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1. TACHOPT ®OHJA OHEHOYHbBIX CPEACTB
M0 TUCIMIUINHE «SI3BIK AEIOBOTO 00IIEHUS (MHOCTPAHHBIN S3BIK))»

OrneHOUHBIE CpPEACTBA COCTABIAIOTCA B COOTBETCTBUM € pabodel mporpamMmoin
JUCLHUIUIMHBL U TPEACTABISIOT 000 COBOKYMHOCTh KOHTPOJIbHO-U3MEPHUTEIbHBIX MaTepHaoB
(TunoBble 3amauM (3a7aHMsI), KOHTPOJbHBIE PAOOTHI, TECThl M [Ip.), MPEIHA3HAUYEHHBIX JUIS
U3MEPEHUS YPOBHS JTOCTHKEHUS 00yUarOIIUMUCS YCTAHOBJIEHHBIX PE3YyJIbTaTOB 00y4EHUSI.

OneHouyHbIE CpeICTBAa HCIOJB3YIOTCA IpPU  MPOBEACHUUM TEKYLIEro KOHTPOJIS
YCIIEBAEMOCTH M IPOMEKYTOYHON aTTECTALlUU.

Tabnuua 1 - [lepeyerb koMneTeHIMH, (POPMUPYEMBIX B IPOLIECCE OCBOCHUS! TUCIIUIIIMHBI

Kon

KOMIIETeH HaumeHnoBaHue pe3ysibTaTa 00yueHust

M

YK-4 VK-4.1. 3HaeT 0COOEHHOCTH ¥ METO/Ibl IPUMEHEHHUSI COBPEMEHHBIX
KOMMYHHUKATHBHBIX TEXHOJIOTHI, B TOM YHCJI€ HA HHOCTPAHHOM(BIX) S3bIKE(aX),
JUIS aKaJIeMUYECKOT0 M MPOo(eCCUOHATIBHOTO B3aUMOICHCTBUS

VK-4.2. YMeeT npuMeHsITh COBPEMEHHbIE KOMMYHUKATUBHbBIE TEXHOJIOTHUH, B
TOM YHCJIE Ha MHOCTPAaHHOM(BIX) sI3bIKe(aX), I aKaJeMUIECKOTO U
poeccroHaTBHOTO B3aUMOICHCTBUS

YK-4.3. Bnageer HaBbIKaMu IPUMEHEHUSI COBPEMEHHBIX KOMMYHHUKATUBHBIX
TEXHOJIOTHi, B TOM YKCJI€ Ha MHOCTPaHHOM(BIX) SI3bIKe(ax), Ul aKaJIeMUYECKOTO
U Ipo(ecCHOHANTBHOTO B3aMMOAECHCTBUS

YK-5 VYK-5.1. 3naet paznooOpazue KyJbTyp B MPOIECCE MEKKYIHTYPHOTO
B3aUMOJICHCTBHS

YK-5.2. YMeer aHAIM3UPOBATh M YYUTHIBATh PA3HOOOPA3Ue KYJIbTYp B TIpOIeCcce
MEXKKYJIBTYPHOTO B3aUMOJIECHCTBUS

VK-5.3. Bnageer HaBblKaMM aHaiu3a U [PAKTHUYECKOTO MPUMEHEHUs
OCOOCHHOCTEW W pa3HOOOpa3us KyJbTyp B TPOIECCE MEXKKYIbTYPHOTO
B3aUMOJIEHCTBUS

KoHeuHbIMU pe3ynpTaTaMu OCBOCHUS AUCLUILIUHBI SBISAIOTCS CHOPMHUPOBAHHBIE
KOTHUTUBHBIE JIECKPUIITOPBI «3HATHY, KYMEThY, «BIAACTh», PACIIUCAHHBIE 110 OTAEIBHBIM
KoMmneTeHIMsIM. PopMUPOBaHKE AECKPUIITOPOB IPOUCXOANT B TEYEHHE BCETO CEMECTPa
[0 ATanaMm B paMKaxX KOHTAKTHON paOoThl, BKIIOYAIOIIEN pa3InuHbIEe BUbI 3aHATUN U
CaMOCTOSATENILHON PabOThI, C MPUMEHEHUEM PA3JINYHBIX (JOPM U METOAOB OOYUECHHUS.



2. IEPEYEHb OLIEHOYHBIX CPEJICTB'

Tabmuna 2
No | HaumenoBanwue XapakTeprucTHKa OEHOYHOTO CPEACTBA [Ipeacrasnenne onenounoro cpeacrea B8 OC
OLICHOYHOI'0
CpelcTBa
1 | Ycrnslit onpoc CpencTBO KOHTPOIS YCBOEHUSI YU4EeOHOTO mMaTepuana Tembl, | Bompock! mo Temam/pasienam TUCITUTLTAHBI
paszena WM pasfenoB IUCLUIUIMHBIL, OPraHU30BaHHOE B
BUjie coOeceloBaHMs MpPENoJaBaTeNss C OO0YyYarOIIUMHUCH.
[lenpr0 OLIEHOYHOrO CpENCTBA SBISAETCA IOJYyYEHUE OT
ydalxcs OTBETOB Ha 3apaHee chopMyinrpoBaHHBIC
BOIIPOCHI.
2 | IIpoekr (moknan, [Ipoxykt CaMOCTOSATEILHOM paboThI cryznenTa, | Bompockl mo Temam/pasenaM TUCITUTLTAHBI
COO0O0IIIEeHHE, MPEJICTABNIAIOMUN  cOO00H  MyONIMYHOE  BBICTYIUICHHE  TIO
HpGSGHTaHI/IH) MMPpEACTABJICHUIO MOJTYYCHHBIX PE3yIbTaTOB peuieHusA
OTIPEICIICHHON yIeOHO-TIPAaKTHIECKON TEMBL.
[Ipe3enTanus conpoBOXKAaeTCs IEMOHCTPAIUEN CIIaiiI0B Ha
JKpaHe.
3 [IncemenHsle CpencTBo KOHTPOJISA, O3BOJISAIONIEE OLIEHUTh 3HAHUE [TpoGiemHOe 3agaHKe U BEIOOPA HY)KHOW KOMMYHHUKATHBHON
CaMOCTOSITCITbHBI CTyJEHTaMHU crielu(UKH pa3INuHbIX BUIOB CTpaTerinuu
e paborsl — | KOppecnoHAeHIINH (THCbMO-3a1poc HHPOPMALIUH, TUCHMO-
AcaoBas pexinamanusi, CONpoOBOAUTEIILHOE ITMCHMO, PE3I0OMeE,
KOPPECHOHIACHIH | cyyy);eOHast 3aMMCKa, OTYET U APYTHUE), UX CTPYKTYPbI, CTHIIS

ST Ha aHTIJIMHUCKOM
A3blKe

W3JI0’KEHHUS, 0COOCHHOCTEH penpe3eHTaluy BeXINBOCTH.

HenoBag nrpa

CoBMecTHast JeSITeIbHOCTD IPYIITBI 00yYaromuXcs 1

Tema (mpoGiema), KOHIETILINS, POJIH U 0KUJAEMBbIH pe3yJIbTaT 1o

1 v v
YKasblBaloTCA OLLEHOYHbIe CPeACTBa, MPUMEHAEMbIe B X04e peannsaummn pabodeit Nnporpammbl 4aHHOW ANCLUMNINHDI.




MpenoaaBaTesis o yIpaBiIeHUEM NPENogaBaTeNs C LEIbIO Ka)kJ10M urpe
pelieHns y4eOHbIX U PO EeCCHOHATbHO-OPUEHTUPOBAHHBIX
3a/1a4 MyTeM UTPOBOTO MOJEIUPOBAHUS PEATBHON
npo6seMHoi cutyanuu. [1o3BosisieT oleHuBaTh yMEHUE
aHAJIM3UPOBATh U PELIaTh TUITMYHBIE MPOPECCHOHANIbHBIE
3a/1a4u.

IIpusedennuiii nepeuensb OYEHOUHBIX cpeocms npu Heobxooumocmu ModKcem ObImb OONOJIHEH.




3. OIIUCAHUWE MNOKA3ATEJIEN U KPUTEPUEB OLIEHUBAHUS KOMIIETEHIIUIA

OueHuBaHue pe3yJbTaTOB OOy4YeHUS MO AUCHUIUIMHE <«SI3bIK JeoBOro OOIIeHHsS] (MHOCTPAaHHBIM S3bIK)» OCYIIECTBISIETCS B COOTBETCTBUHU C
[TonmoxxeHneM o TEKyIeM KOHTPOJIE YCIIEBAEMOCTH U MPOMEKYTOYHOM aTTECTallU 00YyYarOINXCS.
[IpenycMoOTpeHbl CleayrOIMe BHUIBI KOHTPOJS: TEKYIIUH KOHTPOJb (OCYIIECTBICHHE KOHTPOJS BCEX BHJIOB ayJUTOPHOW U BHEAyJIUTOPHOM
JESITeIbHOCTH OOYYaromIerocsi ¢ LENbl0 TOJTY4YEeHUs NMEepPBHYHOW HMHMOPMAIMH O XOJI€ YCBOGHHS OTICIBHBIX JJIEMEHTOB COJCPXKAaHHS AUCIUIUIMHBI) U
MIPOMEXYTOYHAs aTTecTalus (OLIEHUBAETCS YPOBEHb M KQ4€CTBO MOATOTOBKH MO AUCIUILIIMHE B LIETIOM).
[Toka3zaTenu v KpUTEPUX OLIEHUBAHUS KOMIIETEHIIHH, ()OPMHUPYEMBIX B IPOLIECCE OCBOCHUS TAHHOM ITUCIMILIMHBI, OMUCAHBI B Ta0. 3.

Tabauia 3.
Kon YpoBeHb Nunukarop | Bun yueOHbIX | KoHTpommpyembie OneHounble  cpeacTBa, | Kpurepuu orieHUBaHUS PE3yIbTaTOB O0yUCHHS
KOMIIE€ | OCBOCHUS Bl 3aHSTHIL, paboThL, | pa3fAenbl W TEMBI | UCIIOJIb3yEMbIC JUTSt
TEHIM | KOMIICTEH | DOCTHKEHH | GOPMBI M METOMBI | AMCIHILIAHBI OLICHKHU YPOBHS
u 117041 o 00yueHwusl, c(hOpMUPOBAHHOCTH
KOMIIETEHI] | CIIOCOOCTBYIOIINE KOMIIETEHIINHI
uu dopmupoBaHUi0O U
Pa3BUTHIO
KOMHeTeHuI/11713
YK-4 3Haer
Henocrart VK-4. 3-1. [IpakTnueckue Business Culture TecToBBIE 3ajanus, | He 3HAET TIPUHIIATIBI u METO/IbI
OYHBIN 3HaeT 3aHATUS Telephoning and | ycTHbIH OTIPOC, | JIMHIBUCTHUYECKOTO aHaIM3a TEKCTa/IUCKypca;
YPOBEHB MOHSATUHHBI correspondence BBITIOJITHEHHE TTPOEKTOB HE WMEET CHCTEMHOE TMpeJCTaBIeHUE 00
Ouenka it anmapat Business O0COOCHHOCTSIX COBPEMEHHOTO dTara u
CHESAYTCH | honepqnone correspondence HCTOPHUH PA3BUTHUS U3YUAEMBIX S3BIKOB.
oy, Employment process

2 JleKUMOHHbIe 3aHATUA, NPaKTUYECKME 3aHATUA, NabopaTopHble 3aHATUA, camocToATeNbHan paborTa...
* Heobxoanmo YKa3aTb aKTUBHbIE Y MHTEPAKTMBHbIE METOAbI 0ByYeHMA (Hanpumep, MHTEPAKTUBHAA NeKuus, paboTa B Masbix rpynmnax, MeToAbl MO3roBoro WTypma 1 T.4.), cnocobeTeytoLme
pasBUTUIO Y 0BYYaIOLLMXCA HAaBbIKOB KOMaHAHOW paboTbl, MEKANYHOCTHOW KOMMYHUKALMK, NPUHATUA PEeLUEHUI, NMAEePCKMX KayecTs.
* HaumeHoBaHme Tembl (paspena) 6epetca ns paboueit nporpammbl AUCLUNIMHDI.
> OueHoYHoe CPeACTBO LOIKHO BbIOMPATLCA C Y4ETOM 3aM1aHMPOBAHHbIX Pe3yAbTaTOB OCBOEHMA SUCLMIIMHLI, HAanpumep:

«3HaTb» — C06EC€,CI,OBaHVIe, KONNTOKBUYM, TeCT...

«YMeTb», «Bnagetb» — UHAMBUAYA/bHbIN AW TPYNNOBOW NPOEKT, KeMc-3a4aya, AeNoBas (ponesas)
urpa, noptdonvo...




«HEYJIOBJIE | ACHUS Meetings
TBOPHUTEIH Marketing
HO»
Basosblii VK-4. 3-1. [TpakTuyeckue Business Culture TecToBbIE 3agaHus, | YacTuyHO  3HAeT  TPUHIMIIBI W METOJBI
YPOBEHb 3Haer 3aHATUSA Telephoning and | ycTHbIit OIpOC, | JIMHI'BUCTUYECKOIO aHajIM3a TEKCTa/INCKypca;
Ornenka, MOHSATHITHBI correspondence BBITIOJIHEHHUE MTPOEKTOB UMeeT TMpeJCTaBIeHHEe 00 OCOOCHHOCTAX
«3aUYTCHO» | i armapar Business COBPEMEHHOI0 JTarna u
) IepPEBOJIOBE correspondence MCTOPHUH PA3BUTHUS M3YYACMBIX S3bIKOB.
«YJIOBJIETB Employment process
JICHHS .
OpUTEIBHO Meetings
» Marketing
CoBpeMeHHbII
AHTJIMUCKUH S3BIK
Cpenumii | VK-4. 3-1. [MpakTuyeckue Business Culture TecroBbie 3a1aHus, | B ocHOBHOM 3HAeET MOPUHIUIBI U METOJIbI
YPOBEHb 3Haer 3aHATUS Telephoning and | ycTHbIit OIpoC, | IMHIBUCTUYECKOIO aHajIM3a TEKCTa/INCKypca;
Onenka MOHSATHITHBI correspondence BBITIOJIHEHHUE MTPOEKTOB UMeeT TMpeJCTaBleHHEe 00 OCOOCHHOCTAX
«3aYTCHO» | jf armapat Business COBPEMEHHOI0 JTamna u
, TEpEBO/IOBE correspondence MCTOPHUH PA3BUTUS M3YYACMBIX SI3bIKOB.
«XOPOLION» Employment process
JICHHS .
Meetings
Marketing
Bricokuii VK-4. 3-1. [IpakTuyeckue Business Culture TecToBEBIE 3a7aHus, | B coBepiieHcTBe 3HaeT — MPUHIUANBI U METOJBI
YPOBEHb 3HaeT 3aHATHUS Telephoning and | ycTHbIit OTIpOC, | JIMHTBUCTUYECKOTO aHaJIHM3a TEKCTa/INCKypca;
Onenka HOHSATHITHBI correspondence BBINOJIHEHHUE [TPOEKTOB UMEEeT  CUCTEeMHOE  IpejacTaBleHue o0
«3a4TCHO» | jf amapar Business 0COOEHHOCTSIX COBPEMEHHOTO ATara 1
, MepeBojIoBe correspondence HCTOPUHU PA3BUTHUS U3yUaEMBbIX S3bIKOB.
«OTIIYHO Employment process
JCHUS .
» Meetings
Marketing
YMmeer
Henocrar | VK-4.3-1. [TpakTuueckue Business Culture TectoBbie 3ajanud, | He ymeer mnpoBoauTh  mepeBoa B cdepe
OYHBIN YMeTh: 3aHATHUS Telephoning and | ycrtHbIit orpoc, | mpodecCHoHATBHOW KOMMYHUKAIIH
YPOBEHb [IPON3BONT correspondence BBITTOJIHEHHE TPOEKTOB




Onenka b IIEPEBOJ] B Business
«HE3aUTEH | chepe correspondence
o», npodeccHo Employment process
CHEYNIOBIE | Lo o Meetln_gs
TBOPHUTEIb Marketing
HO KOMMYHHKA
U
ba3zoBbiit VK-4.3-1. IIpaxTrueckue Business Culture TecToBble 3amanus, | HacTHYHO yMeeT  NIPOU3BOJAUTH IIEPEBOJ B
YPOBEHb YMmeTh: 3aHSATHUS Telephoning and | ycrtHbIit orpoc, | cepe mpodeccHoHATEHONH KOMMYHHKAITHN
Onenka, IIPOU3BOJUT correspondence BBITIOJIHEHHUE ITPOEKTOB
«3a4TEHO» | b MEPEBOJI B Business
: chepe correspondence
«yIOBJIETB | Tipodeccro Employment process
OpUTENBHO | HAJIBHON Meetings
» KOMMYHHUKa Marketing
U1
Cpennnit | VK-4.3-1. IIpaxTnueckue Business Culture TecToBble 3amaHus, | B OCHOBHOM yMeeT INpOBOAUTHL IEPEBOJ B
YPOBEHb YMmeTh: 3aHSATHUS Telephoning and | ycTHbIi orpoc, | cepe mpodeccHoHATEHOH KOMMYHHKAITHN
Onenka IIPOU3BOJUT correspondence BBITIOJIHEHHUE ITPOEKTOB
«3a4TEHO» | b MMEPEBOJI B Business
: chepe correspondence
«xoporio» | mpodeccro Employment process
HATBHON Meetings
KOMMYHHKA Marketing
U1
Beicokmit | VK-4.3-1. [IpakTnueckue Business Culture TectoBbie 3agaHus, | B coBepmieHCTBE yMEET MPOBOJINUTh MEPEBOI B
YPOBEHb VYMeTh: 3aHATHS Telephoning and | ycTHbIit orpoc, | cepe nmpopeccuoHaTbHON KOMMYHHKAIUN
Onenka IPOU3BOJUT corr_espondence BBITIOJTHCHUEC IIPOCKTOB
«SAUTEHO» | | honepon B Business
) chepe correspondence
«OTJINYHO Employment process
N npodeccuo

Meetings




HaJILHOU Marketing

KOMMYHHKA

JA170%1

Bnaneer

Henocrar | VK-4.3-1. [IpakTnueckue Business Culture TectoBBIC 3amanms, | He Biageer mepeBOAYECKMMH HaBBIKAMH H
OYHBIN Brnaneer 3aHATHUSL Telephoning and | ycrHblit OTIPOC, | YMEHUSAMHU B 00JIACTH MHCbMEHHOTO M YCTHOTO
YPOBEHB HaBBIKAMH correspondence BBITIOJITHCHHE TPOEKTOB nepeBoga B cdepe  mpodeccHoHAIbHON
Oruenka JIMHTBUCTUY Business KOMMYHUKaIUH
«HE3a4YTEeH | €CKOTO correspondence
o», aHaIIM3a Employment process
«HEYJIOBJIE | TeKCTa/IUCK Meetings
TBOPUTENH | ypca Ha Marketing
HO» OCHOBE

CHCTEMHBIX

3HAHUMN

COBPEMEHH

oro Jrama u

UCTOPUH

pa3BUTHS

U3y9aeMBIX

SI3BIKOB.
ba3zoBb1it VK-4.3-1. IIpakTHueckue Business Culture TecToBble 3amanus, | YactuuHO BIIAJICET IIEPEBOAYECKUMU
YpOBEHb Bnaneet 3aHATUA Telephoning and | ycTHbIit OmpocC, | HABBIKAMU M yMEHMSMH B o0iactu
Ouenka, nepeBoIIec correspondence BBITIOJTHCHHE MTPOCKTOB MUCBMEHHOTO W YCTHOTO IepeBoja B cdepe
«3a4YTEHO» | KMMU Business npodeccuoHanTbHON KOMMYHUKALIUN
) HaBBIKAMH correspondence
«YJIOBIIETB | U Employment process
OpPHUTENIBHO | YMCHHSIMH B Meetings
» obmactu Marketing

MMHICHbMEHHO

ro u

YCTHOTO

IepeBoJia B




chepe

npodeccuo

HaJbHOU

KOMMYHHKA

U1
Cpennuii | VK-4.3-1. [IpakTnueckue Business Culture TectoBbie 3a7aHusA, | B COBHOBHOM BiajeeT MEPEBOTYECKUMU
YpOBEHb Brnageer 3aHATUA Telephoning and | ycTHbIit OlpocC, | HaBBIKAMU M yMEHMSIMH B  o0iactu
Onenka IepeBoIuEC correspondence BBITNIOJIHEHHUE [TPOEKTOB NUCBMEHHOTO M YCTHOTO TepeBona B cdepe
«3a4TEHO» | KUMU Business npodeccuoHanbHON KOMMYHUKALIUN
) HaBBIKAMH correspondence
«XOpOoLIo» | U Employment process

YMEHHUSMU B Meetings

obmactu Marketing

MUCbMEHHO

ro u

YCTHOT'O

nepeBojia B

chepe

npodeccuo

HaJIbHOU

KOMMYHHKA

ITUN
Bricokwnit VK-4.3-1. [IpakTuueckue Business Culture TectoBBIE 3a7aHusd, | B coBeplieHCTBE BIIaJIe€T MEPEBOAUYECKUMU
YPOBEHb Brnaneer 3aHATHUS Telephoning and | ycTtHbIit ONpoC, | HABBIKAMM M YMEHHSIMH B OOJIacTH
Orenka nepeBouec correspondence BBITIOJTHEHHUE MTPOEKTOB MUCBMEHHOTO W YCTHOTO IepeBojia B cdepe
«3a4TEHO» | KUMH Business npodeccuoHanTbHON KOMMYHUKALIUN
) HaBbIKaMH correspondence
«OTIHUYHO | H Employment process
» YMEHUSIMU B Meetings

obmactu Marketing

MUCHBMEHHO

ro "

YCTHOTO

nepeBojia B

ctepe




npodeccuo

HaJIbHOU
KOMMYHHKA
0205
YK-5 3Haer
Henocrar | VK-5.3-1. [IpakTrnueckue Business Culture TecroBbie 3ananus, | He 3HaeT CymHOCTH NpemiaraeMbIX TeOpUen
OYHBIN 3HaeT 3aHATHUS Telephoning and | ycTHblit OIIpoC, | MepeBojia BaXKHEHIINUX MOAXOJOB K PEIICHHIO
YPOBEHb CYIHOCTb Corr_espondence BBITIOJIHEHHUE ITPOEKTOB MPAaKTUYECKHUX MPOOIIeM IIepeBoia
Ouenka npesTaraem Business
«HE3a4TCH . correspondence
BIX TEOpHUECH
o», Employment process
«neyopyie | €PEBOAA Meetings
TBOpHUTENp | BAKHEHIINX Marketing
HO» MOJIX0/I0B K
PELICHHIO
PaKTUYECK
uX Mpoodsem
nepesojia
bazoBbrit VK-5.3-1. | IlpakTnueckue Business Culture TecToBbIE 3agaHus, | YacTHUHO 3HaeT CYILIHOCTb IpeajaraeéMbIxX
YPOBEHb 3HaeT 3aHATHUSL Telephoning and | ycTHsbIi orpoc, | Teopueil mepeBofa BaXKHEMIIMX MOJXOIOB K
OueHka, CYIIHOCTb correspondence BBIIIOJTHECHHUE TPOCKTOB pEIIeHUIO MPAKTHUECKUX MPoOIIeM repeBoaa
«3a4TEHO» | TpeJiara Business
) €MbIX correspondence
«YJIOBJIETB | TEOpUEH Employment process
OpPHUTEIBHO | TIepeBoOa Meetings
» BaKHEHIII Marketing
ux
MOJIX0/10B
K
PELICHHIO
IpaKkTuie

CKHUX




nmpo0iemM

nepeBojia
Cpennumii VK-5.3-1. | [IpakTtuueckue Business Culture TecToBrIE 3aaHusl, | B OCHOBHOM 3HaeT CYIIHOCTH MpejiaraeMbpix
YPOBEHb 3HaeT 3aHATHUSL Telephoning and | ycrHbIit orpoc, | Teopueil mepeBofa BaXKHEWIIMX IOIXOIOB K
Onenka CYIIHOCTb correspondence BBIITOJIHEHHUE ITPOEKTOB PEIICHHIO MMPAKTHYECKUX MPOOIIEM IepeBoia
«3a4TEHO» | Tmpejyiara Business
) €MBbIX correspondence
«XOpoLOo» | TEOopHUeH Employment process

nepesojia Meetings

BaKHEHII Marketing
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Bricoknii VK-5.3-1. | IlpakTrueckue Business Culture TectoBble 3amanus, | B coBepuieHCTBE 3HAET CYIIHOCTb
YPOBEHb 3HaeT 3aHATHUS Telephoning and | ycTHbIit OTIpOC, | MpeayaraeMpIX TeOpHUei mepeBoaa BaKHEHIINX
Onenka CYITHOCTb correspondence BBITTOJIHEHUE MTPOEKTOB MOJIXO/IOB K PEUICHUIO TIPAKTUYECKUX TPoOIeM
«3a4TCHO» | Mpenaiaara Business nepeBoaa
) €MBIX correspondence
«OTJIMYHO Teopuen Employment process
» nepeBoa Meetings

BaKHEHTII Marketing
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VK-5.3-1.

Business Culture

Henocrar [TpakTnyeckue TecroBbie 3ajanus, | He ymeer mpeojonieBaTh TUIIMYHBIC TPYITHOCTH
OYHBIN Vmeer 3aHATUSA Telephoning and | ycrtHblit orpoc, | mepeBoja npodeccruoHaIbHO-
YPOBCHb npeosioNeBa correspondence BBIITOJIHEHHUE ITPOEKTOB OPHECHTUPOBAHHOT'O TEKCTa
Ouenka 5 Business
«HE3a4YTCH correspondence
o», THTIHAHBIC Employment process
«Heynosne | TPYAHOCTH Meetings
TBOpUTENH | HEPEBOAA Marketing
HOY» npodeccro
HaJIbHO-
OpPHUCHTHPOB
AQHHOTO
TEKCTa
baszosenii | VK-5.3-1. [pakTryeckue Business Culture TecroBbie 3ajgaHus, | YaCTHYHO yMeeT  TPeoJoJieBaTh THUITHYHBIC
YpOBEHb Ymeer 3aHATHS Telephoning and | ycTHbIH OTpocC, | TPYAHOCTH  TepeBoAa  NpodecCHOHATBHO-
OrneHka, npeoyioNeBa correspondence BBITTOJIHEHHUE MTPOEKTOB OPUEHTUPOBAHHOTO TEKCTa
«3aYTEHO» | Business
) correspondence
TUTTHYHBIE
«YJIOBJICTB Employment process
opHTenpHO | [PYAHOCTH Meetings
» Iepesoa Marketing
npodeccuo
HaIIbHO-
OpPUCHTHUPOB
aHHOTO
TEKCTa
Cpennmii | VK-5.3-1. [MpakTryeckue Business Culture TecroBbie 3a1aHus, | B OCHOBHOM ymeeT mpeoosieBaTh TUITHYHBIC
YpOBEHb VYMmekT 3aHSATHS Telephoning and | ycTHbIH OTpocC, | TPYAHOCTH  TiepeBoAa  MpodhecCHOHATBHO-
Ornenka peooIesa Corr_espondence BBIITOJIHEHHUE ITPOEKTOB OPUCHTUPOBAHHOT'O TEKCTa
«3a4TCHO» | .o Business
) correspondence
TUITHYHBIE
«XOPOIIO» Employment process




TPYIHOCTH Meetings

nepeBoja Marketing

npodeccuo

HaJIbHO-

OpPUECHTHPOB

AHHOTO

TEKCTa
Beicokmit | VK-5.3-1. [IpakTuueckue Business Culture TecroBbie 3ajanus, | B coBepmieHCTBE  ymeer MIPEOJI0JICBATh
YPOBEHb Ymekt 3aHATHUS Telephoning and | ycTHblit OIpOC, | TUITMYHBIE TPYAHOCTH nepeBojia
Onenka peoI0NIEBa correspondence BBIIIOJITHCHUEC ITPOCKTOB npodeccrnoHanTbHO-OPUEHTUPOBAHHOTO TEKCTA
«3Q4TCHO» | Business
: correspondence

TUIMYHBIE
«OTIMYHO Employment process
» TpyHOCTH Meetings

iepesolia Marketing

npodeccuo

HaJIbHO-

OpPUEHTHPOB

aHHOTO

TEKCTa

Bnaneer

Henocrar | VK-5.3-1. [TpakTuyeckue Business Culture TecroBbie 3amanus, | He Bmageer NOHSATHIHBIM ~ armapaTom
OYHBIN Bnaneer 3aHATHS Telephoning and | ycTHbIi OIIPOC, | COBPEMEHHOM  JIMHIBUCTUYECKOM  TEOPUU
YPOBEHb MOHSATHITHBI correspondence BBITIOJIHEHHUE MTPOEKTOB nmepeBoia  KaKk  CpPeNCTBOM  peduieKcuu
Onenka M Business MEPEBOIYECKOI0 OIBITA
«HE3a4TCH | anmapaToM correspondence
o», COBpPEMEHH Employment process
«HEYOBJIC | Of Meetings
TBOPHTEIb | TUHTBUCTHY Marketing
HO» €CKOU

TEOPHH

nepeBoja

KakK




CpPCACTBOM

peduiekcun

HepeBoIIeC

KOT'O OIIbITa
Bbazosrrit VK-5.3-1. [IpakTnueckue Business Culture TecToBrIE 3amanus, | YacTHYHO BiIaieeT TOHSATHHHBIM ammapaToM
YPOBEHb Brnaneer 3aHATHUSL Telephoning and | ycrtHblit OIpOC, | COBPEMEHHOW  JIMHTBHCTUYECKOH  TEOpUH
Ouenka, MTOHATHIHBI correspondence BBITIOJTHCHHE MTPOCKTOB IepeBojila  Kak  cpeacTtBoM  pediekcuun
«3a4TEHO» | M Business MEPEBOTIECKOTO OTIBITA
: anmnapaTrom correspondence
«YIOBJICTB | COBPCMCHH Employment process
OPHUTEIBHO | OM Meetings
» JMHTBUCTHY Marketing

ecKkoi

TEeOpUHn

nepeBojia

Kak

CPEJICTBOM

pedrexkcun

nepeBoIIeC

KOT'O OIIbITa
Cpennumii VK-5.3-1. [IpakTuyeckue Business Culture TecToBrIE 3ajaHus, | B COBHOBHOM BiajieeT MOHATUIHHBIM
YPOBEHb Brnaneer 3aHATHUS Telephoning and | ycTHbIit OTIpOC, | anmaparoM COBPEMEHHOW JIMHTBHCTUYECKOM
Ouenka MTOHATHIHBI correspondence BBITIOJTHCHHE MTPOEKTOB TEOPUHU TIEpeBOAa KakK CPEJICTBOM pedeKcun
«3a4TEHO» | M Business MEPEBOTIECKOTO OTBITA .
, anmnaparom correspondence
«XOpOIIO» | COBPEMEHH Employment process

oif Meetings

JMHTBUCTHY Marketing
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KOT'O OIIbITa
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YPOBEHB
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«3aUTEHO»
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3aHATHSA

Business Culture
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Business
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Employment process
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COBPEMEHHON JIMHIBUCTHYECKOU

HOHSITUHHBIM

TEOPUHU IEpeBOJa KaK CPEACTBOM peduieKCUH

IEPEBOAYCCKOIrO OIIbITA




4. Metoan4yeckne MaTepuaJibl, ONpeae/saonue npoueaypbl

[Ipu moaroToBke AOKIIAI0B, MPE3EHTAIIMN, COOOIIEHHU U TTOATOTOBKE MPOEKTOB 00ydyaeMoMy Ha
MIEpBOM 3Tarie HEOOXOAMMO O3HAKOMHUTHhCS C MaTepHalaMH Ha PYCCKOM M AHIVIMHCKOM S3bIKaX,
CpaBHUTH UHPOPMAIMIO, BEIOpaTh HanOoJee CyecTBEHHbIE (DAKThI IS peau3alii TeMbl JOKJIaa,
npoekta. [locne cbopa uHbopMmaimu TpeOyercs OO0OOOIMIMTH €€, COCTaBUTh IJIaH W3JI0KEHUS
MaTepuana. Ha Tperbem sTame oOydarommiicsi TOTOBUT TEKCT JOKJIala WiId mpoekra. Ha derBepTom
JTarne CTyACHTHI FTOTOBAT Ipe3eHTaluio. Ha ¢puHambHOM 3Tamne o0yvaromuecs: OCyIIeCTBISIOT T0KIa]]
C TIpe3eHTaluel, 3alUIIaloT CBOW JOKYJaJ WM MPOEKT, OTBEYAIOT HAa BOMPOCHI, M3JIAral0T CBOM
BapHaHT pEIICHUs IOCTABJICHHO 3a/1auH.

JesioBasi (poJsieBasi) Urpa - METOJl UMUTALIMY NIPUHATHS YIIPABICHYECKUX PELICHUN B
Pa3IUYHBIX ITPOU3BOJACTBEHHBIX CUTYaLUIX ITyTEM OpraHU3aluu KOJUICKTUBHOU JEATEIBHOCTH
110 3aJJaHHBIM IIPABUJIAM U HOPMaM.

[TpuMeHUTETHHO K YCIOBUSM Y4eOHOTO TpoIecca JIENOBYI0 HUTPY pPacCMaTpUBAIOT Kak
dbopmy BoccozmaHus  (MonaenupoBaHHS) Oyaymied npodecCHOHAIbHON  ACATEIHHOCTH
CHEIMAUCTa W CHUCTEMBbl OTHOIIEHUH C JApYyruMU J0JpMU. B yueOHON 1enoBoill urpe
peanusyercss 1enoctHas (GopMa KOJUIGKTMBHOM y4eOHOW JeATENbHOCTH (COLHUANbHOE
CoJiepKaHWe UTPbl) HA MOJEIH YCIOBHIA M TWHAMHMKH MPOU3BOJACTBA (IIPEIMETHOE COJIEpIKaHHE
urpel). Ha 3aHsaTHsIX, NpoBOAMMBIX B (opMe J[EJOBBIX HIpP, HUMHUTHPYETCS IESTebHOCTD
CIELMAINCTOB U PYKOBOJIUTENCH, 0TpabaThIBaeTCs BBHIOIHEHNE MX (QYHKIMHA U 00sS3aHHOCTEH,
peannsyercs KOJJIEKTUBHOE pelIeHHe TPOU3BOICTBEHHBIX 3aa4.

[lemarornyeckue 1meau ASIOBBIX UIP:

1) Co3nath y 0Oy4aroluxcsi LEJIOCTHOE IPEICTAaBICHUE O MPOGECCHOHAIBHON U
KOMMYHHKAaTUBHOW KOMIIETEHTHOCTH, €€ JUHAMHUKE 1 MECTE peaabHON JAesITEIbHOCTH.

2) Cnoco6cTBOBaTh PUOOPETEHUIO Ha MaTrepuanax, MMHUTHPYOLINX
poECCUOHATIBHYIO JIETEIbHOCTh, COLMAIBHOIO OMbITa, B TOM YHCIE MEXIUYHOCTHOTO H
IPYNIOBOrO B3aUMOJEUCTBUS Il KOJUIEKTMBHOTO TIPUHSATUS PEHICHUH, OCYIIECTBICHUS
COTPY/IHUYECTBA.

3) Pa3BuBaTh HpO(i)eCCI/IOHaJ'IBHoe, AHAIIUTHYCCKOC U MPAKTUYCCKOC MBIIIJICHUC.
4) (DOpMI/IpOBaTL IMO3HABATCIIbHYIO MOTHUBALIUIO.

5) CnocobcTBOBaTh 3aKpeneHHIO 3HAHMN U yMeHHi B chepe MpodheccHOHATLHOTrO
JIEIIOBOTO OOTMIeHMS, (POPMHUPOBAHNIO KOMMYHUKATUBHOW KOMIIETEHTHOCTH.

OCHOBHEBIE XApPaAKTCPUCTHKH HGHOBOﬁ HUI'PbI, OTIIMYAIOIIUC €€ OT APYTIUxX TEXHOJIOTHIA:

MOJCJIIMPOBAHUE  JEATEIbHOCTH PYKOBOAMUTEIIEH u CIIELUATIUCTOB 110
BBIPa0OTKE YIIPaBJIEHYECKUX U MPO(HECCHOHATBHBIX PELICHHI;

pacrnpeziesieHue posield MeX1y Y4aCTHUKaMH UTPBI;

= BSaHMOHCﬁCTBHe Y4aCTHHUKOB, UCIIOJITHAIOMIUX TC UJIM UHBIC POJIN;

HaJINn4uc 061_]_[6171 IEJIN Y BCCTO UT'POBOI'0 KOJIJICKTUBA,

- KOJUIEKTUBHAS BbIpabOTKa pemeHui Y4aCTHUKAMH WTPBI,
MHOTI'OBapUAHTHOCTD PELICHUM;

= HAJINMYHUC YIIPABIIACMOI'0 SMOLIMOHAJIBHOI'O HAIIPSKCHUS,

= HaIn4uc paSBCTBHeHHOﬁ CUCTEMbI HHAUBUAYAJIBHOI'O WJIN I'PYIIIOBOTI'O OUCHHUBAHUA



NeSITeIbHOCTH YYaCTHUKOB UTPHI (KOHTPOJIb U OLIEHKA JIEHCTBUH, BBIpaOOTKA TPYNIIOBLIX HOPM
MOBEJICHUS U CAaHKIIUH, MOOIIPEHNE, HaKa3aHUe, YMOIIMOHANIbHAS pEAKIIUs U T.1I.).

JUist TOCTHXKEHUS TTOCTABJICHHBIX yUeOHBIX LieJiel Ha JTare pa3paboTKH B JENIOBYIO HIPY
ClIeIyeT 3aJI0KUTh IISITh IICUXOJI0T0-TIEArOTMYECKUX IPUHIIUAIIOB:

1. Hpunyun  umumayuonnozo  modenuposanus —  TpPEANIONaraeT  paspaboTKy
MMHUTALMOHHOM MOJIEJIN IPOU3BOJICTBA U UTPOBOM MOIEIH TPOPECCUOHATLHOMN 1EATEIIEHOCTH.

2. Ipunyun npobremHocmu coOepICanus uzpbl — 03HAYAET, YTO HPOLECC UTPOBOIL
NESATETLHOCTH CTPOUTCSI HA OCHOBE CHCTEMBI ITPOOJIEMHBIX 3a/1a4.

3. Ipunyun  coemecmuoti  desmenbHocmu —  OCHOBBIBAETCS HAa  MMMTALUH
MIPOM3BOJICTBEHHBIX (DYHKIMH CHEIMAIMCTOB Yepe3 MX pPOJIEBOEC B3aMMOJACHCTBHE B IPOILIECCE
IPYIIOBOIO pPeleHus: IpoOJIEeMHBIX 3a7ad.

4. Ipunyun Ouanozuueckozo obujenus — HEOOXOAUMOE YCIOBHE HIphl. Kaxmblii
Y4aCTHUK B COOTBETCTBUHU CO CBOEH pPOJIbIO BBICKA3BIBAET CBOIO TOYKY 3PEHHS, OTBEYAEeT HaA
BOIIPOCHI, CJIYIIAET BBHICTYIUICHHS IPYTHX YYACTHHUKOB H T.]I.

5. Ilpunyun Oeynianosocmu u2poeoii OesmenbHOCmU — HAIPAaBIEH HA JOCTHKCHHE
IBYX LIeJIeii: UTPOBOM M megaroruyeckoil. Mirposast 1esb — COBMECTHOE PEIIEHUE MTOCTABICHHOM
npoOJaemMbl MyTeM POJIEBOTO B3auMojeicTBus (urpsl). llemarornueckue Lenu JEIOBOW WIPHI:
BOBJICUCHHE KaXJoro oOydaemoro (y4yaCcTHHKa UIPhl) B aKTHBHYIO MBICIUTEIbHYIO
NeSTeIbHOCTh; OBICTPOE M TMPOYHOE YCBOGHHE 3HAHUI, yYMEHUH U HAaBBIKOB; pa3BUTHE
TEOPETUYECKOT0 U MPAKTHUUECKOTI0 MBIIUICHHS B IpodeccuoHalbHOM cdepe.

Pa3zpaboTka nemoBoi Urpel BKIIFOYAET: ONpeIesieHre €€ 1eJiel U TOCTAaHOBKY MPOOJIEMBI;
COCTaBJICHHE IUIaHA-CIEHApUsl WIrpbl; OOIllee OMUCAaHHE WIPhI; OIpeAeTeHHe COJep>KaHus
HHCTPYKTAaXa JJI1 YIACTHHUKOB HUI'PbI; IIOATOTOBKA BCIIOMOTaTCIIBHBIX MATCPUAJIOB.

B xoxe mnaHMpoBaHMS J€JIOBOM UIphl IPENOAABAaTENO II€IECO00Pa3HO PEUIUThH
CJIETyIOIINE BOIPOCHI:

o KOPPEKTHO OMNPEACIUTh COJACpPKAHWE WIPOBOM HMMHTAIIMOHHOW YacTH y4eOHOH
MPOTPaMMBI C YYE€TOM IeJiel TUCIUTUTHHBI 1 HHTEPECOB 00YJarOIINUXCS;

° 0TOOpaTh yueOHbIE MaTepraibl, 000PYI0BAHUE U TEXHUYECKHE CPEICTBA;

] permaMeHTHUPOBaTh OOIIYI0 M WUTPOBYIO MPOAOKUTEIHHOCTh 3aHATUN MO H3ydaeMoil

TUCIUIUTAHE (JICKIIUU, WTPbI, TPEHUHTH, CaMOCTOSTeNIbHAs paboTra W T.A.), aJeKBATHYIO
MOCTABIIEHHBIM LIEJISIM 00yUYEeHUSI.

Mertouka nmpoBeICHHS AEIOBON UTPHI:

1) mocranoBka mpoGnemsl, GopMyIHpOBKa Leneil U 3a1au AeJ0BOH MIPhI, pacKphITHE
3HAYEHUS TMOCTaBJICHHOW MpOOJIeMBbl M JEIOBOW HUIPhl B MPO(EecCHOHAIBHOM CTaHOBJICHHUU
CIELMAJIUCTA;

2) NMOArOTOBKA YYAaCTHMKOB K HIpe, O3HAKOMIEHHE MX C TpaBUIAMH HIDHI
(MHCTPYKTaX), BblJaua HEOOXOIMMBIX MaTepUaloB, pa3MUHKa ITyTeM Oece/lbl, pelieHUs] YaCTHBIX
npobieM, JUCKYCCHH, HIIH «MO3TOBOTO HITypMay;

3) wusydyeHwe W aHAIM3 OCHOBHOH NpPOGIEMBbI, HHCTPYKIHMH M APYTUX MAaTepUAIioB
UTPOBOM TOKYMEHTALlUH, pacIpeIe]IeHUE POJIei MEKIy yYaCTHUKAMU, YTOUHEHUE X QyHKIUH;

4) mpoBeneHue ~ WIpel,  MOJENMpOBaHME  NPO(QECCHOHATBHOW  JEATENbHOCTHU
CIHELUAIHUCTOB MO PELICHUIO TOCTABICHHON TPOOIIEMBI;

5) aHaJInu3, O6Cy>K,I[eHI/Ie " OIICHKA PE3YyJIbTAaTOB UI'PBI;



6) sakmounTensHas aucKyccus. OmpeeneHne 3aBUCUMOCTH TIOBEICHUS YIaCTHUKOB OT
OpraHu3ali Wrpbl W ypOBHA UX akTHUBHOCTH. OueHka 3((EeKTUBHOCTH pPAa3INYHbIX
METOJIMYECKUX IpoleccoB B urpe. [lonpenenue UToros.

OneHka ywacTHsi CTYAEHTOB B JIEJIOBOM HIpPe MPOMCXOAUT B COOTBETCTBHHM C
IIPONMCAHHBIMU BBIIIE KPUTEPUSAMU M IMOKA3aTENSIMHU 110 KOMIETEHIUSAM a TAKKE COLMAJIbHAs
KOMIIETEHIUS (COCTAaBIISIIOIIMMU KOTOPOM SIBISIOTCSA: YMEHHE YCTAHOBUTH 3MOLIMOHAJIBHBIN
KOHTAaKT, BEKJIMBOCTb, YMEHUE OCYIIECTBIATh OOMEH MH(pOpMaLuell; yMeHne BO3JeiCTBOBAThH
Ha coOecelHUKA; YMEHHME BBIPA3UTh COOCTBEHHOE MHEHHE, OLEHKY; apryMEHTHpOBAHUE,
JI0Ka3aTeIbHOCTD; JOCTHKEHHE LeJIel B3aUMOICHCTBU).

- lHpIE MEeTOMYECKUE MATEPHUAIIBI, ONIPEACIISIIOIINE MPOLEAYPhl OLICHUBAHUS PE3YJILTATOB
o0ydeHus B X0JIe peasin3anuu pabodeil mporpaMMbl JUCITUTIITNHBL.



5. MaTepl/Ia.]Il)I AJIS1 TIPOBEACHUSA TEKYIIECI0 KOHTPOJISA U HpOMe)l(yTOqHOﬁ
arrecranmmmu

BxonHoe TectupoBanue —

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

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

Kontpomupyemsie komnereniuu: YK-4, VK-5
OrneHka KOMIETSHIIUNA OCYIIIECTBIISIETCS. B COOTBETCTBUM ¢ Tabmureit 4.

Texkymuii KOHTPOJIb — YCTHBIH onpoc. [IpumepHblil nepevyeHb 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.

Kontpomupyemsie komnereniuu: YK-4, VK-5
OrieHKa KOMIETEHIIMN OCYIIIECTBIISIETCS B COOTBETCTBUU ¢ Tadnuiieit 4.

IIpome:xyTounas arrecranus. Ilpumep.

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

deal responsibl iob manag unde of
responsibility work
® L.1................. for Morgans the aircraft company. 2. | the
manufacturing plant in Cambridge. 3. | am in charge the
production team. 4. About 120 people work ........... me. 5. Coordination between
production and design is my .................. R R with a lot of people in the
company and with our customers. 7. I'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

® |I1. 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 draw

(reference/

shortlist) of 10 or 11 people. 7. Then we’ll invite them all to come for an

(interview/ appointment). 8. We hope to ...................

(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

‘FV‘!\ M

in Aac fAr

e 1. My name is Jean Wilson and | 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 1 am good figures
and I am skilled 6. ............ using computers. 7. I think that training

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.

a specific job will be more interesting than the general education | got at

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

2. Payment for those who have stopped working — especially b. stock options

due to age.

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

4. This describes bonuses given for reaching objectives set d. remuneration

by the company.




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. | 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

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) outadvice. This is a
very difficult time for us all.”

VI1I11. 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) CVv

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



mailto:MillJohn@gratisserve.co.us

b)

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).

. Put the parts of the covering letter in the correct order.

a) As you will see from my CV, | 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.

Yours sincerely Signature
Russel Fleming

C) Re: Vacancies for trainee Consultats

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

e) Dear Mrs. Proctor

1.
2.

5.

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.

7.

KonTponupyemsie komnereniuu: YK-5

OrnieHKa KOMIIETEHIIUN OCYIIIECTBIISICTCS B COOTBETCTBHUH ¢ Tadnwuieit 4.

HesoBas urpa Paseirpare auanor. 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

TemaTuka pedepaToB, IPOEKTOB, TBOPYECKUX 32/1aHUI, ICCe H T.II.
[To pganHOMY KypCy MNpeayCMOTPEHO BBIIIOJHEHHE MPOEKTa, NPEACTABICHHOTO B BHJIE
MMpE3CHTalluH Power Point. CTyI[CHT CaMOCTOATCIIBHO BBI6I/IpaeT TCMY NPOCKTa U TOTOBUT
MIPE3ECHTALINIO, 10 OKOHYaHUIO0 KOTOPOW MTPOBOANUTCA AUCKycchs. [IpuMepHsIil mepeyeHs TeM:
The Role of the English Language in Business Communication.
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.



6.
7.
8.
9.

10.
11.
12.

16.

Applying for a job in the USA.

Business Etiquette.

Netiquette.

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

What makes a business leader strong and powerful?

In house staff or freelancer?

13. The career in business. 14.Time and time management.
15.How to hold a meeting.

Negotiations: the role of a translator/interpreter.
Kontponupyemsie komnerenuuu: YK-4, YK-5

OrneHKa KOMIIETEHIIUN OCYIIIECTBIISCTCS B COOTBETCTBHH ¢ Tabnwuieit 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) do |
B) could |
C) aml
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 phonerang | was having supper.
A) while

B) during

C) for

D) in

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

B) during

C) for

D) in

29.  lwasin Paris, | 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. Itismy 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. I 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. | 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 | 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. | 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 . T 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 | perfect English, | 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. | to work if | 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 | the bus.
A) gave / missed .

B) have given / have missed

C) gave / had missed

D) had gave / missed

65. | her for everything she .
A) thanking / did

B) thanked / had done

C) have thanked / has done

D) had thanked / had done

66. When | got to the office, | that | 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. | 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. | 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. 1 live in a house now, but before | 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. It 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. It was 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:I’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. I prefer 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. Hiseyes 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. Negotiations: the role of a translator/interpreter.
11. Cultures and culture

12. Distance and familiarity

13. Corporate culture

14. Dress code

15. Cross-cultural communication in business

16. Time in cross-cultural communication

17. Means and devises of business communication
18. Types of business correspondence

19. Rules of conducting negotiations

20. Letter of enquiry/ request

21. Letter of complaint

22. Letter of congratulation

Kontponupyemsie komnerenuuu: YK-4, VK-5
Oyenka KomnemeHyuil OCyujeCmeisiemcs 8 Coomaemcmeuu ¢ maoauyet 3.
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