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1. IMACITIOPT ®OHJIA OHEHOYHBIX CPEJICTB
M0 TUCIMIUINHE «SI3BIK AETOBOTO 0OIIEHUS (MHOCTPAHHBIN SI3BIK)).

OneHouyHbIE CpelICTBA COCTaBISIIOTCA B COOTBETCTBHMM C  pabodeil mporpammont
JUCHUTUTMHBL U TIPEACTABISIIOT cO00 COBOKYMHOCTh KOHTPOJIBHO-M3MEPUTEIBHBIX MAaTEPHAIIOB
(TunoBble 3amaud (3a7aHUsI), KOHTPOJbHBIE PAOOTHI, TECTHl M Jp.), MpeIHA3HAYCHHBIX IS
U3MEPEHUs YPOBHS JOCTHKEHHUS 00yUYaIOMIMMUCS YCTAHOBJICHHBIX PE3yJIbTaTOB 00y4YEHUSI.

OueHouHbIE CpEACTBAa MHCHOJB3YKOTCS IPU  IPOBEACHUM TEKYLIETO0  KOHTPOJIS
yCIEBAEMOCTHU M IPOMEKYTOYHON aTTECTALIUU.

Tabmuua 1 - [lepeyenb KomneTeHIHi, POPMHUPYEMBIX B IPOLECCE OCBOCHHSI TUCIUTUIMHEI

Kon

KOMIIEeTEeH HaumeHoBaHue pe3yjibTaTa 00y4eHUs
101071
YK-4 Crnoco0eH NpuMeHSTh COBPEMEHHBIE KOMMYHUKATUBHBIE TEXHOJIOTUH, B TOM

YHUCJIe HA HTHOCTPaHHOM(BIX) sI3bIKe(aX), AT aKaJeMHUYECKOTO U
poecCHOHATEHOTO B3aUMOICHCTBUS

YK-5 Crnioco0eH aHamu3UPOBAaTh U YUYUTHIBATH Pa3HOO0Opasue KyJIbTyp B Ipoliecce
MEXKYJIBTYPHOT'O B3aUMOJCHCTBUS

Koneunpimu pe3yjibTaTaM OCBOCHUS JUCHUIIIIMHBI ABJISIFOTCSA C(I)OpMI/IpOBaHHLIe
KOTHUTUBHBIC ICCKPHUIITOPLI «3HATH», KYMCTb», «BJIaACTh», PACIIMCAHHBIC 10 OTACJIbHBIM
KOMIICTCHLIUAM. CDOpMI/IpOBaHI/IC JACCKPHUIITOPOB IIPOUCXOAUT B TCUCHUC BCCTO CCMECTpaA
I10 3TaraM B paMKax KOHTaKTHOM pa6OTI)I, BKJIIO‘-IaIOIIIGf/'I Pa3JINYIHBIC BUABI 3aHATHH B
CaMOCTOSITEIbHOM pa6OTbI, C IPUMCHCHHUEM PA3JIMYHBIX (bOpM n METOA0B O6y‘leHI/I${.



Tabmura 2

2. IEPEYEHb OLHIEHOYHBIX CPEJICTB!

Ne | HaumenoBanue
OLIEHOYHOT'O
CpeJCTBa

XapaKTepUCTHKA OLICHOUYHOI'O CPeICTBA

[Ipencrasnenue ouenounoro cpeacrsa B @OC

1 | Ycrusiii onpoc

CpencTBO KOHTPOJISI YCBOCHHS y4eOHOTO MaTrepualia TEeMEI,
pasjiesna Wi pasJieNioB JUCHUIUIMHBI, OPTaHU30BaHHOE B BUJIC
coOecenoBaHus IpenojaBarens ¢ oOydaromumucs. lLlenbro
OILICHOYHOT'O CpEJCTBa SIBISICTCS MOJYYCHHE OT YYaIIUXCs

OTBETOB Ha 3apaHee ChOPMYITHPOBAHHBIE BOIPOCHL.

Bormpocs! o Temam/pazenaM JUCIUILTAHBI

2 | JenoBas urpa

CoBMecTHast JeSTEIbHOCTD IPYIIBI 00YYarOIUXCs U
IpernoiaBaTes NOoj yIpaBIeHUEM PENOoIaBaTells C HEIbO
perieHust yueOHbIX U IPo(eCcCHOHATbHO-OPUEHTUPOBAHHBIX
3aJa4 IyTeM UTPOBOTO MOJIEIIMPOBAHUS peaibHON
npobaemMHoi cutyanuu. [1o3BossieT o1ieHnBaTh yMEHNE
aHAIM3MPOBATH U PEIIaTh TUIIMYHbIE IPO(eCcCHOHATbHbIE
3a7a4H.

Tema (mpo6iieMa), KOHLIETILKSA, POJIM U OKUIAEMbIN pe3yibTar Mo
Ka)XJ1I0U Urpe

3 | IIpoekr (moknan,

[IponyxT camocTosTenbHONH pabOTh CTYEHTA, PEICTABIISIOMNI

BOHpOCBI Io TeMaM/pEBI[eJ'IaM JUCIUITIINHBI

CO00IIEHHE, coboif  myOnmuMuHOE  BBICTYIUIGHME 10  IPEACTaBIICHHIO
IpEe3eHTaNNs) MOJIyYE€HHBIX PE3YJIbTATOB pEIIEHHUS ONpeesieHHOH y4yeOHo-
MIPAKTHYECKOM TEMBI.
[Ipe3enTanus conpoBOXKAAECTCA JEMOHCTPALIMEN CIAHI0B HA
JKpaHe.
4 IIncemenHbIE CpencTBo KOHTPOJIS, O3BOJISAIONIEE OLEHUTDh 3HAHUE [IpoGemHoe 3aaanue Ui BEIOOpA HY)KHOH KOMMYHUKATUBHON
CaMOCTOSATEIb CTYJICHTaMH CTeIM(UKHN Pa3JIMYHBIX BUIOB

CTpaTernuu

1 YKa3blBaloTCA OLLEHOYHbIE CPEACTBa, NPUMEHAEMbIE B XOZe peannsalmmn paboyeit nporpammbl 4aHHON AUCLUMMIINHBI.




Hble pabOThl — | KOPPECIOHICHIINHU (TIUCHMO-3a1poCc HH(OPMAIHH, TTHCHMO-

Aenosas peKnaManus, COpoOBOAUTENBLHOE IUCHbMO, PE3IOME,
KOPPECHOHICH | ciry;KeOHas 3allUCKa, OTYET U APYTHUE), UX CTPYKTYPHI, CTHIIS
e Ha | y37m0XKeHMS, 0COOCHHOCTEH PENPEe3eHTAIMH BEKINBOCTH.
AHTIIHACKOM

A3blKe




3. OIMUCAHUE IOKA3ATEJIEI U KPUTEPUEB OLIEHUBAHUA KOMITETEHIIAIA

OrneHuBaHue Pe3yabTaTOB OOYUYCHHS 1O JUCIUIUIHHE «SI3BIK JETOBOrO OOIIEHUs (MHOCTPAHHBINA SI3BIK)» OCYIIECTBIISCTCS B COOTBETCTBHUH C
[TonoxkeHreM o TEeKyIIeM KOHTPOJIE YCIIEBAaEMOCTH U IMPOMEXKYTOUYHOM aTTeCTallui 00y4aroIuXCsl.
[IpeaycMoTpeHsl ClaeAyomKe BUABI KOHTPOJS: TEKYIIHI KOHTPOJIb (OCYIECTBICHHUE KOHTPOJIS BCEX BHUJAOB ayJAMTOPHON M BHEAYJIUTOPHOU
NeSITeIbHOCTH 00YYaloIIEerocsi ¢ LeJbo MOMyueHusl MepBUYHON MH(GOPMAIIMU O XOJ€ YCBOCHUS OTIEIbHBIX 3JE€MEHTOB COJCPKAHUS NUCUUIUIMHBI) U
MIPOMEXKYTOUHAsI aTTeCTALMs (OLIEHUBACTCS YPOBEHb U KaU€CTBO MOATOTOBKH IO JUCLMIUIUHE B LIEJIOM).
[Tokazarenu ¥ KpUTEPUHU OLICHUBAHUS KOMIIETEHINH, (OPMHUPYEMBIX B POLIECCE OCBOCHUS JAHHOMN NUCUUIUIMHBI, OMHCAHbI B Ta0I. 3.

Tabmuma 3.
Kox YpoBeHnb Nunukatopel | Bug yueOHbIX 3QHATHIZ, Kontponupyemsie OueHounble cpenacta, | Kpurepuu oneHuBaHuUs
KOMIIET | OCBOCHUS JIOCTHIKEHMUS paboTel, GOPMBI I METOBI | pa3feibl W TEMBI | UCIIOJIb3yEeMBbIC IUIsL | pe3yJIbTaTOB OOYUYECHHS
CHIIMH | KOMIICTEHIIN KOMIETEHIIMH | OOy4eHus, JIMCLUIIAHbL OLICHKH YPOBHS
u CIOCOOCTBYIOIIHE c(hopMUPOBAHHOCTHU
(dbopMUPOBaHHUIO u KOMITETEHIIIH®
pa3BUTHIO KOMTIETEHITHIA®
VK-4 3Haer
Henocraroun | VK-4.3-1. [IpakTrueckue 3aHATHS Business Culture TecToBBIC 3amaHus, | He 3Haer OpUHLMIBL U
blif ypoBeHb | 3HAET Telephoning and | ycTHbIi OTIPOC, | METOBI
OrneHka MOHATHHHBIN correspondence BBITIOJIHEHHUE MPOEKTOB | JIMHIBUCTUYECKOTO
«HE3AYTCHOY, | anmapat Business aHaIM3a

2 JIeKLMOHHbIe 3aHATUA, NPAKTUYECKUE 3aHATUA, na60paTopr|e 3aHATUNA, CaMOCTOATE/IbHAA paGOTa...

3 Heo6x04MMO YKa3aTb aKTUBHbIE U MHTEPAKTUBHbIE MeTOAbl 06y4YeHUsA (HanpUMep, MHTEPaKTUBHAA NeKLMA, paboTa B MasbIX rpynnax, METOAbI MO3rOBOro WTYPMa U T.4.),
cnocobcTaytoLMe Pa3BUTUIO Y 0O6YYaKOLMXCA HaBbIKOB KOMaHAHOM PaboTbl, MEXIUYHOCTHOM KOMMYHUKALMMK, MPUHATUA PeLleHUI, TMAEePCKUX KauecTs.

4 HameHoBaHMWe Tembl (pasgena) Gepetca U3 paboyeit NPOrpaMmbl AUCLUMAMHBI.
> OLEeHOYHOEe CPeACTBO O/KHO BbIBUPATLCA C YUETOM 3aNNaHUPOBAHHbIX PE3YALTATOB OCBOEHUA ANCLMMINHDI, HANpPUMep:
«3HaTb» — cobece0BaHMe, KONNOKBUYM, TECT...
«YMeTb», «Bnagetb» — MHANBUAYAbHbIV UM FPYNMOBOM NPOEKT, Keilc-3aaaya, Aenosan (posiesas)

urpa, noptédoauo...




«HEYIIOBIIETB | IIEPEBOJIOBEICH correspondence TEKCTa/INCKypCa; HE
OPUTEIBHO» | g Employment process uMeer CHUCTEMHOE
Meetings Ipe/ICTaBICHNE 00
Marketing 0COOEHHOCTSX
COBPEMEHHOT0 JTarna u
UCTOPUU pa3BUTHS
W3Y9aEeMBbIX SI3BIKOB.
bazoBsrit VK-4.3-1. [TpakTrueckue 3aHATHS Business Culture TecToBbIe 3amanus, | Yactuuno 3HAeT
YPOBEHb 3Haer Telephoning and | ycTHbIR orpoc, | MPUHIUIBI U METOJbI
Ouenka, TOHSATUHHBIN correspondence BBIITOJIHEHUE MTPOEKTOB | JIMHTBUCTHYECKOTO
«3aUTEHOY, anmapar Business aHanM3a
«YROBICTBOP | 1oneponioperen correspondence TEKCTa/IUCKypCa;
UTENBHO Employment process MMEET  TMPEJICTABIECHUE
i Meetings 00 0COOCHHOCTSIX
Marketing COBPEMEHHOT0 JTarna u
CoBpeMeHHbIN HUCTOPUHU pa3BUTHS
AHTJIMHACKUU SI3BIK HA3YYaEMBIX SI3BIKOB.
Cpennuit VK-4. 3-1. [IpakTuueckue 3aHATUS Business Culture TectoBBIE 3aganus, | B OCHOBHOM 3HAET
YPOBEHb 3Haer Telephoning and | ycTHbIi OTIPOC, | IPUHIMIIBI ¥ METOMBI
Onenka TIOHSATUIHBIN correspondence BBITIOJTHEHHE MMPOEKTOB | IMHIBUCTHUYECKOTO
«3aUTEHOY, armapar Business aHaIM3a
«XOPOIIO» MePEBOOBE/ICH correspondence TeKCTa/TUCKypca;
. Employment process MMeeT MpeCTaBICHHE
Meetings 00 0COOEHHOCTSIX
Marketing COBPEMEHHOT0 dTara u
UCTOPUU pa3BUTHSI
M3Y4aeMBIX SI3BIKOB.
Bricokuii VK-4. 3-1. [IpakTuueckue 3aHATUS Business Culture TecToBEIC 3agaHus, | B cosepuieHCTBE 3HaeT
YPOBEHb 3naer Telephoning and | ycTHBIIt onpoc, | MPUHIMIBL M METOJBI
Ouenka TOHSATUIHBIN correspondence BBIIOJIHEHUE MTPOEKTOB | JIMHTBUCTHYECKOTO
«3aUTCHO, ammapar Business aHaim3a
«OTJIMYHO» MepeBOJIOBE/IEH correspondence TEKCTa/ICKypCa,
Employment process uMeeT CHCTEMHOE




ust Meetings IpeACTaBICHUE 00
Marketing 0COOEHHOCTSX
COBPEMEHHOT0 JTarna u
UCTOPUH Pa3BHUTHS
U3y4aeMbIX SI3bIKOB.
Ymeer
Henocratoun | VK-4.3-1. [TpakTrueckue 3aHATHS Business Culture TectoBble 3amanus, | He ymeer mnpoBoauTth
bIil YPOBCHb | YMeETb: Telephoning and | ycTHbIi OIpoC, | MEPEBO B chepe
Onenka [IPOM3BOUT corr_espondence BBINOJIHEHHUE MTPOEKTOB | IPOPEeCCHOHATHHOM
«HE3AUTEHO, | [jonopon B Business KOMMYHUKaIHH
«HCYIIOBJICTB chepe correspondence
OPHUTENBLHO» Employment process
npodeccruoHalb Meetings
HOM Marketing
KOMMYHUKAIHH
bazoBsrit VK-4.3-1. [TpakTHdeckue 3aHATHS Business Culture TecroBbie 3amanus, | YacTHaHO yMeeT
YPOBEHb YMmerTs: Telephoning and | ycTHbIit OIIpOC, | MPOU3BOIUTH MEPEBO] B
OreHka, IpOMU3BOINTH correspondence BBITIOJIHEHHE TIPOEKTOB | cepe
«3a4TEHOY, nepeBos B Business npodeccruoHanbHON
«ymoBJIETBOp | cepe correspondence KOMMYHHKAIHH
UTEJIBLHO» npodeccuoHanb Employment process
HOU Meetings
KOMMYHHKAIHH Marketing
Cpennuii VK-4.3-1. [TpakTHueckue 3aHATHS Business Culture TectoBble 3amaHusd, | B ocHOBHOM  ymeer
YPOBEHb YmeTh: Telephoning and | ycTHbIit OTIpOC, | MPOBOANTE  TEPEBOA B
Ouenka POU3BOAUTH correspondence BBITIOJTHEHUE MTPOEKTOB | cepe
«3aUTEHOY, epeBo B Business npodeccroHanbHOI
«XOpOLIO» cepe correspondence KOMMYHUKAIHH
npodeCcCHoHab Employment process
HOM Meetings
KOMMYHHKAITIH Marketing




Bricokuii VK-4.3-1. [IpakTHueckue 3aHATUS Business Culture TectoBbie 3amanus, | B coBepiieHcTBe ymeer
YpOBEHB YMeTh: Telephoning and | ycTHbIH OTIpOC, | MPOBOJUTH  IEPEBOJ B
Onenka [[POU3BOUT Corrgspondence BBIITOJIHEHHUE MTPOEKTOB | cdepe §
«3a4TCHOY, repeBost B Business pohecCHOHATBLHOM
COTIIMIHO cepe correspondence KOMMYHHKAIHH
Employment process

npodeccruoHab Meetings

HOH Marketing

KOMMYHHKAIHH

Baaneer

Henocraroun | VK-4.3-1. [IpakTHyeckue 3aHATHS Business Culture TecroBbie 3amanus, | He BJIAJICET
bIil ypoBeHb | Brameer Telephoning and | ycTHbIi OIPOC, | MEPEBOAUCCKUMHM
Orenka HaBBIKAMU correspondence BBHITIOJTHEHHUE MMPOCKTOB | HABBIKAMU M YMEHUSIMU
«HE3aYTCHOY, | JIMHTBUCTUYECK Business B 00JIACTH NMHUCHMEHHOTO
«HEYJIOBIIETB | OTO aHam3a correspondence U YCTHOTO TIEpEeBO/Ia B
OpPHUTEIBHO» | TEKCTa/TUCKYPC Employment process chepe

a Ha OCHOBE Meetings npodeccuoHaIbHOM

CHCTEMHBIX Marketing KOMMYHHKAIHH

3HAHUM

COBPEMEHHOTO

JTamna u

UCTOPUU

pa3BHUTHS

M3y4aeMbIX

SI3BIKOB.
ba3osriit VK-4.3-1. [IpakTuueckue 3aHATUS Business Culture TectoBbIE 3amanus, | YacTuyHO BIAaJEET
YPOBEHb Bnaneer Telephoning and | ycTHbIit OTIPOC, | IEPEBOAUECKUMH
Orenka, MEPEBOIIECKUM correspondence BBHITIOJTHEHHUE MPOEKTOB | HABBIKAMU M YMEHUSIMU
«3a4TEHOY, W HaBRIKAMH U Business B 00JIaCTY MMCBMEHHOTO
«YIOBIIETBOP | YMEHUSIMU B correspondence U YCTHOTO TEepeBoja B
UTEILHOY» obactu Employment process chepe




MUCBMEHHOTO H Meetings npohecCuOHATBLHOM

YCTHOTO Marketing KOMMYHHKAIHH

nepesojia B

chepe

npodeccuoHanb

HOI

KOMMYHHKAIMH
Cpennuit VK-4.3-1. [IpakTHueckue 3aHATUS Business Culture TectoBbIe 3agaHus, | B coBHOBHOM BiameeT
YPOBEHb Brnaneer Telephoning and | ycTHbIi OTIPOC, | MIEPEBOAYECKUMH
Onenka NEPEBOTYCCKUM correspondence BBIITOJIHCHHUE [TPOEKTOB | HABBIKAMU M YMCHUSIMHU
«3a4TECHOY, A HaBBIKAMU | Business B 00/1aCTH MUCHLMEHHOTO
«XOPOIIO» YMCHUSAMU B correspondence U YCTHOTO TEepeBoja B

obnactu Employment process chepe

MACbMEHHOTO | Meetings npodeccuoHaTbHON

YCTHOTO Marketing KOMMYHHKAIHH

nepesoJia B

chepe

npodeccuoHab

HOM

KOMMYHHKAIHH
Bricoknit VK-4.3-1. [TpakTUyeckue 3aHATHS Business Culture TecroBbie 3aganus, | B COBEpIICHCTBE
YPOBEHb Bnaneer Telephoning and | ycTHbIi OIpOC, | BIIaJIeeT
Onenka EePECBOAYCCKUM correspondence BBIIIOJIHCHUC IIPOCKTOB | IEPECBOJAYCCKUMHU
«3aUTCHO, U HaBBIKAMH U Business HaBBIKAMU M YMEHUSIMHU
«OTJIIHYHOY YMEHUSIMU B correspondence B 00JIACTH MHUCHMEHHOTO

obnactu Employment process U yCTHOTO TEpEeBOJia B

MUCBMEHHOTO | Meetings chepe

YCTHOTO Marketing npodeccuoHaIbHON

nepesoJia B KOMMYHHUKAIHH

chepe

npodeccruoHab

HOM

KOMMYHHKAIIUH




VYK-5

3Haer

Henocraroun | VK-53-1. 3naer | [Ipaktudeckue 3aHsITUA Business Culture TecToBEBIE 3amanud, | He 3Haer CYIIHOCTb
bl YPOBEHb | CYIIHOCTb Telephoning and | ycTHbIH OTIpOC, | MpeajaraéMbIX Teopuei
Onenka MpeUTAraeMbIX corrgspondence BBIITOJIHEHHUE ITPOEKTOB | TIEPEBOJIa  Ba)KHEHINNX
«HE32YTEHOY, T Business MOJXOJI0OB K PEIICHUIO
«HEYJIOBJICTB correspondence NPaKTUYCCKUX MPOoOIIeM
opuTenbHO» | | oPEROAA Employment process nepesoa

BaKHEHIIINX Meetings

IIOJXO/I0B K Marketing

PEILICHHIO

NPaKTUYCCKUX

npo0em

nepesoJia
bazoBerit VK-53-1. [TpakTHdeckue 3aHsTHS Business Culture TectoBbIe 3amanus, | YacTHIHO 3HaeT
YPOBEHb 3HaeT Telephoning and | ycTHbI# OIPOC, | CYIIHOCTh
Onenka, CYIIIHOCTh correspondence BBIIIOJIHEHUE NPOEKTOB | MPEIaraéMbIX TeOpUen
«3aUTCHO, npe/iaraeMbl Business nepeBoJia  BaKHEHIINX
«YIOBJICTBOD X TEOpHUEn correspondence NOoAXOAO0B K PCHICHHIO
UTEILHOY» nepeBoJia Employment process NPaKTUYECKUX MPOOIeM

BaKHEHTIINX Meetings nepesoja

MMOIXOIO0B K Marketing

PEIICHUIO

MPaKTUYCCKUX

npoOemM

nepeBoja
Cpenamii VK-53-1. [TpakTUdeckue 3aHsATHS Business Culture TectoBbIe 3amanus, | B ocHOBHOM 3HaeT
YpOBEHB 3Haer Telephoning and | ycTHbIi OTIpOC, | CYIIHOCTH
Onenka CYIITHOCTh correspondence BBIIIOJIHEHHE MPOEKTOB | MPEIaraéMbIX TeOpUen
«3aUTCHO, npe/iaraeMbl Business nepeBojia  BaKHEHIINX
«XOpOIIO» X TEOpHUen correspondence MOJIX0JIOB K PEHICHHUIO

nepenoJia

Employment process

IMPAKTUYCCKUX HpO6J'ICM




BOKHEHIIINX Meetings nepesoja
MMOJIXOJIOB K Marketing
pELIEHNUIO
IIPAKTUYECKUX
npo0aemM
nepesoja
Bricokuit VK-53-1. IIpakTrueckue 3aHATHS Business Culture TecToBble 3amanus, | B coBepuieHcTBe 3Haer
YPOBEHb 3HaeT Telephoning and | ycTHbIi OIPOC, | CYIIHOCTh
Onenka CYIIIHOCTh correspondence BBIIIOJIHEHUE NPOEKTOB | MPEUIaraéMbIX TEOpUen
«3a4TEHOY, IIpeIaracMsl Business nepeBoja  Ba)KHEHUIIUX
«OTJIIMYHO» X Teopuen correspondence IIOAXOA0B K PELICHUIO
nepesoja Employment process IPaKTUYECKUX MpobiemM
BOKHEUIIINX Meetings nepesoja
MMOJIXOJIOB K Marketing
PpEeLIEHNUIO
IIPAKTUYECKUX
npoOem
nepesoja
Ywmeer
Henocrartoun | VK-53-1. [IpakTrueckue 3aHATHS Business Culture TecToBBIC 3agaHus, | He yMEET
BIif YPOBEHb | YMEKT Telephoning and | ycTHbIH OTIpOC, | TPEOI0ICBATh
Onenka TPEOI0IIEeBaTh Corr_espondence BBITNIOJTHEHUE NTIPOEKTOB | TUIIMYHBIE  TPYAHOCTH
CHEBAUTCHOD, | 1o o Business nepeBoia
«HEYIOBJIETB TpyaHOCTH correspondence npodeccuoHaIbHO-
OPHUTEHLHO» Employment process OPUEHTHPOBAHHOTO
fiepeBoaa Meetings TeKCTa
npodeccuoHamb Marketing
HO-
OpUEHTUPOBAaHH
Oro TeKcTa
ba3oBblit VK-53-1. IIpakTrueckue 3aHATHS Business Culture TecToBble 3amanus, | YacTUyHO yM€EET




YPOBEHb YMekT Telephoning and | ycTHbIit OTIpOC, | MPEOI0IEeBATh
OrneHka, PE0I0IEBATh correspondence BBIIIOJIHEHHUE [TPOEKTOB | TUIIMYHBIE  TPYTHOCTH
«3aUTEHOY, —— Business nepesojia
«YIOBJIETBOP TpyaHOCTH correspondence npodecCuoHaIBHO-
UTEJIBLHOY Employment process OPHEHTUPOBAHHOTO
fiepesoa Meetings TEKCTa
npodeccruoHalb Marketing
HO-
OpPHEHTHPOBAHH
Oro TeKCTa
Cpennuit VK-53-1. [TpakTHyeckue 3aHATHS Business Culture TecroBbie 3aganus, | B OcHOBHOM  ymeeT
yYPOBEHb VYMeKT Telephoning and | ycTHbIi OIpoC, | MPEOI0IEBATh
Onenka IPe0I0NIEBaTh correspondence BBIIIOJIHCHUC IIPOCKTOB | TUIIMYHBIC  TPYAHOCTH
«3aUTCHO, S— Business nepeBojia
«XOPOIIO» TpyaHOCTH correspondence podecCHOHATBHO-
Employment process OPUCHTUPOBAHHOTO
Tepesoza Meetings TeKcTa
npodeccuoHanb Marketing
HO-
OPHEHTHPOBAaHH
Or0 TeKCTa
Bricokuit VK-53-1. [TpakTH4ecKue 3aHsITHS Business Culture TectoBbIe 3amanus, | B coBeprmieHcTBe ymeer
YPOBEHb VMeKkT Telephoning and | ycTHbIit OIIpoC, | IPEOI0IeBaTh
Onenka IPEOI0NIEBATh correspondence BBIIIOJIHCHUE IMPOCKTOB | THIIAYHBIE ~ TPYAHOCTH
«3a4TEHOY, S — Business nepeBojia
COTITUYHOY correspondence npodecCHOHaATbHO-
TPYIHOCTH
Employment process OPHEHTHPOBAHHOTO
fepesoza Meetings TeKcTa
PO eCcCHOHAIE Marketing
HO-
OpPHEHTHPOBaHH

oro TexkCra




Baaneer

Henocraroun | VK-53-1. [TpakTrueckue 3aHATHS Business Culture TectoBrie 3aganus, | He BJIAJIEET
bIii ypoBeHb | Bianeer Telephoning and | ycTHbIit OIpOC, | TOHATUHHBIM
Onenka MOHSATHITHBIM correspondence BBINTOJIHEHHUE ITPOEKTOB | alliapaTom
«HE3a4YTEHO», | almnapaTroMm Business COBPEMEHHOMN
«HEYIIOBIIETB | COBPEMEHHOM correspondence JTMHTBUCTUYECCKOMN
OPUTENBHO» | TUHTBHCTUYECK Employment process TEOPHH TEPEeBOAa KakK
ol TEOPUHU Meetings cpencTBoM  pedieKCUu
nepeBoja  Kak Marketing MIEPEBOYCCKOTO OIBITA
CpeICTBOM
pedaexkcun
NIEPEBOTYECKOTO
OTIbITa
Bbazosrbrit VK-53-1. [IpakTHueckue 3aHATUS Business Culture TectoBbIe 3aganus, | YacTuaHo BJIAJIEET
YPOBEHb Brnaneer Telephoning and | ycTHbIi OTPOC, | TTOHSATHHHBIM
OrneHka, TOHSATUIHBIM correspondence BBINOJIHEHHUE [TPOEKTOB | aliapaTom
«3a4TEHOY, arnmnapaTom Business COBPEMEHHOM
«YIIOBIIETBOpP | COBPEMEHHOM correspondence JIMHTBUCTUYECKOMN
UTEITBHOY JUHTBUCTUYECCK Employment process TEOPUH TEepeBOAa Kak
oM TEOpUHU Meetings cpeAcTBOM  pediaexcuu
mepeBoja  Kak Marketing MIEPEBOICCKOTO OIBITA
CPEICTBOM
pedrexcun
HEPEeBOTYECKOTO
OTIBITa
Cpennuit VK-53-1. [IpakTuueckue 3aHATUS Business Culture TectoBbIE 3amanus, | B cCOBHOBHOM BllajeeTr
YPOBEHb Brnaneer Telephoning and | ycTHbIit OTIPOC, | MTOHATHHHBIM
Orenka MOHSATUIHBIM correspondence BBINOJIHEHHUE ITPOEKTOB | ariapaTom
«3aUTCHO, anmapaTom Business COBPEMEHHOM
«XOPOIIIOH» COBPEMEHHOI correspondence JIMHTBUCTUYECKOMN
JMHTBUCTHYECK Employment process TEOPHH TepeBOAa Kak
oM Teopuun Meetings cpeAcTBOM  pediexcuu
nepeBojia  Kak Marketing MEPEBOTYECKOTO OIBITA .




CPE/ICTBOM

pedaexcun
NEPEBOTYECKOTO
OIIbITa
Bricokuit VK-53-1. IIpakTrueckue 3aHATHS Business Culture TecToBble 3amanusd, | B COBEPILICHCTBE
YPOBEHb Bnaneer Telephoning and | ycTHbII OIpoC, | BIAJAEET  MOHATHHHBIM
Omenka HOHSATHHHBIM correspondence BBITOJIHEHHUE MTPOEKTOB | amliapaTom
«3a4TEHOY, armapaTom Business COBPEMEHHOM
«OTIINYHO» COBPEMEHHOMN correspondence JIMHIBUCTUYECKON
JMHTBHCTHYECK Employment process TEOpPUU TepeBoJa Kak
oi TEOpUU Meetings CpenCTBOM  peduieKCUr
nepeBojia  Kak Marketing HIepEeBOAYECKOTO OIIbITA
CpeICTBOM
pedaexcun
NEPEBOTIECKOTO

OIIbITa




4. MeTroau4yeckue MaTepUaJibl, ONpeAesaonue Npoueaypbl

OllCHUBAaHMUHA PE3YyJIbTAaTOB oﬁyqenml

[Ipu MOAroTOBKE JOKIAIA0B, IPE3CHTAIHIA, COOOIICHHH M TOATOTOBKE MPOSKTOB 00ydyaeMOMy
Ha TICPBOM JTare HEOOXOIMMO O3HAKOMHUTBCS C MaTepualaMd Ha PYCCKOM W aHTJIHICKOM
sS3bIKaX, CPaBHUTh MH(OpPMAINIO, BHIOPATh HanOOJEe CYIIeCTBEHHbIC (DAKThI JJIS peaar3aluu
TEeMBI JOKIaja, nmpoekta. [locie coopa mapopmaru TpedyeTcs 0000IHTh €€, COCTaBUTh TUIaH
u3JI0KeHus MaTeprana. Ha Tpetbem sTame o0y4aronuiicss TOTOBUT TEKCT MOKJala MU MPOCKTA.
Ha deTBeproM 3Tame CTYASHTHI TOTOBAT mpe3eHTanuio. Ha ¢uHanbHOM 3Tame oOydaronuecs
OCYIIECTBIIAIOT IOKJIAA C Mpe3eHTAIMel, 3allMIaloT CBOW JOKIaJ WM MPOEKT, OTBEYAIOT HA
BOIIPOCHI, U3JIarat0T CBO¥ BapHAHT PEIICHHUS TIOCTABJICHHOH 3a/1a4H.

JenoBasi (poJieBasi) Hrpa - METOJl UMUTALIMU IPUHSATHS YIPABJIEHYECKUX PELLICHUN B
pa3IMYHBIX IPOU3BOJACTBEHHBIX CUTYAlMSIX IIyTEM OPraHU3alui KOJUIEKTUBHOU
JIEATEIILHOCTH 110 3a/IaHHBIM IIPaBUJIaM U HOPMaM.

[IpuMeHHUTENBHO K YCIOBHUSAM Y4E€OHOTO Ipolecca AENOBYIO HTPY pacCMaTpPHBAIOT
Kak (opmy Bocco3maHus (MonenupoBaHus) Oynyiell npodeccruoHalIbHON esSTENbHOCTH
CHEIMaJINCTa U CHUCTEMbl OTHOILIEHUN C JPYrMMM J1oAbMU. B ydeOHON aenmoBol wurpe
peanusyercss 1LenocTHas ¢opMa KOJUIEKTUBHOM Yy4ueOHOW MeATeIbHOCTH (COLHMAbHOE
COJepKaHWE WIPbI) HA MOJENW YCIOBHA W JUHAMUKHA TIPOM3BOJCTBA (IIPEIMETHOE
conepkanue urpel). Ha 3aHATHSX, TPOBOAMMBIX B (OpME JAETOBBIX HUTP, UMHUTHPYETCS
JeSITETIbHOCTD CIICIIUAIMCTOB U PYKOBOJHUTENCH, 0TpabaThIBACTCS BBITIOIHEHUE X (YHKIIHNA
1 00513aHHOCTEMH, peanu3yeTcsl KOJUIEKTUBHOE pellieHre POU3BOACTBEHHBIX 3a/1a4.

Ilemarornyeckue 1eian ASI0BBIX Hrp:

1) CoznaTh y 00y4arommxcs HeJI0CTHOE Mpe/ICTaBIeHHe O MPo(hecCHOHATBbHON U
KOMMYHHUKAaTUBHON KOMIIETEHTHOCTH, €€ IMHAMHKE U MECTEe peallbHOM JIesITebHOCTH.

2) CnocoGCTBOBaTH  MPHOOPETEHMIO ~ HAa  MaTepuagaX,  HMMHTHPYIONIHX
npo(hecCHOHANIBHYIO J1€ATENbHOCTh, COL[UAIIBHOTO OMBITA, B TOM YHCJIE MEXJINYHOCTHOTO U
IPyIIIOBOIO B3aUMOJEHCTBHUS JJIsl KOJUIEKTUBHOTO IPHUHATUS PEIIEHUH, OCYIIECTBICHUS
COTPYJIHUYECTBA.

3) PasBuBaTh MpodecCHOHATBHOE, AHATUTHYECKOE U MPAKTUYECKOE MBIIIICHHE.
4) dopmupoBaTh MO3HABATENBHYIO MOTHBAIIHUIO.

5) CrnocobcTBOBaTH — 3aKpemyieHMIO — 3HaHWE M yMeHHmii B cdepe
npoeCCUOHATBHOIO  JIeNOBOro  oOmIeHus,  (OPMUPOBAHUID  KOMMYHHKaTHBHOM
KOMIICTCHTHOCTH.

OCHOBHBIE XAapPaKTEPUCTUKU JEJIOBOM HWIPhI, OTIMYAIOIIME €€ OT APYrux
TEXHOJIOTUU:

MOJECIIUPOBAHUE  JEATEIBbHOCTH PYKOBOJIUTEIEH 51 CIELUATUCTOB 110
BbIpa0OTKE yIPaBIEHYECKUX U MPO(ECCHOHATIBHBIX PEIICHHUI;

- pacrpezaesieHue pojield MEeKy Y4aCTHUKAMH UTPHI;
- B3aMMOJICHCTBHE YYACTHUKOB, UCIIOJIHAIOIINX T€ WU UHBIE POJIN;

= HAJIM4YHUC O6IJ_I€I\/'I LEJIN Y BCCTO UT'POBOI'0 KOJIJICKTHUBA,



- KOJUIEKTUBHAS BbIpabOTKa pereHui YYaCTHUKAMHU
UTPbl, MHOTOBapUAHTHOCTb PEILICHUM;

= HAIWMYHXEC YIIPABIIAICMOI'O SMOLIMOHAJIBHOI'O HAIIPSKCHU A,

- HaJM4Yue Pa3BETBICHHON CHCTEMbI HHIUBUYATBLHOTO UM TPYIIIIOBOTO
OIICHUBAHMSI JICATSIIBHOCTH YYaCTHUKOB UTPhI (KOHTPOJIb U OIICHKA JICHCTBUH, BRIpaOOTKA
TPYNIOBBIX HOPM MOBEACHUS U CAHKIIUHI, TIOOIIPEHIE, HAaKa3aHUEe, YMOLIMOHAIbHAS PEAKITUS
U T.J.).

JIist moCTHIKEHUS TIOCTaBJICHHBIX YYEOHBIX IIeJIel Ha 3Tare pa3paboTKH B JIEIOBYIO
UTPY CIIENYET 3I0KUTh IATh IICUXO0JIOT0-I1IE€AArOrHYECKUX IPUHIUIIOB:

1. Ipunyun umumayuonnozo moderupoeéanuss — TIpeaNoNaraeT pa3paboTKy
MMUTAIIIOHHOM MOJENM TMPOU3BOJACTBA M WUrPOBOM Mojenu MNpodecCHOHATbHON
JIeSTeTbHOCTH.

2. Ipunyun npobremmnocmu cooepicaniis uzpbl — O3HAYAET, YTO MPOILIECC UIPOBOIL
JIeATETLHOCTH CTPOUTCSI HA OCHOBE CUCTEMBI ITPOOJIEMHBIX 3a/1a4.

3. Ilpunyun coemecmmoii OesmenbHOCMU — OCHOBHIBAETCA HA HMMHUTALUH
MIPOU3BOJICTBEHHBIX (DYHKIMH CIICIUAIMCTOB 4Yepe3 WX pOJIEBOC B3aWMOJICHCTBHC B
MpoLecCce TPYIOBOrO PEIIeHUs MPOOIEMHBIX 3a/1a4.

4. Ilpunyun ouanoeuueckozo obuenus — HEOOXOAUMOE YCIOBUE MIPhL Kaxmblii
YYaCTHHUK B COOTBETCTBUHU CO CBOECH POJIbIO BHICKA3bIBAET CBOKO TOYKY 3PCHUS, OTBEYAET Ha
BOTIPOCHI, CIIYIIAET BBICTYIUICHHUS IPYTHX YYACTHUKOB H T.].

5. Ilpunyun osynianosocmu uzpoeoii desimelbHOCHU — HATIPABJIEH Ha JOCTHKECHUE
JBYX LEJIed: WUIPOBOM M mejarorundeckor. MrpoBas 1Lenmb — COBMECTHOE pEIICHHE
MOCTaBJIEHHOW MpoO0IeMbl IyTEM POJIEBOT0 B3auMoaencTBus (urpel). [legarornueckue nenu
JIENIOBOMl WTPHI: BOBIIEUEHHE KaXAOro oOydaeMoro (ydyacTHHUKAa UIphI) B aKTUBHYIO
MBICJIUTEIIBHYIO JACSITEIBHOCTD; OBICTPOE U MTPOYHOE YCBOCHUE 3HAHUM, YMEHUN U HABBIKOB;
pa3BUTHE TEOPETHUUECKOTO M MPAKTUYECKOTO MBIIIJIEHHUS B MPOPECCHOHATBHOMN cdepe.

Pa3paboTka nein0BOM WIrphl BKIIOYAET: OMNpENETeHHWE €€ IeJied U TIOCTaHOBKY
mpo0JieMbl; COCTaBJICHHE TJIaHA-CIICHAPUSI WTPBI; OOIlee ONMUCAHUE WUTPHI; OIMpeleicHHe
COACpIKaHNUA HUHCTPYKTaKa JIA YYAaCTHHUKOB HIPbI; IIOATOTOBKA BCIIOMOI'aTCIIbBHBIX
MaTepHayoB.

B xoxe IJIaHUPOBAHUA JIEII0BOM HUI'PBL MIPEIIOAaBaTCIIO uenecoo6pa3H0 PCHIUTDH
CJICAYIOIUEC BOIIPOCHI:

o KOPPEKTHO OIpPEeNUTh COJAEp)KaHHEe WIPOBOM HMMUTAIMOHHONW YacTH Yy4eOHOI
IPOrPaMMBbI C yUETOM LieJIei TUCHUIUIMHBI K HHTEPECOB 00yUaIOIIUXCs;

o oTo0Opath yueOHbIe MaTepHalibl, 000PYOBaHUE U TEXHUUECKUE CPEJICTBA;

] perJaMeHTUpOBaTh OOIIYIO U UTPOBYIO POAOKUTEIBHOCT 3aHATUN M0 U3y4aeMOn

JUCHUITIIINHE (J'ICKI_II/II/I, HUI'PpbI, TPECHUHTH, CAMOCTOATCIIbHAA pa60Ta n T.I[.), AICKBATHYIO
IIOCTAaBJICHHBIM L CJIAM 06y‘-IeHI/I$[.

Mertoauka IMPOBCACHUA JIEI0BOM HI'PBI:

1) nocranoBka mnpo6GreMbl, (GOpPMyTHpOBKAa Iedeifl M 3ajau JIENOBOH MIPBHI,
PacKphITUE 3HAUEHUS MOCTABIEHHOW MPOOJIEMbI U JIEOBOM UTPBl B MPOGECCHOHATHLHOM
CTaHOBJICHUH CIICIIHAJIICTA;



2) MOArOTOBKA YYACTHHKOB K HIpE, O3HAKOMIEHME HX C MpaBHIaMH MIPbI
(MHCTpPYKTaXxX), Bblaya HEOOXOJMMBIX MAaTEpUANIOB, pa3MHUHKA IyTeM Oecebl, perieHHs
YaCTHBIX NPOOJIEM, TUCKYCCUU, WM «MO3TOBOTO IITYPMay;

3) wusyueHHe M aHAIU3 OCHOBHOW MPOOJIEMBI, HHCTPYKIMH U JAPYTHX MaTepUanoB
UTPOBOM JIOKYMCHTAIIMH, paclpeiesieHue pojieH MeXIy ydYaCTHUKAMH, YTOYHCHHE HX
dyHKIwmii;

4) nposeseHHe WUIPhl, MOJEIUPOBAaHHME INPO(ECCHOHATBLHONW  eATeIbHOCTH
CIEIMAJIMCTOB M0 PELICHUIO TOCTABJICHHON POOIIEMBI;

5) ananus, o6CysKIeHHE U OLIEHKA PE3YJIbTATOB UIPHI;

6) szaxmountensHas  jauckyccus.  OnpeneseHME  3aBUCHUMOCTH  MOBEICHHUS
YYaCTHUKOB OT OpPTaHM3aLUU UTPBl M YPOBHA MX aKTUBHOCTU. OneHka 3(pQPEKTUBHOCTH
pa3IMYHBIX METOAUYECKUX MpoLeccoB B urpe. Ilonsenenne uroros.

OneHka ywacTus CTYJEHTOB B JI€JIOBOM MIpe MIPOUCXOAUT B COOTBETCTBUU C
IOPONMCAHHBIMU BBIIIE KPUTEPUSIMU M IIOKA3aTeIMH IO KOMIIETEHLUSM a TakKxke
COLIMaJbHAsl KOMIIETEHIMS (COCTaBIISIIOIIMMU KOTOPOM SIBJIAIOTCS: YMEHHUE YCTaHOBUTH
SMOLIMOHAJIbHBIM KOHTAaKT, BEXJIMBOCTb, YMEHHUE OCYILECTBIATh OOMEH HH(popMaluei;
YMEHHE BO3/I€HCTBOBATh Ha COOECEHUKA; YMEHHE BBIPA3UTh COOCTBEHHOE MHEHHE, OLICHKY;
apryMeHTHPOBaHUE, JOKA3aTeIbHOCTD; JOCTH)KEHHE 1LeJIel B3auMOJCHCTBUSA).

- NanIe MCTOANYCCKHUEC MAaTCPHAJIbI, OMPCACIIAIOIMNE NPOUCAYPhl OICHHUBAHUA PE3YJILTATOB
06yquI/m B X0Z€ pCain3alun pa60qel71 IporpaMmbl JUCHHUITIIMHBI



5. MarepuaJbl i NIPOBeAeHUs TEKYIIEro KOHTPOJISI U IPOMEKYTOYHOM
aTrecTanun

Bxonnoe tectupoBaHue —

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

e.g He_ c from Germany.
a) come b) are c) is d) am
1. Could you tell me how to the factory?
a) do |l 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

KonTtponmupyemsie komnerenuuu: YK-4, VK-5
OrneHka KOMIETEHIUI OCyIIEeCTBIAETCS B COOTBETCTBUU ¢ Tabnuneii 4.

Texkymmi KOHTPOJIb — YCTHBIN onpoc. IIpumMepHbIi nepedyeHb 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.

KonTtponmupyemsie komnerenuuu: YK-4, VK-5
OrneHka KOMIETEHIUH OCYIIEeCTBIAETCS B COOTBETCTBUU ¢ Tabnuneii 4.

IIpome:xxyTounast arrecranus. [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
® |.I................. for Morgans the aircraft company. 2. |
t
he

manufacturing plant in Cambridge. 3. | am in charge




he

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

e |l. 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
® |l1. 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 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 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 | 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 | am good

figur
es
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.

e 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. | 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) out advice. This is a very difficult time for us all.’

VI1II1. 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

I’X. 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

singte



mailto:MillJohn@gratisserve.co.us

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, | 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
C) 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.

e) 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 | 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.

Konrponupyemsie komnereniuu: YK-5

OrnieHKa KOMIIETEHIIUN OCYIIIECTBIISETCS B COOTBETCTBHUM ¢ Tadmureit 4.

[esoBas urpa Paspirpars 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 lvanovs in your company: Peter, who is in charge of R & D
department, and Alexandr, who is responsible for IT project work. Peter lvanov is not in his
office at the moment, as he’s at the meeting. Take a message

TemaTnka pedeparoB, IPOEKTOB, TBOPYECKHUX 3a/1aHUI, ICCe U T.II.
[To pganHOMYy Kypcy MpEeayCMOTPEHO BBINIOJHEHUE TMPOEKTA, MPEACTABICHHOTO B BHJE
MMpE3CHTaIuN Power Point. CTy,[[CHT CaMOCTOATCIBHO BBI6I/IpaCT TEMY IMPOCKTAa U T'OTOBUT
MIPE3EHTALNIO, 10 OKOHYAHUIO KOTOPOM IPOBOIUTCS AUCKyccus. [IpuMepHsIil nepedeHs 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.
. Business Correspondence in Russia and Great Britain: Similar and Different Points.
. Applying for a job in Russia.

(G2l



Applying for a job in the USA.
Business Etiquette.
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.
Kontpompyemsie komnerenuu: YK-4, YK-5
OrnieHKa KOMIIETEHIIMNA OCYIIECTBISIETCSA B COOTBETCTBUM ¢ Tadnuiieit 3.

o No

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) can

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 [ 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. 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. | 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. I’'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 | perfect English, 1 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 | 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. | 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. 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

Bonpocsl 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
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