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1. IMTACIIOPT ®OHJIA OLHEHOYHbLIX CPEJACTB
M0 TUCIUILINHE «SI3BbIK I1eTT0BOT0 OOIIECHUS (MHOCTPAHHBIN SI3BIK)».

OrneHOUHBIE CpPEACTBA COCTABIAIOTCS B COOTBETCTBMM C  paboueil mporpammoit
JUCIUIUIMHBL U MPEACTaBISAIOT cO00il COBOKYMHOCTh KOHTPOJIbHO-U3MEPUTEIBHBIX MaTepUaioB
(TumoBbie 3amauM (3aaHus), KOHTPOJbHBIE PAaOOTHI, TECThI W [Ip.), MPEAHA3HAUYCHHBIX IS
U3MEPEHUS YPOBHS JOCTHKEHUS 00y4YaIOUIMMUCS YCTAaHOBJIEHHBIX Pe3y/IbTaTOB O0yUEHUSI.

OneHouHbIE CpEICcTBAa  HCIOJB3YIOTCS P NPOBEACHMM  TEKYIIET0 KOHTPOJIS
YCIIEBAEMOCTHU U TPOMEKYTOUHOM aTTECTALUU.

Ta6muma 1 - [lepeuens KoMIeTeHITHI, POPMUPYEMBIX B TIPOIIECCE OCBOCHUS TUCIIUTITUHBI

Kon

KOMIIeTeH HanmeHoBaHue pe3yjibTaTa 00ydeHust
1010
YVK-4 Cnoco6eH MpUMEHSITh COBPEMEHHBIC KOMMYHUKATUBHBIE TEXHOJIOTHUH, B TOM

qrclie Ha MHOCTPaHHOM(BIX ) sI3bIKe(axX), ISl aKaJeMHIECKOTO 1
npodeccrnoHaIbHOTO B3aMOIEHCTBUS

YK-5 CriocoOeH aHaIM3UPOBaTh M YYUTHIBATh pa3HOOOpa3ne KylabTyp B MPOIEcCce
MEXKYJIbTYPHOTO B3aMOICHCTBUS

KoneunsiMu pesynbraTaMyu OCBOCHHS JUCUUIUIMHBI SBIISIOTCS C(hOPMUPOBAHHbIE
KOTHUTUBHBIE JECKPHUIITOPHI «3HATHY, KyMEThY, «BJI/IETh», PACIUCAHHBIC 110 OTIACIHHBIM
KomreTreHIsIM. @opMUpOBaHUE JECKPUTITOPOB MPOUCXOIUT B TEUEHUE BCEIO CEMECTpa
II0 3TaraM B paMKax KOHTAaKTHON paOOoThI, BKIIIOYAIOLIEH pa3IMYHbIC BUABI 3aHATHI U
CaMOCTOSITENIbHON PabOThI, C MPUMEHEHUEM PA3INYHBIX (POPM M METOJI0B O0yUCHHS.
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4. MeToauyeckne MaTepUaJibl, ONpeae/siioIne Mpouexypsbl

OLICHMBAHMSA Pe3yJIbTATOB 00y4eHH s

[Ipu moAroToBKe NOKIIAIOB, IPE3CHTAIIHIA, COOOIIEHUI U TTOJrOTOBKE MPOEKTOB 00ydaeMOMy
Ha TEpPBOM 3Tame HEeOOXOIMMO O3HAKOMHUTHCS C MaTepualaMd Ha PYCCKOM U aHTJIMHCKOM
S3bIKAaX, CPABHUTh MH(OpMAINIO, BHIOpATh Hambosiee CYIIECTBEHHBIE (PAKTHI AJIS pearnu3aliuu
TeMBI J0Kiana, mpoekta. [locne coopa mndopmarnuu Tpedyercss 0000IIUTEH €€, COCTaBUTh TUIaH
U3JI0XKeHus1 MaTepuana. Ha TpeTbeM 3Tamne o0y4aromuiicss TOTOBUT TEKCT JOKJIaJa MM MPOEKTa.
Ha uyerBepTOoM sTame CTyIEHTHI TOTOBAT Ipe3eHTauuio. Ha ¢guHambHOM 3Tane oOydaromuecs
OCYILIECTBIIAIOT JOKJIAJ C MPE3CHTALMEH, 3alllMIAl0T CBOM AOKJIAJ WU MPOEKT, OTBEYAIOT HA
BOIIPOCHI, U3J1aratoT CBOI BapHAHT PELICHHUs TIOCTABICHHOMN 3a1a4H.

JenoBas (poJieBasi) Mrpa - METOJl UMUTALIUU MIPUHATUS YIIPABICHUYECKUX PEUICHUN B
Pa3INYHBIX TPOU3BOJACTBCHHBIX CUTYAllUsIX MMYTCM OpraHu3aluu KOJUIEKTUBHOM
JEeSATENIbHOCTH 110 33JJaHHBIM MPaBUIaM U HOPMaM.

[IpuMeHUTENHEHO K YCIOBUSM Yy4eOHOTO IMpoliecca JETOBYI0 UTPY pacCMaTPHUBAIOT
Kak (GopMy BOccO3IaHHs (MOAETHpOBaHMA) Oynyiied mpodecCHOHANbHON AEITeNbHOCTH
CIIEIUAJIUCTa W CUCTEMbl OTHOIICHWA C JPYruMU JIOAMHU. B ydeOHON nemoBoil urpe
peanmu3yeTcs 1elocTHas ¢GopMa KOJUICKTUBHOW y4eOHOW MAesITeNhbHOCTH (COIMAIbHOE
COJIepKaHWE WTPbl) HA MOJEIM YCJIOBUH W JAWHAMUKH TPOM3BOJICTBA (IIPEIMETHOE
conepkanue urpbl). Ha 3aHSATHSIX, TPOBOAMMBIX B (GOopMe ACTOBBIX UTpP, UMUTHUPYETCS
JESATETLHOCTh CIEIUATUCTOB U PYKOBOJIUTENIEH, OTpadaThIBAETCS BHIITOTHEHUE UX (YHKIIHMA
U 00513aHHOCTEH, peau3yeTcst KOJUICKTHBHOE PEIlleHUe TPONU3BOACTBEHHBIX 3a/1a4.

Heﬂarornqecxne e ACJIOBLIX UTP:

1) Co3narp y 00y4Jaronuxcs 1eIOCTHOE MPEACTaBICHHE 0 MPOPECCHOHATBHON U
KOMMYHHKAaTHBHON KOMIIETEHTHOCTH, €€ IMHAMHKE U MECTE pealIbHOM JeSITeIbHOCTH.

2) CnocoGCcTBOBaTL  NMPHOOPETEHMIO  HA  MaTepuangax,  MMHTHDPYIOIIUX
pO(eCCHOHATBHYIO JIEATEIBHOCTD, COLUANBHOTO OIBITa, B TOM YHCJIE MEKINYHOCTHOTO H
IPYIIOBOTO B3aUMOJEHCTBUS I KOJUIEKTUBHOTO HPHHATHS PEIICHMH, OCYLIECTBICHHUS
COTPY/IHHYECTBA.

3) PasBuBarh NpoheCCHOHATHLHOE, AHATUTHYECKOE M MMPAKTHYECKOE MBILLICHHE.
4) ®opMupoBaTh MO3HABATENBHYIO MOTHBALIUIO.

5) CrnocoGcTBOBaTH  3aKpEIUIEHMIO  3HaHMM W yMeHuWH B cdepe
npoeCCHOHATBHOTO  JIEIOBOro  OOIIeHUs,  (OPMHUPOBAHUIO  KOMMYHHMKATHBHOM
KOMITETEHTHOCTH.

OCHOBHbBIE XapaKTEPUCTUKH JEJIOBOM WIPhI, OTJIMYAIOIIME €€ OT JPYrux
TEXHOJIOTUU:

MOJICIUPOBAHUE  JCATEIHHOCTH PYKOBOJIUTEICH 51 CHELHAIINCTOB I10
BBIPAOOTKE yIIpaBICHYECKUX U MPO(HECCHOHATBHBIX PEIICHUH;

- pacupenesieHue pojiel MKy Y4aCTHUKAMU UI'PBI,
- B3aUMOJICHCTBHE YYACTHUKOB, UCIIOJIHAIOIIUX T€ WU UHBIE POJIH;

- HajM4ue oOuIei e y BCEro UrpoBOro KOJIEKTHBA,



- KOJUJIEKTUBHAS BbIpabOTKa pelieHui y4acCTHUKaMU
UTPbl, MHOTOBaPUAHTHOCTD PEIICHUN;

- HAIMYHUC YyIIPABIIICMOI'0O SMOLIMOHAJIBHOI'O HAIIPSIKCHUS

- HaJM4Yue Pa3BETBJICHHON CHCTEMbI HHIUBUIYATHHOTO WM TPYIIIOBOTO
OIICHUBAHMSI JISATEIILHOCTH YIaCTHUKOB UTPHI (KOHTPOJIb U OIICHKA JIEHCTBUH, BBIpabOTKa
TPYIIOBBIX HOPM ITOBEACHHS M CAHKIIUH, TIOOIIPEHUE, HaKa3aHUe, SMOIIMOHAIBHAS PEaKITUs
U T.0.).

Jlist mocTHKEHUS TIOCTABICHHBIX YYeOHBIX IIeJiel Ha 3Tarne pa3padoTKH B JIETOBYIO
UTPY CIEAYET 3AI0KUTH MATH IICUXOJIOTO-I1€1ArOrHYECKUX PUHIMUIIOB:

l. Hpunyun  umumayuonnozo moodenuposanus — TpPeMNONAraeT pa3paboTKy
UMHUTALMOHHOW MOJENH MPOM3BOJACTBA W WIPOBOM  MOAETH HPOQecCHOHATHHON
JESATCIIBHOCTH.

2. Ipunyun npobnemrnocmu co0epucanus uzpbl — O3HAYAET, YTO MPOIECC UTPOBOM
JESTEIbHOCTH CTPOUTCS. HA OCHOBE CHCTEMBI ITPOOIEMHBIX 3a/1a4.

3. Ipunyun coemecmmnoli OeamenbHOCMU — OCHOBBIBAETCS HA HMMHUTALKM
MPOU3BOJCTBEHHBIX (YHKIMI CIEUUaINCTOB dYepe3 HX pOJIEBOE B3aMMOJCICTBHE B
npoliecce rpynoBOro pemeHus npooIeMHBIX 3a/1ad.

4. Ipunyun ouanocuuecko2o obuenus — HEOOXOAUMOE YCIOBHE UIphl. Kakbrid
YYaCTHUK B COOTBETCTBUHU CO CBOEH POJIBIO BBICKA3bIBAET CBOK TOUKY 3PEHMSI, OTBEUAET Ha
BOIPOCHI, CIIYILIAET BBICTYIUICHHS IPYTUX YYACTHUKOB U T.1.

S. [Ipunyun 0gynianosocmu uzpo6oi desimenbHOCMY — HATIPABIICH Ha JOCTHKECHUE
JBYX LI€JId: HIPOBOM M IeJarorudeckor. HMrpoBas 1enb — COBMECTHOE pEILICHUE
IIOCTaBJIEHHOW MPOOJIEMBI IIyTEM POJIEBOrO B3auMoaeHcTBHs (Urpsl). [lenarornyeckue nenn
JICIOBOM WIpPbI: BOBJIEUEHUE KaXIOro oOydaemMoro (y4acTHHKa HUIPhI) B AKTUBHYIO
MBICIIUTENIBHYIO IE€ATEIBHOCTD; OBICTPOE U IMPOYHOE YCBOECHHE 3HAHUN, YMEHUIN U HaBBIKOB,;
pa3BUTHE TEOPETUUYECKOTO U MPAKTUYECKOTO MBIIIJICHUS B PO ECCHOHATBLHOM cepe.

PazpaboTka 1enmoBOM Wrphl BKJIIOYAET: ONpEAEICHHE €€ LeJed M IMOCTaHOBKY
npoOJeMbl; COCTaBJICHHE IJIaHA-CIICHApHUs WIPbI, OOIee OMUCAHWE WUIPHI; OINpE/eIeHue
COIEP)KaHUs MHCTPYKTa)ka IJIsl YYaCTHUKOB MIPBI; IOArOTOBKAa BCIIOMOTaTEJIbHBIX
MaTepHaoB.

B Xxonme nmnaHupoBaHUsS JENOBOM HWIPHl MPENOJABATENIO IEIecO00pa3HO PEIIUTh
CJICAYIOIINE BONPOCHI:

o KOPPEKTHO ONpPEICeTUTh COJIEpKaHHE HWIPOBOM HMMHUTAIMOHHOM YacTH y4eOHOM
IIPOTrPaMMBbI C YYETOM LieJeH JUCHUIUIMHBI U HHTEPECOB 00YYarOLINXCs;

o oto0Opath yueOHbIe MaTepHalibl, 000PYAOBaHHE U TEXHUUECKUE CPEICTBA;

o periIaMeHTHPOBAThH OOIIYIO M UTPOBYIO MPOJOHKUTEIBHOCTD 3aHATHH 110 H3y4aeMoi

JTUCLIUTUIMHE (JICKIUH, UTPBI, TPEHUHTH, CaMOCTOSATENIbHAs paboTa M T.X.), aJEKBATHYIO
HIOCTaBJIEHHBIM 1I€JISIM 00y4EHUsI.

Mertoarka npoBeCHUS ACIIOBOM UTPHI:

1) mocranoBka mnpoGnembl, (GOpMYyTMpOBKa IleNed W 3a1ad  JENOBOM  MIPBI,
pacKphITUE 3HAYEHHS IOCTABICHHON MpPOOJIeMbl M JENOBOW WUIPHl B MPOGECCHOHATHLHOM
CTaHOBJICHUU CIELUAINCTA,;



2) MmoAroTOBKa Y4YaCTHUKOB K HWUIpC, O3HAKOMJIICHUC HUX C IIPaBUJIaMU UI'PLI
(MHCTPYKTaX), BblJaya HEOOXOIUMBIX MAaTE€pUaAIOB, pa3MHUHKA ITyTeM Oeceibl, PEIICHHS
YaCTHBIX MPOOJIEM, TUCKYCCUH, WIH «MO3TOBOTO IITYPMay;

3) wu3ydeHuWe M aHaNIU3 OCHOBHOM MPOOJEMBI, HHCTPYKIUH M JPYTHX MaTepHaIoB
UIPOBOM JIOKYMEHTALlUM, PACIpPENCIICHUE POJIEH MEXAYy Y4YaCTHUKAMM, YTOYHEHUE HX

byHKIINIH;

4) nposeneHWE WIPHl, MOJENMPOBAHHE MNPO(YECCHOHANBHONW  NEATENBHOCTH
CIEIMAIIMCTOB 10 PEIICHUIO TTOCTABICHHON TPOOJIEMBI,

5) ananus, 06CYXkIEHHE U OLIEHKA PE3YIILTATOB UTPHI;

6) sakmoumTenbHas — auMCKyccus.  OmnpeneneHHe  3aBUCUMOCTH  TIOBEIEHHS
YYaCTHUKOB OT OPTaHM3allMd UTPHl U YPOBHSA MX aKTUBHOCTH. OneHka 3(pQeKTuBHOCTH
pa3IMYHBIX METOAMYECKUX MpoleccoB B urpe. [loaseaeHue uToros.

Onenka ydacTusi CTYJEHTOB B JI€JIOBOM MIpPe IPOUCXOAUT B COOTBETCTBUU C
IIPONMCAHHBIMYA BBIIIE KPUTEPUSAMH M IIOKA3aTEJSIMU 10 KOMIIETCHLMSM a TakKkKe
COLMAJIbHAs KOMIETEHIMs (COCTaBISIIOIMMHU KOTOPOMl SBJIAIOTCA: YMEHHUE YCTaHOBUTh
HYMOIMOHANBHBIA KOHTAKT, BEXJIMBOCTb; YMEHHUE OCYILIECTBISATH OOMEH HWH(pOpMalueH;
YMEHHUE BO3/IeHiCTBOBaTh Ha COOECEHIKA; YMEHHE BbIPa3UTh COOCTBEHHOE MHEHUE, OLICHKY;
apryMeHTHPOBaHME, JOKA3aTEIbHOCTb; IOCTUKEHHUE LI€IE B3aUMOIEHCTBHUSA).

- IHple MeTOaMUeCKrEe MaTepualbl, ONPEAESIAIONINE TPOLIEYPhl OLICHUBAHUSI PE3YyIbTaTOB
00y4YeHHs B XOJIe peau3auy padoyeil mporpaMmbl TUCIUILTUHBI



5. Martepuanbl 1j1sl NPOBEACHUSA TEKYLIEr0 KOHTPOJISA M IPOMEKY TOYHOM
arrecTalum

BxonHoe TectupoBanue —

Try to answer all forty-five questions. There is one mark per question. Write your
answers a, b, ¢ or d in the space.

e.g He__ ¢ from Germany.
a) come b) are ¢) is d) am
1. Could you tell me how to the factory?
a) dol get b) I go ¢) canIgod) I get
2. They the new office last month.
a) are opening b) open ¢) opened d) have opened
3. 1think we turnover next year.
a) will increaseb) increase ¢) increasedd) increasing
4. They’re used during the night.
a) working b) to workinge) work d) to work
5. They the contracts when they were interrupted.
a) discussed b) have discussed ¢) discuss d) were discussing

KonTtpomupyemsie komnerenuun: YK-4, YK-5
OreHKa KOMIIETSHIIHA OCYIIIECTBIIIETCS B COOTBETCTBUU ¢ Tadnuiel 4.

Texkymmii KOHTPOJIb — YCTHBIN onpoc. IIpumMepHbIii nepedyeHb BONPOCOB.
® |. 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.

KonTtpompyemsie komnerenuuu: YK-4, YK-5
OreHKa KOMIETSHIIHA OCYIIIECTBIIIETCS B COOTBETCTBUU ¢ Tadnuiel 4.

IIpomesxkyTounas arrecrauus. [lpumep.

® [. Use a word from the box to complete each sentence. There is one extra word
that you don’t have to use.

dea responsibl iob manag unde of
responsibility work
® . I1................ for Morgans the aircraft company. 2. |
t
he

manufacturing plant in Cambridge. 3. I am in charge




he

production team. 4. About 120 people work ........... me. 5. Coordination between
production and design is my .................. 6.1 with a lot of people in the
company and with our customers. 7. 'm ................ for a budget of over € 100
million.

® [I. 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
® [II. Choose the best word from the brackets () to fill in the gap.
® 1. We need to .............. (join/ recruit) four new people for our office in
Manchester. 2. We are using a recruitment
(age
ncy/

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 forthe .................. (works/ posts). 5. We are going to look at all the
letters of ................... (application/ situation) over the weekend. 6. On Monday,
we will draw up a

(referen
ce/

shortlist) of 10 or 11 people. 7. Then we’ll invite them all to come for an
................... (interview/ appointment). 8. We hopeto ...................

(apply/ appointment) the successful applicants by the end of the month.

® [V. Write one word from the box below in each gap to complete the text. You
may choose to use some words more than once.

wiith fram in Aac fAr

® 1. My name is Jean Wilson and I have just started working
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

figur
es
and [ 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 age.

b. stock options

3. Benefit that lets employees buy company shares at a low

c. compensation

price.

package

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

d. remuneration

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

g. boardroom row

doesn’t 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 on our ......................

(recruitment/ business/ payroll). 3. Our (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/ wunion/
headquarters) of 65 in London and about 30 in Paris. 8. You haven’t been paid this month?
Ok, I’'ll put you throughtothe ........................ (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.’

VIII. 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@gratisserve.co.us

single




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 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) Iam currently available for interview and would welcome the opportunity to discuss the
post in more detail. I look forward to hearing from you.

€) Dear Mrs. Proctor

f) 1am 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 I have already acquired some of the skills and
awareness necessary to make an effective contribution to the company.

1. 2. 3. 4. 5. 6.
7.

KonTtpompyemsie komnerenuuu: YK-5

OreHKa KOMITETEHIIUHA OCYIIECTBIISCTCS B COOTBETCTBHHM C Ta0mureit 4.

HenoBas urpa Passirpars auasnor. 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

TemaTnka pedeparoB, IPOEKTOB, TBOPYECKHUX 3a/aHUI, IcCe U T.II.
[Io pganHOMYy Kypcy MpeAyCMOTPEHO BBINOJIHEHHE MPOEKTa, MPEACTaBICHHOTO B BHJE
npesentaimu Power Point. CTyaeHT caMOCTOSTENIBHO BBIOMpPAET TeMy IPOEKTa U TOTOBHUT
MPE3EHTALNIO, T0 OKOHYaHUIO KOTOPOUW MPOBOAUTCS AUCKYccHs. [I[puMepHbIi mepedyeHb TEM:

1. The Role of the English Language in Business Communication.

2. Industries in our region.

3. Business Correspondence in English-Speaking Countries:  Types,

Style Peculiarities.

4. Business Correspondence in Russia and Great Britain: Similar and Different Points.

Applying for a job in Russia.

e



6. Applying for a job in the USA.
7. Business Etiquette.
8. Netiquette.
9. Cross cultural communication in Business English.
10. Applying for a job.
11. What makes a business leader strong and powerful?
12. In house staff or freelancer?
13. The career in business. 14.Time and time management.
15.How to hold a meeting.
16. Negotiations: the role of a translator/interpreter.
KonTtpompyemsie komnerenuun: YK-4, VK-5
OreHKa KOMITETEHIIUHA OCYIIECTBIISCTCS B COOTBETCTBHM ¢ Tadmureit 3.

1. Cigarettes seriously damage your health.
A) are

B) do

C) can

D) were

2. If you had video, you record it yourself tonight.
A) could

B) can

C) must

D) may

3. Shoes be either black or brown.
A) don’t

B) are

C) may

D) need

4. A: My car has been stolen.
B: .

A) You should ring the police.
B) Will you phone the police?
C) Could you ring the police?
D) You are phoning the police.

5. you pass the salt, please?
A) Do

B) Are

C) Should

D) Could

6. You be hungry. You’ve just had dinner.
A) aren’t

B) can’t

C) may

D) must

7. not have time to phone you this evening.
A) may



B) must
C) would
D) didn’t

8. Take a sweater with you. It get cold later.
A) won’t

B) might

C) would

D) need

9. A: She can’t sing.
B: Neither .
A) dol1
B) could I
C) am1
D) canl

10. A: I’ve got toothache. B: You’d go to the dentist.
A) better

B) should

C) used to

D) must

11. A: I bought this pen today and it doesn’t work.
B: .

A) Could you fill it with ink?

B) Shall I give you another one?

C) You should take it back.

D) It cannot be expensive.

12. You be hungry. You had no lunch.
A) can’t
B) shouldn’t
C) must
D) couldn’t

13. He probably be back in time for dinner.
A) isn’t

B) wasn’t

C) won’t

D) doesn’t

14. A: Will the director be back in the office today?
B: He said he be, but he wasn’t sure.

A) can

B) might

C) may

D) has to

15. A: .
B: I’'m sorry, but I haven’t got my car.
A) Will you give me a lift?



B) Shall I drive you to school?
C) Could you drive a bit faster?
D) When shall we meet?

16. A:

B: Yes, please. Can I give you the money now?

A) Will you lend me some money?

B) Will you buy some fruit on the way back home?
C) Shall we go to the opera tonight?

D) Shall I get you a ticket for the Madonna Concert?

From the History of Air Travel

Concorde, the world’s fastest passenger plane,  (17) __ by France and Britain together. In the
1950s, both countries dreamed of having a supersonic plane, and the project  (18)  in 1962.
$1.5 billion __ (19) __ on developing the Concorde, and it (20) _ for over 5.000 hours, which
makes it the most tested plane in history. The first passenger plane  (21) by British Airways
and Air France in 1976. The Concorde holds many world records, including the fastest crossing
of the Atlantic Ocean from New York to London, which  (22)  in 2 hours 45 seconds!
Flying at twice the speed of sound means that flying time  (23) by half, which is why the
Concorde flight between London and New York  (24)  a lot by business people and film
stars — you can leave Britain at 10.30 and arrive in New York an hour earlier! Twenty planes
(25) __ up to the present day. But there are no plans to build any more. Each plane  (26)  at
a cost of $55, which makes them very expensive!

17.

A) developed

B) have been developed
C) was developed

D) develops

18.

A) was started

B) starts

C) have been started
D) started

19.

A) spend

B) was spent

C) have been spent
D) spent

20.

A) has tested

B) tested

C) have been tested
D) was tested

21.

A) introduce

B) has been introduced
C) introduces



D) was introduced

22.
A) have been achieved
B) was achieved

C) will achieve
D) achieved

23.

A) was reduced
B) has reduced
C) is reduced

D) will be reduced

24,

A) had been used
B) uses

C) used

D) is used

25.

A) were built

B) are built

C) have been built
D) build

26.

A) is being produced
B) is produced

C) was produced

D) has been produced

27. The phone rang I was having supper.
A) while

B) during

C) for

D) in

28. I lived in Paris several years.
A) while

B) during

C) for

D) in

29. I was in Paris, I made a lot of friends.
A) while

B) during

C) for

D) in




30. Traffic is always bad _ the rush hour.
A) while

B) during

C) for

D) in

31. Itis my birthday  next week.
A) at

B) in

C) on

D) -

32. Whatdoyoudo  the weekend.
A) at

B) in

C) on

D) -

33.  Friday evening we went to a party.
A) at

B) in

C) on

D) -

34. My father is a customs official so he always  (34)  wear a uniform at work, but my
mother is a teacher so she  (35)  wear one.

34.

A) doesn’t have to
B) have to

C) has to

D) don’t have to

35.

A) doesn’t have to
B) have to

C) has to

D) don’t have to

36. When we were teenagers we _ (36)  be home by nine o’clock. But we  (37)  take as
many exams as teenagers nowadays.

A) had to

B) won’t have to

C) have to

D) don’t have to

37.

A) had to

B) didn’t have to
C) have to

D) don’t have to



38. I can’t see the small print very well. [ think I wear glasses soon.
A) will have to

B) won’t have to

C) have to

D) don’t have to

39. Nobody enjoys get up at five o’clock in the morning.
A) have to

B) has to

C) having to

D) will have to

40. we have any vaccinations before we go to Barbados?
A) Will / have to

B) Did / have to

C) Won’t / have

D) Are / having

Nylon  (41)  in the early 1930s by an American chemist, Julian Hill. Other scientists
_(42) _ with his invention, and finally on 27 October, 1938 nylon _ (43)  to the world. It was
cheap and strong and immediately  (44)  successful, especially in the making of women’s
stockings.

During the Second World War, the best present for many women was a pair of nylon
stockings, but more importantly, nylon  (45)  to make parachutes and tires.

Today, nylon _ (46)  in many things: carpets, ropes, seat belts, furniture, computers,
and even spare parts for the human body. It  (47)  an important part in our lives for over 50
years. Next year about 36 million tons of it (48) .

41.

A) invented

B) has been invented
C) is invented

D) was invented

42.

A) has worked

B) worked

C) were working

D) have been working

43.

A) was introduced
B) introduces

C) has introduced
D) introduced

44,

A) have become
B) became

C) is became

D) becomes



45.

A) has been used
B) used

C) was used

D) was been used

46.

A) found

B) founded

C) has founded
D) is found

47.

A) played

B) has played
C) is playing
D) plays

48.

A) is manufactured

B) will be manufactured
C) manufactured

D) is going to manufacture

49. “What are you doing tonight?”
“I don’t know. I out, or | at home.”
A) will go / am staying
B) might go / might stay
C) am going / am staying
D) go / stay

50. We have guests coming for Saturday lunch. I cook roast beef
and Yorkshire pudding. I have bought all the ingredients.

A) might

B) will

C) am going to cook

D) can

51. - I’'m going to buy George a green shirt.
- I wouldn’t if I were you.
- Why not?
- I’m sure he the green color.

A) might not like

B) will like

C) isn’t going to like

D) won’t like

52. Could I on these shoes, please? Size nine.
A) look

B) put

C) try

D) turn



52.. Don’t forget to off the lights when you come to bed.
A) down

B) turn

C) fall

D) fill

53. You look tired. Sit and have a cup of tea.
A) away

B) on

C) down

D) put

54. ’'m looking for yesterday’s newspaper. Did you throw it ?
A) out

B) down

C) back

D) away

55. Turn the music! It’s too loud!
A) on

B) round

C) down

D) after

56. I’'m going to the town tomorrow. I lunch with Joe at 1.00.”
A) will have

B) am having

C) might have

D) have

57. “Are you going to have a winter holiday this year?” “I . I haven’t decided yet.”
A) am

B) might

C) am not

D) can’t

58 . How do you your parents?
A) look forward to

B) look up a word

C) get on with

D) look out

59. You shouldn’t smoke in here. Put
A) it off

B) it down

C) it out

D) it away

60. I’d visit you more often if you so far away.
A) will be living

B) didn’t live

C) don’t live



D) wouldn’t live

61.If I perfect English, I in this class.
A) could spoke / won’t be

B) can speak / would be

C) could speak / wouldn’t be

D) can’t speak / will not be

62.1 to work if I better, but I feel terrible.
A) went / felt

B) would go / feel

C) will go / feel

D) would go / felt

63. What if a stranger you £1 million?
A) will you do / gave

B) would you do / gave

C) do you do / will give

D) would you do / will give

64. Lisa me a lift because I the bus.
A) gave / missed .

B) have given / have missed

C) gave / had missed

D) had gave / missed

65.1 her for everything she
A) thanking / did

B) thanked / had done

C) have thanked / has done

D) had thanked / had done

66. When I got to the office, | that I to lock the front door.
A) had realized / forget

B) realized / had forgotten

C) realized / forget

D) had realized / had forgotten

67. After they their work, they  home.
A) had finished / went

B) finished / went

C) had finished / had gone

D) finished / had gone

68. 1 you at 8.00, but you just out.
A) call / have / gone

B) called / have / gone

C) called / had / gone

D) have called / have / gone

69. I took my family to Paris last year. | there as a student, so |
my way around.



A) was / know

B) were / knew

C) had been / have known
D) had been / knew

70. He always makes me
A) to laugh

B) laughing

C) laugh

D) be laughed

71. She refused for the meal.
A) paying

B) to pay

C) pays

D) the pay

72. I’ll never forget him for the first time.
A) meet

B) meeting

C) to meet

D) to met

73. “It’s a quite flat, and the neighbors are nice.”

“Mrs. Deon said it a quite flat, and the neighbors _ nice.’

A) has been / are

B) is / were

C) was / were

D) had been / have been

74. “You look brown. Have you  on holiday?”
“Yes, we’ve got back.”

A) been / now

B) gone / just

C) been / just

D) did / already

75. 1live in a house now, but before I in a flat.

A) am using to live
B) used to live

C) had used to live
D) have used to live

76. “I need £100 deposit.”

Then she said she £100 deposit.
A) needs

B) had needed

C) needed

D) have needed

77. Not all English people fish and chips.
A) likes

b



B) doesn’t like
C) don’t like
D) like

78. 1t is very difficult to drive in

A) rush houred slow-moving traffic
B) slow moving traffic of rush hour
C) rush-hour slow moving traffic
D) slow moving rush hour traffic

79. Neither of these roads to the airport.
A) go

B) goes

C) don’t go

D) doesn’t go

80. Neither of the footballers well.
A) played

B) play

C) didn’t play

D) do play

81. Neither of us hungry.
A)is

B) aren’t

C) wasn’t

D) weren’t

82.Itwas a .

A) thirty-minute show

B) TV show thirty minute
C) thirty minutes TV show
D) TV show of thirty minute

83. A: What do you think of politics?
B: Oh, I find politics really .

A) depress

B) depressing

C) depressed

D) be depressed

84. The weather changed . There was an change in the weather.
A) unexpected / unexpectedly

B) unexpectancy / unexpected

C) unexpectedly / unexpected

D) unexpectedly / unexpectation

85. The height of Mt Vesuvius is about 1200 m and that of Mt Blanc is 4800 m. Mt Blanc is the
of the two mountains. Its height is about of Mt Vesuvius

A) higher / one fourth that

B) highest / one fourth

C) highest / four times that



D) higher / four times that

86. The of the forest will result inthe  of many animal species.
A) destruction / disappear

B) destruction / disappearance

C) destructing / disappear

D) destruct / disappearance

87. A:D’m afraid we can expect temperatures over the holiday.
B: I'm sorry about it.

A) extreme / extremely

B) extremely / extremely

C) extremely / extreme

D) extreme / extreme

88. “There was a lot of traffic. The bus took half an hour to get from 5™ Avenue to Broadway.”
means: .

A) The traffic was heavy but we could get to Broadway in half an hour.

B) The traffic was heavy. That is why we got to Broadway late.

C) If the traffic hadn’t been heavy, we could have got to Broadway earlier.

D) There was so much traffic that it took us half an hour to get to Broadway.

89. She went a sheet when she heard the news.
A) as white as

B) as light as

C) as mute as

D) as deaf as

90. A: There is someone at the door.
B: it is, I don’t want to see them.
A) Whichever
B) B) Whoever
C) C) Wherever
D) D) Whatever

91. Iprefer by bus to by train.
A) traveling / traveling

B) to travel /traveling

C) traveling / to travel

D) being traveled / having traveled

92. My friend specially asked that nothing should be said about what she told me. My friend
specially asked me anything about what she told me.

A) not saying

B) not to be said

C) not having been said

D) not to say

93. He is very skillful at animal noises.
A) being made

B) to make

C) made



D) making

94. If you need advice, Mr. Wisdom is the person you should talk to.

If you need advice, Mr. Wisdom is the person
A) should talk to
B) being talked to
C) talking to
D) to talk to

95. His eyes need
A) to have been tested
B) be tested

C) to test

D) testing

96. They say the universe is expanding all the time.
The universe is supposed all the time.

A) to expand

B) expanding

C) to have expanded

D) to be expanding

97. The last one who was caught was a bank robber.
The last one was a bank robber.

A) to have been caught

B) to catch

C) to be caught

D) to be catching

98. The boy did nothing but throughout the lesson.
A) yawning

B) yawn

C) to yawn

D) yawns

99. This form is in ink.
A) has been filled

B) to be filled

C) to fill

D) to have been filled

100. When she needed a passport photo, she had her picture

photographer.
A) taken

B) to be taken
C) take

D) taking

Bomnpocs! k 3auery

1. Business Etiquette.
2. Netiquette.

by a professional



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.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

21.
22.

Negotiations: the role of a translator/interpreter.
Cultures and culture

Distance and familiarity

Corporate culture

Dress code

Cross-cultural communication in business
Time in cross-cultural communication

Means and devises of business communication
Types of business correspondence

Rules of conducting negotiations

Letter of enquiry/ request

Letter of complaint

Letter of congratulation

KonTponupyembie komnereHunun: YK-4, YK-5
Oyenxa KomnemeHyull OCyuecmeisiemes 8 COomeemcmaeuu ¢ maoauyet 3.
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