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1. Hean u 321298 OCBOCHHS THCIHILIMHEI

Hensto aucmumnuesl «JlenoBoil MHOCTPAHHENT A3BIK FBAACTCA NOBBINCHHE HCXOAHOIO
YPOBHA BAAJEHHA HHOCTPAHHEIM R36[KOM, ZOCTHIHYTOIO HA npeasyymedi crynesys obpasoBanns.
Ornancsue CTYOCHTAMH HeOOXOMMMEIM ¥ JIOCTATOYHLIM  YPOBHCM KOMMYHHKaTHBHON
KOMNCTeHIAH VIR PEleHHs CONMANBHO-KOMMYHHKATHBHBIX 3a4aq B Pa3/IH{HEIX obnacTax
npodhecCHOBATBHOA ¥ HaYUHOH JEATRIBHOCTH NpH obmeEnn ¢ 3apyOCHHBIMI TapTHCPAME, a
TaKKe W naipHelimero camMooBpasoBaHMA. A HMCHHO! ORJIANCHHC NEPEHYNBEIMH HARBIKOMH
[E0BOrO OGMEHHA HA HHOCTPAHHOM A3BIKE, & TAKKE COBCPUICHCTBOBAHHE HOPMATHBHOIO Kypea
rpAMMATHEY, [aTeHelmee PaIBHTHC HABLIKOB ycTHON ¥ MHCbMEHHOH peunm B pelyaLTaTe
OBNAJICHHA PEHCBBIMHE 00Pa3UAMH, CONCPHKAUIMH HOBbIC JIEKCHYCCKUC H rpaMMaTHYCCKHE ABICHHA
u Gonee yray6aeHHOS H3yHeHHe OTENBHbIX 0CODEHHOCTEN AILIKA, cBOMCTBEHHEIX ACNOBOH pedH.,

pa ofy4eHHH CTYACHTOB PA3TOBOPHOMY HHOCTPAHHOMY S3RIKY aKIeHT JISJAeTcy Ha
NOCTHKEHHE HMH NPaKTHYSCKOTD BAAJCHHA OCHOBAMH JICAOBOrO obmenns 8 YCTHEIX H
IMCHMEHHEBX (JOPMEX B THIMYHEIX CHTYAIHSX: 3HAKOMCTBO, PpasfOBop MO Tenedony,
KOMAHIpOBKA 3a pyOes, 3aka3 Ommera ¥ HOMEpa B IOCTHHHIS, dopasr onmarel, BAs HHPM,
pefeRHE JCNOBEIX TICPEIOBOPOB, KOMMEPHECKas KOpPeCHOHACHIHA (KOMMEPTIECKO® IHCEMO, taxc,
NHCBMO (3B0POC, TPEVIOKSHHE W T.IL)). Kpome TOro, M3yue¢Hue pasroBOPHOTO HHOCTPAHHOIO
A3bika NpHssano obecnewHTs npuoOpeterne obmeit, KOMMYHHKATHBHON ¥ (podeccHOHAIBHONR
KOMIIETeHIIHH.

Jlns peanrIauEy HOCTARIEHHOH HEIH HEOOXOAMMO PELIHTE CCAYIOMIHE JaKa™H:

- CTMMYJIHPOBATH HHTEIUIEKTYANBHOE H IMOIHOHATLHOE PA3BHTHE JHIHOCTH YHAIIErocH;

-OBNAACTS ONpEJCNCHHBIMA KOTHHTHBHBIMH OPHEMaMH, MOSBOMAIONIMME  COBCPIIATE
03HABATELHYK) H KOMMYHHKATHBHYIO NCHTEALHOCTE;

- PE3BHTS CHIOCOGHOCTH K COUMANEHOMY BIaWMOICHCTRHIO]

-popMupoBaTs oOmeydefHBE H KOMNCHCAIMOHHEC YMCHHA, YMCHHA IOCTOAHHOID
CAMOCOBEPIICHCTBOBAHNA.

KOMMYHHKATHEHAS KOMIETSHIMA BRIKOYAST NHHTBHCTHYECKHH, CONMOKYILTYPHBIR ¥
nparMaTHieckuil KoMnonesT. Ocoboe sHauCHHE nproGpeTAET PEIICHHC TAKNX 3a1aY KaK: YMCHHE
COOTHOCHTD A3HIKOBBIC CPEACTEA C KOHKPETHBIMH ChepaMy, CHTYUHIMH, YCIOBHAME H 38/a4aMH
obImeHMR; SIMKOBOM METEPHAI PACCMATPHBACTCH KAK CPEACTBO PCAnMALNHE PeuCBOro obmenHs,
1pa 0160pe FILIKOBOIO MATEPHATA OCYIISCTRISCTCA (D YHKUHMOHANBHO-KOMMYHHKATHBHELH TOZXOZL.

Hapszmy ¢ npaxTH4ecKoil Hebio ~ o0yueHneM OOUIEHHIO Ha HHOCTPAHHOM A3BIKE — OaHHBIH
KYPC CTABHT 00pasoBaTeNbHEC # BOCIHTATCIBHBIC HEIH. JlocTxenne oOpasOBATENBHEX 1e/eH
03HAYAET PacIIMpPEHHe KpYro3opa CTYACHTOB, MOBBILOEHHC YPOBHA HX odmell KymeTypsl M
o6pasoBanus, @ TAKEe KyJbTypsl MBIIICHHA, ODMEHHA M PEYH. Bocnurare pREl DoTCHIMAN
JHCIHTUHEE «J]eI0B0H HHOCTPAHHLIH AILIK? PEATHIYCTCSH ITyTeM GOPMHPORAHNAS YBAKHTEILHOIO
OTHOIICHHS K KYNTYDHBIM HEHHOCTAM, OOBINASM, TPANMIHAM H OCOGEHHOCTAM JPYIHX CTpaH M
HapoOOB.

Jlansax nporpamma Haienesma Ha QopMEpOBaHNE M PAIBHTHE ABTOHOMHOCTH yuchHo-
[IO3HABATE/NLHON ACATCABHOCTH CTYJACHTA 0O OBNAACHHIO HHOCTPAHHEIM  A3BIKOM, H9TO
NPeANONAraeT yueT JMYHOCTHHIX NOTpeGHOCTEH H MHTEPECOB obyqaemoro. [Ipr srom cryment
BEICTYTIET B Ka4UeCTBE NOJHONPABHOTD YYACTHHKA Npouecca o0y4eHns, IOCTPOCHHONO Ha
NPHHOMNAX ~COSHATENLHOTO TMApPTHEPCTBA H  BIAUMOAEHCTBHA € TPRMOJABATENIEM, HTO
HEMOCPENCTBEHHO CBA33HO C DAIBHTHEM CaMOCTOATEABHOCTH CTYACHTE, C€ro TBOPYSCKOH
AKTHBHOCTH H THYHOM OTBETCTBEHHOCTH 38 Pe3y/IbTATHBHOCTL ODY4eHHA.

2. Mecro aucnnmannas B crpyktype Ol no nanpasiennio NOArOTOBKH

Jiucmmmaana «Aen0Bol HHOCTDAHHEIH S3BIK? OTHOCHTCHA K BapuaTHBHON vacTH yueGHOro
nasa MOaroToBKKM Gaxanaspos Ha Oaze denepankHOIO rocyJapeTBEHHOIO ofpazoBareNsHOro
crasjapTa BeiCmero o0pasoBasuf MO HANPABICHHIO NOATOTOBKH 20.03.01 «Texnochepras
6e30MAcHOCTEY K ABIACTCA AMCUHILTHHEOMN 1o BRIbopy.



JIHCHMIUTHHA OPHEHTHPOBAHA HA (OPMHPOBAHHE NPOPECCHOHATEHO IHAYHMEIX 3IHAHHI,
yMeHHH ¥ HABBHIKOB, ODECNEYHBAIONMIAX JOCTIDKCHHE YPOBHA A3BIKOBOH KOMIETEHIHH,
HeoOXOIHMOTO M JOCTATOYHOrO JUIs peanH3aumu ueielf HaydHOH M npodeccHosanbol
xoMMysnkanui. [lpenojasanme #36IKa OCYIIECTRIETCA BO B3AUMOCBS3H CO ClEHAATEHBIMH
AHCUHATLTHHAMH.

O6mas TPYACEMKOCTE AHCHMILTHHEBL COCTABAACT 2 3a4eTHBIE eAMHHULL DopMa HTOroBOIO
KOHTPO/IK — 389€T.

3. Tlepewenn MIAHHPYEMBIX pPE3YILTATOR O0yd9eHHs N0 [AHCHHILIHHE (Moayai0),
COOTHECEHHBIX ¢ MIAHHPYEMBIMI PEIYILTATAMH 0CBOCHUS 06pa3oBaTeaLHoil nporpavMmsl.

B pesynstare m3ydqeHns ydeOmo# imcummimen y ofydaiomerocs  GopMEpYyOTCH
KOMICTCHITHH,

- BIAZICHNE NMCHMEHHON M YCTHON peubio Ha PYCCKOM A3bIKE, CNOCOOHOCTH HCIONB30BATH
npodeCCHOHATLHO-OPHENTHPOBAHHYIO DHTOPHKY, BIAJEHHE METOJNAMH CO3NAHMA [OHATHRIX
TCKCTOB, CHOCOOHOCTE OCYIISCTEIATH COUMANBHOE BIAWMOAEHCTBHE HA OJHOM H3 HWHOCTPAHHEIX
aspxos (OK-13);

- FOTOBHOCTE HMCIONB30BATE 3HAHMS MO OPraHM3alMH OXPaHK TPy, OXPaHBI OKpY&Kaomeh
cpeABl H 5e30MacHoCTH B UPE3BLMANHEIX CHTYAUHAX Ha 00BeKTax IKOHOMMKH (TTK-9).

B pesynbTare OCBOSHHUA AMCIHILTHHE! 00YIAIOMHICA T0/DKEH:

IHATH:

- HOPMEI YCTHOH ¥ IMCEMCHHON PEYH HA PYCCKOM M HA OTHOM M3 HHOCTPAHHBIX A3LIKOE,
(PHHIANE] BEJICICHHS M MCNONB30BAHHA (QYHKIHOHATBHBIX CTHACH W JOTHYECKHE OCHOBHI
MOCTPOGHHA PEHM M APIYMEHTANMH, a TAKAC NPHHIMIL! FILIKOBOrO odoprMIeHis OPHIHATEHO-
JCMOBBIX TEKCTOR B chepe MpodecCHOHANBHON NEATEIbHOCTH;

- OCHOBHI OXPaHH TpPYA&, OXPaHEl OKpYXaioued Cpeas; OpraHH3allMOHHBIE OCHOBEI
OCYUICCTBACHHS MEPONPHSTHI 110 NPEAYNPEKICHHIO H JIHKBHAAIMH NOCieACTBAN apapuli u
KaracTpod) IPHPOAHOTO H SHTPONOINEHHOTO XapaKTepa, MCTOAN TEXHHKO-IKOHOMIYECKOro aHaH3a
JAMMATHEIX MEPONPHATHH; CNOCODR OPraHH3aNNK KHIHCACKTC/IBHOCTH YeIOBEKa B YPe3BhINAHHBIX
CHTYaIHax.

YMETh:

- TOIHYECKH BEPHO, APrYMEHTHPOBAHHO, SCHO CTPOHTEL YCTHYIO H MHCHMCHHYI) PeYb M BECTH
MONCMHKY; HCIONB30BATE BOSMOKHOCTH ODHIMATEHO-IEN0BOIO CTHIIA B NPOLECCE COCTARNEHES H
PCAAKTHPOBANHA HOPMATHBHHIX NPABOBIX [OKYMEHTOB B IPOQECCHOHANBHOM JEATeNBHOCTH;
NPAMEHSTH 3HAHHS OAHOTO B3 HHOCTPAHHSIX A3LIXOB MPH PaboTe ¢ HHOAIBIYHLIM TEKCTOM;

- OPraEM3OBaTh MEPOUPHATHA N0 OXpaHe TPYAA B OKpy&arouiel cpeasl u GesonacsocTd B
9pe3BRUANHHLIX  CHTYAUHSX;  PAacCUHMTRIBATE  COUMANLHO-IKOHOMMIMECKYIO abpdexTHBHOCTE
3AMMTHBIX MCPONPHATHI,

BJAAIETE:

- IpaMOTHON NHCHMCHHONW M YCTHOH peYRi0 HA PYCCKOM H3BIKE: NPHEMAaMH BEICHHS
JACKYCCHH;, HABBIKAMHM MCIIONBIOBAHHA HOPMSTHBHAIX NPABOBEIX JOKYMEHTOB B CBOCH
npodeCCHOHAIBHON JICATENLHOCTH; HaBHIKaMu PafoThl ¢ TEXKCTAMH Ha OJHOM H3 HHOCTPAHHBIX
A3BIKOB;

- FOTOBHOCTHIO HCIOAB30BSTH 3HAHKA N0 OPrAHHIALMH OXPAHK! TPY/4, OXPAHE OKpYXalomeH
cpe/tsl B GE30NMACHOCTH B YPC3BHIMAMHBIX CHTYAUHAX Ha OGBEKTAX KOHOMMKH; CIIOCOGHOCTHIO
NPOFHO3UPOBATH PA3BHTHE HETATHBHON CHTYalUHH B cpeac 0OHTAHHA; CHOCOOHOCTEI0 MPHHHMATD
VUACTHE B NPOBCICHHH 3KONOTHYECKAX JKCIEPTH3 PETHOHOB ¥ ATTECTAIMH 00BSKTOB H PETHOHOB
00 3AIIHTE B YPC3BMYANHAIX CHTYAIHAX, B HECIICKIIHE H ayIHTOPCKHX NPOBEPKaX MPOMBIILICHHBX
NPEANpHATHIL, APYTHX OOLEKTOB JKOHOMHKH M HX KOMIUICKCOB HA COOTBETCTBHE TpeOOBAHHAM
(e301acHOCTH H OXPaHbl OKpY&atomeH cpelst.

4. O6uemM ANCHHIVTAALI H BIABLI y4eOnoi paborel, O0mas TpyA0eMKOCTh AHCHHILIHHEL
4.1, OObeM AHCLMIUTHEEL B BRAR yacdHoit pabots no ounoll dopme obyyucuns,



OBmas TPyI0EMKOCTS AMCIHILTHEL COCTARNAST 2 3aueTHie exuHuLb! (72 qaca),

Bua yqednoii paborsi

T e N e P o gy P . ST
| Konraxkrubie 9acel (Bcero)

Beero

Cemecrp

qaconls e,

B

B ToM smcne:

Jlexmau (J1) 17/047 17/0,47
Tpaxkmnseckne sangTaa (113) 17/047 17/0,47
Cemunapel (C)

JlaGoparopunie padors (JIP)

Konrakraas paboTa B MepHOI ATTECTAIMA (KPAr)

Canocms'rem.nax aﬁora nozx Y

B TOM YHCHe:

BHIIOHEHAE JOMALIHEro 3aMaHuf 110 PAVIHYHEIM BHJIAM PeueBoi
ACATEABHOCTH:

- MPEHUPOBOYKBIC TENCUKO-ZPAMMAMUNECKUE YRPDANCHEHUR;

- uymente, NEPEEOO MEXCMOB, UIGTCUENUE COJEpPICAMERsHOT
ungpopmayu;

- CAMOCTMORMENBHOE usy«enue meopemuwecch pasoenos
Kontpoab (acero) -

@opma HTOroBoH ATTeCTAINA!

37,75/1,05

37,751,05

3ager

{*

Wt

4.2, ObbeM AHCHHIIHERL ¥ BRAN ydeOro# paboTs 1o 3a04Kol Gopiae obyuenus.
O61mas TPYAOEMKOCTS JIHCUHILIHIEL COCTABISCT 2 3aueTHbIE eAnnns (72 uaca).

Bua yuehuoit paborst Beero CemecTpnl
uconls;e_._ 5
5 0 ASTTHS T T T e L i s Sl RV Ty & ; 2 3
2 ST o e\l g gt e A |l =y | 3 -
B ToM gucae:
Jlexusn (JT) 4/0,1 4/0,1
[MpaxTHueckue 3annina (I13) 4/0,1 4/0,1
Cemurapsl (C)
JlaGoparopssie paGorsi (JIP)
Konrakrhas pabora B neproa arrectauny (KPAT) 0,25/0,006 | 0,25/0,006
CanoctosTensaan paboTa noji pyKOBOACTBOM NPEMNOABATE1A (CPIT)
[Camocrosreannas patora (CP) (seer) | 60/6 | 60,6 |
B roM uncne:
BHIIOJIHCHHC ZIOMALIHErO 3a/IaHHA [0 PasIHYHEIM BHAEM peyeBoi
ACATESAbHOCTH:
- MPEHUPOSOUHBIE NEKCUKO-ZPAMMAMUNECKUE YRPANCHENUA, 60/1.6 60/1.6
- umenue, Nepesod MENCMOS, USENEHEHUE COOEPICaAMETLHON ” -
0e uayueuue meopemwecmzx pasc)euos




5. CTpykTypa M coeprRanHe AHCIHILUIHHEL
5.1. Crpyxrypa mucnmmanas s 00,

4 cemecTp
Ne | Paznen aueunnannst | Hemean Buje: yuebnoii patorss, DopMBI TEKYINEro
n/n CEeMECTPA | BK/IH0YAS CAMOCTOSTEALHY 0 H KOHTPO.IA
TPYAOEMKOCTE yCneBaeMocTH (no
(B wacax) Hedeaam ceMecmpa)
E Dopma
- npomM i
- POMEERYTOUHO
= g 5 6 % 8 ATTECTAIIMH
:2 (no cemecmpam)
ol |G aod g Juanor, MOHOJIOF [0
P 1.2.3 3|3 6 Teme, Nepeso]
TeKCTA.
2. | Preparing a trip, 4,56 3 3 6 Juanor, MOHOJIOT 1O
TEME
3, | Away on business,
MoHouor 1o Teme,
789 3|3 5,75 | amanor, nepeson
TEKCTA
4, | Visiting a company. 10,11 2 2 5 Pesiome B
nHCBEMEHHOMH Qopme
5. | People at work. 12,13 2 | 2 5 Mosonor no Teme,
MePEenot TeKeTa
6. | Getting a job. 14,15 JIRanor, MOHOIOT TI0
2 | 2 5 TEeMC, IEPEBOJ
TEeKCTR
7. | Dealing with problems. 16,17 Jlsasor, MOHONOT 110
2 - 5 TeMe, ICPeBOR
TeKCTa
8. | llpomexyrognas 0.25 3auer B yCTHOH
arrecTalEA:  3auer thopme
HTOTIO: 17| 1F 0,25 31,7
5
5.2. Crpyxrypa amcumnaust jas 300,
5 cemectp
Ne | Pasgea apcumnanHsl Hepens Buan: yuebnoit paborel, BRI0OIAS
o/n cemMecTpa CAMOCTORTEABLHYI ¥ TPYAOEMKOCTE
(B qacax)
_ 4
< = B
~|E|§| 5 E <
=z
1. | You and your company.
4 mpany 12,3 1 9
2. | Preparing a trip. 4,56 1 9
3. | Away on business. 789 1 9




Visiting a company.

10,11

People at work. 12,13

Getting a job. 14,15

Dealing with problems. 16,17

[TpomexyTognas 0,25 3,75
aTTecTAlMs:  3auer

HTOrO: 0,25 3,75
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5.4. lpaxTHIECKHE H CeMMHAPCKHE 3AHATHS, HX HAHMEHOBAHMNE, CoAepARanue H oiLem B

qacax
Obnem B 9acax
/
Ne | Napasnena HanmeHOBAHNE NPAKTHYCCKHX H CeMHHAPCKHX TpyRoeMIKOCTS
n/n | ANCHMIUTHHE JanATH G
O®0 | 300
4/S cemecrp
1. 1. You and your company. 3/0,083
2, 2, Preparing a trip. 3/0,083 | 1/0,027
3. 3. Away on business. 3/0,083
4. 4, Visiting a company. 2/0,05 | 1/0,027
5. 5. People at work. 2/0,05
6. 6. Getting a job. 2/0,05 |1/0,027
T 7: Dealing with problems. 2/0,05 |1/0,027
8. Hroro: 17/0,47| 4/0,11
5.5, JlaGoparopubie 3ansTHS, HX HanMenosanue i 00LeM B Yacax
JlaGopaTopEbIC 3aHATHA Y4eOHBIM ILIAHOM HEe IPCIyCMOTPCHEL.
5.6. TipuMepHas TEMATHKA KYPCOBBIX npoexTos (pador)
Kypcosoit npoekt (pabota) y4eOHLIM NIAHOM HE ITPEAYCMOTPCH.
5.7. CamocTonre/bnas palora CTyACHTOB
Coaepxanue H 00LEM caMOCTOATENBHOI paloTh! CTyIeHTOR
4/5 cemecrp
Pasaeasi m rembi padoueii [lepevens JoMaMHHX 322280 1 Cpoxn Odnem B
NPOTPAMMBI CAMOCTORTENLHOIO JAPYIHUX BONPOCOB KIS BLINOANEHAS | YacCAX/TpyIo
H3Y4eHus! CAMOCTOSTEALHOIO HIYYeHHd eMKOCTh B
3.8,
O®0 | 300
1.You and your company. lMpopaGotka y4ebHOro Mmarepwana,| 3 Heaens
H3Y4eHHOTO HA 3AHATHEX.
3ayuNBaHAC HOBBIX JICKCHYECKHX 6/0,16(9/0,25
eausnn,  Ilomrotoska  YCTHOIO
COODINEHNA 110 TeMe 3aHITHS.
2. Preparing a trip. [Tpopabotka yuebuoro Mmarepuana| 6 mepens
no waygaemoll Teme. 3ayunsaHHC
HOBEIX  JIGKCHYECKHX  CAHMHHIL 6/0,1619/0,25
BLICKAILIBAHES ~ MOHOJIOTHYECKOro/
| THanorLuecKoro XapakTepa no TeMe.
3. Away on business. [TpopaGotka yuebnoro marepuana,| 9 Hemens
H3YUCHHOIO Ha JAHATHAX.
JayuuBaHME HOBBIX JTEKCHYECKHX 5,75/0
SIMHNIL. Bricka3npanus 16 90,25
MOHOJIOTHYECKOro! AHANOrHYeCKOro
XapaKTepa 1o TeMe.




4. Visiting a company.,

[MpopaboTka yweOHOro wMarepHana,
H3YYEHHOrO HA 3AHATHAX.
3ayuHMBAHHE HOBBIX JIEKCHYECKHX
ermann  no  teme. Cocramnenne
pe3OMe,

11 menensa
500,13

9/0,25

5. People at work.

[TpopaGoTka yyeOHOro MarepHana,
H3YIEHHOTO Ha IAHATHAX,
3&){‘!1!38}{1!8 HOBBIX JICKCHYCCKHX
eMHHHIL BrickazsiBaHua
MOHOJOTHYCCKOr0/ JIHATOrHYECKOro
XApaKTepa mno TeMe.

13 nenens

5/0,13

8/0,22

6. Getting a job.

[popaborka y4yebroro marepuana,
H3YHEHHOID Ha JAHATHAX.
3ay4HBaHHC HOBBIX JICKCHYCCKHX
CHAMHMIL Brickasbisanus
MOHOJIOTEYeCKoro/ AHATOrHYeCKOoro

XapaxkTepa no TeMe.

15 penens

5/0,13

8/0,22

7. Dealing with problems.

[IpopaboTka yweOHOro Mmarepuana,
H3YICHHOIO Ha FAHATHAX.
3ayqMBaHNEG HOBBIX JICKCHYECKHX
CIMHHIL BrickaapisaHus
MOHONOIHYeCKoro! AHATOrHYSCKOro
XapaxKTepa 1o Teme.

17 Heaens

5/0,13

8/0,22

Hroro

37,78/

60/1,6
6

6. Iepevuens y4ebHO-METOIHYECKOTO ODECTICHCHNS LIS CAMOCTONTEALHON paboTel
o0y IAIOMIHXCH 10 AMCHUMILIMHE (MOAY.110)

6.1. Metoguueckue yxasanns (cobcTennsie pazpaborxu)

1. General English [Dnextponneit pecype]: yuebuoe nocodue s CTYAEHTOR HEAZHIKOBEIX
baxynsrerop. Yposens Bl-Intermediate / [cocr.: JLB. Yncrobaera, 3.M. llame]. - Maiixon :
Pexuam JIOCTYIIA:

Marapus or..

2015. - 308 c. -

http:/1ib.mkgtu. ru:8002/libdata. php?id=2100024572
6.2. JlaTepatypa A caMoCTOSTeNbHOM paboTsl

1. Joprkus, H.B. Aurmalickuli ssuix. Pasrosopnas nexcuka [OnekTpombii pecypel:
xparkuit cnpapounux / Jopkun WU.B. - Munck: Bumpoitmas mxonas, 2015, - 96 ¢, - DBC
«IPRbooks» - Pesxim goctyna: http://www.iprbookshop.ru/35459

7. @oHI ONEHOYHBLIX CPEACTBE AAA NPOBCICHHH NPOMEKYTOYHONH ATTECTANMH
O0YHAKMMXCH N0 ARCUHIVIHHE

7.1. Hepevens KommeTeHunii ¢ yRasanweM Tanos uX GOPMHPOBAHNA B Npomecce
ocBoenns 06pasoBaTeILHOI IPOrPAMMBI

COr RACOBAKD
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Sranst
dopmupoBanun
KOMIIETCHUHH
( HOMEp ceMecTpa
cornacto yyebHoMy
nAaky)

Hanvenopanue y9eOHLIX JHCUHIUINH, (POPMHPYIOIIHX
KOMIETEHUHH B TPOIIecce OCBOCHNHA 00pa30BaTeIbHOI MPOrpaMMbl

OK-13:-  BIaAeHHE NHCEMCHHONH M YCTHOH Pevbio HA PYCCKOM H3bIKe, CriocofHOCTD
HENOABL30BATE NPOPECCHOHANBHO-OPHCHTHPOBAHHY IO PHTOPHKY, BAAJCHHE METOAAMM
CO3AAHMA MOHATHLIX TEKCTOB, CNOCOOHOCTD OCYECTBINTh COUHAABHOE
B3AUMOACHCTBHE HA 0JIHOM H3 HHOCTPAHHBIX WIHIKOB

1 Pycckuii A36IK H KYJIBTYPR PEHH
4 Texnmyecknit HEOCTPAaHHEIH TILIK
1,23 Wuocrpasasii K26k

4 Henosoii unocmpannsiic A3nK

2 [MpakTHKa 110 MOTYYEHHIO NePBHYHLIX NPOPECCHOHANLHEIX YMEeHHT 1
HABLIKOB, B TOM YHC/IE NEPBHYHLIX YMEHHH ¥ HABLIKOB HAYIHO-

HCCIICIOBRTC/IBCKON ACATEIBHOCTH (vucOHaA MPAKTHER)
6 [TpaxTika no noay4YeHHIO MPoHeCcCHOHATHHBIX YMEHHI B ONEITa
NPOPECCHOHANBHOM NCKTENBHOCTH (IIPOH3BOJACTREHHAR NPAKTHXA)
3 [Negaroruyeckas npaKTHka
8 [MpeamunnoMHas DPAKTHKA UL BHIIOMHCHNE BBITYCKHOMN
randRKannonH0N paboTh
8 INogroToska X caave ® caLa rocyapcTBeHHOND JK3aMena
8 3ammuTa BENTYCKROA KBanndukannornoi paboThl, BRIIOYAR NOArOTOBKY

K TIpoLe/Iype 3alIHTh H NPONEaypy 3alIHTS]

1

AJBINCHCKHA A3BIK

IK - 9: roTOBHOCTE HCNOAL30BATEH 3HAHHSA 110 OPraHH3ANHH OXPAHLI TPYAa, OXPAHBI
OKpy:Ramed cpeabl H 6e30NACHOCTH B MPe3BLIMANNBIX CHTYAIHAX HA 00LEeKTAX

IKOHOMHKH

BezonacEocTh KH3HeACATENBHOCTH

DXONIOrHA 9e/I0Bexa

DIKOHOMHKA

Kynsryposorus

DKOHOMHKA H NPOTHOSHPOBAHHS NPOMBIILICHHOTO
NPHPOAONOIE30BAHAA

DH3H0N0THA YeI0BeKa

Ixonoruyecxas 6e30nacKocTs NpodeccHOHATEHON AeATENEHOCTH

OCHOBBI TOKCHKOMOTHH

Miuxpobronorss ¢ ocHopaMH OHOTEXHOIOTHA

DKOTOTHIeCKHH MOHHTOPHHT

Hopmuposarue B o6nacti Texsocdepno# Ge30nacHOCTH

Jenoesolt unocmpannutit a3uK

TexXHHIEeCKNi HKHOCTPAHBELIA A3bIK

ConmansHas 3K0/I0rHs

DKoNornYeckas KyJsTypa

Oxpana Tpyaa

Ipanonsie OCHOBL! IPOMBIILICHHOrO NPHPOZONOALI0BAHHA

~J
wqquuagmbuq{ja

TIpaKTHKA 110 HOAYHEHHIO NEPBUYHBIX MPODECCHOHATBHBIX YMCHHI H
HABEIKOB, B TOM YHCIC MEPBHYHBIX YMCHHIA Il HABBIKOB HAYHHO-

HCCIe0BATeNLCKO edaTensHoCTH (YuedHas NPaKTHKA)




Texnomoruueckan npakTHxa (yueOHAS NPAKTHKA)

L= -

[IpaxTHKa N0 NONYYCHAIO NPOHECCHOHANBHEIX YMEHHH K onkITa
npodecCHOHANLHON NeATeARHOCTH (IIPOH3IBOJICTREHHAR NPAKTHKA)

8 TTpeHnIOMHAS NPAKTHKA UL BHITONHCHNA BRITYCKHOM
KBTHHKAHOHHOMN paboTh!
8 INoarorosxa K cAave M caaka rocy1apCTBCHHONO 3K3aMeHa
8 3amuATa BRNYCKHON KBami(pHKAUHORHOI paboTEl, BKIOYAA MOATOTOBKY
K NpoLeaype 3allHTH H IPOLSAYPY IRIHTH
3 [NomHTonorns
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7.3. Tunosble KOHTPOALHLIE 3AJANHS H HHLIE MATEPHAILI, HeoGX0MMBIE LIS
OLEHKH 3HAHMI, YMeHNl, HABLIKOB ¥ (HJIH) ONBITA ASNTEALHOCTH, XAPAKTEPHIYIOMIX
stanskl  GOPMMPOBAHMH KoMmIeTenuHii B mnpomecce ocsocHHs ofpalosareabHol
NpoOrpaMmbl

3ajanue 108 KOHTPOILHOH paboTet
Bapuanum 1

3AJTAHHE 1. BerapsTe 0TBeTHEE PEILIHKH
1. Fill in the answers.

1) — What are you going to give her?
2) — Shall I serve you some meat?
3) — Tanya, how many books you have!
4) — Please accept our gifts.
5) — What delicious cake! Did you make it yourself?
6) — How do you want your tea? Strong or weak?
7) - Thank you very much for a wonderful evening.
8) — Are you going to Lena’s for her birthday?
9) — May I have some bread?
10) — How many guests will there be?

2. Fill in the sentences.

1) ~ Thank you for your gifts.

2) - With milk and without sugar.

3) — Let’s! Sit closer, Smile!

4) — What a table! It is so pretty!

5) ~ We'll be there with pleasure!

6) - Yes, please, one piece.

() — Here you go.

8) —I'll have tea, please.

9) — No, thanks. It"s time for me to go.

10) ~ It was great. [ was at Linda's for her birthday.

SAJIAHHUE 2. PaccTassTe CAORE B PABKIRHOM NOPAIKE, 9T00B! MOMYHHIIHCH BOIPOCHL.

1) there a canteen is in office your?

2) meeting rooms there in your office are?
3) telephone is what your number?

4) email your what is address?

5) was how the trip?

6) in Russia your business how is?

7) you are in Finance?

8) he in the Marketing Department is?

9) the area of your office what is?

3AJIAHMUE 3. Buecto T04EK BCTABETE rIaronst to sing, to draw, to dance B HyxsOR dopne.

a) to sing

I like... How does she...? This singer... excellently. They used to... only Russian, but now they...
English. And soon they... Italian, What are you...?

b) to dance



- Do you... well? ~ 1., badly. Lena used to... badly, but now she... excellently. Tom and Ted...
with their friends. Tomorrow we will go to our friends’ house and we... there. With whom is
Igor...? Last weekend I... at a discotheque.

c) to draw

What are you...? What do you like...? On vacation Sergey will go to Sochi and he... the sea. Does
she... well? Who are they...? I used to... badly, but now ... well,

3AJJAHHE 4. [{aiiTe nepepoa xaxa0My HAIBAHMIO OT/ICTA.
I) Sales (the Sales Department)

2) Marketing (the Marketing Department)

3) Human Resources (the HR Department)

4) Public Relations (the PR Department)

5) Finance (the Financial Department)

6) Accounts

7) Legal Services (the Legal Department)

8) Administration (the Administrative Department)
9) Information Technologies (the IT Department)
10) Production (the Production Department)

11) Purchasing Department

Bapuanm 2

3AJAHHE 1. lobaBsTe HYKHEIC BCIOMOIETCABHBIC TIATOIEl H 3ANHITHTE BONPOCHL,
1) What/you do?

2) Who/vou work for?

3) Which department/you in?

4) Where/you study?

5) What qualifications/you have?

6) What/your responsibilities?

7) When/your company established?

8) Where/your head office located?

9) How many employees/you have?

10) fyou have any subsidiaries in other countries?
11) What/your annual turnover?

3AJTAHUE 2. Haifzere 1 wenpasste 14 ommbok B Tekcre.

Megasoft a large multinational company based in the UK. It employ about 5,000 people.
The company have branches in 12 countries with offices in 20 cities. It has operations in Russia
as well,

Megasoft produce electronics and software, It's factories are in China and Japan, so it's
suppliets are mostly in Asia. The company invest a lot of money in research and development, as
a result, each year it launche a new product into the market. Its most popular products are:
MBook, MPod and MPad.

Electronics a highly competitive market. The main competitors of Megasoft is Apple and
Microsoft. The company have shops and warchouses in 12 countries and sells its products in the
domestic market and abroad. The majority of its customers is young middleclass people.

Megasoft is a very successful company. It’s annual turnover is about USD 300 million.

3ATAHHE 3. PaccrassTe ¢10B2 B NIPABHILHOM IOPSAAKE H 3ANHIATE NPEUIOKEHHS.
1) your company when was established?

2) you have subsidiaries got?

3) what your annual tumover is?

4) 1o increase it you hope do?



5) your head office located where is?
6) employees how many you have got?
7) you can offer what products?

8) it is fully computerized?

9) up-to-date it is?

10) quick, efficient and reliable is it?
11) how much it does cost?

12) a discount you give me can?

3AJTAHHE 4. BulepuTe npanHILHOe NPeAI0KeHHe,

1) a) Yesterday I got up at 7 as usual. b) Yesterday I goted up early as usual.

2) a) We marryed when we finished school. b) We married when we finished school.
3) a) The child stopped crying and smiled to me. b) The child stoped crying and smiled at me.
4) a)1didn't go out yesterday. b) I didn’t went out yesterday.

5) a) When did you finished school? b) When did you finish school?

6) a) When were you bom? b) When was you born?

7) a) I didn't see anybody in the street. b) I didn’t seen anybody in the street?

8) a) Did you taken a shower yesterday? b) Did you take a shower yesterday?

9) a) I not liked our teacher. b) I didn’t like our teacher.

10) a) When you go to work? b) When did you go to work?

Bapuanum 3
3AJAHHE 1. [lo0assTe HyXHLIE BCIOMOTaTeNBHER TNAN0IE H 3AMHIIHTE BOMPOCHL

1) What'you do?

2) Who/you work for?

3) Which department/you in?

4) Where/you study?

5) What qualifications/you have?

6) What/your responsibilities?

7) When/your company established?
8) Where/your head office located?
9) How many employees/you have?
10) /you have any subsidiaries in other countries?
11) What/your annual turnover?

3A/IAHHE 2. Haiizute u nenpasste 14 omubox B TexCTe,

Megasoft a large multinational company based in the UK. It employ about 5,000 people.
The company have branches in 12 countries with offices in 20 cities, It has operations in Russia
as well.

Megasoft produce electronics and software. It's factories are in China and Japan, so it’s
suppliers are mostly in Asia. The company invest a lot of money in research and development, as
a result, each year it launche a new product into the market. Its most popular products are:
MBook, MPod and MPad.

Electronics a highly competitive market. The main competitors of Megasoft is Apple and
Microsoft. The company have shops and warchouses in 12 countries and sells its products in the
domestic market and abroad. The majority of its customers is young middleclass people.

Megasoft is a very successful company. It's annual turnover is about USD 300 million.

3AJIAHHME 3. Paccransre /1082 B IPABHIEROM NMOPAJKE H JAITHINATE [IPeAI0KEHHA.



1) your company when was established?
2) you have subsidiaries got?

3) what your annual turnover is?

4) to increase it you hope do?

5) your head office located where is?
6) employees how many you have got?
7) you can offer what products?

8) it is fully computerized?

9) up-to-date it is?

10) quick, efficient and reliable is it?
11) how much it does cost?

12) a discount you give me can?

3AJTAHHE 4. BrGepure npasuibHOe NpeUIoKeHUe,

1) a) Yesterday I got up at 7 as usual. b) Yesterday I goted up early as usual.

2) a) We marryed when we finished school. b) We married when we finished school.

3) a) The child stopped crying and smiled to me. b) The child stoped crying and smiled at me.
4) a)ldidn’t go out yesterday. b) I didn’t went out yesterday.

5) a) When did you finished school? b) When did you finish school?

6) a) When were you born? b) When was you born?

7) a) 1l didn’t see anybody in the street. b) I didn’t seen anybody in the street?

8) a) Did you taken a shower yesterday? b) Did you take a shower yesterday?

9) a) I not liked our teacher. b) I didn't like our teacher.

10) a) When you go to work? b) When did you go to work?

Bapuanm 4

3AJJAHHE 1. [locrasere Bee rnaroabl B cko0Kax B IMPOCTOM TPOMICAIICM BPEMEHH H
nepeBeIHTe TEKCT.
Bill Clinton

Bill Clinton (be born) in 1946. He (grow up) in a small town called Hope. When Bill (be)
a young boy, Hope (be) the place where everybody (know) everyone else. People (notlock) their
doors at night. Everyone (feel) very safe there. Three months before he (be bom), something
very sad (happen) to his family. His father (die) in a car accident. So Bill (live) with his
grandparents while his mother (go) to school to become a nurse. Bill's grandmother (believe) in
education. She (read) to Bill all the time. She even (hang) cards around his high chair to help him
to learn numbers. She (do) a good job teaching her grandson. Bill (can) read when he was only
three. Soon Bill’s mother (marry) for the second time. The family (move) to a new town, Hot
Springs. Soon Bill (have) a new little brother. When Bill (be) a teenager, he (be) an important
leader in his high school and church. He (get) good grades and (work) very hard to help people
in his community. But he (work) on something else too. He (practice) his saxo-phone until he
(play) so well that he (win) the first prize in a band contest! One summer, Bill (be chosen) to be
part of Boy's Nation, He (meet) many other kids who (be interested) in leader-ship and the
government. That summer he also (meet) a very famous person, who (be) at that time the leader
of the nation. He even (shake) hands with John J. Kennedy, the President of the US! At first Bill
{not/intend) to become a politician. He (want) to be a doctor. Then he (think of) making a living
as a saxophone player but in the end he (decide) to go to the university. So he (enter)
Georgetown University in Wash-ington, D.C. He (study) really well and when he (finish) college
he (win) a great honor. He (be sent) to England to study. When he (return) to the US, he started
law school. He (want) to become a lawyer. He also (want) to return to Arkansas. While he (be) in
law school, he (meet) someone he really (like). Her name (be) Hillary Rodham and she also



(study) law. Once they were taking a drive and saw a very beautiful house. Hillary (think) it was
the most beautiful house she had ever seen. Just a short while after that drive Bill (buy) the house
and (say) to Hillary, “I (buy) the house you (like). So you'd better marry me. I can’t live here by
myself.” And Hillary (smile) and (agree). Who wouldn’t? Three years later Bill (be elected)
governor of Arkansas. He (spend) fourteen years trying to make education, health care, and the
environment better in his state. He (want) more jobs and better life conditions for the people in
Ar-kansas. In 1980 Bill and Hilary (have) a daughter. And in 1992 Bill Clinton (be elected) the
President of the United States, Before he (become) president he (speak) about his program on
TV, he (take) bus trips and (stop) in towns across the country. He (promise) to the Americans to
improve the quality of their life, more jobs, better roads, better pay, better education and health
care, in short — a better life. He (become) one of the most popular American presidents, and one
of the brightest and most intellectual politi-cians of our times but unfortunately he (get involved)
in some really dirty scandals that (tamish) his reputation and (put) an end to his political career.

3AJTAHME 2. Tipousraitre u uenpassre 10 omnbok B ananore.

A job interview
— OK, let’s get started. Why you want this job, Harry?
— Well, I want to work in big multinational company. | think Megasoft is good company and it
offers excellent career opportunities for ambitious people.
— Why you want to work in a multinational company?
— I think such a company can give me chance to work in different countries and to enrich my
experience and to use my knowledge of foreign languages.
— What languages do you speak?
— Spanish, Ttalian and French.
« Oh, that impressive.
— | hope it"ll be useful in my future work.
— As you know, Harry, we need sales team [eader.
— Yes, [ know. How many people is there in the sales team?
— Fifty. That’s a lot of people. So what are your strengths as a manager?
— Well, T always set clear goals and I can communicate them to the staff.
— And how are you deal with conflicts in the team?
~ The only solution is to listen to people and solve all the problems together.
— What sort of people are you work well with?
— [ like hardworking, easy-going and reliable people, but I can work well with anybody who's
really committed to work.
— Why should we hire you?
— Well, I have the right experience for the job. I'm very motivated and ready for challenges.
— Is there any questions, you'd like to ask us?
— Well, if you chose me, when would you like me to start?
— The vacancy should be filled next week. We'll let you know our decision tomorrow.
— Thank you for you time.
— Not at all. It was a pleasure. Goodbye.
— Bye.

TereTs! A 4TEHHS U NepecKaia
Origins of Money

There are numerous myths about the origins of money. The concept of money is often
confused with coinage. Coins are a relatively modern form of money. Their first appearance was
probably in Asia in the 7th century BC. And whether these coins were used as money in the
modern sense has also been questioned.

To determine the earliest use of money, we need to define what we mean by money. We
will return to this issue shortly. But with any reasonable definition the first use of money is as



old as human civilization. The early Persians deposited their grain in state or church granaries.
The receipts of deposit were then used as methods of payment in the economies. Thus, banks
were invented before coins. Ancient Egypt had a similar system, but instead of receipts they used
orders of withdrawal -~ thus making their system very close to that of modern checks. In fact,
during Alexander the Great’s period, the granaries were linked together, making checks in the
3rd century BC more convenient than British checks in the 1980s.

However, money is older than written history. Recent anthropological and linguistic
research indicates that not only is money very old, but it’s origin has little to do with trading,
thus contradicting another common myth. Rather, money was first used in a social setting.
Probably at first as a method of punishment.

Early Stone Age man began the use of precious metals as money. Until the invention of
coins, metals were weighed to determine their value. Counting is of course more practical, the
first standardized ingots appeared around 2200 BC. Other commonplace objects were
subsequently used in the abstract sense, for example miniature axes, nails, swords, etc.

Full standardization arrived with coins, approximately 700 BC, The first printed money
appeared in China, around 800 AD. The first severe inflation was in the 11th century AD. The
Mongols adapted the bank note system in the 13th century, which Marco Polo wrote about. The
Mongol bank notes were “legal tender”, i.e. it was a capital offense to refuse them as payment.
By the late 1400s, centuries of inflation eliminated printed bank notes in China. They were
reinvented in Europe in the 17th century.

1. Are the concepts of money and coinage the same?
2. How old is the first money?

3. What did early Stone Age men use as money?

4. Where and when did the first bank notes appear?

5. When and where was the printed money reinvented?

Employment

Since individuals typically cam their incomes from working for companies
whose requirements are constantly changing, it is quite possible that at any given time not all
members of a country’s potential work force will be able to find an employer that needs their
labor, This would be less problematic in an cconomy in which such individuals had
unlimited access to resources such as land in order to provide for themselves, but when the
ownership of the bulk of its productive capacity resides in relatively few hands, most individuals
will be dependent on employment for their economic well-being. It is typical for true capitalist
economies (o have rates of unemployment that fluctuate between 3% and 15%. Some cconomists
have used the term "natural rate of unemployment" to describe this phenomenon.

Depressed or stagnant economies have been known to reach unemployment rates as high
as 30%, while events such as military mobilization (a good example is that of World War II)
have resulted in just 1-2% unemployment, a level that is often termed "full employment”.
Typical unemployment rates in Western economies range between 5% and 10%. Some
cconomists consider that a certain level of unemployment is necessary for the proper functioning
of capitalist economies. Equally, some politicians have claimed that the "patural rate of
unemployment™ highlights the inefficiency of a capitalist economy, since not all its resources —
in this case human labor — are being allocated efficiently.

Some libertarian economists argue that higher unemployment rates are in part the result
of minimum wage laws, as well as in part the result of misguided monetary policy, and are
not inevitable in a capitalist economy. They also claim that if the value of the productive
capacity of a given employee is worth less to the employer than the minimum wage, that person
will become unemployed, and therefore unemployment will exist whenever the legal minimum
wage exceeds the true economic value of the least productive members of the
labor pool, Likewise, if the amount of money a person can obtain on welfare approaches or
equals what they could make by working, that person's incentive to work will be reduced.



Some unemployment is voluntary, such as when a potential job is turned down because
the unemployed person is seeking a better job, is voluntarily living on savings, or has & non-
wage-camning role, such as in the case of a traditional homemaker, Some measures of
employment disregard these categories of unemployment, counting only people who are actively
seeking work and have been unable to find any.

1. What is the natural rate of unemployment?

2. What sort of events can lead 10 full employment?

3. How can minimum wage laws affect unemployment rates?
4. When will person's incentive to work be reduced?

Tax

A tax is a compulsory charge or other levy imposed on an individual or a legal entity by a
state or a functional equivalent of a state (e.g., tribes, secessionist movements or revolutionary
movements). Taxes could also be imposed by a subnational entity.

Taxes may be paid in cash or in kind or as corvee labor. In modemn capitalist taxation
systems, taxes are designed to encourage the most efficient circulation of goods and services and
are levied in cash. In kind and corvee taxation are characteristic of traditional or pre-capitalist
states and their functional equivalents. The means of taxation, and the uses to which the funds
raised through taxation should be put, are a matter of hot dispute in politics and economics, so
discussions of taxation arc frequently tendentious.

Public finance is the field of political science and economics that deals with taxation.

History of taxation

Political authority has been used to raise capital throughout history. In many pre-
monetary societies, such as the Incan empire, taxes were owed in labor. Taxation in labor was
the basis of the Feudal system in medieval Europe.

In more sophisticated economies such as the Roman Empire, tax farming developed, as
the central powers could not practically enforce their tax policy across a wide realm. The tax
farmers were obligated to raise large sums for the government, but were allowed to keep
whatever else they raised.

Many Christians have understood the New Testament to support the payment of taxes,
through Jesus's words "Render unto Caesar the things that are Cacsar’s".

There were certain times in the Middle Ages where the governments did
not explicitly tax, since they were self-supporting, owning their own land and creating their own
products. The appearance of doing without taxes was however illusory, since the government's
(usually the Crown's) independent income sources depended on labor enforced under the feudal
system, which is a tax exacted in kind.

Many taxes were originally introduced to fund wars and are still in place today, such as
those raised by the American government during the American Civil War (1861-1865). Income
tax was first introduced into Britain in 1798 to pay for weapons and equipment in preparation for
the Napoleonic wars and into Canada in 1917 as a "temporary" tax under the Income War Tax
Act to cover government expenses resulting from World War L

The current income tax in America was set up by Theodore Roosevelt in 1913, It was
called The Federal Income Tax and was deducted from incomes at rates varying from 1-7%. But,
since then, the American Tax Code has been modified and new taxes have been added,
especially over the World War [ and 1I periods. Since World War II, the American Tax Code has
increased in size four-fold,

1. What is the definition of a tax?
2. How can taxes be paid?
3. How were taxes paid in medieval Europe?



4. Why were many taxes originally introduced?
5. What kind of document describes what taxes people have to pay?

Bonpocs! K 3aqery
1. IlnchMeRnBI NepeBo TEKCTa N0 CHEUHANBHOCTH ¢ AHIMMHCKOIO HA PYCCKHil A3LIK CO
cnoeapem obeemom 1800 newaTHeIX 3HakoR. Bpems seitoiHenns — 60 MHHYT,
2. TIpouynTaTs ¥ NEPECKA3ATh HA AHIJMICKOM A3bIKE TCKCT 10 CHCUMATBHOCTH o0nemom 1500
NEYATHRIX 3HAKOB,
3. YcTHO HITOKHTE OJHY H3 NPOHISHHEIX TeM N0 CHeIHATEHOCTH.

Temul k 3auery

1. You and your company.
2. Preparing a trip.

3. Away on business.

4, Visiting a company.

5. People at work.

6. Getting a job.

7. Dealing with problems.

7.4, Meroanyeckne MaTepHaibl, ONpeleanionme npoueaypbl OLeHHBAHNSA 3HAHMI,
YMEHMIT M HABBIKOB, H ONBITA IS TEJABHOCTH, XaPAKTEPHIYIOMHX TANL] GOPMHPOBANHS
KoMuerenumi

Tpebosanna K KOHTPOLHOI pabore

KonTponsnas paboTa — CpeiCTBO NMPOBEPKH YMEHHH NPHMEHATE NOAYHYeHHBIC IHAHMA
JUIS PEINICHHS 337184 ONPSACICHHONO THIA MO TeMe HIIH pasfaedy.

Konrposnsnas paora npeacrapnser coboff onmMH M3 BHOOB CAMOCTOATENLHON paGoThl
obygarommxcd. ITo CyTH ~ 370 HAIOKCHHE OTBETOB HA ONPCACICHHBIC TCOPCTHYUCCKHE BONPOCH!
no y4eOHOH JMCIMIUINEE, @ TAKXKE pelleNHe NpakTHYecknX 3anad. KOHTPOAbHEE NPOBOASTCR
Aang Toro, 9To0Bl pasBHTE ¥ 0DywalomMXcs CHOCODHOCTH K aHamkly HaydaHol M yyeOHOMH
JTUTCPATYpPhl, YMCHIC 0000maTs, CHCTCMaTH3HPOBATh ¥ ONCHHBATh MPAKTHYSCKHH H HaydmEif
MATEPHAT, VKPEMIATE HABLIKA OBNANEHNA NOHATHAMH ONPEACTCHHON HAYKH H T.A.

Ilpr onenke KOHTPOILHOH padoTHl NPEnoAABATENL PYKOBOJACTEYETCH CHEMYIOUMMH
KPHTePHIMH:

- pabora ObU1a BBIIONHCHA ABTOPOM CAMOCTOATCIIBHO,

- ofysaommiica noxobpan J0CTATOMHBI CNHCOK NTHTCPATYPhl, KOTOPh HeoGX0aHM
JUIA OCMBICTIEHHS TEMEI KOHTPONILHOMA paGoTsl;

= ABTOP CYME!l COCTABATH NOIMYeCKH 00OCHOBAHHBIH MJIaH, KOTOPHI COOTBCTCTBYCT
NOCTAB/IGHHBIM 3a7a4aM B chopMyIHpoBanHON nenH;

- obywalomuiics NpOaHANHIHPOBAT MATEPHA,

- ofywaroumiica cymen 050CHOBATE CBOXO TOUKY 3peHHs;

- KOHTpOJBHAA pabota oOPMICHR B COOTBCTCTBHE C TpeCOBaHHAMH.

- @BTOp 3AWATH/I KOHTPONBHYK paloTy M YCNCmIHO OTBCTHA HA BCE BONMPOCH
npenojgaearens.

Konrponsnas pabora, pemonmennas HeOpexuo, 0Oe3  colmoacHns npasui,
NPCIBABIIACMBIX K ee OhopMIeHHIO, BO3Bpamaerca 0e3 NpPOBEPKH C YKA3AHHEM [IPHYMH,
KOTOphIe KOBOAATCH 10 oOyualomerocs. B oTom cayuae KoHTponsHas pabora BENONHSETCA
NOBTOPHO.

Bapuant KOHTPONLHOH paboTel BEMASTCA B COOTBEICTBMM C JOPAUKOBEIM HOMEPOM B
CIHCKE CTYACHTOB.
Kpurepnn onenks 3uanuil NpH HANHCAHHE KOHTPOALHO palors



OTMETKa GOTIMYHOM BLICTABAAETCH OOYHMAIOMIEMYCS, MOKA3aBUIEMY BCECTOPOHHME,
CHCTEMATHINPOBAHHEIC, TTy0OKHE 3HANHA BONPOCOR KORTPONLHON paboTsl M yMeHHE YBepeHHO
NPHMEHATE HX HA NPAKTHKE NPH DPCINCHHH KOHKPETHBIX 3ajad, cpofoaHOC M NpaBHIBHOES
00oCHOBanHE NPAHATRIX PELICHMH.

OTMeTka «XOpOmO» BEICTAR/ISETCH OBYYAIOMEMYCS, €ClH OH TBEPAO 3HACT MATepHa,
TPAMOTHO H MO CYIIECTBY H3NATAET €ro, YMCCT MPHMEHATD NOTYIeHHEIE 3JHAHMA HA NPAKTHKE, HO
AOIyCKaeT B OTBETE WM B PELICHHM 38144 HCKOTOPBIE HETOYHOCTH, KOTOPHE MOXET YCTPaHHTh
€ TOMOIILIO JONOIHHTENEHEIX BONPOCOR MPeNoaaBaTess.

OmMeTsa  «yJOBNETBOPATENBHOM  BHICTABJACTCA  OOYMAIOmMEMYCS, MOXE3ABIUICMY
dparmerTapHED, paspo3NEHHLI XapaKTep JHAHMIA, HCAOCTATOMHO NPABHILHLIE (HOPMYANPOBKY
Gaz0BbIX MOHATHIL, HAPYITEHHA JOTHYECKOH MOCNEAOBATENEHOCTH B HIIOKEHHH IPOIPAMMHOr0
MATEPHANA, HO NPH 3TOM OH BIANSET OCHOBHEIMK IMOHATHAMM BBIHOCHMEIX HA KOHTPOJILHYIO
pabory Tem, HeoOXOMMMBIME MNA JanbHEHRmEro OOYYEHHS M MOJKET MPHMCHATH MOAYYCHHEIE
3HauKs 1o o0pasiy B CTRHAAPTHOH CHTYALHH,

OTMeTKa «HEYOBISTBOPHTENLHO) BhICTABIfeTCA 00yUalOmeMycs, KOTOPE He 3HaeT
Gonpmeif 4aCTH OCHOBHOTO COMEPHAHHA BRHOCHMEIX HA KOHTPOJKHYIO paboTy BONPOCOB TeM
JHCUMIVIHEB]L, NONyCKaeT rpyObie omubky B GOpPMYIHPOBKAX OCHOBHRIX NOHATHH M He ymeer
KCIIOME30BATS TIONTYHeHHEE IHAHMUA,

Tpebosauus K BLINOJHEHHIO TECTOBOIO 30 1AHHS

Tectuposanme - 370 METOA, OCHOBANNLIA HA CTAHAAPTHIHPOBAHHBIX 38JAHHAX, KOTOPHIE
NO3BOMAIOT H3MEPHTD SHAHNSA, YMCHHS H HABBIKH HCNBITYEMOTO,

OCHOBHEIE NIPHHIATIE] TECTHPOBAKNS, ClICIYIONIHE:

— CBA3b C LQAAMH OOYUeHHA - [ENH TECTHPOBAHMA AO/DKHEI OTBEYATH KPHTEPHAM
COUHATRHON MONCIHOCTH M 3HATHMOCTH, HAYTHOH KOPPEKTHOCTH M OOIUECTBCHHOMN NOAICPAKH;

= O0BREKTHBHOCTH - HCIO/b30BAHHE B TENArOTHYECKHX HIMEPEHHAX 3TOr0 NPHHIHNA
OPH3BAHO HE JAONYCTHTE CYORCKTHBH3MA i NPCAB3ATOCTH B MPOLECCe ITHX HIMepeHuii;

~ CHPaBeUIHBOCTS M IJIACHOCTH - OHHAKOBO A0OpOMKENaTeNbHOS OTHOWIEHHE KO BCeM
ofyvaromemMcs, OTKPHITOCTE  BCEX  JTANOB  NPOLCCCA  HM3MEpeHHid, CBOSBPEMEHHOCTH
O3HAKOMICHUS O0YUAIOMHXCS C Pe3yNLTATAME HIMEPEHMIL;

— CHCTEMATHYHOCTh — CHCTEMATHYHOCTE TECTHPOBAHHI M CAMONPOBCPOK KKIOrO
Y4e0HOro MOJY/IA, PA3NCIA M KaXAOH TeMBl, BAAHEIM ACHEKTOM AZHHOIO NPUHINIA ABIACTCH
TpeboBaHHEe PENPEICHTATHRHOIO NPEACTABICHUS CONCPHAHNS YYeOHOID Kypea B CONEPHaHnu
TecTa;

- TYMaHHOCTh H 3THUHOCTE - TECTOBLIE 3AJAHMA M MPONCAYPA TCCTHPOBAHHS JOTAHL
HCKIIOYATS HAHCCCHHC Kaxoro-miGo BpeZia o0yYalolMMCes, He JONYCKATh YIICMACHHA HMX MO
HALHOHANBHOMY, ITHHYECKOMY, MATEPHAILHOMY, PACOBOMY, TEPPHTOPHATEHOMY, KVIRTYPHOMY
H APYTHM TIPHIHAKAM

BamelfmnM fBNAeTCA DPHHIHI, B COOTBETCTEMH C KOTODHIM TCCTHI JOJGKHBI OMITE
NOCTPOCHBL MO MeTOAMKe, obecneunsalomed BemonHeRHe TpeGosanuil COOTBETCTBYIONMEro
(enepaneHOro rocyIapeTEEHHOre OOPA3OBATENLHONO CTARIAPTA.

B TecTOBLIX 3aNaHHAX HCMOMBIYIOTCS YeTRIPe THIA BONPOCOB!

= 3akperras hopma - aBeTcs HauGonee pacnpoOCTPaHEHHOH H NMPEIAraeT HECKOIbKO
ANETEPHATHBHEIX OTBETOR HA NOCTaBAcHHMIT Bompoc. Hanpmwmep, ofygaromemycs sanaercs
BOTIPOC, TPeOYIOMHIT ATETEPHATHEHOIO OTBCTR «a% HIIH (HEeT), (ABIASTCH HIK «HE SBIACTCAY,
«OTHOCHTCH» HIH «HE OTHOCHTCA» M 1.1, TecToBoC 3axaHue, CoACpAalIee BONPOC B 3aKphIToi
(opme, BRmouacT B ce0d OMMH HIH HECKOJBKO NPEBWILHAIX OTBETOB W MHOI/JA HA3KIBASTCH
BRICOPOYHEIM 3aaHneM, 3akpuTas dopMa BONPOCOR HCMONBIVETCA TAKKE B TOCTAX-3a1auax ©
BEICOPOUHEIMH OTBETAMH. B TECTOBOM 3aZaHHH B ITOM Ciaydae CQOPMYIHPOBAHE YCIOBHC
30390 H BCe HeoOXONMMBLIE MCXOMHEIE JIAHHRIC, & B OTBETAX NPEICTABICHH HECKONLKO
BADHAHTOB PE3YJIbTATA PCIICHHA B uHcnoBoM WM OykeenHom eie, OSyuaronmfics momen
PELINTE 337129y W NOKA3ATH, KAKOH H3 MPeICTABICHHEIX OTBETOR OH IONYYHIL.



— otkpurras opMa - BONPOC B OTKPRITOH (opMe npencrasiser cofoif yreepxnenue,
KOTOpoe HeoOXoaumo aononHuts. [amnas dopma Moxer OBTH NPEACTABICHA B TECTOBOM
JAAHIH, HANPHMED, B BH/C CJOBECHOTO TeKCTa, GopMyNsl (YpasHCeHNA), TPadHKa, B KOTOPBIX
NPONYLIEHE! CYIECTBEHHBIC COCTABIKIOMMHE - YACTH CNOBA FIK OYKBHI, YCI0BHNE 0003HaYeHHS,
THHHE WIH HIOOPAXEHHA MEMEHTOB CXeMbl M rpaduxa, O6yvaompsica AOMKCH MO MaMATH
BCTaBHTH COOTBETCTBYIOMIHE JIEMEHTR! B YKA3AHHEIC MeCTa ((IIPOMYCKHY).

— YCTRHOBNCHHC COOTBETCTBHA - B MAHHOM Crysac OOYHAHOIIEMYCS NpeUIaraor Jisa
CITHCKA, MEATY ANEMEHTAMH KOTOPBIX CeAYeT VCTAHORHTE COOTBETCTRHE;

= YCTAHOBNEHHME MOCACJOBATCNBHOCTH - NPEANONAraeT HeoOXOMMMOCTh YCTAHOBHTE
OPABHIBHYIO NOCHEI0BATEIbHOCTS TPEANAraeMoro CHHCKa cioe win dpas.

Kpurepuu onenxn snanmii pH NPOBECHNN TECTHPOBARAS

OTMerxa «OTIHYHOY BEICTABNAETCH NPH YCJIOBHM [PABMILHONO OTBETA HE MeHee 4eM
85% TecToBbIx 3anaHmMI;

OrMeTKa «XOPOMmO» BHICTARNZETCH NPH YCIOBHM NPABHALHONO OTReTa He MeHee gem 70
Yo TECTOBKIX 3a/IAHMIT;

OT™eTKa «y/I0BAETBOPHTENBHOY) BHICTABIAETCS NPH YCHOBMM NPABHIBHOIO OTBETA HE
menee 50 %;

OTrvmeTka «HEYAOBAETBOPHTENLHO» BHICTABINETCA NPH YCIOBHH NPABMILHONO OTBETA
meHee qeM Ha S0 % TecToBRIX 3amanuii.

Pesynsrarbl TeKymere KOHTPONA HCHOMBIYIOTCA NIPH NPOBCACHMH TPOMCKYTOUHOH
aTTeCTallHH.

Kpurepuu ouenkn snanuii Ha 1agere

3ager — opma NpOBEPKH SHAHNI, YMEHHIt H HABLIKOR, IIPHOGPETCHEEIX 00YYAIONIHMCA B
Ipoliecce YCBOSHHS y4eOHOro MaTepHana JCKINOHHEIX, TPAKTHYECKHX H CEMHHAPCKHX 3aHATHI
110 AHCIHILUIHHC,

3auer MOMET NPOBOIMTHECK B (opMe yeTHOro ompoca mo Omneranm (eompocam), ©
NPEABAPHTEIBHON MOATOTOBKOH MHIH 0€3 NOAroTOBKH, IO YCMOTPEHHIO IMPENOJABATENA.
[Tpenonasartens BIIpase 3a4aBaTh BONPOCK! CBepx Guiera,

[Mpenoaasarens MOXET NPOCTaBHTEL 3aweT Gez ompoca wax coGecenoBaHHs TeM
CTyIeHTaM, KOTOPEIE aKTHBHO palOTaNH Ha MPAKTHYECKHX JaHATHAX B TEUCHHE COMCCTPA.

3ater oneHuBaerca no ApyxbanbHolt mxane;

«3a4TCHO» CTABHATCA NPH BLITIOTHEHHNA 3aJlainit.

«He3aqreHO» CTABKHTCA, ©C/IH 3aJaHHA HE BRINONHCHD.

8. Yuelno-meroanteckoe n nudopmMannonnoe ofecnedenne IHCIHILTHHL]
8.1. OcroBras nuTeparypa

1, General English [Onexrpornsii pecype]: yuebuoe nocobne Ans CTYAESHTOR HEA3KIKOBEIX
daxynereros. Yposens Bl-Intermediate / [coct.: JL.B. Yucrobacsa, 3.M. [llamxe]. - Maiikon :
Marapan O.r.,, 2015, - 308 c. - Pexcum JIoCTYna:

#/lib.mkgtu ra:8002/1i id=21 4572

8.2, JlonmonuuTesHas IHTEpaTYpa

. Hopxun, W.B. Aurmaiickuil sspix. Pasrosopmas nexchka [Dnexrponssii pecypel]:
kparkmit copasouHex [ Jopkne M.B. - Musck: Baumiimas mxona, 2015. - 96 ¢. - 3BC
«IPRbooksy - Pexam roctyna: http://www.iprbookshop.ru/35459

2. Adanacees, A.B. Kype sdpdexrasnoll rpaMmarniki asriui#ckoro s3ska [DneKTposnbiit
pecype]: yuebnoe nocobue / A.B, Adanacses. - M.: ®opym: HHOPA-M, 2015. - 88 ¢. - OBC
«Znanium.com» - Pexsm nocryna; hitp://znanium.com/catalog.php?bookinfo=49
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-_%/CW—VCOB’- E.B./



8.3. MndopMandoHHO-TENEKOMMYHHKAITHOHHEIC PECYPChl ceTH «MrTepHe™

1. - O6pazoparensusit mopran ®IBOY BO «MITY» [Snextponssii pecype]: Pesam
noctyna; https:/mkgtu.ry/

2. - Oduumansrsit caiit [pasutenseraa Poccutickoli ®excpauun. [Dnextpounsd pecypel:
Pexun goctyna: httpifwww,government.ru

3, - Wndopmannonno-npasopoit mopran «lapasTs [Dnextpomsbii pecypel: Pexum
noctyna: http://wwiw.garant.ru/

4, - Haywnan onextpommas OmGnmorexa www.eL[BRARY.RU - Pewnm npocryna:
http://elibrary.ru/
5. =  DOnextponseidf  karamor  Gubamorexn —  PexuM  moctyma:

http://lib.mkgtu ru:8004/catalog/fol2;
6. - Emusoe oOKkHO gocTynma K OOpajoBaTeNBHEIM  pecypcam: PexHM  Z0cTyma:

hitp//window, edu.ru/

9. MeToamyeckne yKa3anus 115 00y4ai0mMXes N0 0CB0EHHI0 INCIHILIMEL! (MO/LY.as)
Buas: pevesoit 1esreIsHOCTH
Ymenue
InasEEN HTOroM paboTsl ¢ MOOLM TEKCTOM ABIACTCH HOHUMANTE ero coxepaanig. /i

JOCTHIKEHHS IOCTARMCHHOMN [ETH MEI PEKOMEH/IYEM BaM 3Ty padoTy BECTH B HOCKOIBKO JTAlOB.

1-it aran. [TpounTaiite secsk TekeT nomHOCTHIO He3 cioBapa. B TekcTe BaM MOrYT BCTPETHTECA
HE3HAKOMEIE CNIOBA B BRIp&keHus. HecMoTpa Ha 370, OCTapaiTech NOHATE obimee
CONEePIKAHHE TCKCTE.

2-it aran. [IprcTynaiite K NORTOPHOMY UTEHHIO TeKCTA. BEI 3aMETHTE, UTO CIOBA M BHPAKEHNAS,
KOTOpsle OBUIH (HUIH Ka3a/7ich) COBEPIIEHHO HENMOHATHHIMH, HAYHMHAOT 0bpeTaTh
CMEICH — eIié He RCHBI ¥ HE COBCEM TOUHBIH B ACTANAX, HO — CMEICIL 3TO - IPHMEp
TOro, Kax «paboTaeT: KOHTEKCT, T.e. OKPYKEHHE TeX CIOB H BHIPOKCHHH, KOTODhIE
BaM noxa eme HemoHaTHeL [lpowmTas TEKCT BTOpoH pas, Bbl YBHAWTE, HTO
HEACHOCTH KACAIOTCA YK TOMBKO Y3KOCISMHANLHEIX 3HAYCHHH TEX HIH HHEIX CJIOB
W BhIpa@Xenuii.

3-ii sran, Ha 271OM O5Tame MBI PEXKOMEHIYEM BOCIIONB3OBATRCH CAOBApEM H [DYTHMH
BCIIOMOTATeNBHBIMHA HCTOYRHKAMH, ¢ URILI0 MOAHOrO NOHAMAHNAE TEKCTA,

MNpameganne: Ecmn HeoGXOAMMO, TO BLI MOKETE KA Ibll 3Tl OBTOPHTS ABaKIbI.

Conep#anue TEKCTa OORMHO MPOBEPACTCA CEAYIONIHMH 3aTAHHAMM:
- OTBETHETE Ha BOIPOCKH! 110 TEKCTY (YCTHO/MHCBMCHHO);
- 3a7aiiTe BONPOCK! K TEXCTY (YCTHO/MTHCHEMEHHO),
- ITepeAaiiTe OCHOBHOE COTIEPAKAHHE TCKCTA (YCTHO/MHCEMEHHO),
- HAIUIMTE KINOYEBRIC C/I0BA H BHIPAMEHHA, PACKPLIBAIOLINC OCHOBHOC  COACPAHHe
TEKCTa;
- BRIQIHTE IIIaBHYH0 NpOONeMaTHKY TeKCTa,
- COCTaBhTE MIAH-KOHCIIEKT MPOTHTAHHOTO TEKCTY,
- CHCNAATE NHCHMEHNEIE NEPEBOJ TCKCTA;
- COCTABRTE MACEMEHHYTO AHHOTAIMI TEKCTA.

ITepesoo
ITepesod - evipadcerue cpeocmeamu Opy2o20 A3IbIKA 6CE20 MO0, YO YHNCE GbIPANCEHO
WK EHIPANCALIMCA CPLOCIEAMU RIBIKA OPUZUHANA.
3HAYHTCNBHEIE TPYAHOCTH [pPH IICPEBOAC ¢ AHIMMHCKOrO HA PYCCKHH A3BIK BEIIBIBACT
MNO20HAYHOCME €06, XOrga OBIBACT HCMPOCTO MOAOOpars HYAHOC 3HAYCHME CJIOBA JUIA
ZAaHHOro KoHTexcTa. Hampamep, BO3bMEM aHTIHIiCKOE CI0BO greal ¥ MOCMOTPHM, KaK MCHACTCR
€ro 3HaYeHHe B 3aBHCHMOCTH OT KOHTEKCTa:



1) Newton was a great thinker and scientist. — Hui0TOH ORI BEIHKHM MBICAHTEIEM H
Y9CHBIM,

2) My grandfather lived to a great age. — Moii jgenymka #0#u/ 10 NPeKIAOHHOrO
BO3pacTa.

3) During our Black Sea voyage there was a great storm. — Bo BpeMs Hamero
nyrewecTsis 1o Yepuomy Mopio ObUT cHABLHEIH mITOpM,

Cxonnsie senexus HaOmozaioTcs H B pycckoM ssbike. Hanpamep: "romxmit mmcr”
NEPEBOANTCA HA AHrMHACKMI F38IK KaK "a thin sheet"; "Tonxnii srkyc" — xax "a delicate taste”, a
"rouxnit cnyx" — kax "a keen hearing” n T..

Mg Toro 9TobE YMETs NPABKIBHO CONOCTABMATH AHIMMHACKHC H PYCCKHE CIOBA [PH
nepepone, HeoOXOAHMO O3HAKOMHTECSA C OCHOBHBIMH MUNAMY CMBICIOGBIX COOMBEMCMENI,

K HHM OTHOCSTCS Cheayiomue;

1. 3nakenue anrauiickoro COBa NMOTHOCMBIO COOMEEMCMaEyem IHAYSHHIO PYCCKOrO C/IoBa H,
HE3ABHCHMO OT KOHTCKCTA, NepealTes MOCTOSHHO O/THAM H TeM Xe 3KBHRICHTOM. K Takum
C/IOBAM OTHOCATCS:

- aMena cobersennne: George—JIxopmi;

- reorpaayeckne naspanns: London — Jlosaon;

- HA3BAHKUS OHeH Hememu, Mecsler: June — HioHb,

- THCAHTENBHEIE: WO — JIBA;

- TEXHHYCCKHC TCPMHHEL microphone — MEKpOdOH.

2. ARriMiCKOMY Cr08y B DYCCKOM H3BIKC COOTBETCTBYET HECKOAbKO croe. JUIA nepesona
MHOTOIHAYHOTO C/IOBA B IAHHOM C/Ty4a¢ OTHICKHBAEM HY)KHOE 3HaYeHHe, & 3aTeM B npejienax
JAHHOTO SHAYCHHA HAXOAHM HAHOOMEE COOTBETCTBYIONMMIT NAHHOMY KOBTEKCTY BApHANT,

J. Hapsay ¢ MHOTOSHAYHMOCTHIO  CYIIECTBHTENBHBIX, IJIANONOB, [PHIAraTeNbHBIX
SHAYHTENBHBIC TPYAHOCTH NPH TICPEBOAL COIAAET MHO20IHARKOCME CAYICEOHBIX C106,

HanpuMep, onpefen€Hueiil apTHKIL the nepex NMPHIATETENLHLIMH B CPABHHTEILHOI

CTeNeHH O3HAYACT ¢YeM... MEM».

The more machines we have, the easier will be the work, - Yem Gomsme y nac Gyner
MALIHH, TeM Jerge Oyaer pabora,

But, noMaMO 3Ha%eHES "HO" MOKET O3HAUATH:

"rompx0","Beero mHms", "xpose":

Paznuursie crydan ZONOAHHTENbHBIX 3HAYEHHA Y AEOHRIX CIOB CACIYET 3aNOMHHATE!

Caejyer TaKse 3aNOMHHATE PAVIHYHEE (HPAICONOZUNECKUE EHPANCENUS, KOTOPHIE
MOT'YT BCTPETHTECHA B TEKCTE.

Hanprmep, at any rate — o BeaxoM cnysae, by all means — »o 9ro 661 Hi cTaTO,
by no means — HHKOHM 0GpazoM

B nponecce paGoTEl Hajg TEKCTOM CYIMICCTBEHHYIO MOMOIIbL OK@KET BAaM HEKOTOPOE
CXOOCME0 3EVYAHUR U SHAYENUR CRO6, ODIMMX JUIA PYCCKOr0 M @HTIHHCKOTO R3BIKOB. D710 ~—
mub0 cnoBa, KOTOPBIC NPHIUIH B aHrmwifckufl W pycckud M3 OomHOrO HCTOUHEKA, IHOO
JAUMCTBOBAHNS, CNOBA, MPHINEAINHS H3 aHrnmiickoro B pycckuit. Hanpumep, constitution —
KOHCTHTYLHA, revolution — pesomouns, parliament — napiaMent.

- kilogram- xenorpamMm

- automobile — asToMoGiIE

Ho B anrimiickoM B pyccKOM S3KKaX BCTPEHAOTCH CHOBA, KOTOPBIE HPU GHEUUHEM
CXOICMEE PACXOOAMER NO LEOEMY 3EYNAHIIO, HATIPHMEP:

especially — ocobenno (we "cnenuainto”)

sympathy — couyscTere (He "crmnaris”)

intelligent — ymusiii (He "HHTENNATEHT")

OrcHb BOKHOO IIPH MEPEBOE YMETh IPABKIBHO NONB30BATECH CAOBAPEM.

Caceape - 3mo caosxcbiil mexanusm, pabora ¢ KOTOPHIM TpedyeT H3BCCTHHIX HABRIKOB.

[losTomy, He 3Hasg, XaK yCTpOEH C/IOBaph, MEI He BCEITIA CMOMKETE HAMTH HYKHOC CIOBO HIH

BBIPEKEHHE,



Inaspas nama owubxa HHOTAA COCTOMT B TOM, YTO, OTKDbIB CJAOBaph Ha HYKHOH
cTpanmIe, Mel GepeM neppoe NONaBmescd 3HAYEHHE HATICHHOTO C/10BA, HE 3ATYMEIBAACE O TOM,
NOAXOANT JTH OHO MO KOHTEKCTY,

Hanpyumep, BCTpeTHB B NEpeBOIMMOM TeKcTe npeuiokenne «They ship goods to
Australia», cryjen, oOpardBIIHCh K CIOBAPIO 38 SHAYCHHEM CIOB ship W goods W B3SB NEpBbIC,
caMele pacnpocTpanénsbie: ship -xopabaw; goods -xopommi, KoOpeif - HeH30EKHO BCTAHCT B
TYIHK: €r0 NOACTPOYHHK, T.€. NPCABAPHTC/IbHBIN BapHAHT Nepesoja, OyAeT npocto Henen: "Onu
xopalas xopowti ( uiu xopowue?) 6 Ascmparuo”

KOHETHO, CYMECTECHHYIO NOMOLIL B Iepeno/ie AaHHOMH (passl OKAKYT H obujue sHaHUR O
CTPOCHMH aHrnuitckoil ¢pasel, 0 nopAoke CI0B B Hel, a TAKKE O TOM, YTO OJHA ¥ Ta XC
cropodopma  MoeT BbICTYNatTe ¥ B (QyHKUMH, CKaXeM, riarona, W B (DYHKIHH
CYHMIECTBHTENEHOIO. Tak, nocae MOICHKAUICr0, BHPAKEHHOrO IHYHEIM MecToMMeHHeM They,
JOIAKHO HATH CKA3YEMOEe, BEIPAKEHHOE [71arosoM, a Mocae HEero - J0MOMHeHHe, BEIPAKEHHOS
CYIIECTBHTENBHEIM. Ho B B 3T0M c/yyae BCEX OTBETOB MBI He moiayums. B mywmesm ciyuae
nepesoj ero pass: OyaeT 3ByyaTs Tax:

"Onu sezym na xopabasx ymo-mo xopoutee 8 Aecmpanizo."

Mesory TeM, BHMMarenbsHO npopaloTas COOTBETCTBYIOIIYIO CIAOBAPHYIO CTATHIO, MBI
HalaeM H ApyTHE 3HAYEHUA HCKOMBIX ClIOB:
fo ship (rnaroi) — TPaHCHIOPTHPOBATS, OTHPARIAT, EPEBOINTS;
£00ds (CYImecTBHTENBHOR, MH. WHCJIO0) — TOBAPEL, H ero nepeson 6su1 Oul Sonee yaayueH:

"Onu mpancnopmupytom zpyset 8 Ascmpanwo.” Yto6ul H3bexaTe HEHYKHBIX CHOKHOCTCH ¢
YTEHHEM | IIEPEBOJIOM TEKCTA, HAO MMETh HABBIKH NMONL30OBAHHUS CIOBAPEM.

JIuureucTuteckuii MmaTepua
TPAMMATHKA

Yrobu roBOPHTE HA AHITHICKOM S3BIKe, TOHHMATE AHMMHACKYIO Pedb, YATATh H NHCATh
HA JAHHOM 33BIKE, HEOOXOMMMO 3HaTH [PAMMATHKY COBPEMEHHOrO aHrimiickoro saeika. Yro
CreyeT MOHHMMATL O] BHIPAKEHHEM «3HATH TPAMMATHKY m3EIKa»? D70 3HAYAT, 9TO
M3YHRIOIMK HMHOCTPRHHBIM S3BIK JOMXKEH 3HaTh, KAKHM O0pa3oM B AHrIMHCKOM S3bIKe
o0pasyloTes CJI0B2, CNOBOCOYCTAHHA, NPEANTONeHHA, YMETh YIOTpebNATE HX B YeTHOH M
NHCEMEHHOK peun. DT0ro MOKHO NOOMTLCS TIPH MOMOIIH BEIMONHEHHS CHEMHATEHEX YYeOHEIX
YIIpaAHeHHH.

Y Kamaoro #3uKa CBOS TpaMMaTHKa. CXOJHBIC HEpThl IPAMMATHK MOMOFRIOT HaM
OCBOMTH HHOCTPAHHBIN S3LIK, A PAATHYHA JATPYAHAIOT HIYYEHHE A3LIKA,

BOT HEKOTODHIC CYIIECTBeHHBIC OTIHIHA,

1. B pycckoM A3bIKC r7arol MMeeT 3 BpeMeHH: Hacrosuee (YWTaw), npouwesiuee
(amran) u Oyaymee (mpoury). OGpaTHTe BHEMaHHE HA TO, 4TO (QOPME! BPEMCHH
ofpasyrores raasnbeiv o6pasoM NpH MOMOLIHM OKOHYAHHH H mpHCTaBoK, B cHereme
FAAroloB B PYCCKOM fA3BIKE HMEKOTCA (HOPMEI COBCPIICHHOIO H COBEPIIEHHOIO BH/A
(mpounTan ~ yuran).

B anrmuiickom s3sike 16 Bpemen, GopMEI KOTOPEIX O0pasyioTes riasHbv 00paszoM mpr
NOMOIM BenoMoratenbbx raaronos (I am reading, I have read, 1 shall read, n 1.0.). ®opmm
COBSPIIEHHOrO H HECOBEPIIEHHOIO BH/IA OTCYTCTBYIOT.

2. B pyccxom s3mKe NOPSZOK CIOB B MPEAIOKCHHH OTHOCHTEIBHO CBODOAHLIL, mpH
KOTOPOM OCHOBHOH CMLICH MPeJ/IOXEHHA He Menserca: S Kynuaa Bucpa HHTEpeCyIo
kuury «» Kynmuna i Bucpa HETEPECHYIO KHHIY < Buepa # KYIMia MHTCPECHYHO
KHHTY «» Bueépa Kynuia s MHTCpPeCHYI0 KHMTY <> HHTepecHYI0 KHMrY Xynwia s
Buepa ++ MHTEPECHYI) KHMIY f Xynuna puepa «+ KuuTy HETepecHYW Buepa s
KYTHIa, H T.0.

[Mo-aurnuiickn MBI 310 K¢ MoxeM cxasark I bought an interesting book yesterday «»

Yesterday I bought an interesting book. JIpyrie nepemennenus He BOIMOKEEL



Yrobnl BRIIONHHTL NPABHIBHO TPAMMATHYECKOE VIPAKHEHHE, CHEIYeT NOBTOPHTH
onpeaescHroe npasuno. i aToro Bam HeoOX0ZHMO MOCMOTPETh 3amicH B palOgHX TETPALLX,
WAH HANTH COOTBCTCTBYIOMMNE MATCPHANS! B YueOHHKAX HIH y4eOHO-METOMYecknx nocofuax,
uMesommxes B Gubanorexe MITY uny Ha kadeape HHOCTPAHHEIX AIBIKOR.

DOHETHKA
Yrobp1 aneKBATHO BBIPA3UTH B PCHH TY HIH HHYIO MBICTH, HCOOXOAHMO NPABHILHO €
NPOHIHECTH. Ycmexy B paboTe Hal NMPOH3HOIUCHHEM, HCCOMHCHHO, CIIOCOOCTBYIOT MMHTAIHSA
apyqamelt pegd H JHAHKS TOTO, KAK CACJAYET MPOH3HCCTH TOT HAH HHOM 3BYK, KaK NPaBHILHO B
EHTOHAIHONHOM OTHOIIEHHH OQOPMHT:E TO WM HHOC npeatokeHne, Coucranne 3Hanuil #
EMHTAHONHEIX CIOCOOHOCTEH NPHBEAYT BAC K YCNCWHOH BRpaloTKe yMCHMEl, a 3aTeM o
ARTOMATHIHPOBAHHEIX HABLIKOB.

JIEKCHKA

OcrosroH npoGneMolt npu  usyyennu moBOro MHOCTPAHHOID N3BIKA  SRISETCA
3ayunBanne cjaoB. Ha o1o yxomut 70 - 80% mpemers n ycwumii. 110 MHEHHKO CICHHATHCTOB,
HOBaJA JICKCHKA NYHIlIe BCEro 3alOMHHACTCA B KOHKPETHOM TEKCTe, AHANOrE, CIOBOCOYCTAHMH,
YCTOMMMBOM BBIDOKCHHH, KOHKPeTHOH curyaumn. Cnopa, 3aydYeHHBIE BHE KOHTEKCTa, Jiekar
CMEPTBEIM IPY30OMY» M B HYKHOA curyaumu He npuxoast Ha yM. [lostomy, Bmpaboraiite a4
ce0a mpaBEno: KL pas, NPHHAMARCE 32 HOBK TEKCT, NOBTOPHUTE BECh MpeaLLIyLIH#
AEeKCHYECKHH MaTtepHan myTeM ObicTphiX «npolexex» no cnosaM. IToMHMTE, wTO wWacToTa
obLIesENs ¢ H3YIaCMBIM MATCDHAIOM HMECT MPAMYIO CBS36 ¢ KAYECTBOM BALINX IHAHWH,

J18 3ay9HBAHNHA CIIOB NPEIATAETCH HECKONIBKO METOI0B:

e 1-f MeTon OcHOBEH Ha cMeiciosoit ofwHocTn cnos, ofpasyiommx Gnok. Hampamep,
B Onoxe «B oTesier OyayT HAXOOMTHCH CIOBA: 3a0pPOHHPOBATE HOMED, 3&PEIHCTPHPOBATLOS,
OIIETHTL CYET, 3AMONHHTH AHKCTY, BHHYJHPOBATH 3aKal H T.J. YIoOHee BCEro M3rOTOBMTH
Kaprouku (nywmwe u3 mrotHoro xaprona), C oxeoll CTOPOHEI 3AMHCHIBAIOTCA CNOBA M
CIOBOCOYCTAHMA HA BHIAMACKOM A3BIKC, & ¢ ApYrod — MX mepeBol Ha pycckoM. Kaprouxu
MOXKHO NPOHYMEpoBaTh JUIA O0NErdeHHs HAXOKOCHUA COOTBETCTBYIOHIErO cinopa. Kaprouxe
A0DKHE] HMETE HalpaHie O/IOKA B COOTBETCTBHM CO CMBIC/I0BOI MakpocTpyKTypoil (Temoii). Ha
MPAaKTHKS YCTAHOBJCHO, UTO H3YYAIOUIHE AHIMHHUCKHN A3BIK MOI'YT [ErKO BRIYHHTH B ACHB 20
enunul, Bel MoxeTe HawaTh ¢ MeHBIICrO KonmuecTBa. M3yuarTe MHOCTpaHHEIE CHIOBE MOXHO
ABYMA CrocodaMM, OTTATKHBAACE OT AHMMMACKOIO WM pycckoro conosa. OOs3aTensHo
MPOXOJAUTE TPH IJIaBHEE CTYNEHH NPH H3YYEHHH CHAOB B YKA3AHHOH MOC/IE0BATENBHOCTH:
YTCHHC H TICPCBOJ ¢ AHIMHHACKOTO, epeBo/] ¢ PYCCKOro, BOCIPOHIBEICHHE HAHIYCTE KAHION
On0ka.,

e 2-f Meroj OCHOBaH HA (POHEMATHYCCKON KIACCHDHKALME CJIOB, T.e. BRIOHPAIOTCH
ciopa, MeromAe obmee 3syganue, Hanpumep, obumexopaesoii rnacusni [ ;] — all, ball, tall.
Ouens yno6en TOT METOA NPHA 3aYYHBAHHH HENPABAIBHBIX r1aronos, Cleayer crpynnspoBaTh
INaronsl mo cxoucTBy oOpajopamma GopM npomemmero Bpemend, npudactHa I, m
MPOM3HOICHNA H3IMCHAEMOro KopHesoro riacmoro, Hanpmmep: dig-dug-dug, spin-spun-spun,
stick-stuck-stuck, win-won-won, 2T0T METO/ N0/Ie3eH B TeM, YTO OTPabaThIBaeTCH M JIEKCHKA, H
rpaMmaTiia, # Gporernka, u opdorpadus.

e 3-it meros. BossMure Mapkep MAM UBETHOH KApaHAam MPHATHOTO IS BAc LBETa H
3aKpachTe HM BCE HE3HAKOMBIC C/IOBA B TEKCTE, 3ATEM BRIMMIUMTE MX M HAHAMTC MX 3HAYCHHS B
cnopape. OOpatute ocofoe BHHMAHHE HA TaKk HA3LBAGMEE HHTEPHALHOHAILHEIE CAOBA.
TToMuMTE, 4TO B AHrAMICKOM S3BIKe YOapeHHe B CHOBAX HeCeT H CMEICIOPaTHIHTENBHYIO
Oysxuro. Cpasaure: ‘income — in'come. C nmomompio ciioBaps TmarensHo npopabGoraiire
conepkanue Texcra. JloGusalitecs nonnoro cronpouesTHoro norsManus, He nponyckaiite nn
OJIHOMO HEIHAKOMOrO HIIM «TPYAHOro» ciosa. PaHo WIM nozHo OHH BCe BaM nOHANOGSTCS.
Jlyame acero pexoMeryerces ofbeausuTh (MyTeM NOMYePKHBAHNS PYUKOH) «IBETHEE) CIOBA C
PATOMCTOAINEME Tak, YTo0m o0pasoBHIBAIMCE KOPOTKHC CMBICNIOBBIC (passl (Hanpenep:



NPOBEIH TIEPEIOBOPH! C MPEACTABHTE/IMMH; HE3IABHCHMBIE JKenepTsl B obmactw), IMocromamo
CBEpAATE NPABHIBLHOCT: MPOHIHOMICHHA CNOB C TpaHckpumumed. Obpamaiite smMan#e Ha
YAAPEHHE M JUTHTCABHOCTE 3BYKOB, OT KOTOPBIX HEPE/IKO MEHAIOTCS HX 3HaYeHus. [TepexoanTe k
HOBOMY MaTepHaly TOIBKO HOCIE TOrO, KaK XOpOMIO yCROWTe npexsimymmmii. Hmelite 8 suay,
9T0 cnaboe 3HAHHMC HIOCTPAHHOIN) R3bIKA Yallle BCENO MPOSBAACTCA B HEJOCTATOUHOCTH
cnosapHoro sanaca, INoMauTe, 9TO 3HaHNE CnOB — 370 Vike 80% 3Hanns w3sKa!

Yuelno-MeToeckne MATEPHAILL N0 NPAKTHIECKHM JAHSTHAM THCIHILTHITLE

FINDING THE RIGHT JOB

Office Careers

Every day, large companies receive hundreds of letters from job seekers. Unemployment
statistics make headlines. Behind unemployment hides another, more personal kind of
employment crisis: underemployment.

Underemployment can involve full- or part-time work. The term refers to the type of work
you are doing: the heart surgeon working as a salesperson or the professor sorting mail. Are
these examples cxaggerated? Unfortunately not. Especially when you consider the lives of many
adults who have moved from their country of birth to another part of the globe.

Underemployment

Why do so many people settle for underemployment? Perhaps because of the need to find a
Job quickly, any job. Unfortunately, the best job is not often the easiest to find. In modern,
industrial nations underemployment is alarmingly common; studies in the United States, for
instance, have shown that as many as 80 percent of adults are underemployed. That's almost
everybody! So if you share in the frustration of underemployment you are hardly alone. In fact,
vou're in good company!

Taking underemployment personally, a person may feel singled out. Yet underemployment
differs from failure. Underemployment is temporary and can be overcome in time. To develop a
carcer means setting long-term employment goals,

Finding the Right Work

Finding employment takes hard work in itself; so does finding a better position once
employed. Competition for good jobs — those that are challenging, interesting, and well paid — is
here to stay. Landing the right job is a major step in launching a successful career. But career
planning only starts there,

Career development involves long-term planning. The search continues over the years as a
person moves from one position to the next, developing skills which include the use of language.

A wide variety of skills is required for almost any job, anything from taking instructions to
giving them, from being supervisad to supervising. In order to signal what you can do and what
you have done, it is useful to think of your skills and experience in terms of action verbs,

Job Search

How can you make basic decisions about the choice of jobs and career? Most people go to
the openings. If you read the want ads in the newspaper, for example, you learn who is offering
employment. This is only one way to go about finding work.

Another strategy is to do some long-range planning. This involves determining your
abilities, interests, and needs. What have you already learned by education and experience to do
well? There are your ski/ls, or abilities. What is it that you most enjoy doing? There are your
interests, What kind of income will you need to support yourself and your family? These are
your needs,

In addition to the development of language and vocational skills, a successful career
depends on learning how to look for work. Success is not guarantesd by sceing experts at an
employment agency. While professionals may give valuable assistance, success in the long run



depends on doing some thinking on your own — for instance, naming personal interests and
abilities on a resume.

Developing a resume begins with listing the skills a person has already gained. In addition,
a resume specifically how and where those skills were acquired. All told, the resume states the
qualifications and work history of an applicant. A well-written resume sent with a letter of
application can win the interview of a lifetime.

Often what makes a prospective applicant stand out is the attitude that comes through in
the cover letter. Qualities such as initiative, self-control, and a sense of responsibility are highly
regarded by employers today.

Employment in Market Economy

In market terms, an individual can increase his income by working harder (taking a second
job, say) or working smarter (for example, acquiring new, more wanted skills). In the United
States, according to statistics, education has a direct and powerful effect on eamings; a person
with university degree, or 16 years of education, will over a lifetime earn more than twice what
someone with only eight years of education will earn. But still many persons entering the
working world lack adequate training in such arcas as leadership, communicating ideas and
needs, and working successfully as a member of a team. Employees must be skilled in allocating
time, money and other resources needed to carry out a job. They are to be able to evaluate and
use new information. They must understand how one task may affect other related tasks, Finally
they have to be able to learn new skills and adapt to changing technology.

MORE DETAILS FOR AMERICAN RESUME FORMAT

The candidate's resume must catch their attention upon first glance. Below are some
helpful tips to get your candidate's resume noticed:

1) Keep the resume to one or two pages only, This is most important as the HR director
usually does not have time to read through several pages on each candidate. The one page
resume will pique interest just enough for them to ask for more.

2) Fonts type and sizes. Use fonts "Times New Roman" or "Arial”. Also you must use
small font sizes such as 10 or 12 points. Remember: you should Xeep your résume to one or two
pages only,

3) Do not use text boxes, frames, backgrounds, etc. Your resume should be clear and
professional,

4) Do not title your resume CURRICULUM VITAE. That title is reserved for multiple
page resumes filled with specific work experiences in the higher levels of employment such as
attomeys, doctors, and scicentists etc.

5) Insert a small business photo on the right upper side of your resume. We recommend
that men wear shirt and tie or suit and women business attire. Please avoid t-shirts, sweat-shirts,
hats, religious garments, low neckline blouses, etc.

6) Do not put your age or gender on the resume, That information is mandatory on the visa
application but inappropriate on a resume. Most, if not all American companies, follow a strict
Equal Opportunity Employer code. To list your age and gender would indicate tacit
discrimination,

7) Pay attention on how you write the dates on your resume. Remember that in the United
States the month comes first of the day. Also you should use the Roman calendar.

8) List University degree. List your university degree and the year you graduated, but not
the courses. The American employers are more interested in your university degree and work
experience.

9) List your work Experience. Start from the most recent position. If you have many
numerous positions you should list the last three. Also you must give a detailed description of
your experience for each position.



10) Don't list your references on the resume. If you want, you can keep them on a separate
page and we will provide them to the employer when asked.

Note: In the objectives listed on your resume, don't list "to enhance English skills" as a
reason or goal in entering the trainee program. The American company wants to think you are
already fluent in English. This is proper to list on your application but never in your resume,

INTERVIEW TECHNIQUE

Making the Most of Your Experience

How many times have you been asked the question, «What do you do for living? » There is
a tendency for people to answer this question by saying, for example, «I'm a secretary» or «I'm a
salesgirl» In everyday conversations these answers are acceptable, but in an interview the
interviewer will be more interested in your skills than in your former titles. On your resume yvou
must try to put more emphasis on things you can do and have done rather than on what you are
or were called while doing those things.

At job interviews an applicant is expected to explain past work experience clearly. A good
applicant is prepared to speak specifically about skills as well as experience.

For example: «I worked for eight months as an assistant to the manager at WXYZ radio. |
learned to keep records carefully, to file rapidly, and to take information over the phone
accurately», The fact that the work was unpaid and part-time is of secondary importance. What
counts most are the skills acquired, It almost always pays to explain work experience in this way.
Beginning with basic questions such as your own abilities, interests, and needs is a very different
plan than taking the first available job. Choice of occupation is one of the biggest decisions we
ever make. [t pays to make it carefully.

Kinds of Interviews

There are many different Kinds of employment interviews, but generally there are two
basic types: the screening interview and the selection interview. A screening interview is often
based on an employment application. In a screening interview, a personnel clerk or a staff person
may review the company's application form you filled out to make sure that you have provided
all essential information. Questions will usually require you to provide yesmo questions or give
short answers providing specific information. Generally the screening interview is meant to be a
check to make sure that all applicants meet minimal requirements before further interviewing is
done. In a selection interview you may be interviewed by one or even four or five individuals.
These may include a personnel manager or supervisory staff from the section for which you are
applying. Questions in a selection interview may ask for specific information or may be open
ended. The more experience you have in analyzing different styles of interviewing, the more
flexible and adaptable you will be in dealing with actual interviews,

Interview Technique

Every interviewer is different; each has his or her own style. Some are professionally
trained, but many are not. In general, however, interviewing styles fall into two broad types:
directive and nondirective. An interviewer with a directive style will generally ask a number of
pointed questions that are aimed at getting specific information. In a nondirective style interview,
the interviewer tends to ask questions that allow the interviewees the opportunity to express
themselves more openly.

An interview may be compared to a dance in which the interviewer is supposed to be the
lead partner and the interviewee is supposed to be a follower. Most of the time the trick is to
adjust yourself to the pace and style set up by the interviewer. If the style is directive, you should
try to provide concise, accurate information without going on and on. If you have been asked a
simple question, try to stick to it rather than trying to provide your whole life history. On the
other hand, if you are being interviewed in a nondirective style, try to elaborate by providing
specific examples and explanations.



Occasionally, you may be interviewed by an inexperienced or poorly trained interviewer,
Remember that not everyone is equally skilled in the art of interviewing. Many people who
interview do so only now and then as a minor responsibility rather than as their major job. When
you are dealing with an unskillful interviewer, it may be necessary for you to redirect the
interview. You should make this switch only after you realize that the interviewer's line of
questioning is missing important information about you and your background. Just as in a dance
in which a lead person fails to lead and it may occasionally become necessary for the other
partner to lead, so too in an interview it may be necessary for you to redirect.

AT THE OFFICE

The Organization

According to an old saying, you can judge the personality of an organization by the
switchboard operator. Organizations, in the end, arc people — people playing roles. The roles
differ in many ways. A superior, for instance, may have far greater power and authority than
subordinates. Those with the greatest authority are said to be at the top of the hierarchy. The
hierarchy of authority also establishes a chain of command, the route by which instructions and
communicated between employees — who you speak to, for instance, when a problem arises. A
hierarchy is actually composed of relationships between people. These relationship are based, in
part, on who holds the power to make decisions. Job descriptions usually mention these
relationships. Sometimes, however, rank is communicated less formally. Either way, in order to
communicate successfully with coworkers, it is important to recognize these relationships within
the organization,

Communication is a two-way street. We listen and we speak. Listening well is as important
as speaking clearly. If you have learned English as a foreign language and are working for a joint
venture, your colleagues learn to understand your way of speaking. However, those who do not
know you may not understand your pronunciation as easily. Fortunately, there are several quick
ways to improve your pronunciation. First, remember to listen to yourself speaking. Just
remembering to speak carcfully is a good start. When giving information on the phone,
remember to be especially clear. Speak slowly. Pronounce each word carefully, one sentence at a
time. You will be amazed how much more easily you are understood.

Active listening to get information

Good listeners listen actively. Then try to understand completely all that is being said.
They make sure they understand. They are not afraid to ask questions. On the phone, for
example, a good listener asks for details:

- Will there be any charge for the workshop?

— No, it's free.

— How many hours will it take?

— Three hours — from nine until noon.

Do you ask questions after listening? Asking questions is a sign that you are listening
carefully,

Taking messages

After you have written down a phone message, read important details back to the caller.

~ So the meeting starts at nine on Wednesday.

- Yes, quite right.

— Good. We'll be there.

Checking details is a form of active listening. It is especially important to be accurate when
taking messages for others. Getting the message right in the first place is quicker and easier than
calling back later for details

Messages should be delivered promptly, especially when a message has been left to return
a call. The original caller expects a reply.

Showing Politeness



To show politeness, English speakers use a variety of expressions. Here are a few
examples.

— Please spell the company name. — It's Ross Electronics: R-0-S-S.

- I'm sorry, but could you repeat the area code?

~ The code is 09722.

~ I'm afraid that | missed the date.

- It's August 1st.

— Excuse me, but could you repeat the time for the meeting?

—It's at 2:00 on Tuesday.

~ Would you mind repeating the message?

- Sure...

— I'm sorry, but T didn't catch that,

— I'm sorry, but I didn't understand the last phrase. It's noisy in the office today.

— Could you please speak up?

Phrases for politeness are often said with emphasis. Intonation, the rising and falling pitch
of speech, is one form of emphasis, When you say the phrases yourself, try to repeat the
information and emphasis as you heard it.

ON THE TELEPHONE

Handling the Telephone

Making a phone call is not always easy — especially if you do not know the person on the
other end of the line very well. Phone messages must be accurate and complete. Taking them
tests both writing and listening skills, especially when a caller is speaking quickly. Asking
callers to repeat a message can help. Even people who have spoken a language all their lives ask
each other to repeat things. There's really no need to be embarrassed about asking.

Requesting Repetition

When making requests, English speakers show politeness in several ways. Speaking with a
friendly tone of voice usually does the trick. Sometimes there are even conflicts related to tone
and register. They tend to occur more often in telephone communication than in face-to-face
communication. When using the telephone, many people are not cautious in monitoring their
tone and often express irmritation in their voice that they would normally try to conceal when
speaking face to face. There may be many reasons for this. Telephone conversation is less
personal than face-to-face conversation. Since we cannot get nonverbal feedback from the person
we are talking to, we may tend to express our irritation and displeasure more openly when using
the telephone, It shows how important tone and register are in minimizing conflict with
colleagues, potential customers, or people in other organizations,

Do not forget that the person you are talking to may be having difficulties too. Remember
that the other person:

— Wants to understand you easily, so try to speak clearly;

~ Cannot see your reactions, so always confirm that you have (or have not) understood
each point that has been made;

— Cannot see you and does not know what a nice person you are, so make sure you sound
polite and agreeable;

- Cannot spend much time, so make sure your call is brief;

~Is getting an impression of your company while talking to you, so make sure that you
sound efficient.

This chapter provides phrases for taking messages and requesting information by phone.

Informing the Caller

Oftentimes at work we answer calls for co-workers. The caller, of course, is usually given
a reason if someone cannot come to the phone. Several phrases are commonly used as
explanations. Some are specific; others are not. Here are several examples:



— He's just stepped away from his desk.

— She's in & meeting.

— The boss is at lunch until 2:00.

— They are with a client,

Each of these phrases tells the caller why someone cannot come to the phone at the
moment, They cover many situations without explaining any detail. The caller simply learns that
the person is busy or unavailable. Explanations of absence are normally followed by offering to
take a message. Common phrases include: Would you like to leave a message!

Could 1 take a message?

Should I have him call you back!

Can I tell her you called!

Who should I say called!

The caller may wish to leave additional information. If so, a more complete message is
required. Sometimes it is necessary to ask callers for more information or to repeat what they
have already said.

Requesting Specific Information

Complete telephone messages usually include important details such as names, telephone
numbers, appointments, and addresses. For example, you might request the caller's telephone
number. Be specific. Request only the information you need.

— Would you mind repeating the phone number?

— The number's 298-4713.

~ Which room was that?

- It will be room 241.

— Could you please spell your last name?

— Sure, H-E-N-D-E-R-8-O-N,

Here is the example of the message:

To: Bob Stanley

Date: 12 Sept.

MESSAGE: Mr. Alan Murphy called from Kyiv. Ukraine. Please call him today before 3
p.m. or any time tomorrow at 044 2115762 about rearrangements for meeting. Message taken by:
S.F.

BUSINESS WRITING

Steps to Good Writing

How do you write, with pen or pencil or on a personal computer? The tools vary, but the
process is the same: Plan, Outline, Draft, Edit, Rewrite, and Proofread.

Plan first. Planning to write requires thinking about your zudience and purpose, gathering
necessary information, and reviewing appropriate resources. Plan your time and your place to
write. Try to create an environment in which you can focus. Research facts, figures, and missing
details first so that your draft can flow without interruption,

The writing process doesn't always follow neatly progressive steps, but it must begin with
a plan. Then, you have choices, Some people outline first; some write the draft. You may start
with either, but must include both steps.

The content should be accurate, clear, and correct: grammar, punctuation and spelling. It is
important that cach section contains only information pertinent to it. It is necessary that cach
paragraph: (1) focuses on one topic; (2) is limited to five or six sentences; (3) has most sentences
in active voice; (4) each sentence contains an average of 15 to 20 words. Ideas must flow
logically. There should be the following reference material on your shelf: a good English/
Russian dictionary and a good Russian/ English dictionary; on line: a spell checker and a
grammar checker. Always remember the words of Samuel Johnson: «What is written without
effort is in general read without pleasurey,

How to Write Business Letters



On the job secretaries most often write short letters or fax-messages. Businesspersons have
always used powerful communication to achieve wealth and position. The right message at the
right time and place is a success. The principles of good correspondence are 1) writing often and
2) responding quickly. The keys to letter writing art still exist. If you wish to follow them, you
will see the improvement in your very next letter.

1. Begin from the end. Decide what you would like to happen as a result of your letter.
Want money? To sell something? A promotion? Summarize your letter in a sentence, The best
letters have a strong sense of purpose.

2. Put yourself in your reader's place. Therefore be friendly and nice. Never write in anger.
Your anger will evaporate: your letter will remain. Find ways to tum negative statements into
positive ones.

3. Write plainly . Keep your sentences short — one idea in each. Any sentence longer than
two typed lines is automatically suspect. Try to write the way you talk.

4. Decide what information is important and what is irrelevant . Chop out the whole
paragraphs if they do not contribute. In particular, pay attention on adjectives as Voltaire wrote
«The adjective is the enemy of the noun»,

5 Use active verbs . Be brave not to write « Your invoice has been misdirected» instead of
«I have misdirected your invoice». Whenever you can, use pronouns I, we, and you addressing
your reader by name «Dear Ms Whitex. The passive voice sounds rather wimpy.

6. Check your grammar, spelling, punctuation, and style. Set up a clean, logical format for
your letter. Read the text aloud to yourself, or, better, to someone else and ask him or her to look
critically at your draft.

7. End the letter with an action step. The last sentence of your letter should suggest the
reader’s or your own next move like «If you have any problems, please do not hesitate to call us
at...n.

STRUCTURE OF A BUSINESS LETTER

Sender's address

In correspondence that does not have a printed letterhead; the sender’s address is written on
the top right-hand side of the page.

In the UK, in contrast to the practice in some countries, it is not usual to write the sender’s
name before the sender's address.

Date

The date is written below the sender’s address, sometimes separated from it by a space. In
the cases of correspondence with the printed letterhead, it is also usually written on the righthand
side of the page.

The month in the date should not be written in figures as they can be confusing; for
example, 11.01.1998 means 11thJanuary 1998 in the UK, but 1stNovember 1998 in the US. Nor
should you abbreviate the month, e.g. Nov. for November, as it simply looks untidy. It takes a
moment to write a date in full, but it can take a lot longer to find a misfiled letter, which was put
in the wrong file because the date was confusing,

Many firms leave out the abbreviation 'th' after the date, e.g. 24 October instead of
24thOctober, Other firms transpose the date and the month, c.g. October 24 instead of 24
October. These are matters of preference, but whichever you choose you should be consistent
throughout your correspondence.

Inside's (or receiver's) address

This is written below the sender’s address and on the opposite side of the page, i.e. the
left-hand one.

1. Sumame known

If you know the surname of the person you are writing to, you write this on the first line of
the address, preceded by a courtesy title and either the person's initial(s) or his’her fist given



name, e.g. Mr. JE. Smith or Mr. John Smith , not Mr. Smith . Courtesy titles used in addresses
are as follows:

« Mr. (with or without a full stop; the abbreviated form 'mister’ should not be used) is the
usual courtesy title for a man.

* Mrs. (with or without a full stop; no abbreviated form) is used for a married woman.

» Miss (not an abbreviation) is used for an unmarried woman.

« Ms (with or without a full stop; no abbreviated form) is used for both married and
unmarried women. Many women now prefer to be addressed by this title, and it is a useful form
of address when you are not sure whether the woman you are writing to is married or not,

» Messrs (with or without a full stop; abbreviation for Messieurs, which is never used) is
used occasionally for two or more men, e.g. Messrs P. Jones and B.L. Parker ) but more
commonly forms part of the name of a firm, e.g. Messrs Collier & Clerk & Co.

» There are many special titles, which should be included in addresses. They include:

* academic or medical titles, e.g. Doctor (Dr.), Professor (Prof.)

* military titles, e.g. Captain (Capt.), Major (Maj.), Colonel (col.)

* aristocratic title, e.g. Sir (which means that he is a Knight; not be confused with the
salutation Dear Sir’ and always followed by a given name ~ Sir John Brown , not Sir J. Brown or
Sir Brown ), Dame, Lord, Baroness, etc.

» Esq (with or without a full stop; abbreviation for Esquire) is seldom used now. If used, it
can only be instead of 'Mr' and is placed after the name, e.g. Bruce Hill Esq ., not Mr. Bruce Esq

2, Title known

If you do not know the name of the person you are writing to, you may know or be able to
assume his/her title or position in the company, e.g. the Sales Manager, or the Finance Director,
in which case you can use it in the address.

3., Department known

Altematively you can address your letter to a particular department of the company, ¢.g.
The Sales Department, or The Accounts Department,

4. Company only

Finally, if you know nothing about the company and do not want to make any assumptions
about the person or the department your letter should go to, you can simply address it to the
company itself, e.g. Soundsonic Ltd., Messrs Collier & Clerke & Co.

Order of inside addresses

After the name of the person and/or company receiving the letter, the order and style of
addresses in the UK and in the US, is as follows:



British style American style

1. Inside Address (company)
Messrs Black & Sons, International Trading Conpany
159 Knightsbridge, Sabas Building
Loadon SWI. 87C 507 A, Flores Strest

Manila
Philippines
The Insternational Trading Company The American Magazine
24 Churchill Avenue 119 Sixth Avenwe
Masdstone, Kent New York, NY 11011
ZHE 928
2. Addressing an Individoal on company business
[ The Manager Mr. C.C. Pan

The Hongkong and Shanghai Far East Jewelry Co.
Banking Carparation 68 Queen's Road East
Main Office Haoog Kong
Kualz Lumpur
Malaysia
Dear Sir, Dear Sir:
Dear Sirs, Geatlemen:
Messrs Mahmound & Son The Standard Oil Compaay
329 Coast Romd Midland Building
Karachl, Pakistan Cleveland, Ohio 44115

3, Addressing an individoal on private business




T. Harty, Esq.. Mr, C. Manz3
clo Waltons Lad,, Credito Milano
230 Snow Street, Via Cavour 86
Birmingham, England Milan

Italy
Dear Tom, Dear Mr. Manzi,
Miss Claire Waterson Contineatal Supply Company
e/o Miller & Sons Py, Lid. 321 Surawongse
Box 309 Bangkok
Sydney NSW 2000 Thailand
Australia

Style and punctuation of addresses

Both the addresses may be "blocked' (i.e. each line is vertically aligned with the one above)
or 'indented’, as below:

Bredgade 51,
DK 1269,
Copenhagen K,
Denmark

There are no rules stating that one style or the other must be used, though blocking, at least
in addresses, is more common. In any case you must be consistent, i.e. do not block the sender's
address and then indent the inside address.

If punctuation is used, each line of the address is followed by a comma, except the last line.
But, the majority of firms now use open punctuation, i.e. without any commas,

'For the attention of'

An altemative to including the recipient’s name or position in the address is to use an
‘attention of,

e. g For the attention of Mr, R. Singh (British English) or

Attention: Mr. E.G. Glass, Jr. (American English)

Salutations

* Dear Sir opens a letter written to a man whose name you do not know,

* Dear Sirs is used to address a company. Note; in the US — Gentlemen.

* Dear Madam is used 10 address a woman, whether single or married, whose name you do
not know,

* Dear Sir or Madam is used to address a person you know neither the name nor the sex.

* When you do not know the name of the person you are writing to, the salutation takes the
form of Dear followed by the person's surname. Initials or first names are not generally used in
salutations: Dear Mr. Smith, not Dear Mr. J. Smith. The comma after the salutation is optional.

The body of the letter

This may be indented or blocked. It is as matter of choice. Whichever style you use, you
must be consistent and use that style all through the letter.

It is usual to leave a line space between paragraphs in the body of the letter; if the blocked
style is used, this is essential.

For the information concerning the linguistic aspect of writing the body of the letter,
consult the following chapters of my diploma paper.

Complimentary closes

» If the letter begins with Dear Sir, Dear Sirs, Dear Madam, Dear Sir or Madam , it will
close with Yours faithfully.



« If the letter begins with a personal name — Dear Mr. James, Dear Mr. Robinson - it will
close with Youwrs sincerely .

» Avoid closing with old-fashioned phrases such as We remain your faithfully, or
Respectfully yours , elc.

* Note that Americans tend to close even formal letters with Yours truly or Truly yours ,
which is unusual in the UK in commercial comrespondence. But a letter to a friend or
acquaintance may end with Yours fruly or the casual Best wishes .

The comma after the complimentary close is optional, The position of the complimentary
close — on the right, left or in the center of the page — is the matter of choice. It depends on the
style of the letter (blocked letters tend to put the close on the left, indented letters tend to put
them in the centre) and on the firm's preference.

Signature

Always type your name after your handwritten signature and your position in the firm after
you typed signature. This is known as ‘the signature block'. Even though you may think your
signature is casy to read, letters such as 'a', '¢', 'o', and 'V’ can easily be confused.

It is, to some extend, a matter of choice whether you sign with your initial(s), e.g. D.
Jenkins , or your given name, e.g. David Jenkins , and whether you include a courtesy title, ¢.g.
Mr., Mrs., Miss, Ms. In your signature block. But if you give neither your given name nor your
title, your correspondent will not be able to identify your sex and may give you the wrong title
when he/she replies. It is safer therefore, to sign to sign with your given name, and safest of all to
include your title.

Including titles in signatures is, in fact, more common among women then among men,
partly because many women like to make it clear either that they are married (Mrs.) or unmarried
(Miss) or that their martial status is not relevant (Ms.), and partly because there is a tendency to
believe that important positions in a company can only be held by men. It would do no harm for
men to start including their titles in their signatures.

Per pro

The term 'per pro' (p.p.) is sometimes uscd in signaturcs and means 'for and on behalf of'.

Secretaries sometimes use p. p. when signing a letter on behalf of their bosses.

When writing on behalf of your company, it is useful to indicate your position in the firm
in the signature.

Enclosures

If there are many enclosures, c.g. leaflets, prospectus, etc., with the letter, these may be
mentioned in the body of the letter. But many firms in any case write Enc . or Encl . At the
bottom of the letter, and if there are a number of documents, these are listed, e.g.

Enc.

Bill of landing (5 copies)
Insurance certificate (1 copy)
Bill of exchange (1 copy)



Structural and lexical peculiarities of 8 business letter

i3 Bredgate 51,
DK 1260,
Sender’s address Copenhagen K,
s DENMARK
. r 9t May 2001
Sounsonic L.,
Warwik House,
Tnside addpegg———— Warwik Street,
address) Forest Hill,
{Rexeiver's - e
UNITED KINGROM

mu——[ For the attention of the Sales Manager
Salutation —————{_ Dear Sir or Madam,
Please wouki you sent me details of your

quadrophonic sound system, which were

advertised in the April edition of *Sound Monthly*?
Body of the Jetter___

I am particular interested in the Omega

range of eguipment that you specialize in.
(hmﬂhnuuydun_J: Yours faithfully,

7 Ekaterina Gorgeevi

Signatuse B. Gordeeva (Ms)
Per pro. B | P.p. D. Sampson
Company position | Sales manager

Emﬁuuf—_-——_"*:ihm

Formatting Envelopes for Business Letters

It is best to type an envelope for a business letter. Most word document programs contain
an envelope labeling function to help you. All you need to do is indicate the size of envelope you
are using and type the correct information in the appropriate fields, for example:

Sending company's name and address Postage

is printed here stamp

Ms. Maggie Jonea
Angel Cosmetics Inc.
110 East 25th Street
New York

NY 10021

usa




TYPES OF BUSINESS LETTERS
Mucomo-3anpoc nadopmaunn (Inquiry Letter)

An inquiry (also spelt enquiry) is sent when a businessman wants some information,
especially about: the supply of goods, leaflets or catalogues, quotation or prices, samples, terms
and discounts, availability of goods, delivery times and deadlines, method of transport,
insurance.
A businessman will save unnecessary correspondence by giving full details that are
relevant,
If a prospective customer approaches suppliers for the first time, it is useful to tell them
something about his own business, the kind of goods he needs and for what purpose they are
required. In this case of customers of long standing or repeat orders, the inquiry may be very
simple. Often a phone call or a postcard will do.

The structure of an Inquiry letter

O¢unuansnoe obpangenue, NOCKAALKY ¢ AdPECAmMom 66t Ne IHAKOMM

Dear Sir or Madam

VeaxaeMeii(ag) rocnoaHi/roonoxa

Dear Sirs

VeamaeMale rociota

Viasanue ucmounuxa unopmayqui o Komnanuu

With reference to your advertisement (ad)
in...

OTHoCHTENLHO BamIcit peKiaMel B

Regarding your advertisement (ad) in ...

Kacarensto pameit pexiaMel & ...

Hpoceba ssiciame neofixodumsie darrsie

Could you please send me ...

He morns O&r BRI BRICTATE MHS

I would be grateful if you could...

51 61 661 GMaTOAApPEH, CCMH BHL....

Can you give me some information
about...

MozeTe T Bl faTh MHc HH(OpMarmHIO

0.

Could you send me more details...?

Mornn 6 BBl BRCNATE MHS nOapobHYO

Hndopmanuio. ..

Honoarnumenssie sonpocet

I would also like to know ... 51 Gt TaKoke XOTEN YIHATS. ..
Could you tell me whether ... Crazure, noxanyitera. ..
Hodnuce
Yours faithfully, Hexpenne Bam, (comt wma BaM He w3~

BECTHO)

Yours sincerely,

(ecm WMs Bam r3pecTHO)




Iucsmo-oTBeT Ha 3anpoc wrGopmannn (Quotations/Offers)

The quotation in reply to an inquiry may be a simple one, containing simply the prices and
other information asked for. The sales-conscious businessman, however, will take the
opportunity to stimulate his correspondent’s interest in his goods or services by including a sales
message and the assurance that the customer will receive personal attention.

Offers are also sent without a preceding inquiry when a supplier wants to draw the
attention of customers and new customers to a special product or range of goods. A firm offer is
subject to certain conditions, a deadline for the receipt of orders, or a special price for certain
quantities.

The structure of an Quotations/Offers

Obpawqenue
Dear Mr, Ms VaawacuMeiit(ag) rocnogus/rocmosa

EBaazodaprecms 1a oR@annoe srumame

Thank you for your letter of Cnacnbo 3a BaIHC MHCEMO. ..
We would like to thank you for enquiring | Mst Xoremt G81 noGnarogapiyn sac sa npo-
about ... ABNCHHLIA HITCPLS, ..

Hpedocmasaenue mpebyenoil undopsanuu

We are pleased to enclose ... MEi ¢ YAOBOMKCTRHEM BEISABISACM. ..
Enclosed you will find ... B npaxpernenios paine nul nofsere..,
We enclose .., Myl npuiarses. ..

Omesen na donoannmelsnme sonpocet

We would also like to inform you ... Mur ruscsce xorem 6 coolmurs sam o...

Regarding your question about .., OTHOCRTCABHO BAIIETO BOAPOCA O...
In answer to your question (enquiry) ebout... | Orserms 1o pam nonpoe. .,

Betexazsteanne nadexcds: na darenenuiee n10doneoproe compydnusiecmao

We look forward to ... Mut napeenmes
hearing from you YCNSINETS BSC CHOBR
receiving your order NOMYYHTL OT BAC JAKAS
welcoming you as our client (customer) 470 DI OTANCTS HAMIHM KANEHTOM
Hoonucs
Yours faithfully, Hexpenne Bamr, (eormr s Bam ne maneer-
HO)

Yours sincerely, (ecnm ums Bam wisecTro)




Mucomo-aanoba (Complaint Letter)

Mistakes may occur in day-to-day business, and these give cause for complaints . There
might have been a misunderstanding about the goods to be supplied; perhaps the warchouse
clerk made an error in addressing the parcel; sometimes a consignment is dispatched too late or
delays are caused in transit; damages may have occurred during delivery; a manufacturing defect
is discovered when a machine is used. The customer is understandably annoyed.

He will get better results if he takes the trouble to explain his complaint clearly, and to
propose ways in which matters can be put right. His company may make mistakes too: firms
often have to manage with insufficiently trained personnel or to contend with staff shortage, so
mistakes and accidents happen.

The structure of a Complaint Letter

Bemynnenue
Name of Contact Person TMonroe wMA aapecaTa (CC/IH HIBECTHO)
Company Name Hassanne xoMnanuy
Consumer Complaint Division Otaen no paborte ¢ KIHCHTAMH
Street Address, City, State, Zip Code Azpec xoOMIANHK
Dear (Contact Person): O6pantcnne

Besedenue, codepricayee ungpopmayuio o npuobpemennom mosape aubo yenyze

On (the 1st of July), I (bought, leased, rent-
ed, or had repaired) a (name of the product,
with serial or model number or service per-
formed) at (location and other important de-
tails of the transaction).

1 miona 2 (nprobpei, ofan BHacM, apeHAO-
BaJ, OTPCMOHTHPOBAN) (MOMHOC HAIBAHHE
TOBAPa C CCPHHHBIM HOMCPOM H/IH BHJ Yo~
IVTH) Mo agpecy ... (Janmee ykasnisaercs
Apyrag BakHas HHPOPMALHA O COBEpPIICH-

HOH ¢aenke)

I am writing to draw your attention (0 a

problem in your customer service section.

A numy, 41068 NpUBACUb BAlllc BHHMaHHEe
K npodneme B oTene no pabore ¢ KIHeHTa-

I wish to complaint in the strongest possible
terms about the treatment | received from a

member of your staff

51 Ol XOTen BEIPAIHTL NPEeTEH3HH K obpa-

IEHKIO CO MHOM BAIICTO COTPYIHHKA,

I am writing to express my strong dissatis-
faction with the goods I received this mom-
ing.

SI numy, 4yroSel BHPaIHTL HEAOBOIBCTBO
MPOAYKTAMH, TNOMYMCHHBIMH Cerofis yT-

pom.

I am writing to complain about the quality

S mumy, 4roSel BHpPaIHTL HCIOBOILOTEO




of the product I purchased on-line from your

website.

KayecTeOM IMPOAYKTORB, 3aKA3aHHLIX Ia Ba-

meM canre.

I am writing in connection with the negative

attitude of a member of your staff.

Sl IMHINY B OBAIH C HETAaTHBHBIM OTHOIICHH-

©M HITCHA BamicH KOMTIAHHHA,

Onucanue sosnuxiueis npobnemet

Unfortunately, your product (or service) has
not performed well (or the service was inad-
equate) because (state the problem). I am
disappointed because (explain the problem:
for example, the product does not work
properly, the service was not performed cor-
rectly, and I was billed the wrong amount,
something was not disclosed clearly or was

misrepresented, etc.).

K coxancuuio, Bam ToBap (ycmyra) He oT-
BeYSeT HeoOXOMMMEIM TpeboBaHHAM, Tax
Kak (ykasmisaercs mpobnema). S pazoqapo-
BaH, TMOCKOMBKY (0OBACHASTCA CHTYAIH:
Hanpumep, npubop mroxo paboraer He ka-
YCCTRCHHO, MHC NPCTBARHAN HCMPABH/Ib-
HYIO CYMMY K OILIATE, HTO-T0 He GpuI0 065

HCHEHO)

The equipment 1 ordered has still not been
delivered, despite my phone call to you last
week to say that it was needed urgently.

Sakazaunoe ofopyfloBaHie Boe CUIC HE J00-
TARJICHO, HECMOTPS HA TO, WTO K YoKe IBOHIT
BaM Ha MpomNoR HejMeNnH ® coobums, 4To

OHO TpebyCTCH HEMCVICHHO.,

To resolve the problem, I would appreciate
it if you could (state the specific action you
want — moncy back, charge card credit, re-
pair, exchange, etc.). Enclosed are copies of
my records (include copies of receipts, guar-
antees, warranties, cancelled checks, con-
tracts, model and serial numbers, and any
other documents).

Jlna pemenns npoGremmpt, 8 6pi1 60 Gnaro-
/I3pcH, coni BHI (YKA3KIBAKOTCH BAlH Tpebo-
BaHHA. BEpHETE JCHEIH, KPEJHT, NPOBEACTE
peMonT, nmporasetere obMen H T..) Konun
JIOKYMCHTOB NMPpHJIAraioTca (MpHIOKHTE KO-
NHH KBHTAHIHH, TAPAHTHHHLIA TANOH, amy-
JTHPOBaKBIE YEKH, KONTPAKTHl M JPYIHE J10-

KYMCHTEL, )

[ look forward to your reply and the resolu-
tion of my problem, and will wait until (set a
time limit) before secking help from a con-
sumer protection agency or the Better Busi-
ness Bureau, Please contact me at the above
address or by phone at (home and/or office

ST Y BAIIETO OTBETA ¢ PCIICHHEM 110 MOCH
npobaeMe H Oyay A&aath o (YKasmBaercs
KpaHHH{ cpOK) mpexkje yeM obpaTHThCA 2a
MOMOWIBIO B OPraHH3aIKIO MO 33I{HTC MpasB

nortpebuTenei. CrmxHTECH €O MHOM 1O Cne-

ayromeMy agpecy uiH Tenedony (ykasuisa-




numbers with arca code).

eTed agpec H HoMep Tenedona)

Please deal with this matter urgently. I ex-
pect a reply from you by tomorrow moming
at the latest.

[oxkanyiicta, pemure 31y npobiaemy He-
MeUTeHHO. S KAy Balicro oTeCTa HE NMO3jA-

Hee 3aBTPAITHero yTpa.

I insist on a full refund otherwise I will be
forced to take the matter further.

51 MacTaHBal Ha MOJHOM BOIMCIICHHH pac-

XO0J10B, HHave g OYAY BEIHYKICH ...

Unless 1 receive the goods by the end of this
week, I will have no choice but to cancel my
order.

Ecau 2 e monyyy Januelnt Topap 0 KOHIA
HeJenH, Y Mena He Gyaer apyroro Buibopa,

KPOMC K8K aHHY/IHPOBATH 3aKa3,

I hope that you will deal with this matter
promptly as it is causing me considerable

inconvenicnce.

S majerock, Bel pazbeperecsh © STHM JleoM
HEMEUICHHO, TOCKOABKY 9TO JOCTABJACT

MHE CephesHBie HeyoboTna,

OronYaHIE nUCOMA
Yours sincerely/Yours faithfully Hexpenne Bam
Your name Bame ums

MuceMmo-npunecenne msunennii (Apology Letter)
It is particularly necessary to exercise tact in handling complainis . A disappointed

The structure of an Apology Letter

customer cannot be put ofl with mere apologies — he is entitled to know how the mistakes will be
remedied: when he will receive the goods ordered; what he is to do with the wrong consignment
or the damaged goods he received; when he will receive a replacement for his defective machine,
or if it can be repaired quickly.




Bupasicenue npusnamensiocmu 3a coobuienue 0 cro’cusmielica cumyauu

Thank you for bringing the mat- | Cinackbo, Yro coolupum HaM of HToM Je-
ter/issue/problem to our attention ne/upobieme
I appreciated your advising me of this inci- | [ mens ovenn saxuo same cooSmenne
dent...
Buiparcenue coxcanenun
We are very sorry to hear that. .. Hanm moxeno capiats 08 9TOM..
I am very sorry for this situation, .. 51 oMenb coKaneio O CHOXHBIICHCE CHTVA-
s
H3sunenue
We apologize for, ., Mzt mpocHM NPOIeHKS 3. ..
Please accept our apologizes for. .. [MprMuTe HANIK HIBHHCHNA. .,
Obsrcuenne deficmenuit Kosnanuu
Please be assured that we will... ByanTe ynepeHnt, MTO Mu. ..
You have my assurance that ... 51 rapanTHpYIO BaM...

To compensate for the inconvenience

caused. ..

Jiig  BOBMCHISHMS  NPHMHHCHHRIX  HC-

yaobers. ..

We are doing everything we can do o re-

solve the issue

Mui acnacM Bce BOIMOKHOC JUIN PCIICHHR

npobaem

I can assure you that this will not happen
again

Ofemato, 410 970 BOPESL 9TO HE MOBTO-

PHIBCR

I am trying to sort it out/sort the problem out

as a matter of urgency.

51 ustratock pazofparsos © oM/ pemmTh

a7y npobneary HeMEICHEO

Please return the faulty goods, and we will
refund yow/repair them/replace them

TMoxany#ora,

TOBAP H MLl BOIMECTHM BallM aTpa-

BCPHHTC HCKa“COTBOHHBIR

Th/nporsBeAeM peMonT/obMenseM ero

Hanomunranue o 6orsiuoil sancnocmu 018 cosMecmuo20 compydHuuecmea

We value your custom highly

Jins Hac OMeHB BAXKHO COTPYAHIICCTBO ©

Your satisfaction is our priority

MBu! HeHHM HAIlIE COTPYIHHYECTRO

TMucemo-3axas (Order)

In comparison to the correspondence so far, placing an order is simple from the point of
view of letter-writing. Very often the purchasing department or the buyer fills in an order form,
although he may prefer to write a letter to make certain points quite clear, There could be special



import regulations, which make it necessary to complete formalities, or he may want to stress
delivery instructions or other matters.

The supplier sends an order acknowledgement promptly, to thank his customer for the
order, If prices or delivery times have changed, the customer must be notified. If the goods
ordered are no longer available, a substitute may be offered.

Memopanaym (Memo)

Although e-mail messages are now used instead of memos for most intercompany
communication, memos are still suitable for notes sent to people higher in the company
hierarchy, especially in conservative companies.

The memo is also appropriate for lengthy, formal communications to coworkers that may
eventually be circulated to your supervisors or to contacts in other companies.

Memo writing is something of an art form, A letter is not a memo, nor is a memo a letter.
A memo is a short, to the point communication conveying your thoughts, reactions or opinion on
something. A memo can call people to action or broadcast a bit of timely news. With memo
writing, shorter is better.

As with all writing, memo writing needs a structure, Because they are short, rambling
meanderings will soon destroy the memo’s effectiveness and become a waste of productive time
to those that read it and to him or her who wrote it.

Memorandums or memos are an effective way to communicate within an organization and
should be used as an opportunity to improve your business writing.

Parts of a Memo

* To: This includes a list of all the people who will receive the memo. The names usually
appear in order of seniority, where the most superior person comes first on the list. It is best to
list full names and titles although in a smaller set-up using only first names may be acceptable.

* From: This will list the name of the sender or senders.

* Date: State the exact date when the memo is being written, including the day, month and
year. Use business English and abstain from the use of short forms.

« Subject: This states the reason for the memo and should not exceed one sentence,

« CC: This will mention the names of the people who will receive this memo but will not
be expected to carry out the action. This is generally used for superiors who need to be informed
of the intra-office memos even if they are not directly concerned with them.

* The Body: The main copy will give a list of facts and discuss the issue, The facts have to
be explained in a manner that is relevant to the recipients so they know exactly how they stand to
benefit or lose in regards to the given piece of information. Although the memo looks like a short
piece of text you cannot overlook proofreading or using a grammar checker,

* Conclusion: State the specific action that needs to be carried out.

BUSINESS COMMUNICATION

Management Style

There is a statement: «Management is getting work done through peopler. A manager's
authority in an organization is a matter of rank. Each manager handles authority in a unique way
known as management style. One supervisor may be hurried and curt, while another may be
patient and friendly. And so it is that some managers are easier to work with than others.

Management style is one part training, nine parts personality. Yet, as an old saying goes,
nothing breeds success like success. Higher job status usually increases a person's prestige. In
contemporary society, wealth and career success are very important in determining social status.
A high-ranking manager expects and receives a great deal of respect from co-workers.

Respect is expressed both verbally and nonverbally. For example, a supervisor respects an
employee who is subordinate to follow instructions and take suggestions without resistance or
resentment, for a supervisor, regardless of age or sex, has been granted authority. Everyone
works in his or her domain. Everyone should adhere to the rules of conduct, i.e. statement of
employment dutics and responsibilitics. Trying to avoid conflicts with anyone in your



organization is one of the most important things. So leam how to do that. Lines of
Communication

Institutions are organized along lines of communication. In most cases, a manager passes
information and instructions to those supervised. Likewise, when employees make a request or
complaint, as a rule they report to their own supervisors. It is usually not appropriate to go over
the head of a supervisor to speak to a higher-ranking manager. Speaking directly to your own
supervisor is usually the quickest way to get Problems solved.

How should you speak to different people in the organization? Sometimes it is difficult,
especially in foreign language. So let us begin from the very beginning. What are the main
language functions? They are: 1) exchanging information; 2) making requests; 3) persuading
others to do what we want; 4) cvaluating; 5) expressing feelings opinions, and attitudes. How can
we use those functions in our everyday communication at work? Let us consider some cases.

You should think of register use.

Signal when you don't understand: «f beg your pardon? »

Ask that critical information be repeated: «J think I remember how to get started, but I am
not sure what to do when I've made a mistake and what to do when I'm finishedy.

Ask for clarification: «I'm sorry, I'm not sure what you want me to dow.

Double-check and ask for feedback. For example, you have to make 19 copies of the
document: « That's nineteen, one-nine, right? »

Don't worry about saving face. Your boss knows that it is much cheaper and less
timeconsuming repeat directions and prevent errors than to fix mistakes after they have
occurred.

Be honest and don't try to cover up mistakes.

Let us consider several examples how to talk to different people,

a. I'm sorry; I didn't mean to do that, I promise you it won't happen again,

Relationship: talking to a manager or other superior

b. You must feel terrible. I wish there were something I could do.

Relationship: talking to a friend or a subordinate

c. I'm sorry, but you will just have to learn to work a little faster.

Relationship: manager to subordinate

d. Why don't I stay afier work for a few minutes and show you how fto fill out those forms?

Relationship: friend, peer, boss to subordinate

e. I don't quite see things the same way.

Relationship: peer, subordinate to boss, superior to subordinate

BUSINESS TRIP

Business trips are just part of doing business. A company tries to choose only its best
people to represent it. Trips can happen in or out of the country. And there are as many reasons
to go on a business as there are places to go: to sign contracts, to discuss terms of delivery,
payment or shipment, to have tests, to consult, to improve one’s professional skills, to provide
support. Representatives of the companies involved usually make preliminary arrangements in
order to meet. Whether a long-term or short-term trip, the itinerary must be carefully planned by
the head of a department or another executive, After the trip, an employee is ordinarily expected
to give a full financial accounting of the trip to his boss. Sightseeing, cultural events and just
plain relaxing are a regular part of every business trip. And no businessman would dare forget to
buy gifts for relatives, friends and colleagues while on a business trip to an interesting, new
location. These trips are important because they contribute to the expansion of a company’s
business relationships and help that company succeed in the competitive world market.

Business today is international in character, and business people often have to travel, On a
business trip people might meet colleagues and business partners for the first time. Often,
colleagues from different countries experience cultural difficulties, that is, they are surprised by



strange, to them, social conventions in a new place. Different cultures do things differently!
Management styles also differ from country to country. It’s often useful when doing business in
a foreign land, to get some advice from a special agency which consults on questions of
international business. These days business trips are very important because face to face
meetings are more valuable to profitable business than any other type of strategy.

BUSINESS AND SOCIAL CONTACTS

Distance is no obstacle today and personal contacts have become the most efficient means
of promoting a better understanding in all spheres of human activity, Foreign trade is no
exception.

Normally, businessmen keep in touch through correspondence or telephone calls, but
there's no denying the fact that major problems can be solved more effectively through a
personal meeting. Both parties have equal opportunities to hear out their counterpart’s arguments
and come to an agreement on the business in hand. Since a business trip is always limited in
time, a businessman makes arrangements before to his departure or immediately on arrival.
Among other things he can make an appointment by telephone or by cable. In the counterpart’s
country a businessman can make an appointment in person. It is customary for businessmen to
draw up a tentative programme of points they would like to take up during the forthcoming
meeting.

The programs of the delegation's stay include a series of business talks and social meetings
like a sightseeing tours, entertainment, visits to their counterpart's homes, etc. Visitors may have
to attend a business lunch or a reception given in honour of the delegation.

It is essential to be punctual in business. If you cannot keep the appointment you should
notify your counterpart in advance and fix a new date.

On a formal occasion (talks, a working lunch, a reception) a businessman is expected to
wear a suit and tie, Informal occasions (a sightseeing tour, an outing, a visit to a private home)
do not call for formal clothes; one should be dressed casually.

Remember that it is always best to behave naturally. Jokes and humor are appreciated just
as much as they are elsewhere.

BUSINESS TRAVEL

Never before in the history of the world have businessmen traveled so much as they do
today. It is not surprising because we are living in a world of growing interational trade and
expanding economic and technical cooperation, Fascinating though it is for tourist, traveling
however has become the most tiring of all the occupations for many businessmen and experts.
Choosing a comfortable hotel to stay at is, therefore, a matter of some importance, There are
plenty of good hotels, motels, and guest houses, in the world, conveniently located for major
business centers. Many developing countries, such as India, Egypt, Nigeria, Libya, etc have
excellent hotels. Their numerous facilities include both large and small cocktail barber's shops
and conference halls equipped with simultaneous, multilingual translation systems, There are
parking areas which can accommodate a lot of cars. It might be useful for travelling businessmen
and tourists to know that tailor shops, shoe repair shops and laundry, dry cleaning services are
available for guests. People in the office help guests to book train or steamer tickets and rent a
car. They are also ready to give all necessary information.

Nowadays people who go on business mostly travel by air as it is the fastest way of
travelling. Passengers are requested to arrive at the airport 2 hours before departure time on
international flights and an hour on domestic lights as there must be enough time to complete
the necessary airport formalities. Passengers must register their tickets, weigh in and register the
luggage. Most airlines have at least 2 classes of travel: first class and economy class which is
cheaper. Each passenger of more than 2 years of age has a free luggage allowance. Generally this
limit is 20kg for economic class passenger and 30kg for first class passenger.



Excess luggage must be paid for except for some articles that can be carried free of charge.
Each passenger is given a boarding pass to be shown at departure gate and again to the
stewardess when boarding the plane. Watch the electric sign flashes when you are on board,
when the "Fasten Seat Belts" sign goes on do it promptly and also obey the "No Smoking"
signal. Do not forget your personal effects when leaving the plane.

TRIP REPORT

People take business trips for a variety of reasons: to become familiar with a division of the
company, to meet new personnel, to promote new business, or to investigate problems at a plant.
Whatever the reason for the trip, they usually need to document the trip upon their return. That's
where the real problems begin.

Most people don't know what's expected of them in a trip report. Some people believe they
should write down everything that happened while they were away, accounting for every minute
spent while on the road. This way, they try to convey the impression that they weren't sloughing
off while out of the office. Others get so involved with the technical issues they are reporting that
they forget to focus on the purpose of the trip. Still others get so general that a supervisor reading
the report would wonder why he or she'd ever sent the person in the first place.

Your company sent you somewhere so that you could accomplish something. Perhaps you
were sent to make a sale or to evaluate a process or a piece of software that might benefit your
department. In any case, in the first paragraph or two, remind the reader why you took the trip
and give the highlights of what you discovered. Also, give a hint as to how your discoveries may
benefit your department or organization.

Even in a familiarization report, you are usually expected to uncover something of
importance ~ for example, a suggestion based on your observations or a problem you'd like to
investigate.

The trip report should include a cover sheet with the conference name, date and your name
and company. Subsequent pages should detail your interest in the conference, your experience
and how you will implement what you have learned into your organization. Customize your trip
report to showcase the benefits you received and highlight how your organization will benefit
from your attendance.

10. Mepevens HHGOPMANMOHHLIX TEXHONOIMIL, HCNOILIYEMBIX NPH OCYINECTRACHHN
00paloBATENILHONO0 NPOHECca N0 JHCHHIANHE (MOAYJKW), BKAYAN  NEpevCHb
nporpaMMuore obecnewenns H  #EQGOPMANHONNHLIX COPABOYHLIX cHCTeM  (npH
HeobxoauMocTH)

HndopmansonnLe TEXHONONHH, HCIONLIYEMEIE TIPH OCYIIECTRICHHH 00paloBaTeaLHOro
MPOLECCa 1O AUCIHIIINEE, TTO3BONAIOT:

- OPTaHH30BaTh NPOICce 00pa3oBaAHEA MYTCM BH3YANH3AUHH H3YUacMO# HHOOpManHA
HOCPEACTBOM MCNO/Ib30BARNA Npe3eHTAUNN, yueOHbX dHIbMOB;

- KOHTPOMMPOBATE PE3YALTATE ODYHECHHS HA OCHOBE KOMMBIOTCPHOIO TCCTHPOBAHHS,

- ABTOMATHIMPOBATL DPACHCTHl  AHAMHTHYCCKMX  MOKA3ATCNCH, NPSAYCMOTPCHHEIC
NPOrPEMMON HAYYHO-HCCHEA0BATENECKON paboThl,

- ABTOMATH3HPOBATE MOHCK HHPOPMAIHH MOCPENCTBOM HCMONEIOBAHAA CPABOYHBIX
CHCTEM.

HAna ocymecteacaus y1eOHOrO mpomecca HCNONB3VeTcd CBOOOAHO paclmpocTpaHsemoe
(Gecnnardoe e Tpelyronee IMNEHIUMPOBAHNS) NPOrpaMMEOe 00CCTICHCHNE:

1. Onepamionnas cicrema na 6asze Linux;
2. Oducuuit naker Open Office;

3. Ipaduecknit naxer Gimp;

4. Bexroprmit penakrop Inkscape;

5. Tecrosas crerema Ha 6aze Moodle



6. Tecrosax cucrema coScrrennod paspabotkm, mpasoobnagarens ®I'BOY BO
«MI'TV», csunerenscreo Ne2013617338,

Mepesens MEGOPMATHOHHABIX CIPABOYHBIX CHCTEM

1. Daexrpornas Gubnuoreunas cucrema «ZNANIUM.COM» (www.znanium.com)
2. Dnexrponnas Gubnuoreunas cucrema [PRbooks (hitp://www.iprbookshop.ny)

11. Onncanne MaTepHAILHO-TeXHEYecKoH 6a3bl neodXoaMoll L8 oCymeCTBACHNA
00pa3oBaTeILHOIO NPOLECCA 110 AHCHHILTHIE (MOIY.110)

Hauvenoranns OcHAMEHROCTS TlepeseHs THUCHIHOHHOO
CHENHATLHEX NOMEMEeNHH B | CeHATLHEIX IOMEIen i | IPOrpaMMHOTO 0DECTIEHEHNMA,
noMeIeHaH s NOMeImeHHH U PexsHInTh
CAMOCTONTENBHOM patoTsl CAMOCTOATENEHOH paboTsl NOATBEPRIANOENO
AOKYMEHTa

CreunaibHbic NOMCIICHHA

YuyeOHric ayauTopHH Ui
MPOBEHACHHA 3aHATH
AeKUMOHHOrO THNA N ayd,
adpec

AymaTopas ana
NPAKTHYECKUX 3AHATHI,
TPYINOBLIX "
HHMBHIYAIBHEIX
KOHCYNLTAUMH,  TeKymero

KOHTPONA H NPOMCKYTOYHOH
arrecrauny: Aayo, adpec
Komuetorepumii  knace: A2

ayo, adpec

[leperocuoe
MYJbTHMEMITHOE
obopynopanue, A0CKa,
smelens a8 ayAWTOpHE,

KOMOBIOTePHEL Knace wa 15
NOCAOOHBIX Mmecm,
OCHALICHHBIH KOMIBIOTECPAME
Pentium ¢ BBIXOAOM B
Unrepuer

1. OnepanuonHas CcHCTEMA
«Windows», JOTOBOP
0376100002715000045-
0018439-01 or 19.06.2015;
CBODOONO PACTIPOCTPAHSEMOE
(Gecnnarnoe He Tpelylomee
JIMICH3HPOBAHNA)
nporpaMMHEoe obecredenue:
1. [Nporpamma Ans
BOCTIPOH3IBSJACHHA AYAHO H
puaco ¢aiinos «VLC media
player»;

2. [Mporpamma s
BOCNPOMIBEACHHA 2YIHO M
Baeo  dattmor  «K-lite
codecy;

3. Od¢ucueii naker «WPS
officen;

4. Tlporpamma a8 paGoTel ©
apxusami «Tzip»,

5. Tlporpamma juis paborst ¢
noxymenTamn ¢opmara .pdf
«Adobe reader»;

Tlomenmenns U8 caMOCTOSTeNEHOM paboTht

YueOHue ayJHTOPHH IA

caMocTofTebHONR  paboTnn:
Ne ayo. adpec

B xauecTBe noMemeHni s
caMocTONTeIbHON  paboThl
MOryT OBITh:

KOMITBXOTEPHEIH Kiace,
YHTANEHEIH 3ai:
ynIlepsomaiickan ,191, 3
ITAK.

[lepenocuoe
MYJIBTHMEIHHHO
obopynosanue, A0CKa,
melens I8 ayAMTOpHii,

KOMIBIOTCPHEIH Knacc Ha 15
noCadoyHbx mecm,

OCHAIICHHBIA KOMIBIOTCPaMHU
Pentium ¢ seIXOfoM B
Unrepner

l. OnepanuoHHas CcHCTEM2
«Windowsy, AOTOBOP
0376100002715000045-
0018439-01 ot 19.06.2015;
CBOGOMHO pacmpoOCTPaHAEMOS
(Gecninatroe me Tpelylomee
NHIICH3HPOBAHHASA)
NporpaMMHEOe 0DECICHCHRE:
1 [Mporpanmma A
BOCHPOH3BENEHHA aylIHO K

BHOCO d)aggos «VLC media

JIALAD A

0 BHBNMOTEKOR My ¢
-.df.,i-mmvcw LR



players;

P Iporpayma ans
BOCHOPOM3BCACHHS AaYAHO H
puaeo  daiimos  «K-lite
codec;

3. Odwucunii nmaker «WPS
officen;

4, Tporpamma s paboTH ¢
apxupaMy «7zipy;

5. Iporpamma it paborsl ¢
noxymenramu dopmara pdf
«Adobe reader;




Jonoanenns u wsmenenns B paGogeit nporpamme

Ha / yueOHEIl roa

B pabouyto nporpammy SJIOBO BIK

(HaHMEHOBAHNE IHCLIMILINEDI)

Zng Hanpasnerns (cnequanenoctn) _20.03.01 Texnochepnas Sesonacuocts

(roMep HanpasacHis (COCUHATBHOCTH))
BHOCHTCR CAGAYIOMME OTIONHEHHS ¥ HIMEHEHHA!

JlonONIHEeHAS W H3MEHCHHA BHeC _ goueHT, bubrkosa 3., B.

(nomxrocTs, ®.H.0., noamacs)

Honomsenns H HIMEHEHHA PACCMOTPEHE! H 0006pCHEI Ha 3aCCIaHHH Kadenps
« » 20_r.

3aseayromuit Kadeapoi Iamxe 3. M.

(moanuce) (©.H.0.)



