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1. Hean m 3aga4u JUCHUIJIMHBI, €¢ MeCTO B y4eOHOM mpouecce, TpeOOBaHUS K YPOBHIO
OCBOEHMS CO/IeP KAHUS TN CHUIIMHbI

1.1. Hean 1 3212491 U3yYeHUS TUCIUILIAHbBI

OCHOBHOII 1IETIBIO Kypca SIBISIETCS OBJIAJCHHE CTYyJeHTaMH KOMMYHUKATHBHOW KOMIIETEHIHEH,
KOTOpasi B JajbHEHIIEeM IO03BOJUT TMOJIb30BAaTHCS MHOCTPAHHBIM S3BIKOM B Pa3IMYHBIX 00JaCTAX
npodeccCHOHATLHON NesATeIbHOCTH, HAYYHOW M MPaKTUYECKOW padoTe, B OOIICHUH C 3apyOeKHBIMH
napTHepamu, JJisi camooOpa3oBaTelbHbIX M ApYyrux neneid. Hapsay ¢ mpakTuyeckoil menbro, Kype
«SI3pIk  menmoBoro oOmIeHUs (MEepBbII HMHOCTPAaHHBIM A3BIK)» peanu3yeT oOpa3oBaTelibHbIE U
BOCIIUTATENbHBIC IENIM, CIIOCOOCTBYSl PACIIMPEHHIO KPYro30opa CTYACHTOB, MOBBIIICHHIO MX OOIIEH
KyJIbTYpbl U 00pa3oBaHUs, a TAKKE KYJIbTYpbl MBIIIJICHUS U TOBCEIHEBHOTO U JIEJIOBOrO OOIICHHUS,
BOCIIUTAHHIO TOJICPAHTHOCTH M YBAXKCHHUS K TyXOBHBIM [IEHHOCTSM JPYTHUX CTPaH M HAPOJIOB.

3agaum Kypca:

1. [To3HAKOMHUTH CTYJIEHTOB C OCHOBHBIMH MOHATHSIMH U TEPMHUHAMH, UCTIOJIB3YEMBIMU B cepe
JIEJIOBOTO OOIIIEHUsI HA HHOCTPAHHOM SI3bIKE.

2. Jlatp mpencTaBiieHHe 00 OCHOBHBIX (JOPMax KOMMYHHMKAIIUU B OM3HEC Cpefie, C KyIbTYPHBIMH
0COOCHHOCTSIMH JI€JIOBOTO OOIICHHUS.

3. I103HaKOMHTB CTY/ICHTOB C OCHOBHBIMH BHJAaMH JIEIOBOM KOPPECTIOHICHIINU:

- pa3JM4HbIC BUJIbI TUCEM,

- 3JICKTPOHHBIE COOOIICHHS,

- CIIy>KeOHbIE 3aITUCKU,

- pe3toMe U COMIPOBOIUTENFHBIC TTHCHMA,

- IPOTOKOJIBI,

- IOTOBOPBHI,

- OTYETHI,

- 00OBABIICHUS,

- peKJIaMHbIe OYKIIETHI.

®dopmupoBaTh  yMEHHWE  HANKWCAHWS  BCEX  BBINICTICPEUYHCICHHBIX  BHJIOB  JICJIOBOU
KOPPECTIOHICHIIHUH.

4. ®opMupoBaTh TOTOBHOCTh K YCTHOMY JIETIOBOMY OOIIEHHIO (YMEHHE paccKa3aTh O CTPYKType
MpeanpusaTHs, COOCTBEHHOW Kapbepe, CeNaTh OKJIaA-MPE3CHTAIMI0 O CTPATerHYecKUX IaHaX
MPEeaNpUATHS U T.1.).

5. YuuTh CTYICHTOB MOHUMATh Ha CIyX HEOONbIINE OTPHIBKH W3 JEKIUN WIH JOKIAJ0B IO
OM3HEC TeMaTHKe, CJIeTAaHHBIMI HOCUTEIISIMA SI3bIKA.

6. Y4uTh CTyI€HTOB MOHUMATh TEKCTHI IO YKOHOMUYECKOW U OM3HEC TeMaM.

7.Pa3BuBaTh HHTEPEC K TEME JIETIOBOTO MEXKYJIHTYPHOTO OOIICHHS.

1.2. Komnerenuuu ody4yarmerocsi, opmupyembie B pe3yJbTaTe OCBOCHHS AUCHHIIUHBI
(MmonxyJis)

B pesynbrare ocBoeHMsI yueOHOW AUCHUIUIMHBI «SI3BIK J1€JI0BOTO OOIIEHHUS» O00Yy4arolmUunics
JOJDKEH:
3Hamp:
- 0COOEHHOCTU MEXKYJIbTYPHOH KOMMYHUKALIUU B JI€JIOBOM OOIIEHUH;
- mopsiika 600 JIeKCHYeCKUX €AMHUI], OTOOPAHHBIX B COOTBETCTBUH C IMPOTPaMMON Kypca M YMETh HX
MPUMEHSTH B COOTBETCTBYIOIIMX KOMMYHUKATUBHBIX CUTYaIIUSIX.
ymembs:
- HCIOJIb30BaTh STHUKETHbIE (OPMYJBl B YCTHOM M NHCBMEHHON KOMMYHUKAIUH (TIPUBETCTBUE,
MpoIIaHue, TO3paBieHNe, W3BUHEHHE, MPOCh0a), a TaKke BUABI JAPYTUX PEYEBHIX MHUCHhMEHHBIX
NPOU3BEACHNH, TaKMX Kak: O(QUIHaTIbHOE MUCbMO, 3ampoc HMH(OPMAIMH, [EIOBbIE H3BEIICHUS,
peKIamManuu, IpuriameHus, 61aro1apcTBEeHHbIE TMCbMa, PE3IOME, TI03/IpaBiIeHUs U COOO0IE3HOBaHMS,
MUChbMa apEeHA0AATENAM, JIEKTPOHHAS KOPPECTIOHICHIINA. ;
- MOJICTMPOBATh BO3MOXKHBIE CHUTYAI[MH OOIICHHUS MEXIY NPEACTABUTEISIMH Pa3lIMYHBIX KYIbTYp U
COLINYMOB.



Obimb cCnOCOOHBIM:

- BECTH MEXKYJIbTYPHBIH IHAJIOr HAa OCHOBE MPUHATHIX MOPAIBHBIX U ITPABOBBIX HOPM COBPEMEHHOT'O
o0111eCTBA;

- OPHUEHTHPOBATHCS HA PHIHKE TPYAa M 3aHATOCTH B YACTH, Kacaromeics cBoeil mpodeccruoHanbHON
JesITeIbHOCTH (00J1a1aeT CUCTEMOI HAaBBIKOB AK3UCTCHIMAIBHOW KOMIICTCHIIMU - WU3ydYeHHE PBIHKA
TpyJda, COCTaBJICHHE pE3loMe, IPOBEJACHHE COOCCEIOBAHUS W IEPErOBOPOB C IMOTCHIIMAIBHBIM
paboTonarenem);

-KPUTHYECKH OIICHHTHh CBOM JIOCTOMHCTBA W HEJOCTAaTKH, HAMETUTh IIyTH M BBIOpATh CpPEICTBa
CaMOpPa3BUTHUS K MMOCTOSHHOMY CaMOPa3BHUTHIO, MTOBBIIICHUIO CBOCH KBAIM(DHUKAIIMK U MAaCTEPCTBA.

61a0emb KOMNEMEeHYUAMU:
[Tporiecc m3yueHHs] TUCHMILIMHBI HANpaBieH Ha (OPMUPOBAHUE psAa OOUIEKYIBTYPHBIX H
po¢eCcCUOHAIBHBIX KOMIIETEHLIUH.

Koa xomMnereHuun HaumenoBaHmue pedyJjbTara oﬁyqe}mﬂ

OK-4 CIIOCOOHOCTh TOHHMMATh COLIMANBHYIO 3HAYMMOCTh CBOEW Oymyiiei
npodeccur, HEaM W CMBICT TOCYIApCTBEHHOW CIY)KOBI, 00Janarh
BBICOKOW MOTHBAIIMEH K BBIITOJIHEHUIO MPO(EeCCHOHATBHON e TEIbHOCTH
B 00JacTH 3alIUThl MHTEPECOB JIMYHOCTH, OOIIECTBA M TOCYIapCTBa,
coOII0AaTh HOPMBI MPOPECCUOHATBHON ITUKHU

OK-5 CIOCOOHOCTh ~ OCYIIECTBIATH Pa3IMYHbIE (HOPMBI  MEXKYIBTYPHOTO
B3aUMOJCHCTBHS B LENIAX OOECICUCHHs COTPYAHHYECTBA NMPU PEIICHUU
npoeCCHOHANBHBIX 33Jad, TOJIEPAHTHO BOCIPHHHUMAs COIUMAIIBHBIC,
ITHUYECKHUE, KOH()ECCHOHAIBHBIE, KYJIbTYPHBIC H UHBIC Pa3INIUs

OIIK-2 CIIOCOOHOCTH  coOMoaTh B MPO(ecCHOHATBLHON  JIeSATeNbHOCTH
TpeOOBaHMS  NPAaBOBBIX aKTOB B  o0jmactd  MH(DOpMALMOHHON
0€30MaCHOCTH, 3aIIUTHI TOCYAaPCTBEHHOW TalHBI W MHON HWH(pOpMaIu
OTPaHMYEHHOTO  JIOCTyNa, OOecle4YnBaTh  COONIOJICHHE  peXnuMma

CEKPETHOCTH
I[ICK-3.1. CIIOCOOHOCTh  BJAJETh MEXKAYHAPOAHBIM OTHUKETOM M TpaBUIaAMH
TTOBEJICHUS TTEPEBOTIMKA B PA3IMIHBIX CUTYAIMSIX YCTHOTO TEPEBO/IA
I1K-5 CIIOCOOHOCTh BIJIAJIETh BCEMU PETUCTpaMU OOMICHHS: OQUIHAIBHBIM,
HEOPUIMATEHBIM, HEUTPATLHBIM
I1K-6 CIOCOOHOCTh pacmo3HaBaTh JMHTBUCTUYECKHUE MapKephl COIUATBHBIX

OTHOIIEHUH M aJ€KBATHO WX HCIOJIb30BaTh ((POpPMYJIbl HPUBETCTBHUSA,
NPOIIAHUs, SMOLMOHAJIBHOE BOCKIHUIIAHKE), paclo3HaBaThb MapKepsl
pEeYeBOil XapaKTEPUCTHUKH YEJIOBEKA HA BCEX YPOBHSX SI3bIKA

[1K-14 CIIOCOOHOCTH MPOSIBJIATH MCUXOJIOTUYECKYIO YCTOMYMBOCTD B CJIOKHBIX U
HKCTPEMAJIbHBIX YCIOBUSX, B TOM YHCie OBICTPO MEPEKII0UYasiCh C OJHOTO
pabouero s3bIKa Ha APYrou

1.1. Mecro mucuumiunbl B crpykrype OIIOII b1.5.32

«SI3pIk  ;memoBoro oOmieHus (mepBblii mHOCTpaHHBIH s13bIK)» (B1.5.32)» mpencraBmseT cobOoi
muctuiuiney 6a3oBoii yactu b1.65.32 mo cnermanerocTr 45.05.01 «IlepeBoa u mepeBoIOBEICHUEY.
VYyeOHass mporpamma paspabaTbIBaeTcsi B TECHOW B3aUMOCBSI3M C JIPYTUMH JTUCIUIUIMHAMU
y4e0HOTro TIJIaHa CHEIUABHOCTH, TaKUMHU Kak «lIpakThdeckas rpaMMaTHKa IEPBOTO WHOCTPAHHOTO
s3pikay, «[IpakTudeckas QoHETHKA MEPBOrO0 MHOCTPAHHOTO s3bIKa», «lIpakTUdeckwii Kypc mepBoro
WHOCTPAHHOTO s3bIKa». HeoOXOAMMBIMHA KOMIIETCHIIUSAMHU JUISl Havaja W3YYCHHS JHCIIHILIMHBI
SBIIAIOTCST 0a30BbIe KOMIIETEHIIMH B MOJATOTOBKE MO crienuanbHOCTH «[lepeBoa u mepeBojoBeICHUEY,
(dbopMupyeMbIe B Kypce U3YUCHHS TUCIUTUTHH «[IpakTHUeckuid Kypc MepBOro HHOCTPAHHOTO SI3BIKa» U
«OxoHOMHUKa». CBs3b Kypca «S3bIk aenoBoro oOmieHus (MEpBBI MHOCTPAHHBIN SI3BIK)» C APYTUMU
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IUCLUIUIMHAMM 00€CIeUMBAECT LEIOCTHOCTh H3yY€HHMs MNpeAMETHOH obsacTh U (HOpMHUpPOBaHHE
6a30BOr0 ypOBHS 3HAHMU JUISI M3YyYEHHs] AUCUUIUIMH «[IpakTUKyM MO KyJbType peueBOro OOIEHUS
IIEPBOTO MHOCTPAHHOrO s3bIkay, «llepeBon oduumanbHO-AENIOBOrO TeKcTa (NMEpBbI MHOCTPAaHHBIN
A3bIK)», «OCHOBBI pepepupoBaHHs U aHHOTUPOBAHMS (NEPBBI MHOCTPAHHBIN S3BIK)», a TAKXKE JUISA
IIPOXOKJICHUSI IPOU3BOICTBEHHOMN NMPAKTUKU U HAyYHO-UCCIIEJ0BATEIbCKON pabOThI.

2. Conep:kanme IUCHUNTHHBI

2.1. O0beM TUCHUILINHBI U BBl y4e0HOH padoThI
Kypc - 2 Cemecmp — 3, 6u0 omuemnocmu — 3auem ¢ oyenkou (Ouggepenyuposannsiii 3auen)

Ne Hanmero Coneprxanue paszjena
pa
- BaHUE dopma TeKyliero
oy | PA3ACTR, KOHTPOJIS
. TeMa
1 2 3 4
1. Business across cultures
Tema Culture. Classification of Cultures. Business Culture. [perect roToBHOCTH
1.1. Distance and familiarity WHuBH Ty alTbHBINA OIPOC
Tema 1.2 | Names, business cards, Dress code VHmBK1yaibHBIH OMPOC
Tema 1.3 | Cross-cultural communication, Time WHauBUIyaIbHBI  OTIPOC,
KOHTpOJIbHAs paboTta Nel.
2. Telephoning
Tema 2.1 | Phones and numbers, getting through WHuBH Ty alIbHBINA OIPOC
Tema 2.2 | Messages and arrangements WumuBuyasHBIA  OTIpoc,
KOHTpOJIbHAs paboTa Ne 2.
3. Business correspondence
Tema 3.1 | Business letter writing: general outline WHauBUayalbHBIA  OTIPOC,
pedepar
Tema 3.2 | Request Letters ITucsmo-3anpoc
nHpopmanun
Tema 3.3 | Letters of Confirmation [TuceMo
Tema 3.4 | Letters of Congratulations ITuceMo-T031paBiicHNE
Tema 3.5 | Letters of Invitation [Mpurnamenue
(odunmanbpHOE u
Heo(uImansHoe), OTBET Ha
IpUrjanieHue.
Tema 3.6 | Letter of Complaint [TucpMo-peknamarys
Tema 3.7 | E-mail, contract DJIEKTPOHHOE COOOIIICHUE
Tema 3.8 | Memo, leaflet Cry:xeOHast 3anmcKa
Tema 3.9 | Report OrtyeT, TOKIaI,
Konrtponbnas pabora Ne 3
4. Employment process
Tema 4.1 | Work and Jobs. VVocabulary practice. WHuBHyanbHbIH 011poc
Tema 4.2 | Ways of Working. Vocabulary practice. WHuBHyabHBIH 01poc
Tema 4.3 | My dream job. Speaking skills development. WHuBHyanbHbIH 011poc
Tema 4.4 | Looking for a job WHmuBuyamsHBIA  O1Ipoc,
pedepar
Tema 4.5 | Preparinga CV Covering Letter Harmcanue pestome
Tema 4.6 | Preparing a Covering Letter Hanwmcanue
COTPOBOTUTEITEHOTO
nucbMa




Tema 4.7

Job interview

Ponesas
«CobecenoBanue
nprieMe Ha paboTy»

urpa
npu

Tema 4.8

Career Ladder

WHmBH 1yalIbHBIN OIPOC

Tema 4.9

Business People and Business Leaders: Secrets of Success

[Ipe3enranus «Kax
JOCTUYb ycriexa?»
«Hcropun ycrexa
H3BECTHBIX JIFOJICHD,
KOHTpOJIbHAsE paboTa Ne3.

Tema
4.10

Working Environment. Problems at work.

Urenne u  cocCTaBlIeHUE
OpaBwil 1O TEXHHKE
6e3omacHocTH Ha paboyeMm
MecTe, KOHTPOJIbHAS
pabota Ne 4.

In Company

Tema 5.1

The Structure of the Company. Company Description.

Ornucarb
KOMITAHUIO.

U3BECTHYIO

Tema 5.2

Types of Organization.

AynupoBaHue: JICKIUS
«Kakyro bopmy
OpraHu3aliy BbIOpATh VIS
Oymyiero ouzHeca?»

Tema 5.3

Managers, executives and directors. Vocabulary Practice.

WNHuBuyaibHbINA OIPOC

Tema 5.4

Types of Management. VVocabulary Practice.

WNupuBuayanbHblid  OIpoC,
KOHTpOJIbHAas pabota Ne 5.

Kypc - 2 Cemecmp — 4, 6u0 omuemnocmu — d9K3ameH

6. Meetings
Tema 6.1 | Types of meeting, Organizing the meeting WHuBH Ty alTbHBINA OIPOC
Tema 6.2 | Discussion techniques. WHauBKyansHBIH  OMPOC,
KontponbHas padora Nel.
7. Presentations
Tema 7.1 | Preparation and introduction VH By TyalTbHBII OMTPOC
Tema 7.2 | Main part of a presentation VHmBHTyalTbHBI OTTPOC
Tema 7.3 | Closing presentation and questions [lpoBepka  Mpe3cHTALUH.
Konrtponbnas pabora Ne 2.
8. Branches of Industry: Manufacturing, Services, Retailing
Tema 8.1 | Branches of Industry: Manufacturing, Services, Retailing. | ITpoepka pedepara
Introduction into the topic.
Tema 8.2 | Manufacturing and services. Vocabulary practice. VH By TyalTbHBII OMTPOC
Tema 8.3 | The Development Process. VVocabulary practice. VHuBH TyaibHBII OMTPOC
Tema 8.4 | Innovation and invention. Reading. WuauBuayansHeIi Onpoc
Tema 8.5 | Making things. Vocabulary practice. VHmBHTyalTbHBII O1TPOC
Tema 8.6 | Materials and suppliers. Speaking practice. ITpoBepka npezeHTalIuu
Tema 8.7 | Business Philosophies. Buyers, Sellers, and the Market. | Kontponbhas pabota Ne3.
Reading. Discussion.
9. Marketing
Tema 9.1 | Markets and Competitors. WHuBH IyabHBIH OMTPOC
Tema 9.2 | Marketing and Market Orientation. WuauBuayansHbIi Onpoc
Tema 9.3 | Products and Brands. WHuBY IyabHBIH OMPOC
Tema 9.4 | Price. Money. WHmBuayabHbI onpoc
Tema 9.5 | Place. Promotion. VVocabulary practice. Konrtponpnas pabora Ne3.

3. CTpyKTYpa AN CUUILIHHBI




Bun pabotbt

TpynoeMKOCTh, 4acOB

3 cemectp | 4 cemecTp Bcero
OO01mas TPy10eMKOCTh 108 108 216
AyautopHas padora: 72 36 112
Jlexyuu (J1) 24 10 34
Ipaxmuueckue 3anamus (113) 48 26 78
CamocTosiTeIbHAast padoTa: 36 36 72 (108)
Pedepar (P) 2 6 8
CamocTosTeIbHOC H3YUYCHHE Pa3/ICTIOB 4 10 14
CaMonoIroToBKa 30 20 50
IToaroroBka u ciaya 3K3aMeHa - 36 36
Bua utoroBoro KOHTpoJIsi 3CO DK3aMeH

4. Pacnipenesienue BU0B Y4eOHOI pa0oThl M X TPYI0EMKOCTH 10 pa3jiesiaM

Pa3I[eJ'IBI JUCHUIIJIMHBI, U3Yy4aCMBIC B 3 CEMECTPC

KonmuectBo wacos
Ne
pas- HanmenoBanue paznenon Aym/lgopHaﬂ Bueayn.
nena Bcero Pabora pabora
J | 113 | JIP Cp

1 2 3 4 ) 6 7

1. Business across cultures 19 4 8 7
MexKynpTypHast KOMMYHHUKaIMs B On3Hece

5 Telephonlngu 15 4 4 7
TenedoHHBIN pa3roBop

3. Business corresp(V)ndence 27 4 16 7
Benenune nenoBoit KoppecroHACHITNN

4 Employment process } 24 6 | 10 8
ITponecc TpynoycrpoiicTa

5, | Incompany 23 | 6 | 10 7
Ha npennpustuu
Hmoeo: 108 24 | 48 36

Pazgensbl quctumuiiabl, n3ydaembie B 4 ceMecTpe

Meetings

6. CoOpanust 8 2 4 2

7 Presentations 12 9 5 4
IIpezenTanuu
Branches of Industry: Manufacturing, Services,

g | Retaling 34 | 2| 10 22
OTpacau MPOMBITITIEHHOCTH: IPOU3BOJICTBO, YCITYTH,
MIPOJIAKU

9 Marketing 18 4 5 8
MapkeTuHr
DK3aMeH 36 36
Hmoeo: 108 10 | 26 36
Bcezo: 216 34 | 74 108




5. TemaTu4yecKkuii MIaH y4eO0HO# JUCIUNIMHBI

Cemectp 3
HaumenoBanue Copepxxanue yuyeOHOro MmaTrepmaJia, 1a00paTopHble O0bem Oo0pa3zoBare/ibH dopmHpyeMble DopMbI
pa3/1esioB U TeM padoThI U NPAKTHYECKHUE 3AHATHS, CAMOCTOSITEIbHASA yacos/ ble T€XHOJIOTHH KoMIeTeHun/ TeKylIero
padoTa CTyJIeHTOB, KypcoBasi pa6oTa (IpoeKT) 3a4eTHBIX YPOBEHb KOHTPOJIs
eXUHMUIL OCBOCHUA*
1 2 3 4 B 6
Yacos/
Pa3nea 1. Business across SAACTHDIX
cultures : SAULLL
Jleknms Business across cultures 4 HNKT-Texnonoruu OK-4/1,2 [Iperect
IICK - 3.1/1 TOTOBHOCTH
I1K-5,6/ 1
OIIK — 2/1
IIpakTHYecKkne 3aHATHS Yacos - OK-4,5/1,2,3 OpoHTANTBHBIN
Culture. Classification of Cultures. Business Culture. 2 OOyueHue B IICK - 3.1/1 orpoc,
Distance and familiarity. COTPYAHUYECTBE I1K-5,6,14/ 1,2 WNuauBuayanbH
Names, business cards, Dress code. 2 OIIK — 2/1,2 BIii OTIpOC,
Kontponbnas
Cross-cultural communication, Time. Internet 2 pabora Ne 1
Research on the Theme “Attitude towards time in
different cultures”.
“Cultures and Culture”. “Corporate Culture”. 2
CamocrosiTeibHAsA padoTa CTyAeHTa OK-4,5/1,2,3
gllicletr:;reet’ ’Research on the Theme “Cultures and 7 Hllg-(élélj/ 1/23
Internet Research on the Theme “Corporate Culture” OTK - 2/1,2,3
Jlexums Telephoning 4 OK-4,5/1,2
Pasznen 2. UKT-texHonoruun ILII(I:(I-(S,_G?.]%,/Z:L
Telephoning OIIK —2/1,2

[MpakTnyeckue 3aHATHS




1 Phones and numbers, getting through. OOyuenue B OK-4,5/1,2 NuauBuayanbH
2 COTPYAHHYCCTBE [ICK -3.1/1,2,3 BII OITPOC
2 Messages and arrangements. I1K-5,6,14/1,2,3 | UuguBuayanbH
9 OOyuenue B OIIK - 2/1,2, 3 Bl OIIPOC,
COTPYAHUYECTBE KonTposbHas
pabota No 2
CamocrosiTeibHAsA padoTa CTYIE€HTA OK-4,5/1,2,3
Pedepar «Kak caenath TeaedOHHBIN 3BOHOK?» IICK -3.1/1,2 "
Kak 3anmcars nnpopmaruio mo renehony? 7 [1K-5,6,14/ 1,2,3 HABIYAIBH
OIK - 2/1,2,3 PIH OTIpOC
Pa3znen 3. Business Jlexkuu
correspondence 1 Types of English Correspondence. The Layout and OK-4,5/1,2
the format of Business Correspondence. 4 MK T-Tex HOMOrHIL ICK -3.1/1 I/II“{I[I/IBI/II[yaJII)H
[1K-5,6/ 1,2 BIH OIIPOC
OIIK - 2/1,2
IIpakTUyeckune 3aHATUS OK-4,5/1,2,3 NunuBuayanbu
IICK - 3.1/1,2,3 BII OTIPOC,
- ——— - I1K-5,6,14/ 1,2,3 | nucemo-3ampoc
1 Business letter writing: general outline OIIK — 2/1 2.3 mHbOPMAIH
Internet Research on the Theme “Types of Business 2 Y HCEMO- ’
Correspondence in English-Speaking Countries” H03IpABTeHEe
2 Request Letters 2 crvoKe ’
yxKeOHas
3 Letters of Confirmation 2 3alucKa, OTYeT,
4 Letters of Congratulations 2 OGyuente B JOKJIaI,
5 Letters of Invitation 2 COTpY/IHUHECTBE IpurjiamniexHue,
6 Letter of Complaint 2 OTBCT Ha
7 E-mail, contract 2 HPHTJTAIICHAC,
8 Report IHUCbMO-
pexnaManus,
DJIEKTPOHHOE
2 cooOI1eHne
KOHTPOJIbHAsA
paborta Ne 3.

CamocrosiTesibHasi padoTa CTyIeHTA




Pedepar «OcobGeHHOCTH HamWCaHUS PA3TUYHBIX OK-4,5/1,2,3 3amuTa
THUIIOB KOPPECTIOHICHITHH IICK —-3.1/1,2,3 | pedepatos,
[TogroroBka M HamucaHue IMHCEM, MPUTIIANICHUM, I1K-5,6,14/ 1,2,3 MpoBEpKa
AJICKTPOHHOT'O COOOIIECHUSI, KOHTPAKTa OIIK - 2/1,2,3 [THCEM
Paznen 4. Employment Jlekmun
rOCESS Looking for a Job. Internet Research on the Theme OK-4,5/1,2
P “Looking for a job in English-Speaking Countries” UKT-texnonoruu I1K-5,6/ 1,2 NunuBuayanbu
OIIK - 2/1,2 BII OIIPOC
Business People and Business Leaders: Secrets of
Success.
Working Environment. Problems at work.
IIpakTHyecKkue 3aHATHSA
Work and Jobs. Vocabulary practice. OK-4,5/1,2,3 WNupuBunyansH
My dream job. Speaking skills development. IICK -3.1/1,2,3 | bii onpoc
I1K-5,6,14/ 1,2,3
Looking for a job Job interview OIlK - 2/1,2,3 PoneBass  urpa
«CobecenoBanu
€ TpU TpHeMe
Ha paboTy»
Preparinga CV Covering Letter ObydenHe B Hamucanne
COTPYJITHUYECTBE
Hanmcanue pestome U CONPOBOAUTENEHOTO THCHMa pestome u
COITPOBOJTUTEITH
HOTO MHChMa
Career Ladder WupuBuayaisH
[TonroroBka mpe3eHTanuu MO MPOEKTy «CeKpeTsl BII OTTPOC
ycIiexa 3HaMCHHUTBIX OM3HECMEHOBY KOHTPOJIbHAS
pabota Ne3.
CamocrosiTesibHasi padoTa CTy/IeHTa OK-4,5/1,2,3
I[NICK-3.1/1,2,3
WNuTepHeT-uCccie[oBaHne «[Iporecc
I1K-5,6,14/1,2,3 | 11popenxa
TpynoycTporcTBa B Poccuu u pa3HbIX CTpaHax». OIIK —2/1.2.3 PoBCp
= BBITIOJTHCHU A
[ToxroroBka K coOECEIOBAaHUIO TNPU IMPHEME Ha .
3a/laHui
pabory.
Pa3zgea Ne 5. In Company Jleknun
Organizations in Business. OK-4/1,2 WNuanuBuyans
MKT-rexxonorm I1K-5,6/ 1,2 BIIi OITPOC
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The Structure of the Company. Company OIIK - 2/1,2
Description. 2
Managers, executives and directors. 2
IIpakTuyeckue 3aHATHSA
The Structure of the Company. Company OK-4,5/1,2,3 Onucarpb
Description. 2 IICK -3.1/1,2,3 U3BCCTHYIO
I1K-5,6,14/ 1,2,3 | xoMmaHuIo.
Types of Organization. ) Obyuenne B OIIK - 2/1,2,3 AynupoBaHue:
COTPYAHUYECTBE
Managers, executives and directors. Vocabulary WNupuBunyansH
Practice. 2 BII OIPOC
Types of Management. VVocabulary Practice. WNupuBuayaisH
4 bl orpoc,
KOHTpOJII)Haﬂ
pabota No 5.
CamocrosiTesibHasi padoTa CTy/IeHTa OK-4,5/1,2,3
IIpoekt «CTpyKTypa KOMIIAHUH, B KOTOPOH S XOTE TICK -3.1/1,2,3
p PYKTYP ’ p 1 [1K-5,6,14/1,2,3 | UuauBuayansH
ObI paboTaThy. 7 OITK — 2/1.2.3 .
2, BIif OIIPOC
BrimonHenne qomManigero 3amgaHus
Hroro: 72/108
Cemectp 4
HaumeHnoBanue ConeprxaHue y4eOHOro MaTepuasa, JaéopaTopHbie Oo0bem Oo6pa3oBareibHble | @opMupyemMble Dopmbl
pa3aesioB U TeM PatoThI U NPAKTHYECKHUE 3aHATHS, CAMOCTOSITEIbHAS qacoB/ TE€XHOJIOTHH KOMIIeTeHIInH/ TeKylIero
padoTa cTyIeHTOB, KypcoBasi padora (IIpoeKT) 3a4eTHBIX YPOBEHb KOHTPOJISA
eTUHHUIL OCBOEHHS*
1 2 3 4 5 6
Yacos/
Paspnean 6. I\/Ieetings 3QUCTHRIX
€ INHMUI]
Jlekums Types of meeting, Organizing the meeting 2 UKT-rexuomornu OK-4,5/1,2 NuauBuayanbH
[ICK-3.1/1,2 BII OITPOC
I1K-5,6/ 1,2
OIIK - 2/1,2
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IIpakTHyecKue 3aHATHA OK-4,5/1,23 | UnauBuayanbH
1 Types of meeting, Organizing the meeting OOyueHue B ICK -3.1/1,2,3 BII OITPOC
2 Discussion techniques. COTPY/HUYECTBE I1K-5,6,14/ 1,2,3 | KourtposbHas
OIIK - 2/1,2,3 pabora Ne 1
CamocrosiTe/ibHAsi padoTa CTy/IeHTa
1. Internet Research on the Theme “Types of Meetings” OK-4,5/1,2,3
2. Internet Research on the Theme “Discussion and OObyuyenue B HII;I %Ié 1 j/ ::LL/:; 3 WnpuBunyansn
COTPYAHUYECTBE B 14 BII OTIPOC
Negotiation Techniques” OIIK - 2/1,2,3
Jekuuu OK-4,5/1,2
Pa3nen 7. Presentations [ 1 Presentations IICK - 3.1/1,2,3
: I1K-5,6/ 1,2
OIIK - 2/1,2
IMpakTuyeckue 3aHATHSA
NunuBunyansH
BIN OIPOC
1 Preparation and introduction OK-4,5/1,2,3
OOyuenue B IICK - 3.1/1,2,3 | UnauBuayaabH
2 Main part of a presentation COTPY/IHUYECTBE I1K-5,6,14/1,2,3 BIii OTIPOC,
3 Closing presentation and questions OIIK - 2/1,2,3 KonrtposnbHast
pabota No 2
CamocrosiTeibHAsA padoTa CTYIeHTa OK-4,5/1,2,3
1 Internet Research on the Theme “Presentation IICK - 3.1/1,2,3
Techniques” OGyueHue B I1K-5,6,14/1,2,3 | Tlpesenranus
2 Coznanme coOCTBEHHOI Tipe3eHTaImu o teme “The COTPY/AHUYECTBE OIIK - 2/1,2,3 IPOEKTOB
Company Structure”
Paznen 8. Branches of Jlekuumn OK-4,5/1,2
ISZ?\??(;[Q-RI\Q; rilll:;eécturmg, 1 Bran_c_hes of Industr_y: I\(Ianufacturi_ng, Services, KT rexHOnOmI %CI:{KE) 6:/)’i1/21
Retailing. Introduction into the topic. OIIK - 2/1,2
IMpakTHyeckue 3aHATHS OK-4,5/1,2 VH MBIy aTbH
HNCK-3.1/123 | & ompoc
Y : . . OOyuenue B IK-5,6,14/ 1,2,3 | | csonrams
anufacturing and services. Vocabulary prac_:tlce. COTPY/THIYECTBE OIIK — 2/1,2.3 P 1
2 The Development Process. Vocabulary practice. TIPOCKTOB,
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3 Innovation and invention. Reading. KOHTPOJIbHAS
4 Making things. VVocabulary practice. pabota Ne 3.
5 Materials and suppliers. Speaking practice.
CamocTrosiTesibHAas paboTa CTy/1eHTa
1 Internet Research on the Theme “Branches of OK-45/1,2,3
Industry”. I[ICK -3.1/1
2 [Moaroroska npe3enranuu «Retailing Industry in our [1K-5,6,14/ 1,2,3
country/ city». OIIK - 2/1,2,3
OO0yueHue B
3 IToaroroBka onucanus mporecca Mpor3BOACTBA. NuauBuayanbH
: . - COTPY/IHUYECTBE .
4 Yrenne Texcra «Business Philosophiesy. BII OTIPOC.
5 Business Philosophies. Buyers, Sellers, and the
Market. Reading. Discussion. (camocTosiTepHOE
H3y4eHHe)
Paznen Ne 9. Marketing Jlekuuu
1 Markets and Competitors. OK-4,5/1,2 WunuBuayansH
HUKT-rexHonoruun I1IK-5,6/ 1,2 BII OMPOC
OIIK —2/1,2
IIpakTH4eckne 3aHATHA
1 Marketing and Market Orientation. OK-4,5/1,2,3 | UanuBuayanbH
I1K-5,6,14/ 1,2,3 | brii ompoc
2 Products and Brands. OIIK - 2/1,2,3 | UuauBMayansH
OOyueHue B Bl OIpoc
3 Price. Money. COTPY/HUYECTBE WNunuBuyansH
Bl OITPOC
KonTponbhas
pabota Ne3.
CamocrosiTeibHas paboTa cTyaeHTa
1 Internet Research on the Theme “Products and OK-4,5/1,2,3
Brands.” I1K-5,6,14/1,2,3
2 CocTaBuTh JeTaTBbHOE ONMKCAHUE MPOLIEcca MPOJIAXK OGyuenne B OIIK - 2/1,2,3 VHAMBHYATEH
KOHKPETHOTO OpIH/Ia C HCIOIE30BaHUEM COTPYAHMYECTBE Bt onpoc
MapaMeTpoB: IIeHa, pEKJIaMa, Pa3MelIeHNE MPOTYKTa.
3 Place. Promotion. VVocabulary practice.
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[ToaroroBka Kk sK3aMeHy

36

Hroro:

108

Bcero:

216

* B Tabnuiie ypoBeHb YCBOCHHS y4eOHOTO MaTepuaia 0003Ha4YeH nudpamu:

1. — penpoIyKTUBHBII (OCBOEGHUE 3HAHUH, BHIITOJIHEHUE IEATEIHHOCTH MO 00pa3Ily, MHCTPYKIUU WK MOl PYKOBOJICTBOM);

2. — MPOIYKTUBHBINA (IUTAHUPOBAHHE M CAMOCTOSITEIHHOE BBIMOJHEHHUE JEATEILHOCTH, PElIeHne NpOoOJeMHBIX 3a/1a4; MPUMEHEHUE YMEHHI B HOBBIX

YCJIOBHSIX );

3. — TBOpUYECKHIA (CAMOCTOSTEIILHOE MPOCKTHPOBAHUE IKCIIEPUMEHTAIILHOM JIEATEIIBHOCTH; OLIEHKA U CAMOOIICHKA HHHOBAIIMOHHOW JACSITETLHOCTH).
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6. O0pa3oBaTeIbHbIE TEXHOJIOTHH
WuTepakTBHBIE 00pa30BaTEIbHBIC TEXHOJIOTHH, UCTIONB3yEeMbIC B ayAUTOPHBIX 3aHITHSX

Bun
Cemectp 3aHATHA Vcnonb3yemble HHTEPAKTHBHbIE Komuectso
(JL, TIP, o0pa3oBaTeNbHbIC TEXHOIOTHU 4acoB
JIP)
3 J UKT-texHonoruu 8
I1P OOyueHue B COTPYTHUYECCTBE. 22
4 JI HUKT-rexHonorus 4
I1P OO6yueHue B COTPYTHUYECTBE. 14
Uroro: 48

7. OueHoYHBbIE CPeCTBA VIl TEKYLIEro KOHTPOJIS YCIeBAeMOCTH H MPOMEKYTOUYHOI

aTreCTanum

7.1.0pranu3anus BXOJHOI0, TEKYIIEro U NPOMEKYTOYHOI0 KOHTPOJIsi 00y4eHHs

e BxosiHO€e TecTupoBaHue (MPeTecT FOTOBHOCTH)

e Texkymuii KOHTpoidb — MHAMBUAYaJIbHBIN ONpOC, KOHTpOJbHAs paboTa, NpoOBEpKa
npe3eHTanuu/ MpoekTa, pedepara.

L4 HpOMe)KYTO‘lHaSI aTTCCTAlHA — KOHTPOJIbHAasA pa60Ta, TCCTOBBIC 3aJaHUA

e 3aUeT ¢ OLIEHKOH

e DK3aMeH

7.2. Opranu3anusi KOHTPOJIS:

(npnvep)

Bxoanoe TectupoBanue (mperect roTOBHOCTH) - MPUMeEP.

Total score Level
0-15 Beginner
16 - 24 Elementary
2532 Pre-intermediate
33-39 Intermediate
40 - 45 Upper Intermediate
46-50 Advanced
Grammar
1. 1 from France.
a) is
b) are
c) am
d) be
2. This is my friend.
a) Her
b) Our
c) Yours
d) His
3. Mike is

name is Peter.
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10.

11.

12.

13.

a) my sister’s friend

b) friend my sister

c¢) friend from my sister

d) my sister friend’s

My brother is

artist.

a) the
b) an
c) a
d —

20 desks in the classroom.

a) Thisis
b) Thereis
c) Theyare
d) There are
Paul

romantic films.

a) likes not

b) don’tlike

c) doesn’t like

d) isn’t likes
Sorry, I can’t talk. I
a) driving

b) ‘m driving

c) drives

d) drive

She

right now.

at school last week.

a) didn't be
b) weren’t
C) wasn’t
d) isn’t

I

a) like

b) likes
c) liking
d) liked

a) Do you like
b) Would you like
c) Want you

d) Areyou like
The living room is

the film last night.

a piece of cake? No, thank you.

than the bedroom.

a) more big
b) more bigger
c) biggest

d) bigger

The car is very old. We’re going a new car soon.

a) tobuy

b) buying

c) to will buy
d) buy

Jane is a vegetarian. She meat.

a) sometimes eats
b) never eats
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14.

15.

16.

17.

18.

19.

20.

c) often eats
d) usually eats
There aren’t

buses late in the evening.

a) some
b) any
C) no
d a

The car park is

to the restaurant.

a) next

b) opposite
¢) behind
d) in front

Sue

shopping every day.

a) isgoing
b) go

c) going
d) goes
They

in the park when it started to rain heavily.

walked

a) were walking
b) were walk

c) are walking

a) Did you ever

b) Are you ever

c) Have you ever
d) Do you ever
We’ve been friends
a) since

b) from

c) during

d) for

You

seen fireworks before?

many years.

pay for the tickets. They’re free.

a) haveto

b) don’t have

c) don’tneed to
d) doesn’t have to

Vocabulary

21. You may not like the cold weather here, but you’ll have to , 'm afraid.

22.

a) tell it off
b) sort itself out
c) putup with it
d) put it off

It’s cold so you should on a warm jacket.

a) put
b) wear
c) dress
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d) take
23. Paul will look our dogs while we’re on holiday.
a) at
b) for
c) into
d) after
24. She a lot of her free time reading.
a) does
b) spends
c) has
d) makes
25. Hello, this is Simon. Could I to Jane, please?
a) say
b) tell
c) call
d) speak
26. They’re coming to our house Saturday.
a) in
b) at
c) on
d) with
27. 1 think it’s very easy to debt these days.
a) gointo
b) become
c) godown to
d) getinto
28. Come on! Quick! Let’s get !
a) highlight
b) cracking
C) massive
d) with immediate effect
29. | phoned her | heard the news.
a) minute
b) during
c) by the time
d) the moment
30. I feel very . I’m going to go to bed!
a) nap
b) asleep
c) sleepy

Texkymuit KOHTpOJIb - UHAMBHAYaNBHBIH onpoc. IIpuMepHbIii epeYeHb BONPOCOB.

1. Business across cultures. Talk for 2 minutes about the distance and familiarity.
2. Names in business cultures. How to use them in a correct way?

3. Business culture: talk for 2 minutes about the entertainment and hospitability.
4. Telephoning in English: phoning scenario. What do you know about it?

5. Business correspondence: letters and e-mails and the difference between them.

IIpome:xxyTounas arrecrauus. Ilpumep.

I. Use a word from the box to complete each sentence. There is one extra word that you
don’t have to use.
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| deal responsible job manage under of responsibility work

LI for Morgans the aircraft company. 2. I ................... the manufacturing plant
in Cambridge. 3. I am in charge ................. the production team. 4. About 120 people work
........... me. 5. Coordination between production and designismy .................. . 6. T .........
with a lot of people in the company and with our customers. 7. I'm ................ for a budget of

over € 100 million.
1. Match the numbers (1-7) to the letters (a-h) to make a word pair. There is one extra
word that you don’t have to use. In the third column put down the Russian equivalent.

1. physically | a. contact
2. human b. work
3. problem c.on
4. day d. demanding
5. team e. commute
6. clock f. shift
7. working g. solving

h. hours
I11. Choose the best word from the brackets () to fill in the gap.
1. Weneed to .............. (join/ recruit) four new people for our office in Manchester. 2. We
are using a recruitment .................... (agency/ headhunter) to find them for us. 3. They
advertised the ................. (positions/ applicants) in the local newspaper last week. 4. So far,
over 60 people have applied for the .................. (works/ posts). 5. We are going to look at all
the letters of ................... (application/ situation) over the weekend. 6. On Monday, we will
drawup a ............. (reference/ shortlist) of 10 or 11 people. 7. Then we’ll invite them all to
come foran ................... (interview/ appointment). 8. We hope to ................... (apply/

appointment) the successful applicants by the end of the month.
IV. Write one word from the box below in each gap to complete the text. You may choose
to use some words more than once.

\ with from in as for at \
1. My name 1s Jean Wilson and I have just started working ................ a bank. 2. I graduated
........ Edinburgh University last year with a degree 3. .................. Business and
Management. 4. Now [ am going to train ....... an accountant. 5. I think I will do well, because I
am good ............. figures and I am skilled 6. ............ using computers. 7. I think that
training ............... a specific job will be more interesting than the general education I got at
university.
V. Match the definition (numbers 1-7) to the word or phrase (letters a-h). There is one
extra word/ phrase that you don’t have to use.

1. American term for all the benefits that an employee receives. a. severance payment

2. Payment for those who have stopped working — especially due to | b. stock options
age.

3. Benefit that lets employees buy company shares at a low price. C. compensation
package

4. This describes bonuses given for reaching objectives set by the | d. remuneration
company.

5. Money paid to an employee who is asked to leave an organization. | e. performance-related

6. Formal word for all the pay that an employee receives. f. fat cat

7. Director of a company who is paid a huge salary ... but doesn’t | g. boardroom row
deserve it.

h. pension
V1. Choose the best word from the brackets.
1. The CEO is the head of the ................... (administration/ management/ organization)
team. 2. We have 200 people onour ...................... (recruitment/ business/ payroll). 3. Our
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..................... (personnel/ employee/ worker) department is responsible for recruitment. 4.
Our main office is in London but we have ................ (places/ companies/ sites) all over the
country. 5. I supervise all the ...................... (manual/ white-collar/ labour) workers on the
production line. 6. I am in charge of training in the human .................. (support/ resources/
staff) department. 7. We have a ............ (staff/ union/ headquarters) of 65 in London and
about 30 in Paris. 8. You haven’t been paid this month? Ok, I’ll put you through to the
........................ (pay/ salary/ finance) department.

VII. Write one word in each gap to complete the conversation. The first three letters of
each word are given.

‘We have to restructure our company if we are to survive. We will have a (1) fla........ structure
with only two levels of management. We don’t want to make anyone (2) red........... . Some of
our senior people will take early (3) ret..................... . The rest will be offered posts, but
they may be at a lower level. No one likes to be (4) dem................. but it is better than being
out of work. We hope people will be (5) fle............... and move to different jobs. If anyone
decides to hand in their (6) not.......... We will help by offering (7) out............... advice. This
is a very difficult time for us all.”

VI11. Define the type of correspondence.

Lord and Lady Hearty

At home
Friday 18" April
RSVP
Hadden Hall,
Hadden

Cocktails 6:30 p.m.
A) Business card  B) Formal Invitation C) Answer to an informal invitation D) CV

IX. Complete the sub headlines in the following extract from the resume. One does not suit
any gap.

1. Marital status 2. Date of birth 3. Personal details 4. Employment history 5.
Qualifications

Curriculum Vitae

(Photo)

John H. Mill
a.
Full name: John Hue Mill
b. 05/04/78
Permanent address: 56 Park Avenue

Albans 50

New York

911298
Tel./ Fax: (0312) 4998372
Mobile: 0789765784
Personal e-mail: MillJohn@aqratisserve.co.us
C. single
d

I am currently following a part-time MBA programme in International Business at Randolph
Business School.

1997 — 2000 University of South Nottingham: BSc Business Studies

1994 — 1996 Dr Chalmer’s Sixth form College: “A” Level in German (A), Mathematics (B),
Biology (B).

X. Put the parts of the covering letter in the correct order.
a) As you will see from my CV, I have recently completed a degree in International Marketing at
Clifton University. A six-month company placement in France gave me the opportunity to put
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some of the theory learned on my course into practice, and to acquire a good working knowledge
of French. The post involved helping with the development of telemarketing scripts for sales
people. Since then, I have had several month’s experience of working in the international section
of the Automobile Club’s call centre. This means I have had direct experience of the day-to-day
realities of communicating with the public.
b) Yours sincerely

Signature

Russel Fleming
¢) Re: Vacancies for trainee Consultats
d) I am currently available for interview and would welcome the opportunity to discuss the post
in more detail. | look forward to hearing from you.
e) Dear Mrs. Proctor
f) I am writing in response to your advertisement in the September edition of “Telemarketing
Magazine” and would like to be considered for one of the posts mentioned.
g) From your corporate website, it appears that working for your organization would offer a
stimulating and challenging career within a highly competitive field. I am extremely attracted by
this opportunity and feel that | have already acquired some of the skills and awareness necessary
to make an effective contribution to the company.
1. 2. 3. 4, 5. 6. 1.

7.3. TemaTuka pedepaToB, NPOEKTOB, TBOPUYECKHUX 3aJaHNIi, Icce U T.II.

[To maHHOMY KYypCy MPEAYCMOTPEHO BHIIIOJIHEHUE MPOEKTA, IPEICTABICHHOIO B BUJIE
npesentanu Power Point. CTyieHT caMOCTOSATENBHO BRIOMPAET TEMY NPOEKTA M TOTOBHUT
MPE3EHTAIINIO, 10 OKOHYAHUIO KOTOPOI MPOBOAUTCS AUCKyccus. [[puMepHbIil mepeyeHb TeM:

1. Business Etiquette.

2. Netiquette.

3. Cross cultural communication in Business English.
4. Applying for a job.

5. Job interview: dos and donts.

6. In house staff or freelancer?

7. The career of a translator/interpreter.

8. Time and time management.

9. How to hold a meeting.

10. Negotiations: the role of a translator/interpreter.

7.4. KypcoBas paGora
KypcoBas pabota He mpeycMOTpeHa

7.5. Bonpocsl K 3a4eTy ¢ OLeHKOMH

Cemectp 3.

Crpykrypa 3apanus:

1. BBINOJIHUTB JIEKCHKO-TPAMMATHYECKOE 3aaHHe.
2. HanucaThb 0MH W3 NPUMEPOB 1€J10BOM KOPPECIOHICHIMH:
- Letter of enquiry/ request

- letter of complaint

- letter of congratulation

- letter

- letter of invitation

- answer to a letter of invitation

- e-mail

- memo
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- report

- telephone message

3. PaCKprTL OIHY U3 NPEAJIOKEHHBIX TEM.

1. Cultures and culture

2. Distance and familiarity

3. Corporate culture

4. Dress code

5. Cross-cultural communication in business

6. Time in cross-cultural communication

7. Means and devises of business communication

8. Types of business correspondence

9. Rules of conducting negotiations

4. Pa3pIrparhb JUAJIOT.

Example:

Student A. You are calling to “Severstal” company. You want to talk to Mr. Ivanov, who
is in charge of R & D department. You want to make an appointment for next week, any day
except for weekends. If he isn’t in his office at the moment, leave a message. Invent your own
personal information and a telephone number.

Student B. You are working as a secretary for “Severstal” company. Take a phone call.
Remember, that there are two Ivanovs in your company: Peter, who is in charge of R & D
department, and Alexandr, who is responsible for IT project work. Peter Ivanov is not in his
office at the moment, as he’s at the meeting. Take a message.

Bomnpocsl k 3k3ameny.

CemecTp 4.

1. BBIIIOJIHUTH JIEKCHUKO-TPAMMATHY€CCKOC 3a/IaHUE.

2. HanucaTb O1MH U3 NPUMEPOB /1eJI0BOIil KOPPeCIIOHAeHIIUM:

- letter

- letter of invitation

- answer to a letter of invitation

- e-mail

- memo

- report

- telephone message

-CVv

- covering letter

3. PackphITh OHY U3 NPEIJIOKEHHBIX TEM.

1. Types of meetings.

2. Unusual places for meetings.

3. Rules for an effective meeting.

4. How to make a presentation?

5. Job search.

6. Some tips for a successful job interview.

7. Career Ladder

8. My Future Profession

9. Business People and Business Leaders: Secrets of Success

4. Pa3pIrpath IMAJIOT.

Example:

Student A. You are an HR director at “Teva” company. You are responsible for hiring new
staff for the positions of project managers. The projects involve selling a new product — medicine
for children. Try to define, what qualifications, experience and personality the employees need
and organize a job interview.

21



Student B. You are looking for a job. You have come across an advertisement about a
vacant position of a sales manager in “Teva” (a large pharmaceutical company). Future
employees will be asked to sell a new medicine for children. You think you have the right
qualification and experience, as well as personality for this position. You sent your CV and was
invited to the job interview. Your task is to get the job.

7.6. Kpurepnu ouneHku
[TucemeHHBIE PaOOTHI OLIEHUBAIOTCA CIIEIYIOIIUM 00pazoM:
TecTbl MHOKECTBEHHOT'0 BbIOOpA.
3a KaxAbpld NMPaBUIBHBIA OTBET CTYAEHT mosydaeT 1 Oamr. TecT MHOMXECTBEHHOIO BbIOOpa
cocrouT u3 50 BonpocoB. CienoBareiabHO, MAaKCUMaIbHOE KOJHMUYECTBO OAJIJIOB, KOTOPOE MOXKET
nonyuuTh ctyneHT — 50 (100%). i moiaydeHus: OTMETKH «OTJIMYHO» CTYIEHTY HEOOXOAUMO
HaOpath 90-100 % (45-50 BepHbIX 0TBeTOB). «XOopomoy» - 70-89% (35 — 44,5 BepHBIX 0TBETA).
«Y noBaerBoputenbHO» - 51-69 % (25,5 — 34,5 BepubIx 0TBeTOB). «He ymoBnerBoputensHo» - 0-
50 % (meHee 25 BEpHBIX OTBETOB).
TecTbl ¢ OTKPBHITHIMH BONIPOCAMH (32/1aHUSI HA Pa3BePHYTHIN OTBET).
«OTIMYHO» CTAaBUTCA B CIy4yae MOJHOIO OCBSLIEHHS CTYAEHTOM BOIpPOCAa, C MpPUMEPAMU U
CXEeMaMH, €ClIi TOro TpeOyeT BOmpoc.
«Xopo1Ioy» - OTBET JOCTATOYHO TOJIHBIN, HO 03 npuMepoB. Tpedyembie cxeMbl H300pa’KeHbI, HO
HET UX OMUCaHUS.
«Y 10BJIETBOPUTEILHOY - OTBET HE COBCEM IOJHBIN (HAallpUMeEp, CTYAEHT Jlal HE COBCEM TOYHOE
ompejieNieHue; Ha3Bajl CTPYKTYpy, HO He Jal OOBsACHEHUS JHUOO OMHCAHMS KaXKIOTO W3
CTPYKTYPHBIX KOMIIOHEHTOB). [IprMepbl mpuBOASTCS HE BCETaA.
«He ynoBIeTBOPUTENBHOY - BOMPOC HE PACKPHIT.
YcTHBIM OTBET.
«OTIUYHO» CTAaBUTCSA B CIy4yae MOJHOTO OCBSLICHHS CTYACHTOM BOMpOCa, ¢ MpPUMEpaMH U
CXeMaMH, eciid Toro Tpedyet Bonpoc. CTyI€HT MOXET OTBETUTh HA JJONIOJIHUTEIbHBIE BOIIPOCHI.
«XOpoIIo» - OTBET IOCTATOYHO MOIHBIMA, HO 63 mpuMepoB. Tpedyembie cXxeMbl H300paKEeHbI, HO
HeT ux omnucanus. CTYIEHT MOYTH BCETJa MOXET OTBETUTHh Ha JIOTIOJHUTEIHHO 3a/IaHHbBIC
BOITPOCHI.
«Y IOBIIETBOPUTENIBHO» - OTBET HE COBCEM IOJHBIN (HapUMep, CTYJIEHT Jajl HE COBCEM TOYHOE
ompejieNieHue; Ha3Bal CTPYKTYpy, HO He Jal OOBsSCHEHUS JHOO0 OMHCAHMS KaXKIOTO W3
CTPYKTYPHBIX KOMIIOHEHTOB). [Ipumepsl mpuBonsarcs He Bcerna. CTyIEeHT HE BCerJa MOXKET
OTBETUTH Ha JOTMOIHUTEIBHO 3a/1aHHBIE BOIIPOCHI.
«HeynoBneTBOpUTENBHO» - BOIIPOC HE PACKPBIT.
Kpurepun onenkn 3K3amena
«OTAMYHO» CTAaBUTCSA B CIy4yae IOJHOTO OCBSIIEHHUS CTYAEHTOM BCEX YETBIPEX BOIPOCOB, C
npuMepaMu M CXeMaMH, €CIM TOro TpedyeT Bompoc. B ciaydae HEKOTOpPBIX HETOYHOCTEH B
OTBETE CTYJEHT MOXET OTBETUTH Ha JOMOJIHUTEIbHbBIE BOIIPOCHI.
«XOpoII0» - CTYACHT OCBATUI BCE BOMPOCHI TOCTATOYHO IMOJIHO, HO 0e3 mpumMepoB. Tpedyembie
CXeMBbI HM300pa)KeHbl, HO HET uX onucaHus. CTyIEeHT MOYTH BCErJa MOXXET OTBETHTHh Ha
JIOTIOJIHUTEIBHO 33JJaHHBIE BOIIPOCHI.
«Y 1OBJIETBOPUTETILHO» - OTBET HE COBCEM IIOJIHBIM (HampuMmep, CTYIEHT OTBETHJI HE Ha Bce
BOIIPOCHI, CTYJEHT Jajl HE COBCEM TOYHOE ONIPEIEIICHHE; Ha3Bal CTPYKTYpy, HO HE Jai
OOBSICHEHUS TUOO OMHUCAHMS KAKIOTO U3 CTPYKTYPHBIX KOMIOHEHTOB). [IpuMepbl mpuBOAsSTCS
He Bceraa. CTyJIEHT He BCerJa MOXKET OTBETUTh Ha JOMOIHUTEIBHO 3a/IaHHbIE BOITPOCHI.
«HeynoBneTBopuTENbHO» - 1Ba U O0JIee BONIPOCa HE PACKPHITO.

8. CBeleHUs1 0 MaTePHAIBLHO-TEXHMYECKOM 00ecnedyeHUu M U CIUIITHHBI

Ne n/ri| HaumeHoBaHHMe 000pyI0BaHHBIX YIEOHBIX [lepeuens 000OpyIOBaHUS U TEXHUYECKHX
KaOuHeTOB, JabopaTopuit CpEeICTB 00yUYeHus
1 KoMmnbroTepHslil Ki1acce 11 xomnbroTepoB CHCTEMHBIH OJ0K:
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Aynuropus 302

[Mporieccop Intel(R) Core(TM) i3-2100 CPU @
3.10GHz

4096 Mb O3Y

HDD O6wem: 320 I'b

Momnutop Acer P206HL - 20 mroiimoB
AxkycTtuyeckast cuctema Sven
WNuTtepaktuBHas qocka Smart Board
[TpoexTop Epson EH-TW535W

1. 9bC HOb

2. Onexrponnbiit karamor AUBC «MARK —
SQL»

3. DnekTponHas oubnmoreka MI'TOY

4. JIuaradhoHHBIN KaOMHET

JlexumoHHas ayquTopus
Ayautopus 304

Cuctemnsrii 650k IIpoueccop Intel(R)
Core(TM) i3-2100 CPU @ 3.10GHz
4096 Mb O3Y

HDD O6wem: 320 I'b

Mounutop Acer P206HL - 20 nroiimoB
AKycThueckas cucteMa Sven
WutepaktuBHas qocka Smart Board
ITpoekTop Epson EH-TW535W

1. 3bC HOBb

2. Dnextponnsiii katanor ABC «MARK —
SQL»

3. DnekTponHas oubnnoreka MI'TOY

Aynautopus 511

CucremHbIii OJIOK:

[Mporieccop Intel(R) Core(TM) i3-2100 CPU @
3.10GHz 4096 Mb O3Y HDD O6bem: 320 I'b
Monutop Acer P206HL - 20 mroiimoB
AkycThueckas cucteMa Sven

WuTepaxkTuBHas nocka Smart Board
ITpoextop Epson EH-TW535W

1. 9bC HOBb

2. Onextponnslii kataior AUBC «MARK —
SQL»

3. DnekTponHas oubnmoreka MI'TOY

Ayautopuu 309, 310, 311, 410, 411, 412

[Tpoekrop nepenocHoi Epson EB-5350 (1080p)
-1 .

Dkpan nepenocHoi Digis 180x180 - 1 .
Hoyt6yx HP ProBook 640 G3 (Intel Core i5
7200U, 4gb RAM, 250 SSD) -1 1.

8. Ocobennoctu o6yuenus jun ¢ OB3

[Tpu opranuzanmu OOy4YEeHHs CTYIEHTOB C OTPAHWYCHHBIMHA BO3MOXKHOCTSIMHU 3/I0POBBS
(OB3) He00X0AMMO YUUTHIBATH OMPECIICHHBIC YCIOBHS:

- yueOHbIe 3aHATHS OPTAaHU3YIOTCS UCXOIS U3 TICHXO(QH3MUECKOTO Pa3BUTHSI H COCTOSHHS
310poBbst Jui ¢ OB3 coBMecTHO ¢ JIpyrMMU OOyYaroIIMMHUCS B OOLIMX TpyHmax, a Takxke
WH/IMBUYaJIbHO, B COOTBETCTBUH C TPAQUKOM WHANBUIAYAIBHBIX 3aHITHM;

- IpU OpPraHu3alUi y4eOHBIX 3aHATHH B OOIIMX TPYNIax HCHOJIB3YIOTCS COLMAIbHO-
aKTUBHBIC M pEIIEKCUBHBIC METOABI O0YUICHHUSI, TEXHOJIOTHH CONMOKYIBTYPHOH peabuIuTaIium ¢
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LEIbI0 OKa3aHWs IOMOIIM B YCTAHOBJIEHHUU IOJHOLEHHBIX MEXIUYHOCTHBIX OTHOILIEHUH,
c03aHUs KOM(OPTHOTO MCUXOJIOTUYECKOTO KIMMaTa B TPYIIIE;

- B Iiporiecce 00pa30BaTeNIbHON JIEATETbHOCTH MPUMEHSIOTCS MaTepUAIbHO-TEXHUYECKOE
OCHAIIIEHWE, CHEIHalM3UpOBAaHHbIE TEXHUYECKHE CpelICcTBa IMpueMa-liepeaun  y4yeOHOH
uH(pOpMallMM B JIOCTYNHBIX QopMax Ui CTYICHTOB C pa3IUYHBIMU HAPYIICHUSMH,
3JIEKTPOHHBIE 00pa30BaTeNbHbIE PECYPCHI B IalITUPOBAHHBIX (hOpMax.

- obecrieueHHEe  CTYACHTOB TEKCTaMH  KOHCHEKTOB (MpU  3aTPyAHEHUH  C
KOHCIIEKTUPOBAHUEM );

- UCIOJIb30BaHUE MPHU TMPOBEPKE YCBOCHUS MaTepuaja METOJUK, HE TPEOYIONINX BBIMOTHCHHUS
PYKOIIMCHBIX pa0OT WM U3JOKEHUs BCIyX (MpU 3aTPYAHEHUSX C HMUCBMOM U PEYbI0) —
HarpuMep, TECTOBBIX OJaHKOB.

[Ipu mpoBeneHUH NpOIEAYyphl OLICHUBAHUS PE3YyJIbTATOB O0YUYEHHUS] MHBAJIUIOB M JIMIL C
OTPAaHUYEHHBIMU BO3MOXHOCTSIMU 3JIOPOBBSI IO AUCIUIUIMHE OOECIEYMBAETCS BBIMOJIHEHUE
CIIEIYIOIIUX TOTOTHUTEIbHBIX TPpeOOBaHUI B 3aBUCUMOCTU OT UHJIUBUIYaIbHBIX OCOOCHHOCTEH
00yyJarouuxcs:

1. MHCTpyKIMS 1O MOPSJIKY MPOBEACHHs MPOLETYyphl OLEHUBAHUS MPEIOCTaBIICTCS B
noctynmHou ¢opme (YCTHO, B MUCHhMEHHOW (hopMe, Ha IJICKTPOHHOM HOCHTEINE, B IEYaTHOU
dbopMe yBeTUUEHHBIM MIPUGPTOM U T.I1.);

2. JlocrynHas ¢opma mpeaoCcTaBICHHS 3aJaHU OIEHOYHBIX CPEJICTB (B IEYATHOU
dopme, B meuaTHOU (hopMe yBeIUYEHHBIM MIPUGPTOM, B (POpME IIMEKTPOHHOTO TOKYMEHTA);

3. HocrymHas ¢opMa TpeqoCTaBICHHUS OTBETOB Ha 3amaHus (MMCbMEHHO Ha Oymare,
HaOOp OTBETOB HAa KOMITBIOTEPE, YCTHO, JIP.).

[Ipu HeoOxoauMOCTH 7151 OOYYAIOIIMXCS C OTPAaHUYEHHBIMU BO3MOXKHOCTSIMU 3JI0POBbS 1
WHBAJIHMIOB IMpOlLleAypa OLICHUBAHHUS PE3YyIbTaTOB OOY4YEHUS [0 AWCHUILIUHE MOKET
MIPOBOJIUTHCS B HECKOJIBKO 3TAIOB.

B ocBoeHuu NUCHUIUIMHBI UHBATUAAMH U JUI[AMH C OTPAaHUYCHHBIMU BO3MOXHOCTSMU
3I0pOBBsI OOJIBIIOE 3HAUCHHE MMEET WHAMBHIyalbHas padorta. [log mHAMBHIYaTbHON paboTON
nojpazymeBaercs e (HOPMbI B3aMMOJCHCTBHS C MpenoaBaTeieM: HHAWBUyallbHAs ydeOHas
pabota (KOHCyJbTalliH), T.€. JOMOJHUTEIBHOE pa3bsiCHEHHWE Y4YeOHOro MmaTepuaia u
yrayOlIeHHOe U3yueHHe MaTepHalia ¢ TEMH 00Yy4arolIMMHUCS, KOTOPhIE B 3TOM 3aUHTEPECOBAHBI,
Y UHAWBHUIyaldbHAs BOCMUTaTelIbHAs padoTa. WHIuUBHAyanbHBIE KOHCYJbTALlUU TIO TMPEAMETY
ABIAIOTCS  B&XHBIM  (DAaKTOPOM, CIIOCOOCTBYIOIIMM  WHIUBUAYyalIH3aluud oOydeHus U
YCTAaHOBJICHUIO BOCIUTATEIIbHOIO KOHTAKTa MeEXAYy MpernojaBareneM U oOydaromuMmcs
WHBAJIHUIOM WM O0YUYAIOUIUMCS C OTPAaHUYEHHBIMH BO3MOXKHOCTSMHU 3/I0POBBSI.

10. YueoHo-MeTOIMYeCKOe o0ecnevyeHne TUCHUNIUHBI

10.1. OcHoBHasi JuTepaTypa

1. AHrIMACKHMIA 361K Ui 3KOoHOMHCTOB (B1-B2) : yueOHUK M MpakTUKyM Juis BY30B /
T. A. bapanoBckas [u n1p.] ; oTBeTcTBeHHBbIH penaktop T. A. bapaHoBckas. — 3-e u3j., nepepao.
u jorn. — Mocksa : MzmatensctBo HOpaiit, 2020. — 470 c. — (Bsicmiee oOpa3zoBaHue). —
ISBN 978-5-534-13759-0. — Tekct : oanekrponnslii / 3BC IOpaiit [caiitr]. — URL:
https://urait.ru/bcode/466785.

2. Bopo6neBa, C. A. JlenoBoil aHTTUNCKUN SI3BIK IS TOCTHHHYHOTO Om3Heca (BI1):
yaeOHoe mocobue mis By30oB/ C. A. Bopoosesa, A. B. Kucenera. — 5-e¢ uzn., ucrnp. u gom. —
Mocksa : UznatensctBo FOpaiit, 2020. — 192 c. — (Bricmee o6pazoBanue). — ISBN 978-5-
534-09259-2. — Tekcr : oanekrponHsii // OBC IOpaiitr [caiir]. — URL:
https://urait.ru/bcode/453870.

3. Kymiosa, A. K. AHrnmiickuii s3bIk jj1s1 MeHepKkepoB U jtoructoB (B1-Cl) : yueOHuK 1
npaktukyM g By3oB/ A. K. Kynmosa, JI. A. Kosnosa, lO.II. BonbiHen ; mon oOmieit
penakmueir A. K. Kymmooit. — 2-¢ wm3n., wmcnp. n gon. — Mocksa : M3nmatenscrBo FOpaiir,
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2020. — 355c.— (Bwicmmee oOpa3oBanue). — ISBN 978-5-534-08147-3. — Tekcr
snexkrponnsiii // DBC FOpaiit [caiit]. — URL: https://urait.ru/bcode/ .
4, Axymesa, U.B. Awnrmwmiickuii s3eik (Bl). Introduction Into Professional English :

yueOHUK U mpakTukym mis By3oB/ U. B. fkymeBa, O. A. JlemuerkoBa. — 3-¢ W31., UCIP. H
norm. — Mocksa : WsnmarensctBo [Opaiit, 2020. — 148 c.— (Bricmee oOpa3zoBaHue). —
ISBN 978-5-534-07026-2. — Tekct : oanekrponssii / DBC HOpaiir [caiit]. — URL:
https://urait.ru/bcode/451233.

10.2. JonosHuTeIbHAS JIUTEPaTypa

1. ITecroBa, M. C. AHIIMIACKUN S3BIK: TIEPEBOJ KOMMeEpueckoi mokymeHTanuu (B2):
yuebHOe mocobme mis By30B/ M. C. IlectoBa. — 2-¢ wu3m., mepepad. u jgom. — Mocksa :
MznarensctBo Opaiit, 2020. — 191 c. — (Bricmee obpazoBanue). — ISBN 978-5-534-11543-
7. — Texcrt : anexkrponnsiii // DBC HOpaiir [caiit]. — URL: https://urait.ru/bcode/456168.

2. Yukunesa, JI. C. AHMIMACKHIA A3bIK B yrpasienuu nepconanom (B1—B2). English for
Human Resource Managers: yueOHMK u mpaktukyM miusi  By3oB/ JI. C. Yukuiesa,
E. B. JIueckas, JI. C. Ecuna. — 2-e u3a., nepepad. u gon. — Mocksa : M3narensctBo FOpaiir,
2020. — 203 c.— (Bwicmee oOpasoBanue). — ISBN 978-5-534-08232-6. — Tekcr
anextponnsii / DBC KOpaiit [caiit]. — URL: https://urait.ru/bcode/451419.

3. Yukunesa, JI. C. AHrnmiickuit s3bik T myonnuHbix BeicTyruienuii (B1-B2). English for

public speaking : yuebHoe mocobue nns 6akanaBpuata U maructparypsl / JI. C. Yukunesa. — 2-
e u3l., uchnp. u gon. — Mocksa : M3garensctBo FOpaiit, 2019. — 167 c. — (bakanasp u
maructp. Moayne). — ISBN 978-5-534-08043-8. — Texkcr : anekrponnsit / 3BC IOpaiit
[caiiT]. — URL.: https://biblio-online.ru/bcode/434097

10.3. YueOHo-MeToAMYecKoe W uHpopManuoHHoe o0ecrnevyeHne TUCHMIIMHBI [JIs1
OPraHM3allid CAMOCTOSITEJIbHOH pPaldoThl CTYAEHTOB (COJEPXKHUT IepeueHb OCHOBHOU
JUTEpaTyphl, JOMOIHUTEIBLHOM JHUTEpaTypbl, IporpaMMHoro ooOecnedenuss u WHrepHer-

pecypchl).
1. JIxoncon K. Intelligent Business [Qnexkrponnslit pecypc] : Skills Book: Elemenary /

I[)KOHCOH, KpI/ICTI/IHa. - TekcT Ha aHTIUICKOM SI3BIKE. - 1 OIIT.JUCK : IIB.HJI.
2. JenoBoii aHTTHICKUN TSI CTYJEHTOB (KOJIIEKIIHS YIIPAXXKHEHUHN 10 JIGKCUKE U
rpamMmatuke) http://www.businessenglishsite.com/
3. http://busyteacher.org/7272-15-activities-that-your-business-english-students.html
4.  VYmpaxHEHHUs JUig CaMOCTOSITENIbHON pabOThI CTY/IEHTOB B peXUME OH-JIallH
http://www.businessenglishstudy.com

Business English Pod https://www.youtube.com/channel/UCIiFSsAO2Gh_vu8OStpjl16A

6 Online Business Dictionary http://www.businessdictionary.com/
7.  Ted Ideas worth spreading www.ted.com
8.  Caiit bpuranckoro cosera http://learnenglish.britishcouncil.org/en/
9 WutepakTHBHBIC YPOKHU aHTIHicKoro http://www.real-english.com/

10. Lingualeo camoyunTens anrauiickoro http://lingualeo.ru/

11. Tlnardopma «B3nauus.py» https://vznaniya.ru/

12. Tlnardopma mis mpoBeaenus rectupoBanus https://onlinetestpad.com/
13. Camoyuurens anrmuiickoro http://www.mingoville.com/?lang=ru
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