[loKyMeHT NoAnucaH NpoCToil 3NeKTPOHHOM NOANMUCHI0
NHbopmaums o Bnagenbue:

OUO: Eroposa fanura Buktoposa MunuctepcTBo o6pa3oBanusi MocKoBCKoii 06J1acTu

HomxHocte: ﬂpOp.EKTop o yga%%?)ﬁg%erBeﬂﬂoe 00pa3oBaTe/ibHOE YUpe:KIeHUe BbICIIEro 00pa3oBaHus
[ata nognucanus: 09.11.20 50" o

YHUKanbHbI MPOrpaMMHbIN KIKOY: MockoBckoii o0nacTn

496324167398d8232817460c<Ja 0L AAPCTBEeHHbIN TYMAHUTAPHO-TEXHOJIOTHYeCKHIl YHHBEPCHTET»

(r'rry)

YTBEPKIAK

[IpopexTop

e
‘ <:S//( =< 7
«12» mas 2022 .
PABOYAS ITPOT'PAMMA JUCHUITJIMHBI
®TJ1.01
JIEJTIOBOUM AHIJIMACKUM SI3BIK
HanpagieHue noaAroToBKM 44.03.05 IMexarornyeckoe odpazoBaHue

(c ABymMs npo(nasiMu MOATOTOBKH)
IIpoduin moaroroBKu HNHocTpaHHbIi A3BIK (AHIVINHCKHUI),
HNHocTpaHHBIN A3BIK (HEMELKHUI).
HNHocTpaHHbIii A3BIK (AHTJIMHACKHI),
HNHocTpaHHbIii A3BIK ((PpaHIy3CKHIT).

Kpainpukanus BpIyCKHUKA Bbaxanasp

®opma o0yueHus Ounas

OpexoBo-3yeBo

2022 r.



1. MIOACHUTEJIBHAS 3AIINCKA

Pabouas mnporpamMma AMCUIUIUIMHBI COCTaBJI€HAa Ha OCHOBE Y4YeOHOToO IUIaHa IO
HarpaBjeHuto moarotoBku 44.03.05 Ilemarorudyeckoe odpa3zoBanue (¢ AByMs MPOPUIIMHU TOJ-
TOTOBKH), 10 TipoduiisiMm MHOCTpaHHBIN S3bIK (aHTIIMHCKHI), THOCTpaHHBIN SI3BIK (HEMEIKUI) U
npodmnsim  MHOCTpaHHBIN A3bIK (aHTIUHCKH), THOCTpanHbIN s3bIK ((ppaHiy3ckuit) 2022 roga
Hayasa NoJAroToBKU (04yHas popma 0OydeHus ).

[Tpu peanuzanuu 006pa3zoBaTeNIbHON MPOrpaMMbl YHUBEPCUTET BIIpaBe MIPUMEHSAThH TUCTaHIIU-
OHHbIE 00Pa30BaTEIbHbIE TEXHOIOTHH.

2. IEPEYEHD IIVIAHUPYEMBIX PE3YJIbTATOB OBYYEHHUA 11O JUCHU-
IIVIMHE, COOTHECEHHbBIX C IIJIAHUPYEMBIMU PE3YJbBTATAMMU
OCBOEHUS OBPA30OBATEJBHOM ITPOT'PAMMBI

ean TUCHANINHBI

Llenb AUCHUIUIMHBI — O3HAKOMUTH CTYJIEHTOB C OCOOEHHOCTSAMU JEJIOBOTO JTUCKypca B aHIJIHii-
CKOM sI3bIK€ U c(hOpMHpOBATh KOMIIETEHIIMU, HEOOXOIMMBIE JUIsl OCYLIECTBIIEHUs Ipodeccuo-
HAJIbHOW JI€ATENbHOCTU B YCIOBUSX JI€IOBOIO OOILIEHHUS.

3agauyn IUCHMILIHHBI

® Hay4uTh NPABUIBHO MCIIOIb30BaTh B YCTHOM M MUCHbMEHHOM peun peanuu u (ppa3eonoru-
4yecKHue 000pOThl, YIOTpeOIsieMble B 3bIKE JI€JIOBOTO OOLICHHUS;

® I0Ka3aTh B3aWMOCBS3b S3bIKa U KU3HU COLINYMa;

e YBEJIMYMTH CIOBApHBIN 3amac, CBA3aHHBIN ¢ chepoil 1e10BOro oOIIeHNUs;

® MHTEHCU(ULIUPOBATh HABBIKM YCTHOW peUd M aHAJUTUYECKOT'O MBIIJICHUS, YMEHUS Be-
CTH JIUCKYCCHIO, BBIPAXKaTh U OTCTauBaTh CBOIO TOUKY 3PEHUS;

3HaHuMA M yMeHus1 o0y4yawerocs, opMupyemMbie B pe3yJabTaTe 0CBOCHHS THCHUTIIHHBI

Koas! ¢popmu-
PYEMBIX KOMIIe-
TeHLHUI

B pesyabrare u3ydeHusi JUCUMILNIMHBI «/le10BOH aHTJIMMCKUIA A3BIK» CTY-
JEHT J0JIKeH 00J1a/1aTh CJIeTYIOIMMH KOMIIeTCHIUSMU:

Yuusepcanbhbie komnereHun (YK):

CrocoOeH OCYIIECTBIISTh JCIOBYI0O KOMMYHHUKAITUIO B YCTHOW U MUCHhbMEHHOM YK-4
dopmax Ha rocynapcTBeHHOM si3bike Poccuiickoit denepanu ¥ MHOCTpaH-
HOM(bIX) sI3bIKE(aX)

[Tpodeccuonanpubie komnereHuu (1K)

Crioco0OeH 0cBaWBaTh M UCTIOIL30BATh TCOPSTHUECKUE 3HAHUS U MPAKTUICCKUE IK-1
YMEHHS U HaBBIKU B IPEIMETHON 00J1aCTH MPH PELICHUN
PO eCCHOHATBHBIX

3a/1a4

NHauKaTopbl JOCTHKEHUS] KOMIIETCH LU

KO}I N HaUMCHOBa- HammenoBanmne HHAUKAaTOpa JOCTHMIKCHUA
HHUC KOMIICTCHIIMH
KOMIICTCHIIH

YK-4 Criocoben | YK-4.1. Bnaneer cucrteMoii HOPM PYCCKOTO JIUTEPATYPHOTO SI3bIKa MPHU
OCYILECTBJIATh JIe- | €r0 MCIOJIb30BAaHUM B Ka4eCTBE TOCYIapCTBEHHOrO si3blka PO u HopMamu
JIOBYIO KOMMYHHKA- | HHOCTPAHHOTO (BIX) $3bIKA(OB), HCIIOJIB3YeT pazIu4Hble (DOPMBI, BHIIBI
M0 B YCTHOW M | YCTHOM M MHUCbMEHHOM KOMMYHHKAIIHH.




nucbMeHHOW  ¢op- | YK-4.2. Hcnonb3yeT A3bIKOBBIE CPEACTBA Ul TOCTHIKEHHUS Mpodeccro-
Max Ha Tocyaap- | HalbHBIX LIeJeil Ha PYCCKOM M MHOCTpaHHOM(BIX) s3bIKe(aX) B paMKax
CTBEHHOM  SI3BIKE | MEXIMYHOCTHOTO U MEXKYJIBTYPHOTO OOIICHHUS.

Poccuiickoit ®dene- | YK-4.3. OcymiecTBiaseT KOMMYHHUKAIMIO B ITUGPOBOMA cpee A TOCTH-
paly U WHOCTpaH- | KEeHUs NpoeCCUOHATBHBIX 1eeil 1 3(H(HEeKTHBHOTO B3aMMOICHCTBHS.
HOM(BIX) sI3bIKe(aX)

ITK-1. [1K-1.1. 3HaeT: CTPYKTypy, COCTaB U AUJTAKTUUCCKUAEC STUHUIIBI TIPEIMET-
CnocobeH ocBau- HOI 00JacTH (MpernogaBaeMoro MpeaMeTa).

BaTh U UCMOJb30- [1K-1.2. YmeeT : oCyUIeCTBIATh OTOOP y4eOHOTO COEPIKaHUS IS €T0
BaTh TEOpETHYE- peann3anuy B pa3inuHbIX popMax 00ydeHHsI B COOTBETCTBHH € TpeOOBa-
CKHE 3HaHUS U Huamu OT'OC OO.

npaktuueckue yme- | [1K-1.3.Biajgeer: neMOHCTpUpYET YMEHHE pa3padaThiBaTh pPa3IUYHBIC
HUS Y HaBBIKU B bopMbI y4eOHBIX 3aHATHI, MPUMEHSATH METOJIbI, IPUEMBbl U TEXHOJOTUU

NPEAMETHO# 00J1a- | o6ydenus, B TOM uncie HHPOPMALEOHHBIE.
CTH IIPU PELICHUU

npodeccnoHambHbIX
3aj1a4

3. MECTO JUCHUILUIAHBI B CTPYKTYPE OBPA3OBATEJIBHOHM IIPO-
I'PAMMBbI

JucuuruinHa «/lenoBol aHrTUICKUM S3bIK» OTHOCHTCS K 4acTH, (GOpMHpPYEMOH ydact-
HUKaMHu oOpa3oBatesibHbIX oTHOIIeHMI (Dakynbratusbl) bioka 1 00pa3oBareibHON POrPaMMBI

(OTI.01).
4. OBbEM JUCIUATLIAHBI

Ounas hopma oOyueHus

Buabl yueOHoii padboThI IMpome-
Ne Pasjnen/Tema Cemectp | Bcero KonrakTtHas KYTOY-
n/m yac. padora CPC | nas ar-
J3 n3 TecTa-
Hus
1. | Basic skills for using telephone 9 8 2 2 4
in business
2. | Visiting a firm. 9 8 2 2 4
3. | Sales and negotiations. 9 8 2 2 4
4. | Contracts and its features. 9 8 2 2 4
5. | Business correspondence. 9 12 2 4 6
6. | Marketing 9 8 2 2 4
7. | The visit of a foreign partner 9 8 2 2 4
8. | Job hunting 9 12 4 2 6
Hroro B cemectpe 9 72 18 18 36 3auer, 9
ceMecTp
Bcero 72 18 18 36

Coaepixkanue TUCHUILIMHBI CTPYKTYPUPOBAHHOE 110 TeMaM

Jleknuu
Tema 1 Basic skills for using telephone in business




YyeOHbIe LEJIH:
[To3HAKOMUTH C TEPMHHOJIOTHEH OOIIEHUS 110 Tesie(hOHY IO JISTOBBIM BOIIPOCAM

Tema 2 Visiting a firm.
YyeOHnbie Heu:
[To3HAKOMUTH C TEPMHHOJIOTHEH OOIIEHUS TIPH MTOCEIICHUH (PUPMEI 110 JACIIOBBIM BOTIPOCAM

Tema 3 Sales and negotiations.
YuyebOHble nenu:
[To3HaKOMUTH C TEPMUHOIOTHEN OOILEHUS POAAXK U JEIOBBIX MIEPETOBOPOB

Tema 4 Contracts and its features.

YueOHBIE HEJIH:

HO3HaKOMI/ITI) C BUAaMU U TUIIaAMU KOHTpaKTOB, OCO6€HHOCT$[MI/I HUX COCTaBJICHHA, JICKCUYCCKU-
MU U I'PAaMMAaTUYCCKUMU CTPYKTYpaMU KOHTPAKTOB

Tema 5 Business correspondence.

YuyeOHble LEIH:

ITo3HakoMUTH ¢ BHUJaMH U TUIIaMHU ,HGHOBOP'I MEPCIIMCKU, 0COOEHHOCTSIMH €€ COCTaBJICHHA, JICK-
CHUYECKUMH U IPaMMaTHYECKUMU CTPYKTypamMu

Tema 6 Marketing
YueOHBIE HEJIH:
[To3HaKOMUTH TEPMHUHOJIOTUEN 10 TEME «MAPKETUHI»

Tema 7 The visit of a foreign partner
Y4eOnble nean:
[To3HaKOMUTH TEPMUHOJIOTHEN OOIIEHUS ¢ 3apyOeKHBIM apTHEPOM

Tema 8 Job hunting
YueOHbIE HEJIH:

ITo3HaKOMUTH ImpaBuUJIaMH1 HAITMCAHUS PE3OME

IIpakTHyeckne 3aHATHA

IIpakTH4yeckoe 3aHsATHE
Tema 1 Basic skills for using telephone in business
OcHOBHBIE TEPMHUHBI U MOHATHUSA:
Dealing with difficult callers
Sometimes a caller is very difficult, especially if complaining. First remember that this caller is a
client, or potential client, so your handling of the call could result either in more business for
your company or in the caller going to a competitor. Whatever the nature of the problem, don’t
try to fob the caller off by disclaiming personal responsibility or by trying to pass the buck. What
you should do is:

« listen without interrupting

o gather the facts and make a note of them

« take their details so you can get back to them

« sympathize with them and offer to act as fast as you can

o apologize if you have made the mistake

« stay calm even thought the caller is angry and possibly abusive.

IIpakTH4Yeckoe 3aHATHE
Tema 2 Visiting a firm.



YyeOHble nenu:

[To3HAKOMUTH C TEPMHHOJIOTHEH OOIIEHUS TIPH MTOCEIICHUH (PUPMEI 110 JACIIOBBIM BOTIPOCAM
BremoaHUTH TPECHUPOBOYHBIC YIIPAXKHCHUA

OcHOBHBIE TCPMUHDLI 1 IOHATHUSA

Useful phrases

To explain why you are there: I’ve an appointment with Miss Rush in Personnel at 9.30 on the
18th June, 2016.1f you want other things too: But first, could you tell me if Mr. East is in.

First words of a visitor

Sorry, I’m a little early, I hope it is not inconvenient. I’'m pleased to be here, after a trip like that!
Isn’t it cold today? It’s good of you to spare the time. I like your office. Have you been here
long?

First words of the person receiving a visitor

Is the weather the same in your country? Sorry to keep you waiting. | was just a bit tied up. Did
you have a good trip? Would you like a cup of coffee? Will you take a seat, please?

Small talk

Before talking about the details of your business there is usually a period of social conversation
(small talk) which can be difficult. A good tactic is to ask questions.

Ending small talk

If the small talk continues too long, you may want to change the subject to business matters.
Here are some ways of doing it:

a) with someone you know well: Let’s get down to business / let’s get started

b) with someone you don’t know well: Perhaps we could talk about the subject of our meeting.
Shall we talk about the reason I’m here?

IIpakTH4yeckoe 3aHsATHE

Tema 3 Sales and negotiations.

Y4eOnble nean:

[To3HaKOMUTH C TEPMUHOJIOTHEN OOIIIEHUS POJAXK U JEIOBBIX MIEPETOBOPOB
BBINOTHUTE TPEHUPOBOYHBIE YIIPAXKHEHUS

OcHOBHbBIE TEPMUHBI  IOHATHS:

to act on the price

after-sales activities

after-sales service

assisted brand identification

to be competitive
to be out of stock
behavior pattern
blind product test
brand equity
brand extension
brand loyalty
brand positioning
brand preference
brand range
brand strategy
brand switching
brand value
branded product
buy for fun
buying frequency

BIIUATH Ha LIEHY

JIOTIOJTHUTEIbHAS TIPOJIaXka
rapaHTHIHHOE 00CITY)KMBaHUE
UACHTU(PUKALUS TOBApO3aMEHUTENEH
OBITh KOHKYPEHTOCITOCOOHBIM

HE UMETh B MPOAAKE
MMOBEJCHUECKUIN THIT

CIIETION TeCT

3HAYUMOCTh OpeH/1a

pacumpenue OpeHaa
MIPUBEPIKEHHOCTH OPEHITY
MO3UIIMOHUPOBAHUE OpeH A
MpeAnoYTeHne OpeH Iy

TuHelKa OpeHia

cTparerus OpeHa

3aMeHa MOTPEOUTEIeM MapKH TOBapa
IIEHHOCTh OpeH 1a

MapOYHBII TOBAp

MOKYIAaTh PaJu YAOBOJIbCTBUS
YacTOTa COBEPIICHUS MTOKYITOK



buying habit

buying motivation
case history

cash and carry
certificate of guarantee
chain of retailers
cluster analysis
commercial strategy
competition
competitive advantage
competitive products
competitiveness

MOKYIIaTeNIbCKasl TPUBBIYKA
MOTHBALUS TTIOKYITKA

TUIMWYHBIA TIPUMEp

IpOoJiaka 3a HAJIMYHBIN pacdeT 0e3 J0CTaBKU TOBapa
rapaHTUHHBINA CepTH(HUKAT

CEeTh PO3HUYHBIX Mara3uHoOB

KJIaCTEPHBII aHAIH3; KJIacCUPHUKALINS
KOMMEPUYECKHE CTPATEeru

KOHKYPCHIIHS

KOHKYPEHTHOE IPEUMYILECTBO
KOHKYPEHTOCIIOCOOHAsSI ITPOTyKIIHS
KOHKYPEHTOCIIOCOOHOCTb

IIpakTH4yeckoe 3aHATHE

Tema 4 Contracts and its features.

YueOHBIE HEJIH:

[To3HakOMUTH € BUJAMH U THUIIAMH KOHTPAKTOB, OCOOEHHOCTSIMH UX COCTABIJICHUS, T€KCUUYECKU-
MU U IPaMMaTHYECKUMU CTPYKTYPaMU KOHTPAKTOB

BbINOJIHUTE TPEHUPOBOYHBIE YIIPAKHEHUS

OcHOBHBIC TEPMHUHBI M IOHATHS:

TpeboBaTh, yIOBIETBOPATH TPEOOBAHUSM, IMOAXOSIINE YCIOBHS, MPEIOCTAaBUTD (TIPEITIOKHUTH)
CKUJKY, OBITh 3arpy>KEHHBIM 3aKa3aMH, He IpuemiieMas (He NpHBIIEKaTesbHas, He 0OOCHOBaH-
Has) [IeHa, IPUHSATH OIUIAaTy B JOPME MHKACCO, MOJIb30BATHCS OTPOMHBIM CIIPOCOM

HpaKTI/I‘IeCKOC 3aHATHE

Tema 5 Business correspondence.

YuyeOHble 1eau:

ITo3HakoMUTH ¢ BHUJaMH U TUIIaMU HCHOBOP’I MNEpCIHNCKH, 0COOEHHOCTSIMH €€ COCTaBJICHHA, JICK-
CHUYECKUMH U IPAMMATHYECKUMU CTPYKTypamMu

BrimmonHuts TPECHUPOBOYHBIC YITPAKHCHUA

OcHOBHBIE TCPMUHLI 1 IOHATHUA:

ITucema n 6I/ISH€C, ACII0OBOC O6I_I_ICHI/IC, TOB&pHBIfI YCK, AOroBop, CONPOBOAUTCIBHOC NHNCHMO,
JCJI0BOC ITUCHMO, 6aHKOBCKI/II\/'I KpCauT, JIMICH3US, DJICKTPOHHAA IMO4YTa, rojiocoBasd 1mo4ra, (baKC,
ACJIOBasA IICPCIIMCKA, KOPPECIIOHACHIHA, CTPYKTypa ACJIOBOI'0 MHUCbMA, OTIIPABUTCIIL, apeEcC,
IMPUEMHHUK, naTa

HpaKaneCKoe 3aHATHE
Tema 6 Marketing
YuyebOHble nenu:
ITo3rakoMUTH TCPMHHOJIOT Heu mo TeMe «MApKCTUHD»
BBITTOTHUTE TPEHUPOBOYHBIE YIIPAXKHEHUS

OcHOBHBIE TCEPMHUHDLI U TOHATHSA:

market penetration BHEJ[PEHHE HA PHIHOK
market potential
market research
market segmentation
market share

MOTCHIUAJI pPhIHKA

HN3YUCHUC BO3MOXKHOCTEH PbIHKA
CCIMCHTAlUs PbIHKA

J0JI1 peIHKa

market size €MKOCTh PBIHKA
market survey 0030p pbIHKA
market test PBIHOYHBIN TEeCT



marketing goals
marketing mix
marketing plan
marketing techniques
mass-market product
maturity phase
memory research
merchandiser

minimarket
mission

multipack

niche strategy
one-stop shopping
open question

own brand products

[[eJTH MapKEeTUHTa
KOMIUIEKC MapKEeTHHTa
MapKETHHIOBBIN TIJIaH

MeTOOBI 0OecIieueHus cObITa
TOBap MacCOBOTO CIIpOca

(haza BEICOKOT'O YPOBHS Pa3BUTHS
HCCIIEIOBAHKUE TTAMSITH

MGp‘-IGH,[[ﬁfBGp; CIICHUAIIUCT I10 00€eCIIeYCHUIO npeaACTAaBIICHHOCTH

TOBapa

MUHU-MapKeT

MUCCHUS

MYJIbTUIIPOYKTOBBII

HULIEBasi CTpaTerus

COBEPULICHHE MTOKYIIOK B OJHOM Mara3uHe
OTKPBITBIN BOIIPOC

TOProBasi MapKa pojasua

panel — consumer panel
parallel import
penetration index
perceived quality

MOTPEOUTENHCKAS MTaHENb
napajuieabHbIi UMIIOPT
WHJIEKC TIEHETPALUU
BOCIPUHUMAEMOE KaueCTBO

pilot scheme [UIOTHBIA IPOEKT

pilot shop [UIOTHBIM MarasuH

pilot survey MIJIOTHOE UCCIICIOBAHUE
point of sale (POS) TOproBasi TO4Ka

position MO3UIINST; TIOJIOKCHHE
positioning MO3UIIMOHUPOBAHUE

potential market
premium price peMHualIbHas IIeHa
competitor KOHKYPEHT; YYaCTHUK PhIHKA
competitor profile npo Wb KOHKYPEHTA

HOTGHHI/IaJ'[BHI)II\/II PBIHOK

IIpakTH4eckoe 3aHsATHE

Tema 7 The visit of a foreign partner

YyeOHble meau:

[To3HaKOMUTH TEPMUHOJIOTHEN OOIIEHUS € 3apyOeKHBIM TapTHEPOM
BrinonauTh TPCHUPOBOYHBIC YITPAKHCHUSA

OcHoBHBIE TCPMUHLI 1 IOHATHUA:

Excuse me... Are you Mr.Cartwright?

Have | kept you waiting?

My car’s just outside the airport. Shall my driver take your suitcase?
We are going to our office in the center of the city. It’1l take us about half an hour to get there.
What hotel may | stay at?

I hope you’ll enjoy your visit.

Let me introduce my staff to you. This is my secretary.

Would you like something to drink?

Ann, could you make coffee for us, please?

Let's get down to business.

Would you mind speaking a bit slower.

To answer your question



I will show you your factory tomorrow.
What time?
Let me see... [ have an appointment with my lawyer at 9 a.m. How about 10 o’clock?

IIpakTnyeckoe 3ansiTue

Tema 8 Job hunting

Y4eOHble nean:

ITo3nakoMUThH ImpaBuUJIaMH1 HAITMCAHUS PE3HOMC
BBINOTHUTE TPEHUPOBOUHBIEC YIIPAXKHEHUS
OcCHOBHbBIE TEPMUHBI U IOHATHS:

How to Write a Resume
No matter what method of job hunting you use, inevitably somebody will ask you for a re-
sume. Most companies require a resume before seriously considering a job candidate from the
outside. Resumes are sometimes also required in order to receive a job transfer within a com-
pany.
The purpose of a resume is to help you obtain a job interview, not a job. Very few people are
hired without a personal interview.
Effective resumes are straightforward, factual presentations of a person's experience and ac-
complishments. They are neither over detailed nor too sketchy. A general rule is that two or
three pages in length is best.
One page seems too superficial; a four-page (or longer) resume may irritate an impatient em-
ployment official. Some writers suggest that a chronological (the standard-type) resume be
used; others argue for an accomplishment resume. A useful resume should include both your
experiences and key accomplishments. When sent to a prospective employer, a resume should
be professionally reproduced, with particular attention to misspellings, typographical errors,
and careful spacing.
To attract attention, some job seekers print resumes on tinted paper, in a menu-like folder, or
on unusual-sized paper. If done in a way to attract positive attention to yourself, these ap-
proaches have merit.

S. HEPEYEHb YYEBHO-METOAWYECKOI'O OBECHEYEHUSA JIsA CAMO-
CTOSITEJBHOM PABOTHI OBYYAIOIUXCS MO JUCIUILINHE

IlepeuyeHb y4eOHO-MeTOAMUYECKOT0 00ecTIeYeH sl 1JI1 CAMOCTOATEIbHON padoThl, 00y4alo-
IMXCH MO IMCHUILINHE (MOAYJII0)

1. IlleBenéna, C.A. [lenoBoiit anrimiickuii : yaeoHoe mocodue / C.A. IlleBenéna. - 2-¢
U3, epepad. u goi. - M. : FOuutu-/lana, 2015. - 382 c. - ISBN 978-5-238-01128-8
; To e [DnexkTponusiit pecypce]. - URL:
http://biblioclub.ru/index.php?page=book&id=436816

2. CmacubyxoBa, A.H. JleoBoii aHTTTHHCKUIA S3BIK: JJIST CAMOCTOSITETIHHON pabOTHI CTY-
neHToB : yueOoHoe nocobue / A.H. CnacuOyxosa, I.H. Pantanosa, K.B. bypkeesa ;
MunucrepcTBo 006pazoBanus U Hayku Poccuiickoit @enepanuu, enepaibHoe rocy-
JTApCTBEHHOE OI0PKETHOE 00pa3oBaTeIbHOE YUPEKICHHE BBICIIETO PO ecCHOHAb-
HOTO 00pazoBanus «OpeHOYpPrcKuil rOCy1apCTBEHHBIA YHUBEPCUTET». - OpeHOypT :
OrI'Y, 2013. - 163 c. : Tabn. - bubmumorp.: c. 80. ; To xe [DneKTpoHHBIH pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=270303

3. Ulnunens, E.A. Jlunaktuueckue MaTepraibl sl CAMOCTOSITENIbHON pabOTHI 10 KypCy
«Businessenglishy  («/lemoBoii  aHIMICKHMN  A3BIK») : ydeOHOe mocobue /
E.A. lnunenst ; YacTtHoe 00pa3oBaTelbHOE YUPEXKICHHE BBICIIErO 0Opa3oBaHUs



https://biblioclub.ru/index.php?page=book_red&id=436816
https://biblioclub.ru/index.php?page=book_red&id=270303

«MHCTUTYT cnenuanbHOM NeAaroruku u ncuxojorumy. - CI16. : HOYBO «MHCTHTYT
CIIENHAILHON MENArOTHKH U rcuxoaorum», 2015. - 80 ¢. - ISBN 978-5-8179-0205-1 ;

To xKe [DnekTpoHHBIT pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=438772

3amaHus 1J151 CAMOCTOSITEJIbHOI PadoThI

Pa30epure quasoru, oopamasi BHUMaHHE HA CTUJIb O0LIIEHHS M JIEKCHYEeCKHe eIMHULIbI.

At the airport
Excuse me... Are you Mr.Cartwright?
Yes.
I’m Vladimir Ivanov, from TST Systems. How do you do?
How do you do?
Have | kept you waiting?
Oh, no... the plane’s just arrived. Thank you for coming to meet me.
Not at all. Did you have a good trip?
Yes, thank you. I was airsick a bit, but now 'm O.K.
My car’s just outside the airport. Shall my driver take your suitcase?
Oh, yes...thank you.

In the car

We are going to our office in the center of the city. It’1l take us about half an hour to get
there. Mr Pospelov is waiting for you.
What is Mr Pospelov? Remind me, please.
He’s our General Director. He is going to discuss with you some details of our future
agreement.
What hotel may | stay at?
We reserved for you a single room with private bathroom at a hotel near the center.
That’s O.K. Thank you very much.

At the office

- I’d like you to meet Mr Pospelov, our General Director.

Glad to meet you Mr Pospelov.

- So am |. Have you ever been to Moscow, Mr Cartwright?

No, it’s my first visit to Moscow.
What are your first impressions of Moscow?

- I like Moscow, it’s a very beautiful city and quite different from London.
- I hope you’ll enjoy your visit, Mr Cartwright.
- Let me introduce my staff to you. This is my secretary. Miss Belyaeva.

Glad to meet you, Miss Belyaeva.
So am I. Call me Ann.

- [ also want you to meet Victor Volgin, our Sales Manager. You’ve already met Mr Ivanov.

What does Mr Ivanov do?

- He is our Export- Import Manager... Sit down please, Mr. Cartwright. A cigarette?

Yes. Thank you.
Would you like something to drink?
Er... Yes. I’d like a cup of coffee.

- Ann, could you make coffee for us, please?
- Certainly, sir. What coffee do you prefer, Mr Cartwright, black or white?

Black, please.
With sugar?
No, thanks.
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- By the way, Mr Cartwrighrt,
what are you by profession?
- I'm an engineer. But at
Continental Equipment | work as a Sales
Manager. Here's my card.
- Let's get down to business, Mr Cartwright. We are extending our business and want to buy
equipment for producing in Russia some goods we are importing now from western countries.
We know some companies, like yours, that produce the sort of equipment we need. Your com-
pany provides advanced technology and efficient service, which small companies can't provide.
That's why we are interested in your equipment.
- Yes. | see You'll be pleased to
find out that service life of our equipment was considerably extended, moreover, we reduced its
price.
- Would you mind speaking a bit
slower, Mr Cartwright? I’m not very good at English.
- Sure. | said we had improved
the performance of our equipment.
- It's very interesting. But first of
all 1 would like to know if it's possible to adapt your equipment to our needs.
o To answer your question, Mr
Pospelov, | have to visit your factory and study your requirements.
- | will show you your factory tomorrow.
- What time?
- Let me see... I have an appointment with my lawyer at 9 a.m. How about 10 o’clock?
- That’s fine.
- Now we are seeking a Commercial Director for this project so in the future you’ll have to deal
with him. If we decide to buy your equipment, he’ll visit your company and you’ll discuss with
him the main principles of the contract in detail.
- Fine. I’ve got some advertising materials so you’ll be able to study the main characteristics of
our equipment yourself.
- Thank you, Mr Cartwright. Our driver is at your disposal during your visit. His name is Oleg.
- Thank you very much, Mr Pospelov.
- Well. That’s all... our driver’s waiting for you. He’ll take you to your hotel. You need a rest.
o Goodbye, Mr Pospelov.
- Goodbye, Mr Cartwright. See you tomorrow/

Discussing contract terms.

Mr. Blake studied the Buyer’s contract terms and on Tuesday came to the Russian Trade Delega-
tion to discuss them with VVoronin.

Voronin: Good morning, Mr. Blake.

Blake: Good morning, Mr. Voronin. Sorry, ’'m a bit late.

Voronin: Never mind. How are things?

Blake: Not too bad, thanks.

Voronin: Would you like a cigarette?

Blake: No, thank you, I don’t smoke.

Voronin: May | offer you a cup of coffee?

Blake: Yes, thank you. Well, Mr. Voronin. I think we can discuss business now. I’d like to clari-
fy some details with you. How many compressors would you like to buy? Voronin: We can buy
40 compressors.

Blake: And when do you require the goods?

Voronin: As soon as possible, say in December.



Blake: In December? Let me see. I'm afraid, that’s impossible. Our compressors are selling very
well and we are heavy with orders. We can deliver only 15 compressors in December.

Voronin: And what about the other 25 compressors?

Blake: We can deliver them only in six months.

Voronin: All right. And how about the terms of delivery? I hope they suit you. Blake: Yes, we
agree to sell the goods FOB English port and we can accept payment for collection too.

Voronin: Fine. Now comes the question of price. | must say that your price is not attractive to us.
Can you give us a 10% discount?

Blake: That’s difficult. The fact is our compressors are in great demand. However we can offer
you a discount of 5% as we’ve been good partners for a long time.

Voronin: | think we can agree to a 5% discount. Could we meet tomorrow at 10 to sign the con-
tract, Mr. Blake?

Blake: Yes, certainly. Mr. Voronin, would you like to have dinner with me tonight? Voronin:
With pleasure.

Blake: I can pick you up at the Russian Trade Delegation at 6.30 if that’s convenient to you.
Voronin: Yes, thank you.

Practise saying:

2.15, 9 Sept. / Miss Jones/ Accounts2.30, 31 May/ Lim Ludd/ Sales Department5 p.m., 22 July/
Miss Sindon/ Public Relations

Practise asking questions as small talk:

1) how / get here this morning

2) you / been to New York before

3) your firm / have many overseas branches

4) when / you plan to return home

5) who / in charge of your marketing department

6) international situation / affect your exports

Dialogue Meeting a Businessman

It’s the 21st of October, 10 o’clock in the morning. Mr. Blake has come to the Russian Trade
Delegation.

Blake: Good morning! My name is Blake. I’'m from Blake and Co. I’ve got an appointment with
Mr. Voronin at 10.15.

Receptionist: Good morning, Mr. Blake. Mr. VVoronin is expecting you. Will you take a seat,
please?

Blake: Thank you.I’m a bit tired, actually.

Receptionist: That’s all right, Mr. Blake . (In a few minutes VVoronin comes downstairs to meet
him)

Voronin: Oh, Mr. Blake, it’s nice to see you here. How are you?

Blake: Fine, thanks. And you?

Voronin: Pretty well too, thank you. This way, please. (They come into the conference room and
take their seats at the table).

Voronin: Would you like a cup of coffee?

Blake: Yes, please. It’s very cold and wet outside today.

Voronin: Yes, the weather hasn’t been very good lately.

Blake: That’s right,but it’s usually warm here in October. Now, Mr.

Voronin, how about our quotation and catalogues? Have you looked through them? Voronin:
Sure. We’ve studied them closely. The new model is certainly good. Blake: Yes, it’s of high
quality. We’ve just started producing the model and we’ve already received a lot of orders.
Voronin: Your machines meet our requirements and we are interested in buying them. Mr.
Blake, have you seen our contract form?

Blake: Not yet.

Voronin: Would you like to look through it?



Blake: I certainly would.

Voronin: Here you are, Mr. Blake. Please study our terms, and let’s meet again next Tuesday.
Blake: All right, Mr. Voronin. Good-bye for now.

Show your knowledge of the way to be polite while you meet your potential business partner.

Express the following ideas:

1) popmManbHOE MPUBETCTBUE, BOIPOC O CAMOYYBCTBUU

2) nokasarb, Kys1a IpoHTH

3) mpochba npucecTsb

4) Ha yAuIE XOJIOHO U CBIPO

5) utak, HaYHEM

6) nepeitném k ey

7) MOrOBOPHUM O MPEAMETE HAIIeH BCTpEUH

8) moroBopuM 0 MpUYKHE, KOTOpAsi IPUBEIA MEHS CloJa

Prepare a business dialogue in pairs according to the following task:

You’re interested in the goods of Brown and Co. You’ve studied the contract terms. Meet Mr.
Brown at your office. Express your opinion of the quality of their goods. Make a new appoint-
ment to clarify the details of your transaction.

Practise giving an appropriate reply to the words of the Seller (the Buyer):

1. Have you seen our contract form? Would you like to look through it?

2. The fact is your price isn’t acceptable for us. Can you give us a 5 % discount?

3. How many compressors would you like to buy ?

4. We require the goods as soon as possible.

5. 1 hope our delivery terms suit you.

6. How about our quotations and catalogues? (I hope they suit you too). Have you looked
through them?

7. We’ve studied your catalogues. The new model is certainly good

HN3yunrte cnenuduKy 1eJ0BOr0 NMCbMa, COCTABbLTE HA OCHOBE NPHMEPOB CBOHU /eJIOBbIE

nMucbMa

[Tucema u OusHec

[TucbMO MUCBMEHHOCTH SIBIISIETCS HEOTHEMJIEMOM 4YacThlO JienoBoro oOmieHus. Yek, A0rorop

WIM IpyTrue JOKYMEHThI OM3HEC IO MOYTEe BCEr/a JOKHBI COIPOBOXKIAThCS MUChbMOM. B nucbme

TOBOPHUTC, YTO B HACTOSAIIECE BPEMsI OTIIPABJICHBI, TAK YTO agpecar JOJDKEH 3HATh, YTO UMEHHO

BbI XOTEJIM NIEepeAaTh. DTO TUIMYHBIN JEJI0BOE MUCHMO HA3bIBAIOT "pPyTUHHON".

B nacrosmee Bpems Bce Oonblie M O0JbIIe TOTOBOPOB MPOU3BOAUTCS HAa AHTJIMHCKOM SI3BIKE,

AQHTTIMHCKUN SI3BIK SIBJISIETCSI YHUBEPCAJIBHBIM S3bIKOM Omu3Heca. CoryiameHusi 0 COBMECTHOM

IpennpusaTsi, OaHKOBCKHE KPEAWTHI, a JHMIICH3UM Ha TOBApHBIM 3HAK YacTO HAIKCaHBI Ha

AHTJIMHACKOM SI3BIKE.

C mosiBI€HHEM 3JIEKTPOHHOW MOYTHI, TOJIOCOBOW MOYTHI M (PAKCOB, XOPOIIO MUCATh MHCbMa

TepsieT cBoe 3HaueHue. M Bce ke, XOpOIIo HAMCAHHOE JIEJI0OBOE MMCbMO MOYKET OYE€Hb [IOMOYb B

BAIllUX JEJIOBBIX OTHOIICHMAX. bilaroycTpoeHHass NMUCBMO CHENAeT JIydlllee BIICYATICHUE Ha

YUTATENS], TAKUM 00pa3oM, XOPOIIIHEe MUChMa JIeTAI0T XOPOIIHi OU3HEC-TTapTHEPOB.

JlenoBass mepenucka He JOJDKHA OBITh CyxoM W ckyuHoil. Ha camom gene, HambGonee

3¢ (}EeKTUBHBIM JENOBBIX IHCEM YacTO KacaloTCsl OYEeHb JIMYHbIE BOMPOCHI, a HE TOJBKO Ha

JIeHbrax WM B HWXKHEW cTpoke. [IpuHMMas Bo BHUMaHUE HH(OPMAIIMOHHBIE MEPETPYy3KU

CETOAHSIIHUN BaXXHO OBITH KPATKUM U 110 CYHIECTBY B OOJIBIIMHCTBE Balllel KOPPECTIOHCHIINH.
e CTpyKTypa AeI0BOTO NUChMa

1. OtnpaBurens aznpec

Anpec oTmpaBuTeNs NUILETCS Ha BEpXHEW MpaBOM YaCTH CTPAHMIIBI, €CIHM JUCT OyMaru He

UMEIOT TeYaTHhIX OnaHkax. Jlara HamucaHa Ha TPaBOM CTOPOHE CTPAHUIBI TIOJ aapec



OTIIPaBUTEJISI, MHOTJA OTAENIEH OT Hero mpocTpaHcTBo. Ecnu Oymara uMmeer mevatHble OJaHKH,
JaTta U OOBIYHO 3aMMCHIBACTCS HA MPABOM CTOPOHE CTPAaHUIIBI. B MecsI] B CpOK HE TOJKEH OBITh
HamyicaH B IUdpax, MOCKOJIbKY OHHM MOTYT BBecTH B 3a0myxaenue. Hampumep, 10.05.2010
o3Hauvaert, 4to 10 mas 2010 B Benukobpuranuu, Ho B CIIIA 310 03Havaer, uto 5 oktsaops 2010.
Mecsa, Kak MpaBUiIO, HANKMCaHbl HE COKpalleHHO, Hampumep, OKTIOph B OKTAOpe, HO OHU
MOTYT ObITh COKpAIIEHBI, 32 HCKIoueHHeM Mas. 'M' a66peBuaTypa mocie 1aThl OYEHb 4acTo
omyckaeTcs, Hanpumep, 24 mast BMecto 24thMay.

2. IlpuemHuk aznpec

DTO HAMMCAaHO HIXKE aJpec OTIPABUTENA U HA MPOTUBOMOJIOKHONW CTOPOHE CTPAHMIIBI, TO €CTh
aeByto onuH. Ecnu damunus nuna, KOTOpOMY NHCBMO HANMCaHO, KaK HW3BECTHO, TO, YTO
HAIlMCaHO Ha NEPBOM CTPOKE ajpeca, MPeIlIecTBYeT Ha3BaHUE YYTUBOCTH U KakK 4YeJOBEK
HayYaIbHBIA (bI) WM €ro / ee MepBbIM MMEHeM, Hampumep, ['-H b. cBAIEHHWYECKON WM T-H
Jxon Ilpuctnu, He r-H Ilpuctnu. JlroGe3Ho Ha3BaHUA, HCIOJNb3yEeMble B aJipec SBISIOTCS
) (913901113 (X

— r (c wiu 06e3 MOJHOW OCTaHOBKH, 'TOCHOJAWH' TOJHas (opma HE CIeIyeT HCIOJIb30BaTh)
ABJII€TCS OOBIYHBIM HAa3BaHUEM BEKJIMBOCTD IS YEJIOBEKA.

— Tocnoxka (¢ wnam 0e3 TOJHOM OCTaHOBKH, '"Xo3siika" monHas Qopma He JOHKHA
MCIIOJIb30BATHCS) UCTIONB3YETCS I 3aMyKHEH KEHIIIUHBI.

— Mucc (He abOpeBuaTypa) UCIOIB3yeTCs AJIsl MOJIOAOH JIEBYIIKM M HE3aMy>KHHUE KEHIIUHBL.

— T'ocnoxka (c win 0e3 IOJIHOM OCTAaHOBKHM) HMCHOJB3YETCS JUISl 3aMYy>KHUX U HE3aMY>KHUX
JKEHIIUH. MHOTHE KEHIIUHBI CETOIHS MPEANOYUTAIOT PelaTh Ha STOT TUTYJ, U OH MOXET ObITh
MCII0JIb30BaH, KOTJJa Bbl HE YBEPEHBI, UTO JKEHIIIMHA COCTOUT B Opake WM HeT.

— rocnon (¢ wiau 0e3 TOJHOM OCTAaHOBKHM, COKpalleHHe [ocmoja, KOTOpbIH HHUKOrIa He
UCIIOJIb3YETCS) MCIOJB3YyEeTCsl MHOTJA JUIsl IBYX WM Oonee mroael, (Hampumep, rocroxaa II.
Cmut u Tepuep BD), HO yaie Bcero BXOJUT B cOCTaB Ha3zBaHUS (UPMBI (Hampumep, rocrnona
Hxonc u Paiit Ko)

EcTh MHOTO criennanbHbIX 3BaHUH, KOTOPbIE JOKHBI OBITH BKIIOUEHBI B aJJpecaMm:

— aKaJeMMYeCKUX WIM MEIUIMHCKUX Ha3BaHuM, Hampumep, Bpau (moktop), mpodeccop
(ITpodeccop)

— BOMHCKUX 3BaHuH, Hanpumep, Kanuran (kanuTan), Maiiop (Maiiop), MOJIKOBHUK (TIOJIKOBHUK)
— apMCTOKPAaTHYECKUHM TUTYJ, HanpuMmep, Cap (MMeeTcs B BUY, UTO 3TO JIMLO phILaps, Bcernaa
conpoBoxaaercs ums - Cop xon bpayn, a ve cop k. bpayn u cap bpayn), lama, ['ocrionu,
OapoHecca, U T.1.

— 9ckBailp (c wiM 06e3 MONHONW OCTAaHOBKHM, COKpaimieHue Esquire) peako wucmosb3yercs B
HacTosAmee BpeMsa. OH UCHOJB3yeTCsl BMECTO 'T" M IOMEIIAETCs IOCIE MMEHM, HalpuMep,
Puuapn MopToH 3ckBaiip, a He opuct. Puuapn MoptoH.

Ecnu nMs yenoBeka, KOTOpOMY BbI ITUILIETE HE U3BECTHO, MOYKHO 3aIlUCaTh €ro / ee Ha3BaHHe
WIM TOJKHOCTh B KOMIIAHUH, HanipuMep, MeHepkep 1o npogakaM Wik (UHAHCOBOTO TUPEKTO-
pa, B 3TOM CJIy4ae Bbl MOKETE UCIOJIb30BaTh €r0 B CBOM aJipec.

Be ready to demonstrate how specific kinds of compromises are reached. Workinpairs. The

situations to be described:

1. Knuenra He ycTpauBaeT npenjaraemas ieHa Ha Toap. [locTaBUIMK MPOCUT €ro KOHKPETU3H-
pOBAaTh CBOE JKEIaHHUE U HE COIJIAlIaeTCs Ha 3TO YCIOBHE, IPUBOJS PsIL JOBOAOB.

2. KiieHT — nocTaBMIMK NPUXOIAT K B3aMMHOMY COTJIALICHHIO, TaK KaK KJIMEHT IpeJiaraeT cle-
JaTh KPYIHBIN 3aKka3 B 0OMeH Ha 10 % CKUIKYy.

3. KinMeHT — mocTaBUIMK B3aUMHO Y/IOBJIETBOPEHBI, TaK KAaK KJIMEHT IMOJIy4aeT CKUAKY, KyIHB
OO0JIBIITYIO MAPTUIO TOBAPA M OIUIATHB HAJTHMYHBIMHU.

4. XKenanve nocraBIIMKa — MOTYYUTh OIJIATy HANWYHBIMU. [loKymnaTenb, B CBOIO O4Yepe/b, MPo-
CHUT CKHJKY, TOOOEIIaB CAETaTh ONTOBYIO 3aKYIKY.

5. OGe cTopoHBI MPUXOAAT K KOoMIpomuccy. Tak Kak MpeuioKeHHass eMy CKHKa HeOoublas,
MOKYTIaTeb X0TeN Obl, 4TOOBI 3aKynaeMoe 000py1oBaHKE ObLIO YCTaHOBIEHO 3a CUET MPOJaBIIA.



6. IloxynaTtens >xenan Obl MOMYYUTh KPEAWT Ha Oojiee JrOTHBIX yCiaoBuUsiX. [locturaercs ko-
IIPOMHCC.

7. HOKynaTeHB HE B COCTOSAHHU INOHCCTHU JOIMOJIHUTEIIBHBIC PACXOAbI IO TPAHCIIOPTUPOBKE, XOTA
TOBAp U TPeOYETCsI eMy CPOUHO.

Structure of a business letter

1. Sender’s address

The sender’s address is written on the top right-hand side of the page if the sheet of paper does
not have a printed letterhead. The date is written on the right-hand side of the page below the
sender’s address, sometimes separated from it by a space. If paper has a printed letterhead, the
date is also usually written on the right-hand side of the page. The month in the date should not
be written in figures, as they can be confusing. For example, 10.05.2010means10™" of May
2010in Britain, but in the US it means5™ of October 2010. Months are usually written not abbre-
viated, e.g. Oct. for October, but they can be abbreviated except forMay. The abbreviation ‘th’
after the date is very often omitted, e.g.24 Mayinstead of24""May.

2. Receiver’s address

This is written below the sender’s address and on the opposite side of the page, i.e. the left-hand
one. If the surname of the person to whom the letter is written is known, then it is written on the
first line of the address, preceded by a courtesy title and either the person’s initial(s) or his/her
first given name, e.g. Mr J.B. Priestly or Mr John Priestly, not Mr. Priestly. Courtesy titles used
in addresses are the following:

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

e Mrs (with or without a full stop; the full form ‘mistress’ should not be used) is used for a
married woman.

« Miss not an abbreviation) is used for a young girl or unmarried woman.

e Ms (with or without a full stop) is used for both married and unmarried women. Many
women now prefer to be addressed by this title, and it can be used when you are not sure
whether the woman is married or not.

o Messrs.(with or without a full stop; abbreviation for Messieurs, which is never used) is
used occasionally for two or more men, (e.g. Messrs P. Smith and B.D. Turner) but more
commonly forms part of the name of a firm, (e.g. Messrs Jones &Wright Co.)

There are many special titles, which should be included in addresses:

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

« military titles, e.g. Captain (Capt.), Major (Maj.), Colonel (Col.)

 aristocratic title, e.g. Sir(meaning that the person is a Knight, is always followed by a
given name —Sir John Brown, not Sir J. Brown or Sir Brown),Dame, Lord, Baroness, etc.

o Esq (with or without a full stop; abbreviation for Esquire) is seldom used now. It is used
instead of ‘Mr.” and is placed after the name, e.g. Richard Morton Esq., not Esg. Richard
Morton.

If the name of the person you are writing to is not known, you can write his/her title or position
in the company, e.g. the Sales Manager, or the Finance Director, in which case you can use it in
the address.

3. Salution

To address a man whose name is not known Dear Siris used.

To address a company Dear Sirsis used. In the US the following form of address is used: Gen-
tlemen.

To address a woman whether single or married, whose name is not known Dear Madam is used.
To address a person whose name and sex are not known Dear Sir or Madam is used.

When the name of the person is not known, the salutation takes the form of Dear followed by a
courtesy title and the person’s surname. Initials or first names are not generally used in saluta-
tions: Dear Mr Priestly, not Dear Mr J. Priestly. The comma after the salutation is optional.

4. The body of the letter



This may be indented or blocked. If the blocked style is used it is usual to leave a line space be-
tween paragraphs in the body of the letter.

5. Complimentary close

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

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

Americans usually close even formal letters with Yours truly or Truly yours. These complimen-
tary clauses are not used in the UK in commercial correspondence. A letter to a friend or ac-
quaintance may end with Yours truly or Best wishes.

Signature and position in the firm of the person signing the letter are always typed before hand-
written signature. This is called ‘the signature block’. The signature can begin with initial(s), e.g.
A. Jacobs, or a name, e.g. Andrew Jacobs, and a courtesy title, e.g. Mr., Mrs., Miss, Ms.

If there is no full name or a title, your correspondent will not be able to identify your sex and
may give you the wrong title in the reply letter. Therefore it is better to sign a letter with a full
name and to include the title.

The enclosures into the letter, e.g. documents, leaflets, etc., may be mentioned in the body of the
letter. But it is usual in any case write Enc. or Encl. at the bottom of the letter, and if there are a
number of documents, they are given as a list.

3. Salution

Jnst penieHrs 4enoBeKa, Yb€ UMsI HE U3BECTHO Y BaKAaE€MbIH UCIOJIb3YETCS.

Jns pemenus koMnaHuu YBaxaemble rocmnoga ucnoisizyercs. B CIHA cnemyronume (hopmbl
oOpaleHus UCIOIB3YETCs: TOCIO/A.

I[J'I}I PCUICHUA KCHIIUHBI, XOJOCTBIC WJIK KCHATBIC, YbC UM HC U3BCCTHO, YBajkaemasl rocroka
HCIIOJIB3YETCH.

Yro0bI pPeUINTh, UYb€ UM U I10JT HC U3BECTHO YBaxaembie AaMbl U TOCII0Ja UCIIOJIB3YCTCH.

Korga ums denoBeka, He M3BECTHO, IPUBETCTBUE OCYIIECTBIsIETCA B (hopmMe YBaxkaeMble 3aTeEM
Ha3BaHUEC BCKINBOCTHU U q)aMI/IJ'II/I}I YCIOBCKaA. I/IHI/II_II/IaJ'IBI WM UM€EHA OOBIYHO HE HCIOJIB3YIOTCA
B IIpUBETCTBHE: YBakaeMblil r-H [Ipuctiu, He YBakaemsblil r-H JIx. [lpuctiu. 3ansatyro nocie
MMPUBCTCTBUS HE ABJIAACTCSA 00s13aTENILHBIM.

4. B tene nucrMa

DTO MOXET OBITh CMCIICHBI UJIN 38.6J'IOKI/IpOBaHI>I. Ecmu 3a6J’IOKI/IpOBaH0 CTUJIb UCHIOJIB3YCTCA 9TO
0OBIYHAS! TOKWHYTH JIMHUIO MEXTy a03allaMu B TeJie MHUChMa.

5. becrutatHblii 6J1M3KO

Ecnu muceMo naumnaercst ¢ Dear Sir, Dear Madam, YBakaembie rocnosia, oHO OYJIET 3aKPBITO C
YBa’KCHUCM.

Ecnu nucebMO HaumHaeTcss ¢ JUYHBIM MMEHEM - YBaxkaeMbld I-H JlkelMc, yBa)kaeMblil I'-H
PolOuncoH - on 3aKpOCT C YBAXKCHUCM.

AMepI/IKaHHH 00BIYHO 3aKpBIBAOT OaXKE oq)nuna.anme nucbMa C YBAXCHHUEM W YBaXKCHUCM.
Ot OecrIaTHbIE IOYHKTBI HC HCIIOJIIB3YIOTCA B BeJ’II/IKO6pI/IT dHUHN B KOMMCp‘-ICCKOﬁ
KOPPECIIOHACHIINH. IIucemo k Apyry WJiInd 3HAKOMOMY MOXKCET 3aKOHUUTHCA C YBAXCHUCM H
HAWJTy4YIIUMU TTOXKCIIaHUAMMU.

[Togmuce u AOMKHOCTH B (¢UpPME JUIA, MOAMHCABIIETO MHCHMO BCerJa HalOpaid 0
CO6CTBCHHOpy‘-IHOI71 IIOAITUCH. DTO Ha3BIBAETCS «OJIOK IIOAIINCH. HO,Z[HI/ICB MOXKET HAYUHATHCA C
HavyayibHOU (bI1), Hampumep, A. JIkeikobOc, uim uMs, Hanmpumep, JHpio AkoOc, U J00e3HOCTh
Ha3BaHUE, HarpuMep, [ -H, r-xa, r-xa

Eciu He monmHoe MM WiIn Ha3BaHWEC, Balll KOPPECIIOHACHT HE CMOXKCET ONPCACINTE Balll IOJI U
MOKCT OaTb BaM HCHPABUJIBHBIC HA3BAHWUSA B OTBCTHOM ITMCHMC. HOZ-)TOMy JIyquie, 4TOOBI
noamnucaTthb INNUCbMO C ITOJIHBIM UMEHEM U BKIIFOYATH B ce0s1 Ha3BaHHE.

Koprmyca B nucbMe, Hanpumep, JOKYMEHTBI, TUCTOBKU U T.J., MOTYT OBbITh YIIOMSHYTHI B TEKCTE
nucbMa. Ho 00praHO B 060M citydae 3anucu Enc. wnm Encl. B HIbKHEW yacTu muchbMa, B €ClTu
CCTh pAd JOKYMCHTOB, OHU MOJYYarOT B BUJAC CITUCKaA.



6.®OH/I OIEHOYHBIX CPEACTB JJIs ITPOBEAEHUSA TEKYIIEI'O KOHTPOJIS,
MPOMEXYTOUYHOM ATTECTAIAAU OBYYAIOIIUXCA IO JUCHUIIJIMHE
(DOHI[ OILCHOYHBIX CPEACTB AJIA IPOBCACHUSA TEKYIICIO KOHTPOJIA, HpOMeX(YTOqHOﬁ arTecralnuu
HNPUBEJEH B IIPUJIOKEHHH.

B cj1ydac IIpuMCHCHUS B O6p8.30BaTeJ'II>HOM mponecce TMCTAaHIUMOHHBIX O6p330BaTeJ'IBHBIX TCX-
HOJIOTUI UCTIONB3YIOTCS creayromue ardgopmel 1 DOP:

http://dis.gqgtu.ru

https://meet.jit.si

https://us04web.zoom.us

7.JIEPEYEHD OgHOBHOfI M JJOINOJIHUTEJBLHONU YYEBHOWM JINTEPATYPHI,
HEOBXOJIMMOMU 1JIsA OCBOEHUA JUCHUITVINHBI

IlepeyeHb OCHOBHOM JIUTEPATYPHI:

1. boptaukosa, T.I'. JlenoBeie nuceMma / T.I'. boptaukoBa, U.E. Unpuna, M.H. Makeesa ; - Tam-
ooB : I3gatensctBo ®I'BOY BIIO «TI'TY», 2012. - 161 c. : mir., Tabdma., cxem. ; To xe [Dnek-
tpouHbIi pecypc]. - URL: http://biblioclub.ru/index.php?page=book&id=277783

IlepeyeHb 10MOTHUTENbHOM JIUTEPATYPHI:

1. I'pumaeBa, E.b. JlemoBoii uHOCTpaHHBIH s3bIK: ydeObHoe mocobue / E.b. I'puinaena,

N.A. Mamykosa ; MunuctepcTBo o0pa3oBanus U Hayku Poccuiickoit ®@enepauun, CuOupckuit

OenepanbHblil yHHBepcuTeT. - KpacHosapck : Cubupckuii denepanbubiii yauBepcurer, 2015. -

192 c. : Tabmn. - bubmuorp. B kH. - ISBN 978-5-7638-3296-9 ; To ke [DnekTpoHHBIA pecypc]. -

URL.: http://biblioclub.ru/index.php?page=book&id=435604

8. IEPEYEHb COBPEMEHHBIX IMTPO®ECCHOHAJIBHbBIX BA3 JAHHBIX, UH-
OOPMAIIMOHHBIX CITPABOYHBIX CUCTEM

Bce oOyuatomuecss yHuBepcUTeTa 00ecIiedeHbl TOCTYIIOM K COBPEMEHHBIM Npodeccro-
HaJIbHBIM 0a3aM JaHHBIX U UH()OPMALIMOHHBIM CIIPaBOYHBIM cucTeMaM. EjxeroHoe oOHOBIEHHE
COBPEMEHHBIX MPO(pECCHOHANBHBIX 0a3 JaHHBIX M MH()OPMALMOHHBIX CHPABOYHBIX CHCTEM OT-
pPaXeHO B JINCTE aKTyalu3aluu pabouel IporpaMMel.

CoBpeMeHnHbIe TpoeccroHaIbHBIE 0a3bl TaHHBIX:

ObC «YHuBepcuterckas Oubnnoreka onnaita» http://biblioclub.ru/

baza nayunbix crateii M3natenbctBa «'pamoray http://www.gramota.net/materials.html

WNudopmanmonnas cuctema "EnmHoe OKHO IocTyma K 00pa3oBaTelbHBIM pecypcam”
http://window.edu.ru/

Enunas xomtekuuss uHGOPMAIMOHHO-00pa30BaTelIbHBIX  pecypcoB  http://school-
collection.edu.ru/

[Tnatdopmsr BuneokoHdpepeHcps3u https://meet.jit.si  https://usO4web.zoom.us

DOP http://dis.ggtu.ru

HHdopMalimoHHbIE CIPABOYHBIE CUCTEMBI:

Sunexc.IlepeBoquuk https://translate.yandex.ru/

Google ITepeBoaunk https://translate.google.ru/

IepeBomunk ownmaiin u cinoBapb or PROMT https://www.translate.ru/
OmnnaitH-iepeBoYMK U ciioBapu https://www.webtran.ru/

Cnoaps LingvoLive https://www.lingvolive.com/ru-ru

Sunexc https://yandex.ru/

Pam6unep https://www.rambler.ru/



http://dis.ggtu.ru/
https://meet.jit.si/
https://us04web.zoom.us/
https://biblioclub.ru/index.php?page=book_red&id=277783
https://biblioclub.ru/index.php?page=book_red&id=435604
http://biblioclub.ru/
http://www.gramota.net/materials.html
http://window.edu.ru/
http://school-collection.edu.ru/
http://school-collection.edu.ru/
https://meet.jit.si/
https://us04web.zoom.us/
http://dis.ggtu.ru/
https://translate.yandex.ru/
https://translate.google.ru/
https://www.translate.ru/
https://www.webtran.ru/
https://www.lingvolive.com/ru-ru
https://yandex.ru/
https://www.rambler.ru/

Google https://www.google.ru/

JonoaHuTeIbHBIE PeCYpChI:
http://www.englishgrammar.org/

http://learnenglish.britishcouncil.org/en/english-grammar

http://www.englishpage.com/
http://usefulenglish.ru/grammar

9. Onucanne MaTepUAJIbHO-TeXHUYECKOH 0a3bl, HEOOXOAMMOIi J1JIf1 OCYLIeCTBJIEHHUs 00pa-

30BaTEJBHOI0 MMpouecca 1nmo AuCumIJInHe

AyauTopun

IIporpammHoe odecnieyeHune

- ydeOHas ayuTOpHs AJIs IPOBEACHUS yUEOHBIX 3aHATHH
10 IUCLMILIMHE, OCHAILICHHAS KOMIIBIOTEPOM C
BBIXOJIOM B UHTEPHET, MyJIbTUMEANAIIPOECKTOPOM;

- [OMEIIEHUE AJI CAaMOCTOSITEIbHON paboThl
00y4aromuXxcs, OCHAIICHHOE KOMIIBIOTEPHON TEXHUKOM
C BO3MOXKHOCTBIO ITOAKIIIOUEHUS K ceTH MIHTEepHeT n
o0ecreyeHneM JI0CTyIa B 3JIEKTPOHHYIO
nHpopMalnoHHO-00pa3oBaTensHyto cpeny ITTVY.

OmnepannoHHas cuctema.
[TakeT 0(OUCHBIX TMPUITOKECHHIA.
Bpaysep Firefox, Snnekc.

10.0BYYEHUE UHBAJIMA0OB M JIML C OTPAHUYEHHBIMU BO3MOXKHOCTS-

MH 310POBbsA

ITpu HeoOxoauMocTH paboyasi mporpaMma JTUCHMITIIMHBI MOXKET OBbITh aJjanTHPOBaHa JJIs
oOecrnieueHrs 00pa3oBaTENbLHOTO MPOLIECcCa UHBAIUAOB U JIUI] C OTPAaHUYEHHBIMU BO3MOXKHOCTSI-
MU 3710poBbsl. [l 3TOr0 Tpedyercs 3asBlieHHE CTYACHTa (€ro 3aKOHHOIO MPEeICTaBUTENs) U 3a-
KIIFOUEHHE TICUX0JI0ro-MequKo-nenarornueckoit komuccuu (ITMIIK).

CocraButens: K.(.H., nouent llypynosa M.B. %

[IporpamMma yTBepIeHa Ha 3aceqaHuH KaQeaphl aHTIIUHCKOTO s3b1Ka oT «12» wmas 2022

r., IpoTokos Ne 9

W.o. 3aB. kadenpoii: [llypynosa M.B.



https://www.google.ru/
http://www.englishgrammar.org/
http://learnenglish.britishcouncil.org/en/english-grammar
http://www.englishpage.com/
http://usefulenglish.ru/grammar

Ilpunoscenue

MunucrepcTBo 00pazoBanuss MockoBCKoii 00J1acTH
TI'ocynapcrBeHHoe o0pa3oBaTe/ibHOE YUpeKIeHUue BbICIIEro 00pa3oBaHus
MockoBcKkoi 061acTH
«l"'ocynapcTBeHHbI TYMAHUTAPHO-TEXHOJOTMYECKNH YHUBEPCUTET

®OH/J OHNEHOYHbIX CPEACTB
AJ1s1 NPOBEJEHUA TEKYIIEI'O KOHTPOJIA,
INPOMEXKXYTOYHOU ATTECTALIUA
PABOYASA ITPOI'PAMMA JUCIUIIVINHDBI

®T/1.01 JEJIOBOM AHTJIMHCKUH SI3bIK

Hanpasyienue noaroroBku 44.03.05 IMegarornyeckoe od0pasoBaHue
(¢ nBymMs NpopHJIAMHU MOATOTOBKH)

IMpoduian moaAroToBKMU HNHocTpaHHbIH A3BIK (AHTJIHICKUI),
HNHocTpaHHbIii A3bIK (HEMELKHUIl).
HNHocTpaHHbI| A3BIK (AHTJINICKUIL),
HNHuocTpanHblii A3bIK (PpaHIy3CKHIl).

KBanudukanusi BINYCKHUKA baxanasp

dopma o0yueHust Ounas

OpexoBo-3yeBo

2022 r.



1. UHauKaTOphbl JOCTH/KEHUSI KOMIIETEH i

Kox u HaumeHoBa-

HaunmenoBanue HHAUKATOpa JOCTUIKCHUA

JIOBYIO KOMMYHHKa-
LUK B YCTHOM H
MMUCBMEHHOU  (pop-
Max Ha rocynap-
CTBEHHOM  SI3BIKE
Poccuiickon ®ene-
paiyy U UHOCTpaH-
HOM(BIX) sI3bIKE(aX)

HUE KOMITETEHIIUU
KOMIIETEHIIUHU
YK-4 Cnoco6en | YK-4.1. Bnageer cucteMoii HOPM PYCCKOTO JIMTEPATYpHOTO SI3bIKA MPH
OCYHIECTBJISITH  JIe- | €r0 UCIOJIb30BAHUU B KAYECTBE TOCYAAPCTBEHHOTO s3bika PD u HOpMamu

WHOCTPAHHOTO (BIX) sI3bIKA(OB), MCIOJIB3YET pa3u4yHbIe (HOPMBI, BHUIBI
YCTHOM Y MMCbMEHHON KOMMYHUKAIIUH.

VYK-4.2. Wcnonb3yeT S3bIKOBBIC CPEACTBA IJIsl TOCTHXKEHUS MPodeccro-
HaJIbHBIX LI€JE€M Ha PYyCCKOM M MHOCTpaHHOM(BIX) s3bIKe(aX) B paMKax
MEXIIMYHOCTHOTO U MEXKYJIBTYPHOTO OOIICHHUS.

VK-4.3. OcyuiecTBissieT KOMMYHHUKAUO B HU(GPOBOI cpee JUisl TOCTH-
JKeHUs TpodeCCHOHATBHBIX LeTei 1 3 (HEeKTUBHOTO B3aMOICHCTBHSI.

IK-1.

Crnocob6en ocBau-
BaTh U UCIOJb30-
BaTb TCOPCTHUYC-
CKUe 3HAHUS U
MIPAKTUICCKHUE yMe-
HHSI U HABBIKU B
IpeIMeTHON 00J1a-
CTH MIpHU PCIICHHUHN
po¢eCcCuOHATBHBIX
3aza4

I1K-1.1. 3naer: cTpyKTypYy, COCTaB M IUJAKTUUECKUE ETMHULIBI IPEIMET-
HOW 00J1acTH (IIPEeTroaBaeMoro rmpeamMera).

[TK-1.2. ¥YMmeeT: ocymIiecTBIATE OTOOp y4eOHOTO COJIePIKAHUS JUISI €T0 Pe-
IM3alWU B pa3InyHbIX (hopMax 00y4eHHs B COOTBETCTBUH C TpeOOBaHU-
samu GT'OC OO.

[1K-1.3. Banageer: neMOHCTpUpPYET yMEHHE pa3pabaThiBaTh pa3IUYHBIC
(dopMBl yueOHBIX 3aHSATHH, MPUMEHSATh METOMBI, IPHUEMbl U TEXHOJIOTUU
o0y4deHus, B TOM 4uciie THPOPMAIMOHHEIE.

2. Onucanue mokasarejeil u KPUTEPHUEB OUCHUBAHUA KOMIIeTEHIIMI Ha PA3JTHYHBIX

Tamax ux (l)OpMPIpOBaHI/Iﬂ, OINIUCaHHME IIKAJ OHCHUBAaHUA.

OreHka ypoBHSI OCBOCHMsI KOMIIETEHIIMM Ha Pa3HbIX dTarnax uX (pOpMHUPOBaHUS MPOBO-
JUTCSA Ha OCHOBE AM((epeHIMPOBaHHOTO KOHTPOJI KaX/I0r0 MoKa3aTessi KOMIETEHLMH B paM-
Kax OLIEHOYHBIX CPEJCTB, NpuBeAeHHbIX B DOC.

OneHka «OTIMYHO», «XOPOULIO», «3a4T€HO» COOTBETCTBYET MOBBIMIEHHOMY YPOBHIO

OCBOCHHA KOMIICTCHIMH COIJIACHO KPUTCPUAM OLCHUBAHUSA, IIPUBCICHHBIX B Ta6J'H/IHe K COOT-
BETCTBYIOLIEMY OLIECHOYHOMY CPEACTBY
O11eHKa «yIOBJICTBOPUTEIBHOY, «3aUYTEHO» COOTBETCTBYET 0230BOMY YPOBHIO OCBOCHUS

KOMIIETEHIIMH COTJIACHO KPUTEPUSM OLIEHUBAHUS, IPUBEACHHBIX B TAOIHUIIE K COOTBETCTBYIOIIIE-
MY OLICHOYHOMY CPEJICTBY
OneHka «HEYIOBJIETBOPUTENHbHO», «HE 3aYT€HO» COOTBETCTBYET IOKA3aTE0 «KOMIIe-

TEHIIUA HE OCBOCHA))

HaumenoBanue
No
OLIEHOYHOTO
/1
cpencTBa

[IpencraBnenue
Kpatkas xapaktepucTtika OIICHOYHOTO
Kpurepuu onennpanus
OLIEHOYHOT'O CPEJCTBa CpeJICTBa B
donme

Oyenounvie cpedcmaa 015 NPOGeOeHUs MeKyuje20 KOHMpOJisl

1 | KonrponbHas
pabora (Toka-

«Omauyno» -
paborta

Onenka
KOHTPOJIbHAS

paboTbl
1IETIBIO

KonTponbHbie
IPOBOJISITCS

IIepeuenn
KOHTPOJIbHBIX

C




3aTenb KOoMIIe-
TeHIIUU «3Ha-
HUEY)

ONpPEAETEHUs  KOHEYHOIO
pe3yJsibTaTta B 00y4eHHUH I10
JTAaHHOM TeME WM pa3leny,
MIO3BOJISIIOT ~ KOHTPOJIUPO-
BaTh 3HAaHUA OJHOI'O U TOI'O
)K€ MaTepualia  HEOJHO-
KpAaTHO.

pabort

opopmiieHa B CTPOTOM
COOTBETCTBHU C  H3JIO-
KCHHBIMH TPEOOBaHUSIMH;
MOKa3aH BBICOKUH ypo-
BEHb 3HAHUS M3YYCHHOTO
MaTepuaiga 1o 3aJaHHOM
TEMe, yMEHHE TIyOOKO
aHAIM3UPOBATH MPOOIIEMY
A Jenatb o0oOmarmme
BBIBOJIbI; paboTa BBIIOJI-
HCHa TPaMOTHO C TOYKH
3peHus [1OCTaBJIEHHOMI
3a1a4u, T.e. 0e3 OIHOOK U
HEJI0YETOB.

Ouenka «Xopouwioy -

pabora odopmie-
Ha B COOTBETCTBUM C W3-
JIOKEHHBIMU TpeOOBaHU-
SIMU; TI0Ka3aH J0CTaTouy-
HbII  YPOBEHb 3HAHMS
U3yYEeHHOI0  Marepuaia
M0 3aJaHHOM TEME, yMme-
HHUE aHaJIU3UPOBATH IPO-
OyieMy ¥ JieJaTh BBIBOJIBI;
paboTa BBINOJIHEHA IOJI-
HOCTBIO, HO  HUMEIOTCS
HEJI0YeTHl.

Onenka «Yooene-
meopumenvpHoy -  TpHU
oopmieHun paboThI J10-
NYIICHbl He3HAYUTEIbHbIC
OTKJIOHEHUSI OT M3JI0KEH-
HBIX TpeOOBaHUI; IOKa-
3aHbl MUHHMMAaJbHbIE 3Ha-
HUS 110 OCHOBHBIM Te€MaM
KOHTPOJIbHOM paboThI;
BBITTOJIHEHO HE MEHEe I0-
JIOBUHBI PaOOTHI.

Onenka «Heyoo-
871€ME8OPUMENbHO» - BbI-
MOJTHEHO MEHee TIOJIOBU-
HBI paboOTHI, JOMYIICHBI
OLIMOKH MTPU BBITOJIHEHUH
3aJaHuH.

[Ipe3enTanus
(mokazarenb
KOMITCTCHITH
«YMmeHue»)

PabGoTa, mampaBneHHas Ha

BBIITOJIHEHUE  KOMILIEKCA
y4eOHBIX ¥  HCCIIEIOBa-
TCIIBCKHUX

3agaguii. Ilo3Bossger oille-
HUTb YMEHHUSI 00yYaroImux-
sl CaMOCTOSITENILHO KOH-

TemaTtnka
Ipe3eHTalNN

Ounenka «Omauynoy -
coJiepKaHue MpPe3eHTAIIUN
ITOJIHOCTBIO

COOTBETCTBYET
3asBIICHHOM

paccMOTpEHBI
JIMCKYCCUOHHBIE BOIPOCHI

TEeME,




CTpyUpOBaTb CBOM 3HAHMUS
B Ipolecce  peuleHus
y4eOHBIX 3aJa4, OpPUEHTHU-
poBaTbCsi B HMH(poOpMaiu-
OHHOM IIPOCTPAHCTBE H
YpOBEHb C(HOPMUPOBAHHO-
CTH aHAJIUTUYECKHUX, MC-
CJIEZIOBATENIbCKUX  HAaBbI-
KOB, HaBBIKOB IIpaKTHUYe-
CKOrT0O U TBOPYECKOIO
MBIILIEHHUS.

no mpobieme,  CIaWIBI
paCIIOJIOKEHBI  JIOTHYHO,
IIOCJIEIOBATEIIBHO,
3aBepIIaeTCs
PE3CHTALUS YETKUMU
BBIBOJAMH M IIOJHBIM
CIICKOM
HCIOJIL30BAHHOM
JTUTEPATYPHI.

Ouenka «Xopouwio» -

COZACPIKAHUC MMPE3CHTAINN
ITOJIHOCTBIO

COOTBETCTBYET
3asBJIEHHON Teme, HO
TeMa packpsiTa
HEJOCTATOYHO TOJIHO,
OTCYTCTBYIOT HOBEHIINE
JUTEpaTypHbIE
UCTOYHUKHU MO Mpodieme,
pu odopmiieHnn
NPE3CHTAllUd  UMEIOTCS
HEJ0YETHI.

Ouenka

«Yoosenemeopumenvno» -
coJiepKaHue MpPe3eHTANN

HE B TIOJHOM  Mepe
COOTBETCTBYET
3asBIICHHON TeEMe, TeMa

pacCKkpbiTa HEAOCTATOYHO

ITIOJIHO, HCIIOJIB30BaHO
HEOOJIBIIIOE  KOJIHMYECTBO
HAay4YHBIX HUCTOYHHKOB,

HapylleHa JIOTUYHOCTh U
MMOCJICIOBATEILHOCTE B
PACIIONI0KEHUH CIIalI0B.
Ornenka
«Heydoeremsopumenvro»
- Mpe3EHTaLUS He
COOTBETCTBYET
3asIBJICHHOMN TeMe,
Marepuall HU3J10KEH
HEIIOC/IEI0BaTEIILHO,
SI3BIK  NPE3CHTALMU  HE
OTpaXkaeT HAY4YHOT'O
CTUIIA.

[IpakTnueckue
3amanus  (1Mo-
KazaTelb
KOMIIETEHITHN
«Bnanenue»)

TeXHUKa OOyuYeHHs, TPel-
noJjiararomas  IpoeKTHPO-
BAaHUE PEIICHUS KOHKPET-
HOM 3a7a9H.

[Iepeuenn
MPAKTUYECKUX
3aJaHUuN

Onenka «OTianyHO» -
CryneHT na€r rpaMOTHOE
ONMCaHWE U HHTEpIpeTa-
[IUIO0 CUTYalllu, CBOOOIHO
Biazes mnpodeccuoHa b-
HO-TIOHATUMHBIM aIIapa-
TOM; yMEeT BBICKa3bIBaTh




U 00OCHOBBIBATH CBOH
CYXKIeHHs;  mpodeccuo-
HAJIBHO TPOTHO3UPYET H
IPOEKTUPYET  pPa3BUTHE
CUTyalldd WJIN OOBEKTa,
npemaraet 3QpheKTUBHBIC
CHOCOOBI pelIeHus 3aja-
HUSL.

Onenka «Xopowmo» -
CrtyzaeHT na€T rpamMoTHOE
ONHMCAaHWE W HHTEpIpeTa-
OUI0O  paccMaTpUBaeMoi
CUTyallud;  JOCTaTOYHO
BJazeeT mnpodeccruoHa b-
HOM TEPMUHOJIOTUEM;
BJaJieeT MpHUEeMaMH TIpo-
EeKTUPOBAHHUS, JIOIyCKas
HETOYHOCTH; OTBET IIpa-
BUJILHBIN, MOJHBINA, C He-
3HAYUTEIBHBIMU ~ HETOY-
HOCTSIMM WJIM HEJO0CTa-
TOYHO MOJIHBIM.

Onenka «YI0BIETBOPH-
TenbHO» - CTyneHT cinabo
BJasieeT MpodeccHoHaTb-
HOM TEPMHHOJIOTHEN IIPU
OMKMCAaHUU U HHTEpIpeTa-
AU paccMaTpuBaeMoit
CUTYallUu; JIOTMyCKaeT
OLIMOKK MpU MPOEKTUPO-
BaHUM  CcHocoOOB  Jes-
TEIBLHOCTH, ciabo 00oc-
HOBBIBA€T CBOM CYXJe-
HUS;, W3JIaraeT Marepuai
HEMOJIHO, HEmNocJe0Ba-
TEJBHO.

Onenka «HeynoBnerBo-
purenbHO» - He Bmanmeer
npodeccuoHaIbHON  Tep-
MHHOJIOTUEH; HE yMeeT
TrPaMOTHO 000CHOBATH
CBOM CYXJIEHUsS;, OOHapy-
JKUBAeTCsl HE3HaHHE OcC-

HOB MMPOCKTUPOBAHUS,
JOTYILEHbI rpyobie
OLINOKH.

Oyenounvie cpedcmea 071 nposedeHUsT NPOMENCYIMOUHOU ammecmayuu

3auer (moka- | KontposnbHOE Bompocst k| Ouenka  «3aumeno» -
3aTelib KOMIIe- | MEpPONPUSITHE, KOTOpOE | 3a4eTy NOBbILUEHHBIU Ypo6eHb
TEHUUU «3Ha- | IPOBOAUTCA 1o IpeJIoJiaraer:

HI/IC») OKOHYaHHIO HU3YYCHUA — 3HAHHC OCHOBHBIX




JUCLUIUIMHEL B BHJE, TEOPETUYECKHUX TIO0JIO-

MIPEAYCMOTPEHHOM JKEHU BOIIPOCa,

Y4eOHBIM TIJIAHOM. — yMEHHE aHAJIU3UPO-
BaTh HM3y4YaeMbIC JIHC-
IMIUIMHOW  SIBJICHHS,
(daxThI, NEHCTBYS;

— yMEHHuE cojepxa-
TEJNbHO U CTHJIMCTHYE-
CKM TPaMOTHO U3Ja-
raTh cyTh Bompoca. Ho
HMEET MECTO HEIOoCTa-
TOYHAsl IIOJHOTA IIO
U3JIaraeMoMy  BOTIPO-
cy.

OneHKa  «3aumeHnoy -

0az06vlll  yposeHb TIPE-

I10JIaraerT:

— HEMOJHOTY  U3JIOXKe-
HUS UHPOPMAIINH;

— OIlEpUPOBAHHUE TIOHS-
THH Ha  OBITOBOM
YPOBHE;

— OTCYTCTBHE CBSI3U B
MMOCTPOCHHUH OTBETA,

— HEYMCHHE BBIJCIIUTH
TJIaBHOE;

— OTCYTCTBUE BBIBOJIOB.

OLEeHKa «He 3a4meHoy —

KOMNnemeHyust He 0c8oe-

Ha» TIpeAToaraer:

— HE3HAHUE MOHATHHHO-
TO armapara;

— HE3HAHWE METOJI0JIO-
THYCCKUX OCHOB
POOJIEMBI;

— HE3HAaHWE TEOpUU U
HCTOPUU BOIIPOCA;

- OTCYTCTBUE YMEHUS

AQHAIM3UPOBATH YUCOHBIH

MaTtepuail

3. TunoBbie KOHTPOJIbHBIE 3aJaHUsI U/WIH MHbIE MAaTepHaJbl /sl MPOBedeHUs TeKYIIero
KOHTPOJIsI, MPOMEKYTOYHOM aTTeCTAUMHM, He0OXOAUMbIe JJfl OLEHKH 3HAHUI, yYMEHWI,
HABBIKOB H/WJIN ONBITA AeSITeIbHOCTH, XapaKTePU3YIOIIMX ITanbl GOPMUPOBAHUS KOMIIe-
TeHIIUI B Npolecce 0CBOCHUSI 00Pa30BaTeJbHOI MPOrPpaMMBbl.

3aganus 1J151 NpoBeleHUs TeKylIeld ycneBaeMoOCTH

B cnydae mpuMeHneHust B 00pa3oBaTeIbHOM MPOIiecce AUCTAHITMOHHBIX 00pa30BaTEIbHBIX TEX-
HOJIOTUH ucnoab3yercst DOP
https://dis.ggtu.ru/enrol/index.php?id=4508
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IlepeyeHb KOHTPOJIbLHBIX PadoT
KoutpoabHnas pa6ora Nel

I. Take it in turns to greet someone and make a comment about the weather, using the sit-
uations below. The other person returns the greeting and also replies to the comment about the
weather:

1. You meet your friend Kate in the park. It’s very hot. 2. You meet your friend at the
bus stop. It’s raining. 3. You meet a visiting lecturer Mr. Brown outside the University. You are

both wearing thick coats, gloves and scarves. It’s winter. 4. You meet a friend of yours on
the way to the University. He is wearing a T-shirt and dark glasses. 5. You meet Harry, a British
student, near the University. It’s a cold winter day. The weather is miserable. But the outlook for
tomorrow is rather favourable. Harry is glad to meet you. He says he hopes that the cold weather
won'’t stay for too long.

KontpoabHnas padora Ne2

The ways to develop a conversation Read the text and do exercises given after it.

A conversation often depends on questions. The person who asks questions in a conversa-
tion usually controls it. Personal questions should be expressed tact-fully, otherwise you may
appear to be rude. When asking questions of this kind the British generally use: Excuse me for
asking.” “Excuse me asking/my asking.” Other expressions are: “I wonder if you could tell me
your address?” “Excuse me, do you happen to know how often buses run here?” “Would you
mind telling me about the structure of the University?” “I hope you don’t mind my asking, but
I’d like to know more about your re-search.” English-speaking people do not usually ask or give
exact information about their age. It is usual to say that “someone is in his/her early twen-
ties/thirties, etc.”

To make a general enquiry about somebody’s job the British use: “What do you do?
What do you do for a living?”

The British never say: “What’s your profession/work?” Here’re some useful phrases for
describing somebody’s job in more details: “He’s/I’m in advertising/banking, etc.” “He’s/I'm
responsible for recruiting the staff.” “He’s/I’m an English lecturer at Moscow University.” “I/ He
deal/deals with the finance.” “I’m/He’s qualified as a program designer.”

In order to get more information you can use the following techniques:

“Can you tell me a bit more about the history of your company?”

“Sorry, but I’d like to know some more about your trip to Britain.”

“Sorry, that’s not quite what I meant.” “What I really wanted to know was when exactly
you’d be back.” “Sorry, I don’t quite understand.”

If you want to get some explanations during the conversation you can do it like that:

“What do you mean?” “What exactly do you mean?”

“Can you explain it in more detail, please?

If you want to interrupt when another person is speaking, you should do it politely:

“Excuse me, can I interrupt you for a moment?” “Sorry to interrupt but I’ve got a ques-
tion for you.” “I’d just like to say that my friend has got a promotion.” “By the way (to change
the subject) I’ve decided to give up teaching.” “That reminds me of the meeting we had last
time.” “Hold on, please.” “Just a moment, please.”

If you want to prevent interruptions and make sure you continue to hold the floor, you
can use the following techniques:

1. “There are two points I’d like to make.”

You can’t be easily interrupted until you have made them both.

2. You may also pause in the middle of a sentence. In this case you can’t be easily inter-
rupted until you’ve completed your sentence. You may probably want to hear other



people’s views and make sure everyone gets a chance to speak in a conversation. The following
phrases may be helpful:

“Don’t you agree, Jane, that English is a beautiful language?”

“What do you think, Nick, about Spanish painting?” “I expect you will agree with me
when | say that we can master English only if we study much.” “ I don’t know what Mary thinks
but I’m sure she knows more about the problem than I do.”

Sometimes people speak indistinctly, so you may need to ask them to repeat what they
have said. Here’re the most common ways: ”Sorry, could you say that again, (please)?” “Sorry,
could you repeat that?” “Sorry, would you mind repeating that.”

“Sorry, I didn’t hear what you said.”

“Sorry, I didn’t (quite) catch what you said.

When you are at a loss for words,the following sentences may be helpful:

“I can’t think of the right word, but you know what I mean.”

“A sort of thing/food, etc. you know.”

“You know the sort/kind of thing I mean.”

“I don’t quite know what you call it.” “One of those things, you know.” “I can’t remem-
ber what it’s called.”

Possible answers may be:

“Yes, I know what you mean.” “No, I’m afraid I don’t remember what you mean.” “You
mean your business trip?” “Are you thinking of your colleagues?” British people usually use tags
to make sure their listeners are keeping up with them. Another good way to check if you are
properly understood is to use different little phrases as: “...if you see what I mean” “I don’t know
if you can see that...” “And you know what I said?” “Can you guess what I did/said, etc?” “See
what | mean, etc.” In more formal situations you might say: “Do you follow me?” “ Are you
with me on that?” “All right so far?” “Is everything clear?” “Got that?”

The importance of these little phrases cannot be overemphasized. In fact they ask for a
tacit agreement from listeners and seek their encouragement or approval to continue a conversa-
tion. And what is more important they make speakers sound less abrupt and bring listeners into
the talk. On the other hand listeners are also expected either to encourage speakers or merely to
show they are listening to be polite. Facial expressions, gestures and so on are very important
indicators of attention and interest. So are certain words and intonation that can be used in utter-
ing them. Here are some useful words you might use to show you are involved and share the
speaker’s feelings: “Ah. Yes. Gosh. Sure. Yeah. Wow. Oh. Really? Lovely. mm...right. Fancy
that! I know. Fine. Well. | see. OK. Exactly so. These brief utterances point to the level of
agreement and comprehension as well as reveal the listener’s emotional involvement. At the
same time you should not put too many of these utterances in, because in this case the expression
may be one of overbearing pugnacity or embarrassing friendliness.

If you need to delay answering a question while you think for a moment or check on your
facts you may use some delaying expressions:

“Well, let me see ...” “Oh, let me think for a moment.” “I’m not sure, I’ll just have to find
it out.” “That’s a very interesting question.”

“That’s a difficult question to answer.” “It’s difficult to say.” “Let me put it this way.”
“What do you mean?” These delaying expressions give people time to think about their replies.

If you want to avoid answering questions altogether you may use expressions like these:

“I’m not really sure.” “I can’t tell you off-hand, I’'m afraid.” “I’m terribly sorry, I really
don’t know.” “I’ve no idea, I’'m afraid.” “I can’t answer that one, but I’ll tell you where you can

find it out.” “I’d rather not answer that one, if you don’t mind.”

If you don’t want to discuss something, use the following phrases: “Well, I’d rather leave
individuals out of this.” “Well, I’d rather not discuss it at the moment.” Well, I’d rather not talk
about it if you don’t mind.” “Well, I’d rather wait till I know more about it before I say.” “Well,
I’d rather wait before I commit myself.”



If the British want to terminate a conversation generally end a conversation with people
or a person they know by an excuse and saying something nice after the topics of common inter-
est have been discussed, e.g. “ Excuse me, I’'m afraid I have to be going now. It was really a
pleasure to talk to you.”

Some other ways may be: summing up a conversation by using “OK”, ”Well”, etc. or/and
making arrangements to speak to the person at a later time. In a business conversation where
there is a specific point to be discussed the British come to the point quickly. In this case the
conversation winds down after the point has been discussed and aexcuse is not necessary.

TemaTnka npe3eHTanum:

JlenoBast mepenucka.

Bunbl 1emoBoil mepenucku.
KontpakTHas nepenucka.
JlenoBoe mMUceMO.

JInunasa nepenucka.
IOpunnueckas noOKyMeHTaLMs.
KommMmepueckast nokyMeHTanus.
KonTpakt

Horosop

0. OdpunmansHas JOKyMEHTAIHUS

BOoo~NoOR~WNE

Ilepevens npakTHYECKHX 3aaHUI

1. Read the conversation and answer the questions given after the text.
A: Can | help you?

B: Yes, I’d like one of those things, oh, you know.

A: No, I’'m afraid, I don’t.

B: You know the sort of thing I mean for holding papers together, I’ve for-
gotten what they are called.

A: Ah, you mean paper clips, don’t you?

B: No, not exactly. A sort of paper clip. Well, you know what | mean.

A: Sorry, I don’t.

B: They are little wire things you put in a machine and then press.

A: Ah, you mean staples, | think?

B: Yes, that’s right. I couldn’t remember what they were called. Thank you.

2. Questions:

1. Does the first speaker try to be helpful? What language shows he does?

2. What other language could the first speaker have used with the same meaning? 3. Do
you think both speakers are polite and patient with each other?

3. Look through the lines and:

a) rearrange them to produce a natural dialogue:

1. Yes, please. Do you mind if | open the window?

. No, I don’t think so. Would you like to look at my timetable?

. No, I don’t think so. Shall I move my bag?

. No, that’s quite all right. The train’s rather crowded, isn’t it?

. Yes, I suppose so. By the way, it does stop at Brighton, doesn’t it?
. Shall I look after your bag for you?

. Yes, please.

. Excuse me, is this seat taken?
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9. No, that’s quite all right. I think, I’ll just go for a cup of coffee.

10.Yes, it is, isn’t it? I suppose it’s because it’s Friday.

b) read the dialogue you have made up and answer the following questions:

1. Do the speakers know each other? 2. How did the speakers develop the conversation
after answering? 3. Do the two speakers sound friendly and polite? If so, what language shows
they are? 4. What sorts of developments did the first speaker use? 5. What other sorts of devel-
opments do you think might have been used in this situation?

4. Make a natural response to the following remarks, remembering that you should
both answer and develop the conversation:

1. You’ve been to London, haven’t you? 2. Have you seen the paper today?

3. You’re not English, are you? 4. You work a lot, don’t you? 5. You haven’t got minute
to spare, have you?

V. Make short conversations in the following situations.

1. Ask the person sitting next to some personal questions politely. Try to sound interested
when listening to her/him.

2. You meet a nice girl/boy outside your University. Strike up a conversation with
her/him to find out whether: 1) she’s/he’s a student of your University; 2) she’s/he’s fond of his-
tory.

3. Your teacher has explained something, but you still don’t understand it very well. Po-
litely ask for clarification.

4. It’s your first day in a new group and you don’t know where to sit. Ask one of the oth-
er students politely about the seating arrangements.

5. Some students come to your door to talk to you about a New-Year party.

You are not well. You have a lot of work. Get rid of them politely.

Someone who has started work in your organization asks you what the boss is like. You

don’t want to discuss him/her.

3agaHus AJ1s1 NPOBeIeHUs MPOMEKYTOUHOI aTTecTaluu
B cnyuae mpuMeHeHUst B 00pa30BaTeILHOM IMIPOIIECCE TUCTAHITMOHHBIX 00pa30BaTeIIbHBIX TEX-
HoJsioruil ucnoisszyercst 0P
https://dis.ggtu.ru/enrol/index.php?id=4508

Bonpocsl k 3auery
OTHKa ¥ IPAaBUIIA I€JIOBOU MEPEITUCKH.
KynbTrypa nenoBoii nepenicki Kak MHIUKAToOp NpoecCnoHaIbHOM 1 001en
KYJIBTYPBI.
MecTo 1e70BO# IepenicK B CTPYKTYpE AEATEIILHOCTH CHelHaiucTa B obaactu odpaso-
BaHMSI.
Bunel nenoBoii nepenucku.
KoHntpakTHas nepenucka.
OcTeTnka opOpMIICHHS U CTUIIb JIEIOBOTO MHChMa.
Oco0eHHOCTH AMUCTOISIPHOTO JKaHpa CTPaHbl H3y4aeMoro si3bIKa.
9. Curtyanuu J1en0BOro OOIEHHs.
10. JInynas mepemnucka.
11. ®pazeonoruzmsl U (ppasbl KIUIIE B TMYHON U JIEIOBOM MEepenncKe.
12. TIpobGnema KOMMYHUKAIIMH TI0 TeIehOHY.
13. IIpakTHKa HUCTIONB30BaHUS TeNe(OHHOTO OOIICHUS B CTPAHE U3yUaeMOr0 SI3bIKa.
14. TpeGoBanust K 0OPMIICHUIO FOPUINUECKON TOKYMEHTAIUH.
15. TpebGoBanus K 0hopMICHNIO KOMMEPUECKOM TOKYMEHTALIMH.
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CxeMa COOTBETCTBHUSA THIOBBIX KOHTPOJIbHBIX 3aJaHUI U OLleHUBaeMbIX 3HAHU, YyMEHHUI,
HABBIKOB M (MJIM) ONBITA eSITeJIbHOCTH, XaPAKTePU3YIONIIUX ITANbI GOPMUPOBAHNS
KOMIIeTeHI Ui

Kon 1 HaumeHOBaHMe HanmenoBanue TuIoBbIE KOHTPOJIBHBIC 3a1AHNS
KOMIIETEHLIUU MH/IMKATOpa J0-
CTH)KEHUS
KOMIIETEHLIUU
YK-4 VK-4.1 Bormpocs! k 3agery
Crioco6eH oCyIIecTBIATh Ae- KontposbHast pabota
JIOBYIO KOMMYHHKaIUIO B ycT- | YK-4.2
HOM ¥ NMCBMEHHOM (popMax Ha Ipesenrarus
roCcylapCTBEHHOM si3b1ke Poc- VK-43
cuiickoii deziepaluu 1 HHO- [TpakTndeckue 3ananus
CTpaHHOM(bIX) sI3bIKE(AX)
IK-1. IK-1.1 Bormpocs! k 3auery
CriocobeH ocBanBaTh U UC- KonrposnpHast pabota
[10JIb30BAaTh TEOPETUUECKUE I1K-1.2
3HAHUS U IPAKTUYECKHUE yMe- IlpesenTanus
HUS ¥ HaBBIKU B [IPEIMETHOM [1K-1.3
o0JacTu NpH perieHnu
po(hecCuOHATIBHBIX [TpakTueckue 3a1anus
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