIIMU JIS IEJIOBOTO OOIIEHHS B YCTHOW M MUChbMEHHOU
dopmax.

1.2

3adauu: - OCBOCHUE TPaMMATHIECKOTO M JICKCHYECKOTO MHHUMYMa B 00beMe, HEOOXOIUMOM JIJIs IEIIOBOTO OOIICHUS
Ha MHOCTPAHHOM SI3BIKE M PA0OTHI C HHOSI3BIYHBIMH TEKCTAMH B TIpoLiecce PO eCCHOHAIBHOM e TeTbHOCTH;

- (hopMupoBaHHE YMEHHUH YTSHUS M TOHUMAHHS JIUTEPATYPHI TI0 CIIEIIUAIFHOCTH CO CIOBapeM;

- (hopMupoBaHNE KOMMYHHKATHBHBIX YMEHHH IE€JIOBOTO OOIMICHNS HA HHOCTPAHHOM SI3BIKE.

2. MECTO JUCHUIIIMHBI B CTPYKTYPE OOII

Huxn (pazgen) OOIT: b1.0

2.1

TpeGoBanus K NpeABaApPUTE]bHOI MOATOTOBKE 00y4Yal0Ierocs:

2.1.1

HpeZ[IHeCTBy}OHII/IMI/I JUCHUILIMHAMU ABJIAKOTCA JUCHUIIIMHBI SI3BIKOBOM MOATOTOBKH Ha NPEAbIAYIIEM YPOBHE SI3BIKOBOM
IIOATOTOBKH.

2.2

I[I/ICIII/[HJII/[HLI U MPAKTUKH, VI KOTOPBIX OCBOCHHUE JAHHOM TUCUMIIJIMHbBI (MO)IyJIﬂ) HeOﬁXOHI/IMO Kak
npeaumecTreyruiee:

221

BrimosHeHne, NOATOTOBKA K NPOLIEAYPEe 3alUThl M 3aIlUTa BHITYCKHONW KBaIHM()UKAaIIMOHHOH paboThI

3. KOMIIETEHIIMHX OBYYAIOIIEI'OCA, ®OPMUPYEMBIE B PE3YJIBTATE OCBOEHUSA JUCIUIIJIMHBI

(MOJIY.JIST)

YK-4: Cnioco0eH ocylecTBJISITh 1€J0BYI0 KOMMYHMKAIMIO B YCTHOH M MMCbMEHHOI (popMax Ha rocy1apcTBEHHOM sI3bIKe

Poccuiickoii @egepannu 1 ”HOCTPAHHOM(BIX) A3bIKe(AX)

HN-1.YK-4: Birajgeer cucTeMOl HOPM PyCCKOI0 JIMTEPATYPHOI'O SI3bIKA IIPH €0 HCI0JIb30BAHHH B KayecTBe

rocyaapcrseHHoro si3bika Poccuiickoii @enepannu 1 HOpMaMu HHOCTPAHHOTO(BIX) SI3IKA(OB), HCIOJb3YeT Pa3IuYHbIe

(opMBbI, BUABI YCTHOH H MHCbMEHHON KOMMYHHKAIINH.

- 3HAET OCHOBHBIE IPAMMATHYECKUE CTPYKTYPBI; 0OLICYOTPEOUTENbHYIO, OOIIEKYIBTYPHYIO U MPOPECCHOHATBHYIO JICKCUKY;
peYeBbIC KIHIIE, HEOOXOANMBIE ISl OCYIIECTBICHHUS ICIOBOM KOMMYHHKAIIMH HA HHOCTPAHHOM SI3BIKE;

- YMEET MOCTPOUTH BBICKA3bIBAHNUS B CMOJICIIUPOBAHHBIX (TPEJIaraéMbIX) CUTYaLUsIX OOLICHHsT Ha HHOCTPAHHOM SI3bIKE, MPABUIILHO
UCTIONB3Ys BepOasbHbIC U HeBepOAIbHBIC CPECTBA OOIICHMS,

- BJIa/IeeT UHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEJIOBOTO OOIICHHSI.

HN-2.YK-4: Ucnoab3yeT sI3bIKOBBIE CPeICTBA Ul JOCTHKEHHUS MPO(ecCHOHATBHBIX LieJleif Ha pycCKOM U HHOCTPAHHOM(BIX)

s3bIKe(aX) B PAMKAX MeKJINYHOCTHOIO U MEKKY/IbTYPHOI0 00LIeHH.

- 3HaeT 0COOCHHOCTH CTHUIIMCTHKH HAITICAHUS O(HIIMANBHBIX M HEO(QUIHATBHBIX ITHCEM
- YMEET BECTHU JIEJIOBYIO MEPENUCKY C YUETOM COLUOKYIbTYPHBIX OCOOCHHOCTEH € NPEACTaBUTENSIMU JPYTUX CTpaH
- BJIJICET TEXHUKOM JIEIOBOTO NMUChbMA HA MHOCTPAHHOM f3bIKE

4. CTPYKTYPA U COJEPKAHUE JUCIUIIMHBI (MOY.JIsT)

Kox HaumenoBanue pasaeos u TeM /Buj | Cemectp / | Yacos | Kommneren- | JIutepatypa | Hute | Ilpumeuanue
| 3aHaATHSA 3aHATUA/ Kvpc LMK DAKT.
Pa3nea 1. Conep:xanne
1.1 Introductions. Work and Leisure. 1 4 NA-1.YK-4 (JI1.1J12.1 J12.2 0 TECT
NA-2.YK-4

Jobs and studies. to be a/ an with jobs;
wh- questions. Introducing yourself and
others. Listening: Talking about
yourself.

Days, months, dates. Leisure activities.
Present simple. Adverbs and expressions
of frequency. Socialising 1: talking about
work and leisure.




1.2

Introductions. Work and Leisure.

Jobs and studies. to be a/ an with jobs; wh-
questions. Introducing yourself and others.
Listening: Talking about yourself.

Days, months, dates. Leisure activities.
Present simple. Adverbs and expressions
of frequency. Socialising 1: talking about
work and leisure. /Cp/
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WJI-1.YK-4
WJ1-2.VK-4

JI1.1J12.1 J12.2

1.3

Problems.

Nationalities. Speaking: Meet conference
attendees. Writing: e-mail. Reading: Meet
Jeffrey Immelt.

Speaking: Interview employees about
working conditions. Writing: list. Reading:
Carlos Ghosn, Superstar — CNN

/J1ab/

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

JI1.1J12.1 J12.2

Ponesas urpa,
MCbMEHHBIE
paboThl, TECT

1.4

Problems.

Nationalities. Speaking: Meet conference
attendees. Writing: e-mail. Reading: Meet
Jeffrey Immelt.

Speaking: Interview employees about
working conditions. Writing: list. Reading:
Carlos Ghosn, Superstar — CNN

/Cp/

30

WJ-1.VK4
WJI-2.YK-4

JI1.1J12.1 J12.2

1.5

Business Trips (airports, hotels). Food
and Entertaining. Business communication
in action.

Travel details: letters, numbers, times.
Can/can’t. There is/are. Making booking
and checking arrangements. Speaking:
Book guests into a hotel. Writing: e-mail.
Reading: A business hotel brochure.
Listening: travel information.

Eating out: food and menu terms.
Some/any. Countable and uncountable
nouns. Socializing 2: entertaining.
Speaking: Choose a restaurant for a
business meal. Writing: e-mail. Reading:
Ordering a meal.

/J1a6/

WJ-1.VK4
WJI-2.YK-4

JI1.1J12.1 J12.2

ITuceMeHHbIE
paboThl, TECT

1.6

Business Trips (airports, hotels). Food
and Entertaining. Business communication
in action.

Travel details: letters, numbers, times.
Can/can’t. There is/are. Making booking
and checking arrangements. Speaking:
Book guests into a hotel. Writing: e-mail.
Reading: A business hotel brochure.
Listening: travel information.

Eating out: food and menu terms.
Some/any. Countable and uncountable
nouns. Socializing 2: entertaining.
Speaking: Choose a restaurant for a
business meal. Writing: e-mail. Reading:
Ordering a meal.

/Cp/

26

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

JI1.1J12.1 J12.2




1.7

Sales. People. Telephone conversations
and Negotiations.

Choosing a product or a service. Past
simple. Past time references. Presentation
1: presenting a product. Speaking: Sell a
mobile phone and service package.
Reading: IKEA: lower prices, higher sales
— Financial Times. Listening: an interview
with the director of a sales training
company. Writing: e-mail.

Types of colleagues. Starting a business.
Describing people. Past simple: negatives
and questions. Question forms.
Negotiating: dealing with problems.
Speaking: Negotiate a solution to a
problem with an employee. Writing: e-
mail. Reading: Mercedes Erra — Financial
Times. Listening: An interview with a bank
director about a bad manager

/J1ab/

VJ-1.VK4
WJ1-2.VK-4

JI1.1J12.1 J12.2

Ponesas urpa

1.8

Sales. People. Telephone conversations
and Negotiations.

Choosing a product or a service. Past
simple. Past time references. Presentation
1: presenting a product. Speaking: Sell a
mobile phone and service package.
Reading: IKEA: lower prices, higher sales
— Financial Times. Listening: an interview
with the director of a sales training
company. Writing: e-mail.

Types of colleagues. Negotiations. Starting
a business. Describing people. Past simple:
negatives and questions. Question forms.
Negotiating: dealing with problems.
Speaking: Negotiate a solution to a
problem with an employee. Writing: e-
mail. Reading: Mercedes Erra — Financial
Times. Listening: An interview with a bank
director about a bad manager.

/Cp/

29

WJI-1.YK-4
WJI-2.YK-4

JI1.1J12.1 J12.2




1.9

Markets. Companies. Presentation and
Speeches.

Types of markets. Comparatives and
superlatives. Much /a lot, a little /a bit.
Meetings: participating in discussions.
Speaking: Launch a new product. Writing:
catalogue description. Reading: Welcome
to Moscow, city of the gold Rolls Royce -
Financial Times. Listening: An interview
with a cross-cultural trainer.

Successful companies. Negotiations.
Describing companies. Present continuous.
Present simple or present continuous.
Presentation 2: starting a presentation.
Speaking: You and your company: Prepare
an introduction to a presentation. Writing:
company profile. Reading: atura aims to
expand internationally — Financial Times.
Listening: An interview with the CEO of
Unipart.

/J1a6/

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

JI1.1J12.1 J12.2

ITepeBon
TEKCTOB

1.10

Markets. Companies. Presentation and
Speeches.

Types of markets. Comparatives and
superlatives. Much /a lot, a little /a bit.
Meetings: participating in discussions.
Speaking: Launch a new product. Writing:
catalogue description. Reading: Welcome
to Moscow, city of the gold Rolls Royce -
Financial Times. Listening: An interview
with a cross-cultural trainer.

Successful companies. Describing
companies. Present continuous. Present
simple or present continuous. Presentation
2: starting a presentation. Speaking: You
and your company: Prepare an introduction
to a presentation. Writing: company
profile. Reading: atura aims to expand
internationally — Financial Times.
Listening: An interview with the CEO of
Unipart.

/Cp/

25

WJ-1.VK4
WJI-2.YK-4

JI1.1J12.1 J12.2

The Web. Business Corespondence.

Using the Internet. Plans for the future.
Internet terms. Time expressions. Talking
about future plans (present continuous and
going to); will. Making arrangements.
Speaking: Plan a sales trip. Writing: e-
mails, business letters. Reading: Online
business model dressed to kill — Financial
Times. Listening: An interview with a
website effectiveness consultant.

/J1a6/

WJ-1.VK4
WJ1-2.YK-4

JI1.1J12.1 J12.2

ITuceMeHHbIE
paboThl, TECT




1.12

The Web. Business Corespondence.

Using the Internet. Plans for the future.
Internet terms. Time expressions. Talking
about future plans (present continuous and
going to); will. Making arrangements.
Speaking: Plan a sales trip. Writing: e-
mails, business letters. Reading: Online
business model dressed to kill — Financial
Times. Listening: An interview with a
website effectiveness consultant

/Cp/

30

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

JI1.1J12.1 J12.2

1.13

Cultures. Jobs. Job Application.

Company cultures. Cultural mistakes.
Company cultures. should /shouldn't, could
/would. Identifying problems and agreeing
action. Speaking: A change of culture:
Discuss changes in a bank. Writing: action
minutes. Reading: Wal- Mart finds its
formula doesn't fit every culture - The New
York Times. Listening: Four people talking
about cultural mistakes.

Skills you need for a job. Skills and
abilities. Present perfect. Past simple and
present perfect. Interview skills. Speaking:
Choose a candidate for a job. Writing:
letter. Reading: A curriculum vitae.
Listening: An interview for a job

/J1a6/

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

JI1.1J12.1 J12.2

1.14

Cultures. Jobs. Job Application.

Company cultures. Cultural mistakes.
Company cultures. should /shouldn't, could
/would. Identifying problems and agreeing
action. Speaking: A change of culture:
Discuss changes in a bank. Writing: action
minutes. Reading: Wal- Mart finds its
formula doesn't fit every culture - The New
York Times. Listening: Four people talking
about cultural mistakes.

Skills you need for a job. Skills and
abilities. Present perfect. Past simple and
present perfect. Interview skills. Speaking:
Choose a candidate for a job. Writing:
letter. Reading: A curriculum vitae.
Listening: An interview for a job.

/Cp/

64

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

JI1.1J12.1 J12.2

Pa3pen 2. IIpome:kyToyHas aTrecTanus
(3x3aMeH)

2.1

ITonroroBka K 3x3aMeny /Jk3aMeH/

34,75

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

22

Kontpons CP /KCPATT/

0,25

WJ-1.VK4
WJI-2.YK-4

23

KonrakrHas pa6ota /KoncOx/

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

Paznean 3. [IpomesxkyTouHas aTTeCTALUS
(3auér)

3.1

ITonroroBka k 3auéry /3a4ér/

8,85

VJ-1.VK4
WJ1-2.VK-4

32

Konrakrnas pabota /KCPATT/

0,15

VI-1.VK4
WJI-2.VK-4




Paznen 4. [IpomeskyTouHas aTTecTanus
(3auéT)
4.1 IMonroroBka k 3auéty /3auér/ 1 8,85 | U-1.YK-4 JI1.1 0
nJ-2.YK-4
4.2 KonrakrHas pabora /KCPATT/ 1 0,15 | UO-1.YK-4 J1.1 0
na-2.yK-4
Pazgen 5. IIpomeskyTounas arrecranus
(3auéT)
5.1 IMonroroBka k 3auéty /3auér/ 3 8,85 | UO-1.YK-4 JI1.1 0
nJ-2.YK-4
52 KonraxrHas pabora /KCPATT/ 3 0,15 | UO-1.YK-4 J1.1 0
na-2.yK-4

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. IlosicHuTeILHAS 3aNIMCKA

1. Haznauenue ¢oHza OLEHOYHBIX cpeacTB. OLEeHOYHbIE CPeICTBA NPEHA3HAYECHBI I KOHTPOJIS ¥ OLIEHKH 00pa30BaTeNbHBIX
JIOCTHXKEHHH 00yYaroUIuXcsi, OCBOMBILUX IPOrpaMMy y4eOHON AncIMIUIMHBL «THOCTpaHHBIH A3BIKY.

2. ®oHA OLEHOYHBIX CPEACTB BKIIOYAET KOHTPOJIbHBIE MAaTePHAIbI AL HPOBEACHHS TEKYIIEro KOHTPOIISA B popMe TECTOBBIX 3a1aHUH,
POJIEBBIX UT'P, HAIMCAHUS JIMYHBIX U JEJIOBBIX IHCEM, IIEPEBOJa TEKCTOB M MIPE3EHTALUH.

5.2. OueHo4HbIe CpeACTBA I/ TEKYIIEro KOHTPOJIst

BXOJIHOM KOHTPOJIb (mpuMepHbIe 3a1aHHs)

1. Choose the best words to complete the text.

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

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

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

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

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

Conversation 1

A Kevin has organised (1)

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

B I’m not sure.

Conversation 2

A How big is your company?

B Big! It has (3) of about 18,000 people.

A How much (4) do you get each year?

B Three weeks.

3. Choose the best word or phrase — a, b or ¢ — to complete the sentences.
1 Dirk Italian.

a) isn’t b) aren’t ¢) am not

2. A  are you from? B Japan.

a) What b)) Where ¢) Who

3. Ricardo drive to work?

a) Is b) Do ¢) Does

4. Oscar from home.

a) sometime work

b) works sometimes

¢) sometimes works

5. Mr Albert to meetings.

a) doesn’t go b) not go c) 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

(5) (have) my breakfast and now I (6) (wait) for a taxi. In fact, the taxi is here now! I (7) (call) you later, OK?

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

Do you like football?

Can I speak to Jorge Ramos, please?

Is there a car park?

My suggestion is to go for a cocktail.
Why don’t you buy a self-study course?
What do you think?

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

0. What did you learn from your last job?

5
1
2
3
4
5
6
7
8
9
1

a) Yes, there is.

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

¢) 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.
1) That’s a great idea.

j) ’'m afraid he isn’t in the office today.

Kpurepuu oneHku:

Crynent Bomonana 84-100% 3amaHuil «OTIMYHOY, TOBHIIIEHHBIH YPOBEHD

Cryzent Boinonuund4-100% 3aganuii «Xopol10», HOPOroBblid ypOBEHb

Crynent BeinoaHun50-65% 3ananuil «ya0BIE€TBOPUTENBHOY, TIOPOTOBBIM YPOBEHb

CryneHt BoimonHuI MeHee 50% 3a1aHuil «HEey0BIECTBOPUTEILHOY, YPOBEHb HE cQOPMUPOBAH

TEKYILUI KOHTPOJIb (ITPUMEPHBIE 3AJIAHUA)
CEMECTP 1

I Complete the conversation with words from the box.

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

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

A Really? And is her husband also _~ ?

B Yes, he is.

A Does Kasia work at home one day every week?

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

A When does she usually go on holiday?

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

A Do you and Kasia sometimes play __at the weekend?

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

II Match the sentence beginnings with the endings.

. I don’t like going a) to music.

. Jorge quite likes b)  holiday in August.

. Pete and Gregor often play c) watching football on TV.
. Nick works d) to the gym.

. We never listen e) hours.

. Susan loves going f) out to restaurants.

. T'usually go on g) from home once a month.

. Piet often works flexible h) football on Sunday.
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IIT 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 1 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).

IV 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.
¢) 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) ’'m from Italy.

V Match the sentence beginnings with the endings.
1 Call me back a) incorrect.

2 Can I speak to b) a refund.

3 I have a c) Georg Sipos, please?

4 The invoice is d) to hear that.

5 There’s e) Pat Carter speaking.

6 We can give you f) a piece missing.

7 Hello, this is g) later, please.

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

CEMECTP 2

I. 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) a taxi to my hotel.
After 1 (7)

at the hotel, I usually go for a walk. After a long flight, I need the exercise!

II. 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.

III. 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 projects and then (5)
(discuss) them. The quality of the training (6) (be) always very high and every course (7) (give) us a lot of useful information.

IV. 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.
¢) It’s €100.

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

e) Yes, that’s right.

f) After 10 p.m.

g) I’d like to book a room, please.

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

CEMECTP 3

I. Complete the sentences with words from the box.

export, home, luxury, mass, niche

1. Nike sports clothing sells to a  market.

2. High-quality, expensive goods sell in a market.

3. markets are usually small but profitable.

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

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

2. make b) sell abroad

3. have a workforce of ¢) launch

4. export d) employ

5. introduce e) provide

6 supply f) start

II1. Put the words in the correct order to make sentences.
.were / When/ Germany/in/ they/?

. company / leave / the /John/Did /?

. Lorraine / Why / Singapore / did/to /move /?

. wasn’t / work / Ivan / at / happy / .

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

. Alfredo / stressed / was / Why / ?
.a/They/lot/time / have / of /don’t/.
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IV. Complete the sentences with the correct form (present simple or present continuous) of the verb in brackets.
. Every time I go to Singapore, I (stay) at the Oriental Hotel.

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

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

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

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

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

. Normally delivery (take) about three weeks.
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CEMECTP 4

1. Match the sentence beginnings with the endings.
1 I need some training to do a) costs.

2 It’s really important b) my job properly.

3 Why don’t you buy c) a self-study course?

4 We don’t have d) at home?

5 We have to cut e) possible.

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

7 How about studying g) to me.

II. Match the sentences with the same meaning.

1. At the end of the week, we have a meeting where people discuss subjects.
2. We have a lot of meetings where information or instructions are given.

3. We often move documents from the network to a PC.

4. We think it’s important to have direct contact with other people.

5. We often move documents from a PC to the network.




6. We don’t have to wear business suits at the end of the week.
7. Our meetings are informal.

8. We can work from nine to five or from ten to six.

9. Every year, we have three weeks’ holiday.

a) We upload a lot of work to the intranet.

b) We download a lot of work from the intranet.
¢) We have a forum on Fridays.

d) We have a system of annual leave.

¢) We have a flexi time system.

f) We value face-to-face meetings.

g) We have relaxed meetings.

h) We have casual Fridays.

i) We often have briefings.

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

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

a) welcomes new ideas and change

b) make better

c) create

d) start

e) putting needs and wants of customers first

f) offer incentives for

g) make more

h) teach

i) be in charge of

IV. Choose the best words to complete the conversation.

A Look at the time.

B It’s six o’clock. We (1) (should / would) go. We don’t want to be late.

(32) (Could / Would) you like to walk to the restaurant? It isn’t far. B That’s a good idea.

A (3)(Should / Could) you bring a copy of the report, please? We may want to discuss it. B I don’t think we (4)(should / would) take that.
A Why not?

B We (5)(shouldn’t / wouldn’t) directly discuss business at this meal. They don’t do business that way here.

A But it’s a business dinner.

B Yes but we (6) (would / should) get to know each other, too. That’s very important here. A (7) (Could / Should) you explain
something to me?

B Sure.

A How are we going to make a deal if we don’t talk about business? B You need to be patient!

Kpurepun onenku tecra:

Cryzent Boinonuun 84-100% 3apaHuil «OTIMYHO», HOBBILIEHHBIH YPOBEHb

Cryzent Bbinonuund4-100% 3agaHuii «XopoI10», HOPOroBblid ypOBEHb

Crynent BeinoaHun50-65% 3ananuil «ya0BIETBOPUTENBHOY, TIOPOTOBBIM YPOBEHb

CryzaeHT BbinonHun Medee 50% 3aJaHuil «HEY10BIETBOPUTEILHO», YPOBEHDb HE CHOPMUPOBAH

Ouenounoe cpenctBo «POJIEBAS UT'PA»

1. Tema (npobrema) ,,At a job fair”
Konnenuus urpel: You meet at the job fair and talk about sales position. Ponu: a) a director of a company; 6) job seeker. Oxunaemblii
pe3ynbTaT — WHCIIEHHPOBKa Oece bl OpraHN30BaHa U IPEICTaBIeHa B COOTBETCTBHH C CHTyallel oOmeH s

2. Tema (mpobnema) ,,Why are staff unhappy”

Konnennus urpel: 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.

Poiu: a) an interviewer (Human Resources); 0) staff members (a receptionist, a website developer, a writer and, a graphic designer).
OrkuziaeMblil pe3ynbTaT — HHCIIEHUPOBKA Oece/ibl OpraHn30BaHa M MPEICTaBIeHa B COOTBETCTBUH C CUTYyalLlel OOIIeHH S

3. Tema (npoGnema) ,,At the Hotel
Konnennus urpsl: The guest is telephoning the hotel’s manager and is complaining about his apartment.




Ponu: a) a guest; 0) a hotel’s manager. OxugaemMblil pe3yabTaT — HHCLEHUPOBKA Oecebl OpraHM30BaHa U IIPECTaBlICHA B
COOTBETCTBHH C CUTyalluel OOIIeHHS.

4. Tema (mpodnema) “Booking a Hotel Room*

Konuernmust: A telephone conversation between the hotel receptionist and one of the guests, who wants to book a room.

Pouu: a) a guest; 0) a receptionist. OxuaeMblii pe3yabTaT — HHCICHUPOBKA Oece/Ibl OpraHu30BaHa U MPEJICTABIICHA B COOTBETCTBHH C
cUTyaluel oOIIeHHsI.

5. Tema (npoGnema): “Food and Entertaining”

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

Ponu: a) a manager; 6) a manager. O>xuJaeMblii pe3yJIbTaT — WHCLEHUPOBKa Oece/ibl OpraHu30BaHa 1 IPEACTaBIeHa B COOTBETCTBUM
C cuTyanuei oOIeHUS.

6. Tema (npobnema) ,,At a Trade Fair*

Konuenmus urpst: The Sales conversation between a store manager and a manufacturer about product’s details.

Pouu: a) a store manager; 6) a manufacturer. Oxxunaemsblii(e) pe3ynbraT(bl) — HHCICHUPOBKa Oece/ibl OpraHM30BaHa U MpE/ICTaBlICHA B
COOTBETCTBHH C CHTYalUeH OOIICHUSL.

7. Tema (npobnema) «Dealing with problems»

Kownuemnumst urpsi: An office worker in a car-hire firm wants to start work later in the morning, but the manager does not agree.
Ponu: a) a manager; 0) an office worker. OxxunaeMblii pe3ynbTaT — HHCLEHUPOBKA Oece/ibl OpraHu30BaHa U MPEICTaBICHA B
COOTBETCTBHH C CUTyalluel OOIIEeHHS.

8. Tema (npobnema) «Participating in discussion»

Konnenmus urpel: You are taking part in a marketing meeting to discuss the launch of a new range of biscuits and how to promote it.
Pouu: a) an advertising manager; 6) an advertising manager. OxuaaemMblii pe3yJabTaT — WHCIICHUPOBKA Oeceibl OpraHu30BaHa 1
Hpe/CTaBIeHa B COOTBETCTBHY C CHTyanUeil oOIeHHs.

9. Tema (npobnema) «Presenting your company»

Kownuenumst urper: Take it in turns to show each other around your company. Say what happens in each area and what is happening now.
Ponu: a) a representative of company Nel; 0) a representative of company Ne2. OxunaeMblii pe3yabTaT — UHCLHEHUPOBKA Oecebl
OpraHH30BaHa M MPEACTABICHA B COOTBETCTBUH C CHTYAIHEll 00IIeHN .

10. Tema (npobnema) «Making arrangementsy

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

Poinu: a) a managing director; 6) a customer. Oxxuaaemblii pe3yabTaT — WHCIICHUPOBKA Oece bl OpraHU30BaHa U MPEJICTABICHA B
COOTBETCTBHU C CUTyalluel OOIICHYIS.

11. Tema (npodnema) «Identifying problems and agreeing action»

Konuenmumst urpst: Two managers in the same department have a problem with an employee, Ken Darby. They meet to discuss what to
do.

Pommu: a) a manager; 6) a manager. OxxugaeMblil pe3ynbTaT — HHCLEHUPOBKA Oece/Ibl OpraHU30BaHa U IPEJCTABICHA B COOTBETCTBUH C
cuTyanueil oOIeHs.

12. Tema (npobnema) «Interview skills»

Konuemnmust urpsr: A director of a well-known group of travel agents is looking for someone to manage the sales office in Tokyo, Japan.
Ponu: a) a director; 6) a candidate for the job. Oxunaemblii pe3yabTaT — UHCLEHUPOBKA Oeceibl OpraHU30BaHa U IIPEACTABICHA B
COOTBETCTBHH C CUTyalluel OOIIeHHS.

Kpurepun onenku:

«OTIMYHOY, MOBBIICHHBIN YpoBeHb: CTYICHT CAMOCTOSTEIBHO PEATH3YeT YMEHUE IOCTPOUTH BBHICKA3bIBAHHS B CMOICIHPOBAHHBIX
(mpemyaraeMbIx) CUTyalUsX OOIICHHSI HA HHOCTPAHHOM SI3bIKE, MPABUIBHO MCIOJb3Ysl BepOalibHbIC U HEeBEpOAIbHBIC CPEICTBA
OOILIeHNS; BIIaJICeT WHOCTPAHHBIM S3BIKOM KaK CTHJIEM JIEIOBOTO OOLICHHS.

«X0poI1I0», HOPOTOBBIH YpoBeHb: CTYIEHT CIIOCOOEH ITOKa3aTh YMEHHS IIOCTPOUTH BEICKA3BIBAHHS B CMOACINPOBAHHBIX
(mpeanaraeMbIX) CUTyalsIX OOIICHUSI HA HHOCTPAHHOM sI3bIKE, IPABUIILHO HCIIOJB3Ys BepOalibHbIe H HeBepOaIbHbIE CPECTBA
0O0IIeHNS;CITIOCOOECH YaCTUYHO ITOKa3aTh BIaAeHIE HHOCTPAHHBIM S3bIKOM KaK CTHJIEM AET0BOTO OOIICHHSI.

«Y IOBJIETBOPHUTEIBHOY, TIOPOTOBBIA ypoBeHb: CTYAEHT MO/ PyKOBOACTBOM MPEHOAABATEIIS CIOCOOCH MOKa3aTh YMEHHUS TOCTPOUTD




BBICKa3bIBaHMUS B CMOJICIIUPOBAHHBIX (MPEJIaracMbIX) CUTYalUsIX OOLICHHS Ha HHOCTPAHHOM SI3bIKE, IIPABUIIBHO HCIIONB3YS
BepOaTbHBIE U HEBEPOATBHBIE CPEICTBA OOIIEHHS; CIIOCOOCH YaCTHYHO TTOKa3aTh BIaeHHe HHOCTPAHHBIM SI3BIKOM KaK CTHIIEM
JIEJIOBOTO OOILEHHS.

«HeymoBneTBOpHUTENBHO», YPOBEHD He chopmupoBan: CTYAEHT 3aTPYAHIETCS WK HE MOXKET IOKa3aTh YMEHHS TIOCTPOUTH
BBICKa3bIBaHMUS B CMOJICIIUPOBAHHBIX (MPEJIaracMbIX) CUTYalUsIX OOLICHHS Ha HHOCTPAHHOM SI3bIKE, IIPABUIIBHO HCIIONB3YS
BepOasbHBIE U HEBePOATbHBIE CPEICTBA OOIICHUS; He BIIAJeeT HHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JEIOBOTO OOIIEHHSI.

Ouenounoe cpenctso «IIEPEBOJ] TEKCTOB»

ITprMepHBIe TEKCTHI JUIS IIEPEBOJIa C AHTTIHICKOTO Ha PYCCKHIt

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 [ 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 know that working
there is  comfortable, and sometimes comfort is a good thing.

You say your old boss is anxious to rehire you, but don't approach him  yet. Wait and let him come to you. Try to negotiate a return
with a lot more money and a promotion.

But remember you've only been away for six months. I'm not sure that this is long

enough

to make a decision about the new place.

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

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

Text 4

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

Where to stay

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

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

Where to eat

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

What to see There are a large number of restaurants along the river. A Bosphorus meal is a great Istanbul tradition. A meal can




include a cold meze, then a hot hors d'euvre, followed by a perfectly cooked piece of fresh fish.

How to travel around the city

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

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

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

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

Text 5 Yum plans to be the McDonald's of China by Alan Rappeport

Yum! Brands, the operator of KFC, Pizza Hut and Taco Bell, plans to become the McDonald's of China. It is opening many fastfood
restaurants over the next decade.

Its chief executive, David Novak, says that Yum plans to more than double its restaurants in China by 2020. It hopes to have 9,000
across the country in the best locations.

Yum is likely to earn  about $900m innet  income from its China business this year. It plans to build small restaurants in rail stations
and airports.

It is already the leading international restaurant company in China. which is Yum's most successful market. But the company is trying to
copy that success in India and other parts of Asia with more local dishes, extended hours and breakfast.

Intwo years, it expects to own 70 per cent of its restaurants in emerging markets and just 30 per cent in developed markets.
Currently, it owns 53 per cent of its restaurants in emerging market and 47 per cent in developed markets.

Executives call the brand's performance in the USA "disappointing" and "terrible". "It's been a big challenge in the US," Mr Novak

Kpurepun onenku:

«OTIU4HOY, MOBBIIEHHBII YpoBeHb: CTYIEHT CAMOCTOSITEIBHO PEATU3yeT YMEHHUs 110 MepeBoy NPOo(PecCHOHAIBHBIX TEKCTOB C
HWHOCTPAHHOTO Ha TOCYJapCTBEHHBIN S3bIK U 00PAaTHO, BIaeeT OCHOBAaMHU TEXHHUKH IIEPEBOA.

«Xopo110», NOPOroBbli ypoBeHb: CTyJEHT CIIOCOOEH I0Ka3aTh YMEHHUE NepeBoia NpodecCHOHATBHBIX TEKCTOB ¢ HHOCTPAHHOTO Ha
TOCYapCTBEHHBIN SI3BIK M 00OPaTHO, CIOCOOEH YaCTHYHO MOKA3aTh BIIaICHHE OCHOBAMH TEXHHUKH MIEPEBOA.

«Y IOBJIETBOPUTEIBHOY, TOPOTOBBIH ypoBeHb: CTYAEHT crioco0eH IM0J1 pyKOBOJICTBOM IIPEIoiaBaTels I0Ka3aTh YMEHUs 110 NEPEBOLY
npodeccnoHambHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYJapCTBEHHBIHN S3bIK U 00pPAaTHO, CIIOCOOSH MOKa3aTh YaCTHYHOE BIAJACHHE
OCHOBAMH TEXHHUKH NepeBO/IA.

«HeynoBneTBOpHUTENIEHOY, YPOBEHB HE chopMupoBaH: CTYAEHT 3aTpyAHIETCS MM HE MOKET IT0Ka3aTh YMEHHUS, HE BIIaIeeT OCHOBAMH
TEXHUKH IEepPEBO/IA.

Onenounoe cpeactso «IIPESEHTALIMS»

Tewmbl a1 mpe3eHTanuii:

1. Types of markets

2. Presentation of the company
3. Future Plans

Kpurepun onenku:

«OTIMYHOY, MOBBILIEHHBIH YPOBEHb: CTYAECHT CAMOCTOATENILHO PEAIN3YeT YMEHHE IIOCTPOUTH BBICKAa3bIBAHUSI B CMOIEIMPOBAHHbBIX
(mpemyaraeMbIx) CUTyalusiX OOIIEHHsI HA HHOCTPAHHOM SI3bIKE, PaBUJIbHO MCIOJb3Ys BepOalibHble U HeBepOalbHbIE CPEICTBA
oO0IeHus, apryMEHTHPOBAHO U3JIaraTh COOCTBEHHYIO TOUKY 3pEHHS Ha HHOCTPAHHOM SI3BIKE; BIIaCeT HABBIKAMH BEJCHUS TUCKYCCHUH 1
MOJIEMHUKH Ha HHOCTPAHHOM S3bIKE€ M HHOCTPAHHBIM S3bIKOM KaK CTUJIEM JIEJIOBOIO OOILEHHS.

«X0pOI110», HOPOTOBBIN YPOBEHB: CTYJIEHT CIIOCOOEH IT0Ka3aTh yMEHHUS TOCTPOUTH BEICKA3bIBAHUS B CMOJICTHPOBAHHBIX
(mpemyaraeMbIx) CUTyalusiX OOIIEHHsI HA HHOCTPAHHOM sI3bIKE, PaBUJIbHO MCIOJIb3Ys BepOalibHble U HeBepOalbHbIE CPEICTBA
0OLIEeHUs, a TAKXKE U3JIaraTb COOCTBEHHYIO TOUKY 3pEHHUSI HA HHOCTPAHHOM $I3bIKE; CIIOCOOEH YaCTUYHO MOKAa3aTh BJIaJICHHE
HMHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JEJIOBOTO OOIIEHHMs, @ TAK)Ke HABBIKAMH BEJICHUS JUCKYCCHH 1 TIOJIEMUKH.

«Y IOBJIETBOPUTEIHHOY, IOPOTOBBIH YPOBEHB: CTYJEHT 10/ PYKOBOJCTBOM IIPEIOaBaTes ClIOCOOeH I0Ka3aTh YMEHHUS IIOCTPOUTh
BBICKa3bIBaHUS B CMOJICJIMPOBAHHBIX (IIPeJIaraeéMbIX) CUTYalusIX OOLIeH!S Ha HHOCTPAHHOM SI3bIKE, IIPABUIIEHO HCIIONB3YS
BepOasibHBIE U HEBepOaIbHbIE CPEICTBA OOLIEHHUS U U3JIarasi CBOI0 TOUKY 3pE€HHs Ha HHOCTPAaHHOM SI3bIKE; CIIOCOOEH YaCTUYHO
MI0Ka3aTh BJIQICHUE HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JEJIOBOTO OOLICHUSL.

«HeynoBieTBopuTeIbHO», YpOBEHb HE CHOPMUPOBAH: CTYIEHT 3aTPYAHACTCS WM HE MOXKET II0Ka3aTh YMEHHUS IIOCTPOUTh
BBICKa3bIBaHUS B CMOJICJIMPOBAHHBIX (IIPeJIaraeéMbIX) CUTYalusaX OOLIeH!S Ha HHOCTPAHHOM SI3bIKE, IIPABUIIEHO HCIIONB3YS
BepOasibHBIE M HEBepOaIbHbIE CPECTBA OOIIEHHUS; HE BiaJleeT HHOCTPAHHBIM S3bIKOM KaK CTHJIEM JIEJIOBOTO OOIEHHUS, HE BIIaJIeeT
HaBbIKaMU BEJICHUS IUCKYCCUU Ha MHOCTPAHHOM SI3bIKE.

5.3. Tembl NHCBMEHHBIX PadoT (3cce, pedpepaThbl, KypcoBbIe PadOTHI U AP.)

Harmmcanue THYHOTO U AET0BOTO IMHCHEMA
Buabl THYHOTO THUCHMA!

- Introduction Letter

- Friendly Letter

Buppl 1e10BOro muchMa:
— The Inquiry Letter

— The Invitation Letter

— The Letter of Complaint
-CV




Kpurepuu onennBanus:

- OLICHKA «OTJIMYHOY BBICTABIISETCS CTYJICHTY, €CIIHM CTYICHT ITI0Ka3bIBaeT ryOOKHE 3HAHUS IPAaMMAaTHYECKUX CTPYKTYD;
o01eynoTpeduTeapHON, 00IIEKYIBTYPHON U TPO(ECCHOHABHOM JIEKCUKH; PEYEBbIX KIIUILE, HEOOXOANMBIX JUIs
OCYIIECTBIICHHS ICI0OBOI KOMMYHHUKAIIMK HA HHOCTPAHHOM 53bIKE, OCHOBHBIX IIEPEBOAYECKHUX

TpaHchopmanmii.

CogeprxaHue MMCbMa OTpakaeT BCE aclieKThl, yKa3aHHBIC B 3aJlaHUH; CTHIIEBOE 0(OPMIICHHE BBIOPAHO NMPABHIIBHO C YYETOM
TEMBI ¥ aJipecaTa; COOJIIOICHbI IPUHSATHIC B ICJIOBOM H JINYHOM ITMCbME HOPMBI BEXJIUBOCTH ((OPMYIIBI IPUBETCTBUS,
oOpamienus1, npomanus). TeKCT MIchMa IIOCTPOSH JIOTHYHO, CPEACTBA JIOTHUECKOH CBA3U M IyHKTYaLlMH HCIIOJIB30BaHbI
HpaBWIBHO. ['paMMaTHUeCcKue CTPYKTYphI pa3HOOOPa3HBI M UCIOJIB30BaHEI B COOTBETCTBUH C 3aJaHUEM, COOII0IaeTCs
JIEKCHYECKast COYeTaeMOCTb.

- OLIGHKA «XOPOUIO» BBICTABIISIETCS CTYEHTY, €CIIM CTYAEHT MOKa3bIBaeT XOPOIIUIl ypOBEHb 3HAHUHM OCHOBHBIX
rpaMMaTHYECKUX CTPYKTYP; OOLIEYOTPeOUTENEHOM, O0IEKYIBTYPHOH 1 MPOECCHOHATBHON JICKCUKH; PEYEBBIX KIIHIIE,
HEOOXOANMBIX ISl OCYLIECTBIICHHS I€I0BOM KOMMYHHKAIIMY Ha HHOCTPAHHOM 53bIKE, OCHOBHBIX IIEPEBOAYECKHE
TpaHcdopmannu. HekoTopele acnekThl, yka3aHHbIC B 3aJJaHUH, PACKPBITH HE TIOJHOCTHIO; UMEIOTCS OT/AEIbHbIC HAPYILICHUS
CTHIIEBOr0 O(hOPMIICHNS MMCbMa; B OCHOBHOM COOJIOJICHBI PUHSTHIE B JEJIOBOM M JIMYHOM IHCHME HOPMBI BEKINBOCTH.
BbIckaspiBaHNE B OCHOBHOM JIOTUYHO; IMEIOTCS OT/ENIBHBIE HEIOCTATKU MPH UCIIOIb30BAaHUU CPEJCTB JIOTHUECKOM CBSI3U U
ITyHKTYalllH; IMEIOTCS OTJEIbHbIC HAPYIIECHNS B 0(OPMIIEHHH JEIOBOTO ITUCbMa. B OCHOBHOM rpaMMaTHYECKUE CTPYKTYpPBI
Pa3HOOOPA3HBI U UCTIONIB30BAaHBl B COOTBETCTBUH C 33JaHUEM, COOMIONAETCS IEKCHUECKast COIETAEMOCTb.

- OIICHKA «Y/IOBJICTBOPUTEIIHHOY» BBICTABIISICTCS CTYICHTY, €CJIH CTYACHT IOKa3hIBaeT 0A30BbIi YPOBEHb 3HAHHUI OCHOBHBIX
rpaMMaTHYECKUX CTPYKTYP; OOLMICYNOTPEOUTEIBHOM, O0IIEKYIBTYPHON U MPO(ECCHOHATBFHOMN JICKCUKHU; PEYEBBIX KIIHIIIC,
HEOOXOIUMBIX JUTS OCYILECTBIICHHS JCIOBOM KOMMYHHKAIIUN HA HHOCTPAHHOM SI3BIKE, OCHOBHBIX MEPEBOTYCCKHX
Tpanchopmarmii. CoaepkaHue 0TPaxkaeT He BCE aCMCKThI, YKa3aHHBIC B 3aIaHUH;, HAPYIICHHS CTHIICBOTO O(OPMIICHHUS
JIEJIOBOTO MHCbMa BCTPEUAIOTCS JOCTATOYHO YacTO; B OCHOBHOM HE COOJIIOJJAIOTCS MPUHSATHIC B ICJIOBOM M THYHOM ITHCHME
HOPMBI BSKIMBOCTH. BhICKa3bIBaHNE HE BCET 1A JIOTUYHO; UMEIOTCS MHOT'OYHCIICHHBIC OITMOKH B MCIIOJIb30BAaHUU CPEICTB
JIOTMYECKOMW CBSI3U, MX BBIOOD OrpaHUueH; IeJICHHE TecTa Ha ad3allbl OTCYTCTBYET; HMEIOTCS MHOTOYHCICHHBIE TPAMMATHYECKUE
1 JICKCUYECKHE OIMMUOKA B 0)OPMIICHUN TEKCTA.

- OLICHKA «HEYOBJIECTBOPUTEIHHOY» BBICTABISIETCS CTY/ICHTY, €CJIM HE MOAroTOBIeHO 3afanue. CTy/IeHT He BiageeT 0a30BbIM
YPOBEHb 3HAHUN OCHOBHBIX TPAMMAaTHIECKHX CTPYKTYpP; 0OMIEYIOTPEOUTENLHOM, OOMEKYIETYPHOH 1 MPOQecCHOHATBHON
JICKCUKH; PEUCBBIX KIIUIIIC, HEOOXOMMBIX JJIS OCYIIIECTBICHUS JICIOBOW KOMMYHHUKAIIMY HA HHOCTPAHHOM SI3bIKE, OCHOBHBIX
nepeBopdeckux Tpanchopmanmii. ConepxaHue He OTPAXKAET TE aCMEKThI, KOTOPBIC YKA3aHbI B 3aJJaHNH, HIIU HE COOTBETCTBYCT
TpeOyeMoMy 00bEMY U HOpMaM HaIUCaHUs M 0(OPMIICHHSI ICIIOBOTO M JJMYHOTO MHcbMa. OTCYTCTBYET JIOTHKA B TOCTPOCHHUU

5.4. OueHo4HbIe CPeCTBA IS MPOMEKYTOYHOI aTTeCTallUK

IMEPEYEHL TEM U151 3AYETOB:

1 cemectp

Introductions. Work and leisure. Jobs and studies. Nationalities. to be a/ an with jobs; wh- questions. Introducing yourself and
others. Meet conference attendees. Days, months, dates. Leisure activities. Present simple. Adverbs and expressions of
frequency. Problems. Adjectives describing problems at work. Present simple: negatives and questions, have got. Telephoning:
solving problems.

2 cemecTp

Business trips (airports, hotels). Food and entertaining. Travel details: letters, numbers, times. Can/can’t. There is/are. Making
booking and checking arrangements. Eating out: food and menu terms. Some/any. Countable and uncountable nouns. Choose a
restaurant for a business meal. Sales. People. Choosing a product or a service. Past simple. Past time references. Types of
colleagues. Starting a business. Describing people. Past simple: negatives and questions. Question forms. Negotiating: dealing
with problems.

3 cemectp

Markets. Companies.Types of markets. Comparatives and superlatives. Much /a lot, a little /a bit. Meetings: participating in
discussions. Successful companies. Describing companies. Present continuous. Present simple or present continuous. Writing:
company profile. The Web. Using the Internet. Internet terms. Time expressions. Talking about future plans (present continuous
and going to, will). Making arrangements. Writing: e-mail.

Kpurepuu onenku:

- «3aYTEHO» BBICTABILIETCS CTYACHTY, €CIH C(HOPMHUPOBAH KaK MUHIMYM ITOPOTOBEII YPOBEHb WHANKATOPOB JOCTIDKCHIS
KOMITETEHITUH:

- MOKa3bIBacT 0a30BBIN YPOBCHD 3HAHUI OCHOBHBIX IPAMMATUYECCKUX CTPYKTYP; OOLICYOTPEOUTENbHOM, OOIIEKYIBTYPHOU 1
po(eCCHOHATBHOM JICKCUKU; PEYEBBIX KIIUIIE, HCOOXOIUMBIX IJIsl OCYIICCTBICHHUS JAEI0BO KOMMYHUKAI[MHA HA HHOCTPAHHOM




TpaHchopmanuii, a Taxke 3HaAHUH TPaBUI MPOPECCHOHATIBHOIO PEYEBOI0 ITHKETA;

- IOJI PYKOBOJICTBOM MPEIOAaBaTeNsl CIIOCOOEH MOKa3aTh yMEHHsI IOCTPOSHHUS BHICKA3bIBAHUS B CMOCIMPOBAHHBIX
(IpemiaraeMpIX) CUTYalusIX OOIICHHUS Ha MHOCTPAHHOM SI3bIKE, TIPABUIILHO HUCIIOJIB3YS BepOabHbIe U HeBEpOAITbHBIE CPEICTBA
OOIICHUS; BECTHU JICTIOBYIO MIEPEIUCKY C YIETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C MPEJCTaBUTEISIMU IPYTUX CTPaH,
BBIMOJIHATH MEPEBOJ MPO(ECCHOHATBHBIX TEKCTOB C MHOCTPAHHOTO (-bIX) HA TOCYIAPCTBEHHBIN SI3bIK U OOPATHO, a TAKIKE
apryMEHTHPOBAHO U3JIaraTh COOCTBCHHYIO TOUKY 3PCHUS HA MHOCTPAHHOM SI3BIKE;

- croco0eH YaCTUYHO MOKA3aTh BIIAJICHUC HHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JEJIOBOTO OOIICHHMS, TEXHHKOM JICJIOBOTO MHUCHMa
HA MHOCTPAHHOM SI3bIKE; OCHOBAMH TEXHHUKH TIEPEBO/Ia, HABBIKAMU BEJICHUS JUCKYCCHH U TIOJICMUKH Ha HHOCTPAHHOM SI3BIKE.

- «HE3aYTCHOY BBICTABIICTCS CTYJACHTY, €CIIH YPOBEHb HHANKATOPA JOCTHKCHUS KOMIIETCHIINN HE COPMHUPOBAH:

- TOKa3BIBAaET HEYIOBJICTBOPUTEIBHBIN YPOBEHb 3HAHUH OCHOBHBIX TPAMMATHUECKUX CTPYKTYP; 00IIEyIOTPpEOUTEIBHOM,
0OIIEKYTbTYpHOU M TPO(HECCHOHATBHOMN JIEKCHKH; PEUEBBIX KIHIIE, HEOOXOIUMBIX IS OCYIIECTBICHHUS IETOBOM
KOMMYHHUKAIIMA Ha HHOCTPAHHOM SI3bIKE; OCOOCHHOCTEH CTHIIMCTHKY HAMCaHUS O(QHUIMATIbHEIX M HEO(PHUIHAIEHBIX ITHCEM,
MIpaBUI MPO(HECCHOHATHFHOTO PEYEBOTO ITUKETA, a TAKXKE 3HAHUI OCHOBHBIX MEPEBOTIECKUX TPAHCHOPMAIIHIA;

- 3aTPYAHSCTCS WM HE MOKET MOKAa3aTh YMEHUS MOCTPOCHHSI BEICKA3bIBAHUS B CMOJICITUPOBAHHBIX (IIPEJIaracMbIX ) CUTYAIHIX
OOIIICHUST HA MHOCTPAHHOM SI3BIKE, TIPABUIILHO UCIIOJB3Ys BepOalbHbIC M HEBEPOAIbHBIC CPEACTBA OOIICHHUS; BECTH JCIOBYIO
MEPEMUCKY C YYETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C PECTABUTEIISIMH IPYTUX CTPaH, apryMEHTHUPOBAHO H3JIATaTh
COOCTBCHHYIO TOUKY 3pCHUS Ha HHOCTPAHHOM SI3BIKE, a TAK)KE BBIMIOJHATH [IEPEBOJI IPO(PECCUOHATBHBIX TEKCTOB C
HWHOCTPAHHOTO (-bIX) HA TOCYIaPCTBEHHEIH SI3BIK U OOPATHO;

- HE BJIaJICET HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JEJIOBOTO OOIIEHHS, TEXHUKOW AEJIOBOTO MMChMa HAa HHOCTPAHHOM SI3BIKE;
OCHOBaMH TEXHHUKH IIEPEBOA, HABBIKAMH BEJCHHUS AUCKYCCHH M ITOJIEMUKH HA HHOCTPAHHOM S3BIKE

B konie 4 cemectpa cryneHTsl caaroT OK3AMEH, kKoTopbIid BKITFOUAET CICAYIOMINE 33 aHuS:
1. Progressive Test.

2. Make up a dialogue based to the given situation.

3. Read and translate the text.

1. ITpumepHsIii TECT

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

2. Do you like football?

3. Can I speak to Jorge Ramos, please?

4. Is there a car park?

5. My suggestion is to go for a cocktail.

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

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

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

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

¢) Yes, please.

d) I learned how to be patient.

e) OK. What is it?

f) Yes, [ do.

g) How about Wednesday?

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

j) I'm afraid he isn’t in the office today.

II. Complete the conversations with the phrases (a—j).
a) What’s

b) My subject today is

¢) One thing we could do is
d) I think

e) | have a problem with

f) I really enjoy

g) I’'m afraid I can’t make
h) What about using

i) I need some

j) Can I have your
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Pascal’s is the best restaurant. The food is delicious. B Yes, I agree. The food is great.
the target market? B It’s aimed at stylish young men who want to look good.

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

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

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

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

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

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

SO R W
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III. Read the article and decide if the statements are true or false.

. Management styles haven’t changed much in the past fifty years. False

. The biggest problem for 21st-century managers is controlling employees.

. In the 21st century, power comes from doing good work.

. Microsoft is a good example of 20th-century management style.

. At Microsoft, managers watch workers’ hours very carefully.

. It’s important for managers to get to know different types of people.

. Making decisions is one of the main jobs of a 21st-century manager.

. Good managers understand their teams’ thoughts and feelings.

. Global managers should try to ignore cultural issues as much as possible.

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

O 00 31O L A Wi —

Turning bosses into cross-cultural coaches

In the 20th century, managers often worked to control employees. But 21st-century management has different rules. Twenty-first
century managers should prepare to be coaches rather than bosses. They should influence and work with their team rather than
control it.

Some experts believe that, in the 21st century, people will have power in the workplace because of what they do, not because they
have the word “manager” in their job title.

The Microsoft office near Amsterdam is a good example of this style of work. Managers here don't control workers, they trust
them. Managers don't count the hours that workers spend in the office, they look at the work that employees produce.
Management experts recommend that managers should spend time with colleagues from different backgrounds. The manager of]
the future will be a coach who helps the team succeed, not the person who makes all the decisions. Coaching a team requires an
understanding of the motivations and experience of the people in the team.

Cultural sensitivity is very important in managing global teams, says Gary Kildare, a vice-president of human resources at IBM,
the technology group. “You can't speak 20 languages but you can respect everyone's culture. In some cultures people are quiet,
in others they are not,” he says. “It is about treating and respecting everyone as an individual.”

Regular communication is essential. “It can take longer to build trusting relationships because you don't always have that
face-to- face contact with people.”

IV. Writing
You and your colleague Tony need to fly to London for a meeting. You can choose between two airlines. Write an e-mail to Tony
comparing the two airlines. Say which one you prefer to travel with and why. Write 60—70 words.

2. TemaTnka IUaioroB

— A job fair

— Why are staff unhappy

— At the Hotel

— Booking a Hotel Room

— Food and Entertaining

— At a Trade Fair

— Dealing with problems

— Ways of advertising

— Participating in discussion
— Presenting your company
— Arrangements for a meeting
— Cultural Differences

— Job Interview

— Describing People

3. HpI/IMepHLIe TCKCThI AJId IE€peBOAa

Text 1
Luxury brands and wealthy Chinese tourists FT by Barney Jopson in New York

McTiicanatrinto Naw Varl Sha ic travalling writh Affinity China o luvury oluh that  arganicec tonre  af Naow Varl




brands. Many Chinese consumers come to the US and Europe to buy luxury goods. Prices are up to 50% lower than the price of]
some luxury goods at home.

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

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

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

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

Text 2

The next generation of a business empire by Rachel Sanderson

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

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

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

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

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

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

Text 3

Social media sites are a hit for ads by David Gelles

The Super Bowl is the biggest annual advertising event in the world. It is an American football championship game that is played
every year and it is watched on television by millions of Americans. This year, 30-second advertising slots cost as much as
$3.5m.

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

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

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

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

Text 4

Starbucks plans $80m Indian joint venture

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

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

The first outlet will open in

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

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

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

Text 5

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

Brazil has a new law introducing overtime payments for after-hours office e-mails and telephone calls. Workers approve,
but businesses are angry. The cost of hiring people is already expensive. Some people think that it will be difficult to carry
out the law.

Claudia Sakuraba, owner of Camaval Store, a costume shop in Sao Paulo with four employees, says: "What about when you send
an e-mail and because of problems with the Internet providers in Brazil, it doesn't arrive straight away? Or you send a text
message early in the morning and for some reason, they don't get it until the evening? It's not clear how this is all going to
work."




But what if this law actually improves productivity? Everyone knows that it is possible to waste time. A deadline can help people
to work more efficiently.

Some people say that in Sao Paulo, the main things to do are to work, eat and spend the weekend in shopping centres.

Many employers and employees spend hours answering e-mail or working on the phone. Workaholics spend time sending and
receiving office-related emails. Probably half of these are not really necessary.

Brazil's law encourages employers to prevent people working after hours when it is not necessary. If a company wants them to be
available 24/7, it pay them.

Kpurepunu onenku:

OreHKa «OTIMYHOY BBICTABIIACTCS, €CIIM  CTYACHT ITOKAa3bIBAET TITyOOKOE 3HAHHE:

-TpaMMaTHYECKUX CTPYKTYP; OOIIECYyIIOTpEOUTENEHON, OOMEKYIbTYPHOHN 1 IPO(ECcCHOHANBHON JIEKCHKH; PEUEBBIX KITHIIIE,
HEOOXOIUMBIX JUIS OCYILECTBIICHHS JICIOBON KOMMYHHUKAIIUN HA HHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTHIIMCTHKH HAIIMCAHUS O(QUIMATIBHBIX U HEOPHUIUAIBHBIX MUCEM, CTPYKTYPHOM THUIIOJIOTHU ¥ MPABHI
MOCTPOCHHS MUCBMEHHOTO PEUYCBOTO BBICKA3BIBAHUS HA U3YYaEMOM SI3BIKE;

- OCHOBHBIX [IEPEBOTYCCKIX TpaHC(HOpMAIIHii;

- paBwJI MPO(ECCHOHATBFHOTO PEYCBOT0 ITUKETA.

CTyneHT caMOCTOSATENBHO PEeai3yeT YMECHHUS:

- IOCTPOUTH BHICKAa3BIBaHUS B CMOJICIMPOBAHHEIX (TIpeIIaraeMbIX) CUTYallnsIX OOIIECHUS Ha HHOCTPAHHOM SI3BIKE, IPaBIIIEHO
HCTIONB3Ys BepOambHbIe U HeBepOaIbHBIE CPEICTBA OOIICHNUS,

- BECTH JIEJIOBYIO IIEPEMIICKY C YIETOM COIHOKYIBTYPHBIX OCOOEHHOCTEH ¢ MPEACTaBUTEISIME APYTUX CTPaH;

- IepeBoia MPOPECCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO HAa TOCYAapCTBEHHBIN SI3BIK U 0OPATHO;

- apryMEHTHPOBAHO M3JIaraTh COOCTBEHHYIO TOUKY 3PEHHUS Ha HHOCTPAHHOM SI3BIKE.

CryneHT BlaueeT:

- HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JIEJIOBOTO OOLICHHUS;

- TEXHUKOM JICIOBOTO MUChMa Ha HHOCTPAHHOM SI3BIKE;

- OCHOBaMH TEXHUKH IEPECBO/IA;

- HABBIKAMU BEJICHUS TUCKYCCUH U TIOJIEMUKH Ha HHOCTPAHHOM SI3BIKE.

OIIeHKA «XOPOIIOY» BBICTABIISICTCS, €CIM CTYIACHT MIOKa3bIBACT XOPOIINE 3HAHMU:

- OCHOBHBIX IPAMMAaTHYECKHUX CTPYKTYP; OOMICYTOTPEOUTEIBHOM, OOIIEKYIBTYPHOU U MPO(HECCHOHATBHOMN JIEKCHKH; PEIEBBIX
KJIUIIE, HCOOXOAMMBIX IS OCYIIECTBICHHUS CIIOBOM KOMMYHHKAIIUN Ha HHOCTPAHHOM SI3BIKE;

- 0COOEHHOCTEH CTHIIMCTHKY HAIMCAHUS O(GHUIMAIbHBIX U HEOPHUIIHAIBHBIX IMCEM, CTPYKTYPHOM THIIOJIOTHH ¥ IIPABHJI
MTOCTPOCHHMS TUCHBMEHHOTO PEYCBOTO BHICKA3BIBAHMS HA U3Y1aEMOM SI3bIKC,

- OCHOBHBIX [IEPEBOTYCCKIX TpaHCHOpMAITHii;

- paBwJI MPO(ECCHOHATBFHOTO PEYCBOT0 ITUKETA.

CryneHT crnoco0eH 1noka3ath YMEHHUsL:

- MOCTPOUTH BHICKA3bIBAHUS B CMOJICIIMPOBAHHEIX (TIPEIIaracMbIX) CUTYalUsIX OOIICHUS Ha HHOCTPAHHOM SI3BIKE, IIPABUIILHO
UCTOJB3Ys BepOallbHbIC M HEBEpOAIbHBIC CPEICTBA OOIICHHUS,

- BECTH JICJIOBYIO TIEPEIHCKY C YUETOM COIMOKYJIbTYPHBIX OCOOCHHOCTEH ¢ MPEACTABUTEISIME JPYTUX CTPaH;

- BBITIOJIHUTH MIEPEBO MPOGDECCHOHAIBHBIX TEKCTOB ¢ HHOCTPAHHOIO Ha FOCYIApCTBCHHBIN S3bIK M 00PATHO C YaCTHYHOU
ITOMOIIIBIO TIPEIIOIaBATEIIS;

- apryMEHTHPOBAHO M3JIaraTh COOCTBCHHYIO TOUKY 3PCHHUS Ha HHOCTPAHHOM SI3BIKE.

CTyaeHT crmoco0eH YaCTHIHO T0Ka3aTh BJIJICHHE:

- HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM IEJI0BOTO OOIICHHUS;

- TEXHUKOW JICIOBOTO MHAChMa HA HHOCTPAHHOM SI3BIKE.

- OCHOBaMH TCXHUKH IEPECBO/IA;

- HABBIKAMU BEJICHUS TUCKYCCUH U TIOJIEMUKH Ha HHOCTPAHHOM SI3BIKE.

OHGHKa «YAOBJICTBOPUTCIIbHO» BBICTABJIACTCA, €CJIU CTYACHT IOKAa3bIBACT 6a3OBLIﬁ YPOBCHb 3HaHPII7[:

- OCHOBHBIX IT'PAMMaTHYECKUX CTPYKTYP; OOLIEyOTPEOUTEILHOM, OOIEKYIbTYPHOH U MPO(ECCHOHANBEHOMN JIEKCHKHU; PEUEBBIX
KJIHMIme, HCO6XO,Z[I/IMBIX JJI1 OCYHICCTBICHUA HCHOBOﬁ KOMMYHHUKAIIUN HA THOCTPAHHOM A3BIKEC,

- 0coOeHHOCTEH CTHIIMCTUKY HATUCAHUS O(UITHATBHBIX U HEOPUIMATBHBIX TIHCEM, CTPYKTYPHOH THUITOJIOTHH U TIPaBHIT
TIOCTPOCHNA MMCbMEHHOT'O PEYCBOI'O BHICKA3BIBAHUA HA N3Yy9aCMOM SA3BIKC,

- OCHOBHBIX ITEPEBOTUECKUX TpaHCHOpMAITHii;

- IpaBHUiI MPOPECCHOHATBHOTO PEYEBOT0 ITHKETA.

HOH PYKOBOACTBOM IIperiogaBaTeid CHOCO6CH MoKa3aTb YMCHHA:

- IOCTPOUTDL BBICKA3bIBAHUS B CMOACIMPOBAHHBIX (npezmaraeMLIx) CUTyalusaxX 06H_ICHI/I$[ Ha MHOCTPAHHOM S3bIKC, TPABUJIBHO
HCIOJIb3YyAd B€p6aJ'H)HI)I€ u HeBep6aHLHLI€ CpeacCTBa 06H_ICHI/IH;

- BCCTU JCJIOBYIO IEPCIUCKY C YUHETOM COLIUOKYJIbTYPHBIX 0C06eHHOCTeI7[ C IpCACTABUTCISAMU APYTUX CTPAH;

- BBIIIOJIHUTL IIEPCBOJ HpO(beCCHOHaHLHLIX TEKCTOB C MHOCTPAHHOTO Ha FOCYI[apCTBeHHLIﬁ A3BIK U O6paTHO C '-IaCTH'-IHOﬁ
MOMOIIBIO ITpenoaaBaTeIIA;

- apryMEHTHPOBAHO M3JIaraTh COOCTBEHHYIO TOUKY 3pCHHS Ha HHOCTPAHHOM SI3BIKE.

CTvienT cnocofeH UacTUdHO TTOKARATE RIATIEHUE"




- TEXHHUKO¥1 JEI0BOT0 MMChbMa Ha HHOCTPAHHOM SI3bIKE.

- OCHOBaMH TEXHUKH MEPEBOa

- HABBIKAMU BEJICHUS TUCKYCCUH U TOJIEMHUKH Ha HHOCTPAHHOM SI3bIKE

OICHKA «HEYIOBJICTBOPUTEIHHOY BHICTABIISICTCS, €CIIH CTYACHT MMOKA3bIBACT HEYAOBICTBOPUTEIHHBIN YPOBCHD 3HAHUIL:

- OCHOBHBIX TPAMMAaTHYECKHUX CTPYKTYP; 0OMICYyNOTPEOUTEIbHOM, O0IIEKYIBTYPHON U MPOGECCHOHATBHOM JICKCUKHU; PEUEBBIX
KJTUIIE, HEOOXOAUMBIX JUISl OCYIIECTBICHUS JICIIOBOM KOMMYHHKAIIUU Ha MHOCTPAHHOM SI3BIKE;

-0COOCHHOCTEH CTHUIIMCTHKHU HAMUCAHUS O(QUIIUATBHBIX U HEO(DUIIMATBHBIX TIHCEM, CTPYKTYPHOH THUIIOJOTHH U TPABLT
MOCTPOCHHS MUCBMEHHOTO PEUYCBOTO BHICKA3BIBAHUS HA MU3YYaEMOM SI3BIKE

-OCHOBHBIX MEPEBOAYECKUX TpaHCHOpMAIIHii;

- npaBuil MPO(ECCUOHATLHOTO PEYEBOr0 ITHKETA.

CTyIeHT 3aTpyIHSIETCS WM HE MOXKET [T0Ka3aTh YMEHHS:

- IOCTPOUTD BBICKA3bIBAaHHSI B CMOJICIIMPOBAHHBIX (IPE/IaraeMbIX) CUTyalUsIX OOLICHUs] HA HHOCTPAHHOM SI3bIKE, IPaBHIBHO
HCTIONB3Ys BepOabHbIe U HeBepOaIbHBIE CPEICTBA OOIICHNUS,

- BECTH [ICJIOBYIO MIEPEMUCKY C YUE€TOM COLUOKYJIbTYPHBIX OCOOCHHOCTEH C MPEICTABUTEISIMU IPYTUX CTPaH;
BBIIOJIHUTH MEPEBOJI MPO(PECCUOHATBHBIX TEKCTOB C MHOCTPAHHOTO HAa TOCYIAAPCTBEHHBIN S3bIK M 00PATHO C YaCTUYHOMN
MTOMOIIBIO TIPENOIaBATES

- apryMEHTHPOBAHO MU3JIaraTh COOCTBCHHYIO TOUKY 3PCHUS HA HHOCTPAHHOM SI3BIKE.

CTyIeHT He BIIAJICET:

- HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JEJIOBOr0 OOIICHUSI.

-HE BJIaJICCT TCXHUKOW JICTIOBOTO MUChMa HA HHOCTPAHHOM SI3BIKE;

- OCHOBaMH TEXHUKHU IIEPEBOJIA;.

=HAREIKAMUI RO HUI NTUCEKVCCI W TNOTOMUIKI HA THOCTNAHITONM 9GREIKES

6. YHAEBHO-METO/JMYECKOE U THOOPMAIIMOHHOE OBECIIEYHEHWE JTUCHUIIJIMHBI (MOAY JIS)

6.1. PexoMeHayemasi JiuTepaTypa

6.1.1. OcHoBHasi TuTepaTypa

ABTODBI, COCTABUTEIH 3arnaBue W3naTenseTBoO, roj Omn. agpec
JI1.1 |Illeenesa C. A. JenoBoii anrnuiickuii: yueoHoe nmocodue s |Mocksa: FOHUTU-  |https://www.iprbookshop.r
BY30B JAHA, 2023 u/141398.html
6.1.2. JlonoiHuTeIbHAS JUTEpPaTypa
ABTODBI, COCTABUTEIH 3arnaBue W3naTenseTBO, rOj Omn. agpec
JI2.1 |Maiiep H.I'. AHTIHMHACKUH s13bIK: ydeOHOe TTocodue T'opno-Anraiick: PUO [http://elib.gasu.ru/index.ph
TATY, 2014 p?
option=com_abook&view
=book&id=323:anglijskij-
yazyk3&catid=35:inostran
nye-yazyki&Itemid=180
JI2.2 |A6pamos B.E. DnemeHTapHas rpaMMaTnka coppeMenroro |Camapa: IToBomkckuit [http://www.iprbookshop.ru
AHTJIMHACKOTO SI3bIKA JIJISI HAYMHAOIINX U TrOCyAapCTBEHHBII /71909 .html
IIPOJIOJDKAIOIINX €T0 U3ydeHHe: yaeOHoe YHUBEPCHUTET
nocobue 1isi By30B TENICKOMMYHUKAIIAH U
uHpopmatuku, 2013
6.3.1 IlepeuyeHs NpPOrpaMMHOro odecnedeHust
6.3.1.1|MS Office
6.3.1.2|SIunexc.bpaysep
6.3.1.3|LibreOffice
6.3.1.4|Kaspersky Endpoint Security mst 6mneca CTAHJIAPTHBIN
6.3.1.5|MS WINDOWS
6.3.1.6|Moodle
6.3.1.7|NVDA
6.3.1.8|PEZ1 OC
6.3.2 llepeyenb HHPOPMANMOHHBIX CIPABOYHBIX CHCTEM
6.3.2.1|MexBy30BCKas 3IEKTpOHHAsE OMOINOTEKA
6.3.2.2|ba3a naHHbIX «neKTpoHHas O6nbnMMoTeka ['opHO-ANTalCKOro TOCYAapCTBEHHOTO YHHBEPCUTETA
6.3.2.3|Onexkrponno-6ubnoTeunas cucrema IPRbooks

7. OBPA3OBATEJIbHBIE TEXHOJIOI'MA

poJieBas urpa




pe3eHTalus

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIUIIJINHBI (MOAY JIS)

Homep aynuropun |Haznauenue OcHOBHOe OCHaIlleHHe

210 A2 Y4eOHas aymuTOpus JJIs IPOBEIECHUS Pabouee mecTo npernogasarens. [locagounblie MecTa IIst
3aHATHUI JCKIIMOHHOTO THIIA, 3aHATUH oOyuaromuxcs (110 KOJIUYECTBY 00yJaroIuxcs),
CEMHHAPCKOT'0 TUIIA, KYPCOBOTO yUeHHYECKasl TOCKa, Kadeapa, MyIbTHMEIUHHBINA

MPOCKTHPOBAHUS (BBIMOJIHECHUS KYPCOBBIX  [IPOEKTOp, 3KpaH, HOYTOYK
paboT), TPYNIIOBBIX M WHANBUAYAILHBIX
KOHCYJIbTal[Ui, TEKYIIET0 KOHTPOJIS U
MIPOMEXKYTOUHOM aTTecTaluu

413 A2 AynuTopus 1Jis IpOBECHUS JCKIIMOHHBIX, |Pabouee mecto mpemonaarens. [Tocagouynbie MecTa s
MPaKTUYCCKUX U JIAOOPATOPHBIX 3aHATHH  [00ywaronuxcs (1o KOJIMYECTBY 00yJaroIIuXCs),
yYeHHYECKasl TOCKa, Kadeapa, MyIbTHMEIUHHBINA
MIPOEKTOP, HOYTOYK, SKpaH

302 A2 JlabopaTopusi KOMMYHHKATHBHBIX Pabouee mecto npenogasatens. [locamounbie MecTa Jyist
WCCIIeTOBAaHUH U JTMHTBUCTUIECKUX 00yJaromuxcs (Mo KOJIWIeCTBY 00ydaromuxcs),
JKCIIEPTHU3 ISl IPOBEIACHHS 3aHATHI y4eHHUYeCcKas Jocka, kadenpa, HHTEpaKTUBHAS TOCKa,

JICKIIMOHHOTO THIIA, 3aHATHH CEMHUHAPCKOTO [HOYTOYK
THIIa, KYPCOBOTO MPOEKTHPOBAHHUS
(BBITIOTHEHUS KyPCOBBIX PaboT), TPYMITOBHIX
Y MHMBUyaIbHbIX KOHCYJIbTAINH,
TEKYIIET0 KOHTPOJIS ¥ MPOMEKYTOUHOM

aTTeCTALUU
202 A4 KommbrotepHsrii kiacc. YueOHast Pabouee mecTo mpenogasarens. [locagounsie Mmecta
ayIATOPUS JJTS IPOBEIICHUS 3aHATHI 00yJaroImuxcs (Mo KOJIWIECTBY 00yJaIOIIUXCs).

JICKIIMOHHOTO THIIA, 3aHATUI CEMUHAPCKOTr0 | MynbTUMEIUANIPOCKTOP, IKPaH, KOMIBIOTEPHI
TUIA, KYPCOBOTO MPOCKTUPOBAHIS
(BBIMIOJTHEHUS KYPCOBBIX Pa0OT), TPYIIIOBBIX
Y MHIVBUyaJbHBIX KOHCYIbTAIIHH,
TEKYIIET0 KOHTPOJIS ¥ MPOMEKYTOUHOM
arrecranun. [ToMemienue s
CaMOCTOSITEILHOM pabOTEI

9. METOAUYECKHUE YKA3ZAHUSA JJIAA OBYYAIOIIIUXCSA IO OCBOEHHUIO JTUCHUILIIUHBI (MOY JIS)

MeTomudecKkue yKa3aHHs 0 YTEHHIO U EPEBOIY TEKCTOB

ITonnMaHne TEeKCTa JOCTUTAETCs IPU OCYIIECTBICHHUH IBYX BUIOB YTCHHUS:

1) u3yuaroLero YTeHus;

2) uTeHHs ¢ OOLIM OXBATOM COJICPIKAHMSI.

To4HOE U ITOJTHOE MOHUMAHHE TeKCTa OCYIIECTBIACTCS yTeM U3YYaroIlero YTeHHs, KOTOPOe IPEAIoaracT yMEeHHEe CaMOCTOSTEIIBHO
MIPOBOJUTH JIEKCUKO-TPaMMAaTHYECKUH aHAIN3 TeKCTa. VITOroM H3ydJaroniero YTeHus sSBIsSeTCs aAeKBaTHBIN epeBO.l TEKCTa Ha POJHOM
SI3BIK C TIOMOIIBIO cJIoBaps. [Ipu 3ToM ciemyeT pa3BUBaTh HABBIKH ITOJIB30BAHUS OTPACIEBBIMU TEPMUHOIOTHYECKIMHE CIIOBAPSIMU U
CJIOBapsIMHU COKpAIIEHUH.

Yurast TEKCT, peHa3HAYCHHBII 11 IOHUMaHUS OOLIEro CoAep KaHus, He0OX0UMO, He 00paIasch K CI0Bapio, HOHATH OCHOBHOI
CMBICT IPOYUTAHHOTO.

O0a Bra YTEHUS CKIIAQABIBAIOTCS U3 CIEAYIONINX YMEHHH:

a) I0raJpIBaThCs O 3HAYEHUH HE3HAKOMBIX CJIOB Ha OCHOBE CIIOBOOOPa30BaTeNbHBIX IPU3HAKOB U KOHTEKCTA;

0) BUIETh MHTEPHAIMOHAJIBHEIE CJIOBA U ONPEEIITh UX 3HAUCHNE,

B) HaXOAUTh 3HAKOMBIE rpPaMMaTHYECKUEe OPMbI U KOHCTPYKIIMU M YCTAHABIUBATH UX SKBUBAJICHTHI B PYCCKOM SI3bIKE;

T') HCHOJIB30BaTh UMEIOIIUICS B TEKCTE WILTIOCTPATUBHBIM MaTepuai, CXeMbl, GOpMyJIBI H T.1I1.;

) IPUMEHSTH 3HAHMS 110 CIIEHUAIBHBIM, O0IIETEXHUYECKUM, O0IIEIKOHOMUYECKUM MIPEIMETaM B KaueCTBE OCHOBBI CMBICIIOBON 1
SI3BIKOBOM JTOTa/IKH.

OpgauM 13 3PQEeKTUBHBIX NPUEMOB (POPMUPOBAHUS CIIOCOOHOCTH CaMOCTOATENLHO PadOTaTh C TEKCTOM  SIBIISETCS
nepeckas. [loqroroBka Kk  mepeckasy TEKCTa BKJIIOYaeT B ceOs pas3lelieHHe TeKCTa Ha CMBICIOBBIE YacTH, BBIICICHHE
KIIIOUEBBIX (ppa3, cocTaBiIeHHE IUIaHa IepecKasa.

[Ipm moaroroBke mepecka3za TEKCTa PEKOMEHAYETCS BOCIOIB30BATHCS CIEAYIOMIEH MaMsITKOM:

1. Ilocne mnpouteHus TekcTa pas30eiiTe ero Ha CMBICIOBBIE YACTH.

2. B kaxmoW dacTH HalguTe MNpemiokeHue (KX MOXeT OBITh HECKOJbKO), B KOTOPOM 3aKIFO4YEH OCHOBHOW CMBICI 3TOH
YacTH TEKCTa. BRIMUIINTE 3TH NpeaoxKeHus.

3. llomuepkHHWTE B OTHX NPEIOKECHUAX KIIOUEBEIE CIOBA.

4. CocraBbTe IUIaH NepecKasa.

5. Ormmupasich Ha IUIaH, IEPECKAKUTE TEKCT,

6. Omnwupasch Ha KIIOYEBBIE CJOBA, PACCKAXHUTE TEKCT.

[Ipu mnepeckase TEKCTa PEKOMEHIYETCS UCIOJIb30BATh PEUYEBbIE KIIHILE.




MerToaudeckie peKOMEHIALUH 110 TOrOTOBKE MPE3EHTALMN
Co3aHue pe3eHTaluy COCTOUT U3 TPEX 3TaloB:
1. [InanupoBaHue Mpe3eHTAllMK BKJIFOYACT B ceOsl:
1. Onpenenenue nenei.

2. OmnpenenieHre OCHOBHOM WIEH MPE3EHTAINH.

3. ITonGop nononHuTensHOM nHGOopMaLUH.

4. IInannpoBaHKe BHICTYIUICHHUS.

5. Cozfanue CTPYKTYpBI IPEe3eHTALUU.

6. [IpoBepka JIOrUKH [TOIa4YN MaTepHaa.

7. IloaroroBka 3aKkJIOYEHUS.

II. Pa3paboTka Ipe3eHTaluu.

III. 3ammra mpe3eHTanuy.

Mertoaudyeckie peKOMEHIAUH 1O TIOATOTOBKE POJICBOM UTPHI

B cTpykType pomneBoii Urpbl Kak Ipolecca BEIICISIOTCS CIIEAYIONINE COCTABISIONINE:

- TeMa,;

- poJty, B3STHIE HA Ce0s UTPAIOIUMU;

- UTPOBBIC ACHCTBUSI KaK CPECTBA PeaU3alii dTHX POJIEH;

- UTPOBOE YNOTpeOICHUE IPEIMETOB, T.€. 3aMEIIEHHE PeaTbHBIX Bellel HTPOBBIMH, YCIIOBHBIMH;

- peasibHbIC OTHOIICHUS MEXKAY UTPAIOIIUMH;

- cloxerT (cozepkanue) — 00J1acTh  IeHCTBUTEILHOCTH, YCIOBHO BOCIIPOM3BOIMMAs B UTPE.

B mporiecce posieBoit Urpsl 0TpadaTHIBAIOTCS U YCBAUBAKOTCS:

1) aTHYEeCKHEe HOPMBI ¥ TIPABHJIA TIOBEICHUS U OIPEICIICHHbIE COLUATIBHBIE POJIU B TOM HJIM HHOM 3THOKYJIBTYPHOM COOOIIECTBE;
2) 0cOOEHHOCTH, XapaKTEPHBIE YEPThI, BO3MOXXHOCTH TEX WJIM MHBIX COIMAIBHBIX IPYIII WM ONPENETICHHBIX KOIJIEKTHBOB —
aHaJIOTOB MPEIIPUITHI, PUPM, T.€. pa3IUYHBIC THITBI IKOHOMUYECKHX U COLUAIILHBIX HHCTUTYTOB, YTO BIIOCIEACTBHU MOXET OBbITh
NIEPEHECEHO B COLMAIBHYIO IPAKTUKY;

3) yMeHHS COBMECTHON KOJIJICKTUBHOM JESTEIEHOCTH;

4) KynbTypHBIE TPAAULIMU U HOPMBI.

PoneBbie UIpBI, TEMa U CIOXKET KOTOPBIX OCHOBaH Ha COACPIKAHUH TEKCTOB, MILTIOCTPUPYIOT MOBEICHHE B CHTYAIIMH MEKKYIBTYPHOTO
oO1meHus.

B kauecTBe MPUEMOB, XapaKTEPHBIX ISl METOJA POJICBOI UTPBI, BBICTYNAIOT CIEAYIOIINE:

- IPUEM BOCCO3/IaHHSI KOMMYHHUKAaTHBHOTO KOHTEKCTa, KOMMYHHKATHBHON CUTYaluH;

- IPUEM BHPTYaJIbHON SKCKYPCUH, KOTOPBIH MOKHO OPraHM30BaTh KaK C MOMOIIBIO TEXHHYECKUX CPENICTB, TAK M C UCTIOIb30BAHUEM
peanbHbIX (OTOMATEPUATIOB B y4eOHOU ayAUTOPHH,

- IpUeM JIpaMaTU3aliy, HAPABICHHBIN HA CO3[JAHUE YCIOBHH, MPUOIMKEHHBIX K YCIOBUSM PEATbHOTO OOIIEHNUS, CBSI3aHHBI ¢
CO3JJaHUEM CHUTYaluy OOIICHNUS, ONIpeaeIeHHEM LIeNH, paclpeeIeHHeM poJIek;

- mpueM pedIeKCUBHOM UICHTU(DHUKAIMH, PEANOIAraloINi UICHTU(PHUKAIHIO C 00BEKTOM OOIICHHS H IOBECTBOBAHHUE OT UMEHH
9TOTO 00BEKTA.

Meroaudeckue ykazaHHs K HAIIHCAHUIO JETIOBOTO MUCbMa

SI3bIK HAMHCAHUS JIETIOBOTO MUChMA OTIMYASTCSl OT CTHIIS JIMYHOTO MUChMa. B eT0BbIX MUChbMaX sI3bIK 00Jiee O(HUIUAICH U CTPOT; He
MIPUHATO YHOTpeOIeHne COKPALeHHBIX TIIaroJbHEIX (OPM, B TO BpeMsI KaK KOHCTPYKIUH CO CTPAIAaTEeNbHBIM 3aJI0TOM HCIIONIb3YIOTCS
ropaszo 4amie. J[jist JeI0BOM MePenucKl XapakTepHO YIOTPeOIeHNE CTaHIAPTHBIX BRIPAXKCHUH, HCIONIB3YEMbIX TSI IOATBEPIKICHHS
MIOJTYYEeHHUS JEeTOBBIX IHCEM, JUIS BBIPAXKEHHS IPOCHOBI, IPH COOOIIEHNH O MOCBUIKE KaTAJIOTOB MM JOKYMEHTOB, IIPH CCBUIKE Ha
JIOKYMEHTBI ¥ T.JI. 3TU CTAHIAPTHBIC BBIPAXKECHHUS HEOOXOJMMO BBIYUHTh.

BerynurenbHoe oOpatiieHre MUIIETCs CIASTYIOUM 00pa3oM:

1. eciu BBI He 3HaeTe (PaMHIIHMIO YEIOBEKA MK JIFO/ICH, K KOTOPBIM BBI 00palaeTech, MACbMO 00BIYHO HAUuMHaeTcs co cinoB Dear Sir,
Dear Sirs i Gentlemen.

2. Ecnu BBl IUIIKMTE KEHIIUHE U HE 3HaeTe ee (haMUITUI0, OOBIYHBIM siBIsieTcs oOpaienne Dear Madam.

3. Ecnu BBI 3HaeTe hamMuiIHIO aapecara, 0OLIYHBIM 00paIlleHHEM K MYXYHHE SBISETCS

Dear Mr. Smith, x >xenmune Dear Miss Smith (He3amyxHel sxeHmuHe), Dear Mrs. Smith (3amyskHel xeHmunHe), Dear Ms. Smith
(ecnu BBI HE 3HaETE, 3aMY)KEM OHa HJIM HeT. Jta popma nprodperaeT Bee OoJiee NIMPOKOE PACIPOCTPAHEHHE).

B nenoBom nmuceme B obpamennn HEJIB3 S nucars UM nocne cnos Mr., Mrs, Ms.

OCHOBHOH TEKCT MCbMa

1. IIucpmo-3anpoc, xanoda u T.I1.

B Hauae nenoBoro nuchbMa yKasplBaeTcsl IpUUMHA HAMMCAHKS JaHHOTO NHChMa. OOBIYHBIM HaYaJIOM MOTYT CIIYy>KHTh BRIpakeHHs | am
writing in connection with...

I am writing to enquire about... Eciu BbI muieTe ouepeiHoe MUCHMO 10 OJIHOMY U TOMY K€ BOIIPOCY, TO HA4alIOM MOTYT SIBJISITHCS
BeIpaxxenus Further to...

With reference to...

2. I[Tucemo-otBeET

OOBIYHBIM HAYAJIOM SIBIISIETCS

Thank you for your letter of 12 January ( O6pature Bunmanue Ha npezyior of), In reply/ answer/ response to your letter of 12 January...
B coo6uieHusx 00 UCIOIHEHUH IPOCKObl YIOTPEOIAIOTCS CIEAYIOIUE BBIPAXKEHUS:

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




[pu U3BEICHUH O MOCBUIKE TOKYMEHTOB, KaTaJIOrOB | T.I. OOBIYHO UCIIOJIB3YIOTCS CleAyronye Boipaxenus: We are pleased/ glad to
send you..., We enclose..., We send enclosed...

JlenoBoe MUCbMO OOBIYHO ENUTCS Ha ab3anbl. JleneHue Mo 14epKUBacTCsl CIIOBAMHU:

First of all, Firstly, Secondly, Finally

He 3a0biBaiiTe 0 CIOBax, CBA3BIBAIOLINX OTACIbHBIC YACTH MPEIUIOKCHUM, 1 BBOIHBIX CIIOBaX:

Moreover, In addition to it

So, As a result, Therefore

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

In conclusion, To sum up, On the whole

He 3a0bIBaiiTe 0 BEXKIIUBBIX CIIOBaX M BHIPAKCHHSIX:

I would be very pleased...

Will you be so kind to inform me...

I will be obliged if you could ...

I would appreciate if you could...

3akrounTenbHas popMylia BEXKIHMBOCTH BKIFOYACT B CE0s TAKHE BHIPAKEHUS, KAK:

I look forward to hearing from you soon. If you require any further information please do not hesitate to contact us.

3aKIro4nTeNbHAs YacTh MMChMa — MOINCH — 3aBUCUT OT oOparieHus. Eciu Bel Havanyu nmuceMo ¢ oopamenus Dear Sir, Dear Sirs Dear
Madam wiu Gentlemen, B KOHIIE THChMa MEPE]] MTOAMKCHIO BbI JOJDKHBI IOCTaBUTH ciioBa  Yours faithfully.

Ecnu BbI Hauanu mucbMo ¢ obparienust Dear Mr. Smith, Dear Miss Smith, Dear Mrs. Smith, Dear Ms. Smith 0ObIYHBIM OKOHUAHHEM
Oynyt cnoBa Yours sincerely.




