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1. NOSACHHUTEJIBHAS 3AITUCKA

Pabovas mporpamMma AMCHUIUIMHBI COCTaBlieHa Ha OCHOBe ydeOHoro tuiaHa 44.04.01
[lenarormueckoe obpazoBanue 1o npodwmito Vcrnons3oBanue HHPOPMALIMOHHBIX TEXHOJOTHH B
obmeM obpazoBanuu 2023 r. Hayana MOATOTOBKY (04Has popma oOyUdeHHs).

[Ipu peanuzanuu 00pa3oBaTeNbHON MpPOrpaMMbl YHHUBEPCUTET BIpaBE MPUMEHATH
JTUCTAaHIIMOHHBIC 00pa30BaTEIIbHBIC TEXHOJIOTHH.
2. INEPEYEHb IINIAHUPYEMBIX  PE3VJIbTATOB OBYYEHHUA 11O

AACHUIIIMHE, COOTHECEHHBIX C IITAHUPYEMbBIMH PE3YJIbTATAMHA
OCBOEHMHSA OBPA3OBATEJIBHOU ITPOI'PAMMBbI

ey TUCHUTIAHBI

Ienpto Kypca sIBISIETCS COBEPILIEHCTBOBAHME KOMIETEHLMI, HEOOXOAUMBIX B OOJIACTH
JICJIOBOT0 MHOCTPAHHOI'O sI3bIKa (B TOM 4HCle, NYyTEM OBJIAJICHUS HAaBBIKAMHU BOCIPUSTHUS,
IOHUMaHMs, a TaK)K€ MHOTOACIEKTHOIO aHalu3a YCTHOM M IMUCBbMEHHOW peud Ha JEJI0BOM
MHOCTPAaHHOM SI3bIKE); (HOpPMUpPOBAHHE CHOCOOHOCTH HCIIOJIB30BATh S3BIKOBBIC CPEACTBA IS
JOCTMDKEHUS! KOMMYHMKATUBHBIX Il€JIeil B KOHKPETHOM CHUTyalud OOILEHUS Ha JeJI0BOM
MHOCTPAaHHOM SI3bIKE; YMEHHE BBICTPAUBATh CTPATETHI0O YCTHOTO U IMUCHbMEHHOrO OOIIEHUS B
COOTBETCTBUU C COLIMOKYIBTYPHBIMU OCOOEHHOCTSIMH U3y4aeMOr0 S3bIKA.

3agaum AMCHMILINHEGI .

- c(OpMHUPOBATh YMEHUE MOJIb30BATHCS JICTIOBBIM HHOCTPAHHBIM SI3BIKOM;

- JOCTATOYHO CB060[[HO, HOpMaTI/IBHO HpaBI/IJII)HO nu (PYHKHI/IOHELHBHO AICKBATHO BJIAaJACTh BCEMU
BUJIaMH PEYEBOM JACSITENFHOCTH Ha JIETOBOM HHOCTPAHHOM SI3BIKE;

- copMHUpPOBATh HaBBIKU BEJIEHUS JI€JI0BOM Oecenlbl B XOJE€ BCTped, MEPEroBOPOB U IPHUEMOB,
aKTUBHOTO 3amaca ¢pa3-Kiuile, a Takke OCBOGHHE TIpaBWJI  JTHKETa (PeueBoro,
MOBEJICHYECKOTO).

3HaHuda u ymenust 06yqalomer0cﬂ, (l)ole/IpyeMble B pe3yJjibTaTe OCBOCHUSA TUCHUITJIUHBI

B pesysabTare H3yueHMsi AMCHUILUIMHBI CTY/AEHT J0JKEH 00/1aaTh CJIeTyHOLMU q)op;(lf[})l;;Mblx

KOMIICTCHIUSIMU .
KOMIIeTeH U

YHuusepcanbhble komnereHuu (YK)

CHOCOOHOCTh NPUMEHATH COBPEMEHHblIE KOMMYHHMKATHBHBIE TEXHOJOTHH, B YK-4

TOM 4YHCJI€ Ha HMHOCTPaHHOM(BIX) s3bIKe(ax), M aKaJeMHUYEeCKOro u

po¢eCCHOHATLHOTO B3aUMOJICHCTBUS

CIIOCOOHOCTH aHAJIM3UPOBATh U YUUTHIBATh pa3HOOOpa3ue KyJbTyp B IpoLecce YK-5

MEXKYJIbTYPHOIO B3aUMOJIEHCTBUS

NHauKaTophl J0CTHKEHUST KOMIIETeH NI

KOI[ 1 HAUMCHOBAHHC
KOMIICTCHIIMH

HanmeHnoBaHue HHAUKATOpa JOCTUKCHUA
KOMIICTCHIIMH

YK-4.1 3naer: 3HaueHHE KOMMYHHUKAIMM B MPOHECCHOHATLHOM
B3aUMOJIEMCTBUM;  COBpPEMEHHBbIE CpelcTBa HH(GOPMAIMOHHO-

YK-4. CHOCOOHOCTH
HpI/IMeHﬂTB COBp CMCHHBIC

KOMMYHHKATHBHBIC
TEXHOJIOTUH, B TOM 4YHCIIEe
Ha MHOCTPAHHOM(BIX)
si3bIKe(ax), TUTSt
aKaJeMHIeCKOro u
PO eCCUOHATBHOTO

KOMMYHHUKAIMOHHBIX TEXHOJIOTHH;

TPaJULIMOHHbIE ¥ MHHOBALIMOHHbBIE ()OPMBI AEJIOBOTr0 OOIIEHUS U
paboTBhI C S3BIKOBBIM M PEUYEBBIM MAaTEPUAJIOM JUISL OCYIIIECTBICHUS
JIeJI0BOM KOMMYHHUKALIUU Ha HHOCTPAHHOM SI3BIKE.

YK-4.2 YMeeT: NpeACTaBIAThH Pe3yabTaThl MpOodecCHOHATBLHON
JESITEeIbHOCTH  HAa  PA3IMYHBIX  MEPONPUATHUSX,  BKIIOYAs




B3aHMOJICHCTBUS MEXIyHapOAHbIE Hay4Hble KOH(EpEeHIMH, CEMHUHAphl W T.II.;
ayJIMOBU3YaAJIM3UPOBATh 3BYUYAlUN TEKCT U BBIACIATH 3HAUUMYIO
nHpOpMaNUIO MO 0003HAYCHHOW TeMe M3 YYEOHBIX TEKCTOB W
MpE3EHTaLNM;
YK-4.3 Baageer: xaHpaMyd NUCbMEHHONW KOMMYHHUKAIlUH, B TOM
YHUCJIE B YCIOBHUSX MEXKYJIbTYPHOTO B3aUMOJICHCTBUSI; TEXHUKOU
peanu3aluu  ATHYECKUX (OpPM KyJbTyphl peuyd B CBETCKOM
JICJIOBOM OOIIEHUH HAa HHOCTPAHHOM SI3BIKE

YK-5 cocooHocTh | YK-5.3 Biajmeer: HaBbIKAMH  MEXKYJBTYPHOTO  OOIICHUS;

aHAIN3UPOBATH H | METOJAAMH aHanmusa u IJITAHUPOBAHUS paboTsl 10

YUUTBIBaTh  Pa3sHOOOpa3ue | MEXKKYJIbTYPHOMY B3aUMOJICHCTBHIO

KYJIBTYp B rpoiiecce

MEXKKYJIbTYPHOTO

B3aHUMOJICHCTBH

3. MECTO JUCHUITIUHBI B CTPYKTYPE OBPA3OBATEJIBHOM

NNPOTI'PAMMBI

JuctumnanHa «JlemoBoit HHOCTpaHHBINA A3BIK» OTHOCHTCS K 00s3aTenbHOM YacT bioka 1

obpazoBarenbHO# nporpamMmbl. (51.0.03)
4. OBBEM JUCHHUIIJIMHBbI

Ounast popma o0ydeHUS

Buabl yueOHbIX IIpome:xy
Ne Pa3nes/Tema Cemectp Bcero | 3ansiTmii TOYHAast
n/n yac. Konrakr- arrecran
Has pabdora | CPC Ui C
113 yKa3aHue
M
ceMecTpo
B
1. | Tema 1 [lenoBas nepenucka 1 24 10 46
2. | Tema 2 JlenoBoe¢ u IMOBCEIHEBHOE 1 24 8
oOuieHue
3. | Tema 3 PasroBop no renedony 1 24 8
HToro B cemectpe 1 72 26 46 3aver, 1
cemMecTp
4, Tema 4 IOpuanueckast JOKyMEHTaILIH 2 24 10 46
5. Tema 5 BraemnesxoHoMmuyeckast 2 24 8
JeSITeTbHOCTD
6. | Tema 6 MexayHapoHble KOHTaKThI 2 24 8
HToro B cemectpe 2 72 26 46 3auer, 2
cemMecTp

CopaeprxaHue TMCUMILVIMHBI, CTPYKTYPHPOBAaHHOE 110 TeMaM

IIpakTH4yeckue 3aHATHSA

IIpakTnyeckoe 3ansiTue
Tema 1: «/lenoBas nepenucka»




1. OcobeHHOCTU COCTaBNEHUA COAEPKAHNA NUCbMA B 3aBUCUMOCTH OT ero Tmna.

Y4yeOnble nean:
1) nartb npezacTaBieHHE 00 OCOOCHHOCTSX JICTIOBOW TICPEIHCKH;
2) J1aTh XapaKTEPUCTHKY OCOOCHHOCTSIM JEJI0BOI0 OOIICHNUS;
3) naTh mpeacTaBieHHE O CIIOCO0ax JIEIOBOr0 OOIICHUS.

OcHOBHbIE TEPMUHBI U TOHATHUSI:

[TpodeccnonanpHas KOMMYHUKAIIHS

JlenoBoe oOmenune

KoMMyHHKaTHBHAS CUTYaIHsI

[enoBas nepenucka

WHTemiekTyanbpHas ornepanus

CrniopHble BOIIPOCHI

IIpakTHyeckoe 3aHsATHE
Tema 2. «/lemoBO€ ¥ MOBCETHEBHOE OOIIICHHE)
1. TocypapcTBeHHble yuYperKaeHus.
YueOHBIE HEJH:
1) paTb NpeacTaBAeHMe O 4e/I0BOM NOBCEAHEBHOM OOLLEHUN HA MHOCTPAHHOM A3bIKE ;
2) aTh XapaKTEPUCTUKY OCOOCHHOCTSM JICTIOBOTO MTOBCEHEBHOIO OOIICHHS B
rOCYJapCTBEHHBIX YUPEKIACHUSAX;
3) math mpejcTaBIeHUE O JIEKCUKE JIEJI0BOTO OOIICHUS HA HHOCTPAHHOM SI3BIKE.
OCHOBHBbIE€ TEPMHMHBI 1 TIOHSITUS
[ToBcenHeBHOE OOITICHUE
[IpaBuna sTukera
IIpuBercTBHE
Busuter
brnarogapaocts
IIpurnamenue

IIpakTHyeckoe 3aHATHE
Tema 3: «Pa3roBop 1o Tenepony»
1. Drukert TenedoHHOTO pa3roBopa.

Y4eOHble mean:
1) paTb npeacraBneHme 06 ocobeHHOCTAX pa3roBopa no TenedoHy;
2) JnaTh XapaKTEPUCTUKY PEYEBOTO ITHKETA MO TeJIC(OHY;
3) nath mpejCTaBIEHHE O CIIOCO0aX BeleHUs Oece/ibl 1Mo TeleOHy Ha HHOCTPAHHOM SI3BIKE.

OcHOBHbIE TEPMUHBI U TOHATHUS:

OObmecTBeHHBIN TenehoH

[TpaBuia momp30BaHus TENEHOHOM

ABTOOTBETUYHUK

[TpoGuiemb! 061IeHNS TTO TeAePOHY

MoOunpHbIi TenedoH

IIpakTH4yeckoe 3aHsATHE
Tema 4: «tOpuamdeckas JOKyMEHTAITUS
1. CTpyKTypa TMNOBbIX OPUANYECKUX LOKYMEHTOB.
YueOHble nean:
1) paTb npeacraBieHMe 06 0COBEHHOCTAX PUANYECKOM AOKYMEHTALMN;
2) &aTh XapaKTePUCTUKYBHJIOB FOPUAMYCCKON TOKYMEHTAIIUH;
3) math mpejacTaBIEHUE O CIIOCO0ax BEICHHUS FOPUINIECKON TOKYMEHTAIIHH.
OCHOBHBbIE€ TEPMHMHBI 1 TIOHSITHSA:
KOpunnueckast tokyMeHTalus
HoroBopa



OdopmieHne TOKyMEHTAITUU
®uHaHCOBas JOKYMEHTAIUs
KoHTtpakTsl

Cekperapuar

IIpakTuyeckoe 3ansiTue
Tema 5. «BHEIIHEIKOHOMHUYECKAs ICATCIIEHOCTDY

1. MepBble KOHTaKTbI, BCTPEUYM M MPOBOAbI NHOCTPAHHbIX NAPTHEPOB.
YuebOHbIe nean:

1) paTb npeacTaBneHne 06 opraHM3aLmMm BCTpeY M NPOBOAOB MHOCTPAHHbIX NAPTHEPOB;

2) 1aTh XapaKTEPHCTHKY BHEIIHEAKOHOMHUYECKON JAE€ITEIbHOCTH;

3) nmath mpejacTaBICHUE O CIOCO0AX BEICHUS BHEITHEIKOHOMUYECKOM NESTCIbHOCTH.
OCHOBHBbIE€ TEPMHMHBI 1 TIOHSITUS
BrenaeskoHomMudeckas AeITeIbHOCTD
[TeperoBopsl
ITepBble KOHTAKTHI
IToammcanye cornameHui
JenoBas BcTpeya

IIpakTH4yeckoe 3aHsATHE
Tema 6: «MexayHapoIHBIE KOHTAKTHD»
1. Tunbl KOHTPAKTOB, BapPMaHTbI KOHTPAKTOB M UX CTPYKTYypaA.
Y4eOHble Hmean:
1) patb npeacTaBneHne 06 0COBEHHOCTAX MeXAYHAPOAHbIX KOHTAKTOB;
2) 1aTh XapaKTePUCTHKY MEKIyHAPOIHBIM KOHTAKTAM;
3) nmaTh mpescTaBICHUE O CIIOCcO0ax JICIOBBIX MIEPETOBOPOB.
OcHOBHBIC TEPMHUHBI M IOHATHS:
BapuaHTBI KOHTPAKTOB
Acconuanus
MexnyHapoaHas BcTpeda
Kondepennus
CemuHnap
Cumnosnym
IIpuem rocrei, IpoBOJbI TOCTEN

S. IHHEPEYEHDb YYEBHO-METOAUYECKOI'O OBECIIEYEHUA JJIA
CAMOCTOATEJBHOU PABOTHI OBYUYAIOLIUXCHA ITO JUCHUIIJIMHE

1. [lleBenéra, C.A. [lemoBoii anrmiickuii : yaeoHoe mocooue / C.A. llleBenésa. - 2-¢ u3n.,
nepepad. u gomn. - M. : FOuutu-/lana, 2015. - 382 c.; [Onexkrponnsit pecypc]. - URL:
//biblioclub.ru/index.php?page=book&id=436816

2. CmacubyxoBa, A.H. JleoBo# aHTIHICKUH S3BIK: AJII CAMOCTOSITENIbHON paOOThI CTYIEHTOB :
yaeOHoe rocooue. - OpenOypr : OI'Y, 2013. - 163 c. : Tabm. - bubnworp.: c. 80. ; [DneKTpOHHBII
pecypc]. - URL: //biblioclub.ru/index.php?page=book&id=270303

3. Wnunens, E.A. [uaaktuueckue MaTepuaibl ISl CaMOCTOATEIBHOW pabOThl MO KypCy
«BusinessEnglish» («/lemoBoli aHTnuiickuii s3bIK») : ydeObHOoe mocobme. - CII6. : HOYBO
«MHCTUTYT crienMaIbHON TEeJaroruku 1 ncuxosorun», 2015, - 80 c¢. [DnexkTpoHHBINA pecypc]. -
URL: //biblioclub.ru/index.php?page=book&id=438772

4. I'pumaeBa, E.b. JlenoBoit mHOCTpaHHBIH A3bIK | yaeOHOE Tocodue. - KpacHosipck : Cubupckmii
benepanbublil yHHBEpcUTeT, 2015. - 192 c. : Tabn. - bubnuorp. B kH; [DneKTpoHHBIH pecypc]. -
URL.: //biblioclub.ru/index.php?page=book&id=435604
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5. KysnenoBa, 1.K. Practiceofwritingbusinessletters: [IpakTukym o0y4eHus 1em0BOi NMepenucke
. yuebnoe mocobme 2010. - 64 c.; [DaexkrtponHmii  pecypc]. - URL:
//biblioclub.ru/index.php?page=book&id=90618

3az[a}mﬂ OJA CaMOCTOSATEJILHOM paﬁoTbI
Pa30epure quasoru, oopamasi BHUMAHHME HA CTUJIb O0IEHUS U JIEKCUYeCKUe eJMHUIbI.
At the airport
e Excuse me... Are you Mr.Cartwright?
e Yes.
e I’m Vladimir Ivanov, from TST Systems. How do you do?
e How do you do?
o Have I kept you waiting?
e Oh, no... the plane’s just arrived. Thank you for coming to meet me.
o Not atall. Did you have a good trip?
e Yes, thank you. | was airsick a bit, but now I’'m O.K.
e My car’s just outside the airport. Shall my driver take your suitcase?
e Oh, yes...thank you.
In the car
e We are going to our office in the center of the city. It’ll take us about half an hour to get
there. Mr Pospelov is waiting for you.
o What is Mr Pospelov? Remind me, please.
o He’s our General Director. He is going to discuss with you some details of our future
agreement.
o What hotel may | stay at?
o We reserved for you a single room with private bathroom at a hotel near the center.
o That’s O.K. Thank you very much.
At the office
- I’d like you to meet Mr Pospelov, our General Director.
e Glad to meet you Mr Pospelov.
- So am |. Have you ever been to Moscow, Mr Cartwright?
e No, it’s my first visit to Moscow.
e What are your first impressions of Moscow?
- | 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.
o Glad to meet you, Miss Belyaeva.
e Soam I. Call me Ann.
- | also want you to meet Victor Volgin, our Sales Manager. You’ve already met Mr Ivanov.
e What does Mr lvanov do?
- He is our Export- Import Manager... Sit down please, Mr. Cartwright. A cigarette?
e Yes. Thank you.
e Would you like something to drink?
e 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?
o Black, please.
o With sugar?
e No, thanks.
- 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.


https://biblioclub.ru/index.php?page=book_red&id=90618

- 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
company 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.
e 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
Delegation to discuss them with Voronin.

Voronin: Good morning, Mr. Blake.

Blake: Good morning, Mr. Voronin. Sorry, I’'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. | think we can discuss business now. I’d like to
clarify 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
contract, 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 Voronin 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) popmanbpHOE MPUBETCTBHE, BOIPOC O CAMOYYBCTBUU



2) nokaszarhb, KyJa IpotiTH

3) mpochba npucecTsb

4) Ha ynHIIe XOJIOHO U CBIPO

5) utak, HaYHEM

6) mepeiiném k neny

7) IOrOBOPHUM O MPEAMETE HaIlIel BCTpEUH

8) moroBopuM 0 MpUYHHE, KOTOpasi IPHUBEIA MEHS CloJIa

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
appointment 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. I 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

HN3yuure cnennduky 1eI0BOro nucbmMa, COCTAaBbTe HA OCHOBE NPHUMEPOB CBOH J/ieJ10BbIe
nucbmMa
[Tucema u OuzHec
[TucbMO MUCBMEHHOCTH SIBJISIETCS HEOTHEMJIEMOM 4YacThlO JieoBOoro oOmeHus. Yek, A0rorop
WM IpYyTrue JOKYMEHThI OM3HEC IO MoYTe BCEr/a JOKHBI COIPOBOXKIATHCSA MUChbMOM. B uceme
TOBOPUTCS, YTO B HACTOSILEE BPEMsI OTIPABIEHBI, TAK YTO agpecaT JOJDKEH 3HaTh, YTO UMEHHO
BBI XOTEJIH MepeiaTh. ITO TUTUYHBINA JIEJI0BOE MUCHMO HA3BIBAIOT "pPyTHHHOM".
B HacTosimiee Bpemst Bce Goubliie M OOJIbIIE JTOTOBOPOB MPOU3BOAUTCS HAa AHTJIMHCKOM SI3BIKE,
AQHTTIMHCKUN SI3BIK SIBJISIETCSI YHUBEPCAJIBHBIM sA3BIKOM Ou3Heca. CorialleHHsi O COBMECTHOM
npeanpusTHsi, OaHKOBCKME KpPEIWTbI, a JIMIEH3UM Ha TOBAapHBIM 3HAaK 4YacToO HamucaHbl Ha
AHTJIMHACKOM SI3BIKE.
C mnosiBI€HHEM 3JIEKTPOHHOW MOYTHI, TOJIOCOBOW MOYTHI M (PAKCOB, XOPOIIO MUCATh MHCbMa
TepsieT cBoe 3HaueHue. M Bce xe, XOpoIllo HaMMCaHHOE JI€JI0BOE MUChbMO MOXKET OUY€Hb TOMOYb B
BalllMX JEJIOBBIX OTHOIIEHUSX. baroycTpoeHHass MMCbMO CAENAET JIydllee BIEYATIICHHE Ha
yUTaTeNsl, TAKUM 00pa3oM, XOpOIIHNE MUChMa JIeJal0T XOPOIINi OM3HeC-TapTHEPOB.
JlenoBass mepenucka He JOJDKHA OBITH CyXxod W ckyuyHod. Ha camom pene, HaumbGonee
3¢ (EeKTUBHBIM JENOBBIX MHCEM YacTO KacaloTCs OYEHb JIMYHBIE BOMPOCHl, a HE TOJIBKO Ha
JIeHbrax WM B HWXKHeW cTpoke. IlpmHuMas BO BHHMMaHHe WH(OPMALMOHHbBIE MEPErpy3Ku
CETOAHSIIHUN BaKHO OBITH KPATKUM U I10 CYIIECTBY B OOJIBIIMHCTBE Balle KOPPECIIOHICHIIUY.
e CrpyKTypa JeJI0BOT0 MUChbMa
1. OTnpasurens aznpec
Anpec OoTmpaBuUTeNs NUIIETCS Ha BEPXHEW MpPaBOM YaCTH CTPaHMIIbI, €CIM JUCT Oymaru He
UMEIOT TevaTHhIX OnaHkax. /lara HamMcaHa Ha TpaBoOil CTOpOHE CTPAHUIBI IO aJpec
OTIIPaBUTEJISI, UHOTJA OTAENIEH OT HEro mpocTpancTBo. Ecinu Oymara uMeer nevatHble OJaHKW,
JaTa 1 OOBIYHO 3alMCHIBACTCS Ha MPABOW CTOPOHE CTpaHUIIBL. B MecsIl B CpOK He J0JKEeH ObITh
HanucaH B Iu@pax, MOCKOJIbKY OHM MOTYT BBecTH B 3a0myxnaenue. Hampumep, 10.05.2010
o3HauvaeT, 4to 10 mas 2010 B Benukobpurtanun, Ho B CIIIA 310 03Havaet, uto 5 okTs10ps 2010.
Mecsina, Kak NpaBUJIO, HANMHMCaHbl HE COKpalleHHO, Hampumep, OKTAO0pb B OKTSIOpe, HO OHU
MOTYT GBITh COKpAIIEHEI, 32 HCKIoueHHeM Mas. 'M' a66peBuaTypa mocie 1aThl OYEHb YacTo
omyckaeTcs, Hanpumep, 24 mast BMmecto 24thMay.
2. IlpuemHuK aznpec



DTO HAMKCAHO HUXKE aJpec OTHPaBUTENS U HA MPOTUBOIOJIOKHONU CTOPOHE CTPAHUIIBI, TO €CTh
neBylo oauH. Ecnu Qamunus 5una, KOTOPOMY MHCbMO HAlMCaHO, KAaK H3BECTHO, TO, YTO
HallMCaHO Ha NEpBOH CTPOKE ajpeca, MPEeALIECTBYET HAa3BaHUE YUYTUBOCTHM U KaK YEJIOBEK
HAvaJbHBINA (BI) WK €ro / ee mepBbIM MMeHeM, Hampumep, ['-H b. cBaleHHMYeCKON WK T-H
Jxon Ilpuctiu, He r-H Ilpuctnu. JIro0e3HO Ha3BaHWs, HCIOJIB3yeMbIE B aJpec SBISIOTCS
clenyoIue:

— r (c wim 0e3 MOJHOW OCTAaHOBKH, TOCHOMWH' MONHas (Gopma HE clieqyeT HCIOIb30BaTh)
ABIISIETCS. OOBIYHBIM HAa3BaHHEM BEXKJIMBOCTD I YEJIOBEKA.

— Tocroxxa (¢ wnm 0e3 MONHON OCTaHOBKH, 'Xo3siika" moiHas ¢opMa He JI0JDKHA
UCIIOJIB30BATHCS ) UCIIONB3YETCS JIs 3aMYy>KHEH JKEHIIUHBI.

— mucc (He ab0peBHaTypa) UCHOIB3YETCs ISl MOJIOJON JEBYIIKU U HE3aMY>KHUE )KCHILUHBL.

— Tocroxka (¢ mnm Ge3 MOJTHON OCTAaHOBKM) MCIIONB3YETCS Ui 3aMYKHUX W HE3aMYKHHX
JKEHIIMH. MHOTHE KEHIIIMHBI CETOAHS PEIIOYUTAIOT PEIIaTh Ha 3TOT TUTYJ, U OH MOKET OBbITh
MCIIOJIb30BaH, KOTJ]a Bbl HE YBEPEHBI, UTO JKEHIIIMHA COCTOUT B Opake WM HeT.

— rocnox (¢ miau 0Oe3 NOJHOM OCTaHOBKH, COKpauleHue ['ocroma, KOTOpbI HUKOTJa He
UCIIONIB3YETCs) UCIONB3YyeTCsl MHOTAA JUIsl OBYX WM Oojee mrofei, (Hampumep, rocmona Il
Cwmur u Tepuep BD), HO yaiie Bcero BXOJHWT B COCTaB Ha3BaHUs (pUpMBI (HAIIpuMep, Tocroja
Jlxonc u Paiit Ko)

EcTh MHOTO CIeTIMANIbHBIX 3BaHUN, KOTOPBIC JOJKHBI OBITh BKJIFOUCHKI B a[pecam:

— aKaJeMHYeCKUX WM MEAMIMHCKHX Ha3BaHUU, Hampumep, Bpau (moxtop), mpodeccop
(ITpodeccop)

— BOMHCKHX 3BaHMi, HanpumMep, Kanuran (kanuraH), Maiiop (Maiiop), NOJIKOBHUK (IIOJIKOBHUK)
— apUCTOKpaTU4ecKuil Tutyin, Hanpumep, Cap (MMeeTcs B BUAY, YTO ATO JIMIIO PhIaps, BCeraa
conpoBoxkaaercsa ums - Cop Jlxxon bpayn, a ve cap [x. bpayn u cap bpayn), Hama, ['ocnioawu,
OapoHecca,  T.1I.

— 9ckBailp (¢ wnm 06e3 TMONTHOW OCTaHOBKH, cOKpaimieHue Esquire) peaxo HCMonb3yeTcs B
Hacrosimiee Bpemsi. OH ucCHonb3yeTcss BMecTo '"T'" W momemnaeTcs: mocjie UMEHH, Hampumep,
Puuapn MopToH dckBalip, a He opuct. Pudapa MopToH.

Ecnu ums yenoBeka, KOTOPOMY BBI ITUIIIETE HE U3BECTHO, MOYKHO 3aIlUCATh €ro / €€ Ha3BaHUe
WM OJKHOCTh B KOMIIaHWUH, HanmpuMep, MeHepkep mo npogakaM Win (PUHaHCOBOTO
JTUPEKTOpPa, B 3TOM ClIydae Bbl MOXKETE MCIIOIb30BaTh €ro B CBOM aJipec.

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

situations to be described:

1. Kiumenra He ycrpauBaeT mpejaraeMas IieHa Ha ToBap. [locTaBIIMK NPOCUT €ro
KOHKPETH3UPOBATh CBOE JKEJIAaHNUE U HE COTJIAIIAETCs Ha 3TO YCIOBUE, IPUBOS Pl TOBOJIOB.

2. KnmueHT — MOCTaBIIMK MPUXOJAT K B3aMMHOMY COTJIAIICHHIO, TaK KaK KIHWEHT MpejjaraeT
CeNaTh KPYIHBIN 3aka3 B 00MeH Ha 10 % cKkuiaky.

3. KiiueHT — mocTaBUIMK B3aMMHO YAOBIETBOPEHBI, TaK KaK KJIMEHT IMOJy4aeT CKUAKY, KYIUB
OOJIBIITYIO TAPTHUIO TOBApa U OTUTATHB HATMYHBIMHU.

4. YKenanuwe mocTaBIIMKA — TOJNYYUTh OIUIATy HaiduuHbIMH. [lokymarens, B CBOIO OYepenb,
MIPOCUT CKUAKY, TOOOEIaB CAeNaTh ONTOBYIO 3aKYIIKY.

5. OGe CTOpOHBI MPHUXOAAT K KOMIpOMHUCCY. Tak Kak MpeasioKeHHas eMy CKHJIKa HeOolbIas,
MOKyTHaTeNIb XOTeN Obl, 4TOOBI 3aKyrmaeMoe 000py10BaHHE ObUIO YCTAHOBIICHO 3a CUET MPOaBIIa.
6. IlokynaTtenp sxkenmayn Obl MONXYYUTHh KPEAUT Ha OoJee JBrOTHBIX ycHoBHUsX. JlocTuraercs
KOITPOMHUCC.

7. Ilokymnarenb HE B COCTOSIHUM MTOHECTH JOTOJHUTENbHBIE PACX0/Ibl 10 TPAHCIOPTUPOBKE, XOTS
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
abbreviated, 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.

e 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.)

o 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:
Gentlemen.

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
salutations: 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
between 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
complimentary clauses are not used in the UK in commercial correspondence. A letter to a friend
or acquaintance may end with Yours truly or Best wishes.



Signature and position in the firm of the person signing the letter are always typed before
handwritten 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

Jlns pemieHus yenoBeka, 4Yb€ UMsi HE U3BECTHO Y BaKa€MbIN UCIIOJIb3YETCS.

st pemeHus KOMIaHuM YBaxaemble rocrmoga ucnoibdyercsa. B CHIA cnemyronue (hopmbl
oOpallleHusl UCIIONB3YETCs: TOCTIOIa.

st perieHust JKEeHILMHBI, X0JIOCThIE WJIN JKEHAThIE, Yb€ UM HE M3BECTHO, Y Ba)kaeMasi roCroxKa
HCIIOJIb3YETCH.

UTOOBI pemInTh, Yb€ UM U I1OJT HE U3BECTHO Y Ba)KaeMbIC JaMbI U TOCIIO/IA UCTIOIB3YETCS.

Korna ums yenoBeka, HEe U3BECTHO, MPUBETCTBUE OCYILIECTBIsIETCS B (hopMe YBakaeMble 3aTEM
Ha3BaHUE BEXJIMBOCTU U (pamuuiust yenoBeka. MHUIMANBI WM ©MEHA OOBIYHO HE MCTIOIb3YIOTCS
B IpUBETCTBHUE: YBaxkaeMbll I-H [Ipuctiu, He YBaxaemslil r-H [[x. [lpuctiu. 3anstyro nocie
MIPUBETCTBUS HE SIBJISETCS 00s13aTEIbHBIM.

4. B Tene nucpma

DTO MOXKET OBITh CMEIIEHBI WK 3a0710KHpoBaHbl. Eciu 3a0710KUpOBaHO CTUITB UCIIONIB3YETCS 3TO
0ObIYHAsl TOKUHYTH JIMHUIO MKy ab3aliaMu B Telle MIChMa.

5. becruatHbrit 61U3KO

Ecnu nucemo HaunHaetcs ¢ Dear Sir, Dear Madam, YBaxaemble rocnojia, OHO OyJeT 3aKpBITO C
YBaKEHUEM.

Ecnu nucbmMo HauMHaeTcs ¢ JUYHBIM UMEHEM - YBaxkaembll r-H JxelMc, yBakaeMmblil I'-H
POOHHCOH - OH 3aKpOET C YBaXKEHUEM.

AMepHKaHIbl 0OBIYHO 3aKPHIBAIOT Jake O(QUIIMATbHBIE MUChMA C YBAKEHHUEM U YBAKCHHEM.
Oty OecrulaTHble TMYHKTHI HE HCHOJB3YIOTCS B BenukoOpuTaHuH B KOMMEpPYECKOM
KoppecnoHieHIuu. [IMcbMO K Jpyry WiM 3HAaKOMOMY MOJKET 3aKOHUYHMTHCS C YBaXKEHUEM M
HAWJTy4YIITUMU TTOKEJIAHUSIMH.

[Toamuce u MOMWKHOCTE B (GUpMe JHIa, MOMAMUCABIIET0 MUCHMO Bcerga HaOpamu 10
COOCTBEHHOPYYHOU TOAMKUCH. DTO Ha3bIBaeTCs «OJIOK moanucu. [loanuck MOKeT HaYMHATHCS C
HavanpHOU (bI), Hampumep, A. JkelikoOc, uiu ums, Hanpumep, DHApio AkoOc, U T0O0E3HOCTh
Ha3BaHue, Hanpumep, ['-H, r-ka, T-Ka

Ecnu He monHOe MMs MM Ha3BaHUE, Balll KOPPECHIOHACHT HE CMOXET ONpPEIeTUTh Balll MOoJ U
MOXXET JlaTh BaM HEIMpaBWIbHbIE Ha3BaHUS B OTBETHOM muchMme. [loaTomy mydre, 4TOOBI
MOJMUCATh MUCHMO C TIOJTHBIM UMEHEM U BKIIIOYATh B ceOsl Ha3BaHHUE.

Kopnyca B muceMe, Hanmpumep, TOKYMEHTHI, TUCTOBKH U T.Jl., MOTYT OBITh YIOMSIHYTHI B TEKCTE
nuckMa. Ho 00b14HO B mo0oMm cirydae 3amucu Enc. unm Encl. B HIDKHeEW 4acTu muchbMa, M €CIH
€CTh PsiJl IOKYMEHTOB, OHH TOJy4YaloT B BUE CITHCKA.

6. ®OHJ OLEHOYHBIX CPEJICTB JJisI MNPOBEJEHUSI TEKYILIEIO
KOHTPOJISI, MNPOMEXYTOYHOI ATTECTALIMA OBYYAIOIIUXCS IO
JTUCHUIJIMHE

(DOH,Z[ OLICHOYHBIX CPCACTB I NPOBCACHUSA TCKYLICTO KOHTPOJIA, HpOMC)KYTOqHOfI arTTeCTanuu
IMPUBCACH B IIPUITOKCHUU.

B cmywae mpuMmeHeHus B 00pazoBaTEbHOM TPOIECCEe AUCTAHIIMOHHBIX 00pa3oBaTENbHBIX
TEXHOJIOTHI HCTIOJB3YIOTCS clieaytontue miargopmbl 1 JOP:
http://dis.ggtu.ru



http://dis.ggtu.ru/

https://meet.jit.si
https://us04web.zoom.us

7. HEPEqEHLUOCHOBHOﬁ W JOMOJHUTEJbHOM YYEBHOM JINTEPATYPHI,
HEOBXOJINMOMU 1JIs1 OCBOEHUA JUCIHUIIVIMHBI

IlepeyeHb OCHOBHOIT JTUTEPATYPHI

1. [leBenéna, C.A. JlemoBoii anrnuiickuii : yaeoHoe nmocodue / C.A. llleBenéna. - 2-e u3m.,
nepepad. u jgor. - Mocksa : FOuuTu-lana, 2015. - 382 c. [Dnexrpounnsiit pecypc]. - URL:
http://biblioclub.ru/index.php?page=book&id=436816

2. CeBocTbsiHOB, A.Il. AHTTIMIICKUH S3BIK AETOBOTO U TPO(HECCHOHATLHOTO O0IIEHUs : yaeOHOe
nocobue - N3n. 3-e, nom. u nepepad. - Mocksa ; bepnun : Jlupekr-Menua, 2018. - 417 c. -
bubnuorp. B kH. [DnekTponHbId pecypce]. - URL:
http://biblioclub.ru/index.php?page=book&id=496119

IlepeyeHb 10NMOTHUTEILHOM JTUTEPATYPHI

1. BekcaeBa, H.A. JlenoBoii anrimiickuii B TypusMe : yuebHoe mocooue / H.A. bekcaesa. - 3-¢
u3., crep. - Mocksa : U3narensctBo «®@nunta», 2017. - 204 c.; [DnekTpoHHBIN pecypc]. -
URL.: http://biblioclub.ru/index.php?page=book&id=103336

8. NEPEYEHb COBPEMEHHBIX ITPO®ECCHUOHAJIBHBIX BA3 JAHHBbIX,
NHOOPMALMOHHBIX CITPABOYHbLIX CUCTEM

Bce obyuaromuecst obecriedeHbl JOCTYIIOM K COBPEMEHHBIM NMpo(ecCHOHaNbHBIM 0a3zam
JaHHBbIX H I/IHCI)OpMaIII/IOHHI)IM CIIpaBOYHBIM CHUCTCMAaM, KOTOPBLIC IMOJICKAT OOHOBJIEHHIO npu
HE00XO/IMMOCTH, YTO OTPAXKAETCS B JIMCTAX aKTyaJIn3alui pabounx Mporpamm.

CoBpemennble npodeccuoHaabHbIe 0a3bl JAHHBIX:

OBbC «YHuBepcuTerckas oubianoreka onnaitay» hitp://biblioclub.ru/

ba3a HayunbIx crateii M3natenscTBa «'pamoray http://www.gramota.net/materials.html
Nudopmanmonnas cucrema "EarHoe OKHO JOCTyIa K 00pa30BaTeIbHBIM pecypcam
http://window.edu.ru/

Enunas xomutekius nHGOpMaImoHHO-00pa30BaTelibHbIX pecypcoB http://school-
collection.edu.ru/

[Tnardopmser Buneokordepentcpssu https://meet.jit.si https://usO4web.zoom.us
30P http://dis.ggtu.ru

HNHpopManoHHBIE CIPABOYHbIC CHCTEMBbI:

Sunexc.IlepeBoquuk https://translate.yandex.ru/
Google IMepeBomunk https://translate.google.ru/

Sunexc https://yandex.ru/
Pam6uep https://www.rambler.ru/
Google https://www.google.ru/

Mail.ru https://mail.ru/

9. OIMCAHUE MATEPUAJIBHO-TEXHUUYECKOM BA3bI, HEOBXOIUMOM I
OCYHIECTBJIEHHUSA OBPA3OBATEJIBHOT' O ITPOLHECCA IO JTUCHUITJIMHE

AyauTopun IIporpamMmmHoe o0ecnieyeHune

- ydeOHast ayTUTOpUS JJIs IPOBEACHMSI YIeOHBIX 3aHATUH | OnepannoHHas cucTeMa.

10 TUCLUIITINHE, OCHAIIICHHAsT KOMIIBIOTEPOM C BBIXOJIOM ITaker O(I)I/ICHHX IIPHIIOKEHUN.
Bbpaysep Firefox, Sanexc.



https://meet.jit.si/
https://us04web.zoom.us/
http://biblioclub.ru/index.php?page=book&id=436816
http://biblioclub.ru/index.php?page=book&id=496119
http://biblioclub.ru/index.php?page=book&id=103336
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://yandex.ru/
https://www.rambler.ru/
https://www.google.ru/
https://mail.ru/

B UHTEPHET, MYJIbTUMEIUAIIPOCKTOPOM;

- TMOMEIICHUE JJI1 CAMOCTOSTEIbHON paboThI
00y4aroIuXxcsi, OCHAIIEHHOE KOMITbIOTEPHOM TEXHUKOU C
BO3MO>KHOCTBIO MOAKIIOUEHUs K ceTu VIHTepHeT u
o0ecrieueHreM JO0CTYIa B 3JIEKTPOHHYIO
nH(popManmoHH0-00pa3oBaTenbHy0 cpeny [TTY.

10. OBYYEHUE HUHBAJINI0B n JINL C OI'PAHUYEHHBIMUA
BO3MOXHOCTSAMMHU 310POBbSA

[Tpu HeoOxoauMocTH paboyasi mporpaMma JTUCIHUIIMHBI MOXKET OBITh aanTHpOBaHa s
obOecrieueHrus 00Opa30BAaTENBLHOrO MpoOlEcca HWHBAIMAOB U JIMI C OrPAaHUYCHHBIMU
BO3MOXKHOCTSIMU 310poBbs. [l 3TOro TpeOyeTcsl 3asBI€HHE CTyAEHTa (ero 3aKOHHOIO
MPEJICTAaBUTENS) U 3aKITI0YCHHE [ICUX0JI0r0-MeauKo-neaarornyeckoit komuccuu (IIMIIK).

/'
ABTOpHI (cocTaButenn): K.¢.H., gou. Kupumiosa A.B. W

K.}.H., nou. lllypymosa M.B.

(moarucu aBTOPOB)

[Iporpamma yTBepiKaeHa Ha 3acelaHuH Kadeapbl aHTITUHACKOH (DUIONIOTHH M EPEBOIOBEICHHUS
oT «16» wast 2023 ., mporoxom Ne 11.

3aB. xadenpoit Kupumiora A.B. C%//




Ipunoxenune
MusnucTepcTBO 00pazoBanus MOCKOBCKOM 001acTH
['ocynapcTBeHHOE 00pa30BaTENBHOE YUPEXKIEHUE BRICIIETO MPOGECCHOHATBEHOTO
00pa3oBaHUs
['ocymapCTBEHHBIN I'YMaHUTAPHO-TEXHOJIOTUYECKUN YHUBEPCUTET
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1. UHauKAaTOpPbI 10CTUKEHUST KOMIeTeH i

KO,I[ 1 HAUMCHOBAHHC

HanmenoBanune HHAUKATOpa JOCTHIKCHUA

KOMIIETEHIIUU KOMIIETEHIIUU

YK-4. criocoOHOCTh | YK-4.1 3HaeT: 3HaueHWEe KOMMYHHKalUH B IPO(ECCHOHATBLHOM

MPUMEHITh  COBPEMCHHBIC | B3AMMOJACUCTBUM,  COBPEMEHHBIC CpEICTBa HHGOPMAIMOHHO-

KOMMYHHKaTUBHBIE KOMM YHHKAIIHOHHBIX TEXHOJIOTHIA;

TEXHOJOTHH, B TOM YHCIE | TPAIUIIMOHHBIC U WHHOBAIIMOHHBIC (POPMBI JIEIIOBOTO OOIIECHUS U

Ha MHOCTPAaHHOM(BIX) | pabOThI C A3BIKOBBIM M PEYEBBIM MAaTEPHATIOM JIJIsl OCYILIECTBICHUS

s3bIKe(ax), JUISL | IGJIOBOM KOMMYHUKAIIUU HA THOCTPAHHOM SI3bIKE.

aKaJIeMUYECKOT0 u | YK-4.2 ¥YMmeer: npeacTaBiATh pe3yiabTaThl MPOQPECCHOHATBHOU

npodeccnoHaIbHOTO NEATEIbHOCTH  HA  Pa3jUYHBbIX  MEPONPUATHUIX,  BKIIOYas

B3aUMOJEICTBUSA MEXAYHapOAHbIE Hay4Hble KOH(EpEeHIMH, CEeMUHApbl U T.IL;
ayJIMOBU3yaJIM3UPOBATh 3BYUYAlIUN TEKCT U BBIACIATH 3HAUUMYIO
uHpopManni0 1o 0003HAUEHHOW TemMe U3 Y4eOHBIX TEKCTOB H
MpE3EHTaLNM;
YK-4.3 Baageer: xaHpaMy MUCbMEHHOM KOMMYHHUKAllMHM, B TOM
YHUCJIE B YCIOBHUSX MEXKKYJIbTYPHOTO B3aUMOJICHCTBUSI; TEXHUKOU
peaM3alu  3TUYECKUX (OPM KyIbTyphl pPEeYd B CBETCKOM
JIEJIOBOM OOIIIEHUH HAa MHOCTPAHHOM SI3BIKE

YK-5 cnocobnocts | YK-5.3 Buapgeer: HaBblkaMM MEXKYJIbTYPHOTO  OOILCHUS;

aHAIM3UPOBATH U | METOAaMHu aHajgu3za " IJIAHUPOBaHUST  PaOOTHI o

YUUTBHIBaTh  pazHooOpasue | MEeXKYIbTypHOMY B3aUMOJCHCTBUIO

KYJIBTYp B npoiiecce

MEXKYJIbTYPHOTO

B3aUMOJICVCTBHUS

2.0nucanue nokasareeil 1 KpUTepreB OLEHMBAHUA KOMIIETEHIUIA HA Pa3JIMYHbIX 3Tanax
ux GopMHPOBaHNS, ONIMCAHNE IKAJ OLleHUBAHUS.

OneHka YpOBHSI OCBOEHMSI KOMIIETEHIIMM Ha pa3HBIX 3Tanax HX (OpMUPOBaHUS
IPOBOJIUTCS Ha OCHOBE AU (epeHInpOBaHHOTO KOHTPOJIS KaX/JI0T0 IMOKa3aTelsi KOMIETEHINH B
paMKax OLIEHOYHBIX CPEICTB, npuBeAeHHbIX B DOC.

OneHka «OTIMYHO», «XOPOLIO», «3a4YT€HO» COOTBETCTBYET MOBBIIMICHHOMY YPOBHIO

OCBOCHHA KOMIICTCHIIMU COTJIACHO KPHUTCPUAM OLCHHMBAHUA, NPUBCACHHBIX B Ta6J'II/IIIe K
COOTBCTCTBYHOIICMY OLICHOYHOMY CpPCIACTBY
OHCHKa «YAOBJICTBOPUTCIIBHO», «3a4YTCHO)» COOTBETCTBYCT 6a3030My YPOBHIO OCBOCHUA

KOMIETEHIIMH  COTJIACHO  KPUTEpPHUSM  OIICHWBAHHS, MPHUBEICHHBIX B  Tabmuie K
COOTBETCTBYIOIIEMY OIIEHOYHOMY CPEJICTBY
OueHka «HEYIOBJIETBOPUTEIBHO», «HE 3a4TE€HO» COOTBETCTBYET  IOKa3aTello
«KOMIIETeHIIUSA He 0CBOEHA)
IIpencraBnenue
HaumeHoBanue Kpatkas pel
Ne OIIEHOYHOT'O
OLIEHOYHOTO XapaKTEePUCTHKA Kpurepuu onieHnuBanus
/1 cpencTBa B
cpencTBa OIIEHOYHOTI'O CPE/ICTBA
bonze
Oyenounvie cpedcmaa 0Jisi NPOBeOeHUs MeKYWe20 KOHMPOis
1 Tect Cucrema TectoBBIE Oueunka «OmauyHo»
CTaHJAPTU3UPOBAHHBIX | 3aJaHUS BBLICTABJISIETCS 3a TECT, B
3aaHuH, KOTOPOM BBITIOJIHEHO OoJiee
MO3BOJISIOIIAS 90% 3amaHwuii.
U3MEPUTH YPOBEHb Onenka «Xopouio»




3HAHMM W yMEHUU
o0yuJaromerocs.

BBLICTABJISIETCS 3a TECT, B
KOTOPOM BBITIOJTHEHO OoJiee
75 % 3amanuii.

OncHka
«Yooeremsopumenvroy»
BBICTABJISICTCS 34 TECT, B
KOTOPOM BBITIOJTHEHO OoJiee
60 % 3amaHui.

OneHka
«Heyoosenemeopumenvroy
BBICTABJIIETCI 3a TECT, B
KOTOpOM BBIIIOJIHEHO
MeHee 60 % 3amaHui.

IIpakTnuecku
€ 3aJaHus

TEXHUKa oOyueHus,
nperosiararomas
IIPOEKTUPOBAHUE
peleHusl KOHKPETHOH
3aJauu.

[Iepeuenn
MPAKTUYECKUX
3aJaHui

Onenka  «OrianyHo» -
CryneHt naér TrpamMoTHOE
OIIMCAHNE u
UHTEPIPETAINIO CUTYAIIHH,
CcBOOOHO BIIafiest
po(heCcCHOHATIbHO-

NOHSATHUHHBIM  anapaToMm;
yMEeT  BBICKa3blBaTh U

000CHOBBIBATh CBOU
CYXJICHUS;
po(heCcCUOHATILHO
IPOTHO3UPYET u
IIPOEKTUPYET pasBuTHe

CUTyallul MM OOBEKTa,
npennaraeT 3(pQeKTuBHbIE
Coco0bI peLeHus
3a/laHusl.

Onenka  «Xopomo» -
Cryaent pa€r rpamoTHOE

OIMCaHNE u
HHTEPIpETALII0
paccMaTpuBaeMou
CUTYyaluy; JOCTaTOYHO
BIIaJIeET
npodeccroHanbHOM
TEPMUHOJIOTHEN;  BIAJCET
pUeMaMH
MIPOEKTUPOBAHMSI,

JIOITyCKast HETOYHOCTH;
OTBET IIPaBUJIBHBIH,
MOJIHBIN, C
HE3HAYUTENIbHBIMU
HETOYHOCTSIMU 17071

HEOOCTATOYHO ITOJTHEIN.
Ouenka

«Y IOBIIETBOPUTEIBHO» -
Cryment cnabo Biajgeer
npodecCuoHaTbHON
TEPMUHOJIOTUEN npu
ONMCAHUU u




WHTEpIpeTauu
paccMaTpuBaeMoit
CUTYaIluu; JIOTTYCKaeT
onoKu npu
IPOEKTUPOBAHUU CIIOCOOOB
eI TEILHOCTH, ci1abo
000OCHOBBIBAET CBOU
CYXKICHUS; u3Jaraer
MaTepual HEIOJIHO,
HETOCJIEJOBATENIBHO.
OneHka
«HeynoBineTBOpUTEILHO» -
He BJIaJIEET
po(hecCUOHATLHOM
TEPMHUHOJIOTHEH; HE yMeeT
rPaMOTHO 000CHOBATH
CBOH CYXKICHHUS;
0OHapy>XMBAETCS HE3HAHME
OCHOB  TIPOSKTUPOBAHUS,
JIOTTYIIIEHbI rpyobie
OIITNOKH.

Oyenounvie cpedcmaa 0iisi NPOBeOeHUsI NPOMENCYMOYHOU ammecmayuu

3auer

KonTposbHoe
MEpOINpUATHE, KOTOPOE
MIPOBOAUTCS 1o
OKOHYAHUIO H3y4YEHUs
JUCHUIUIMHBL B BUJE,
IIPELYCMOTPEHHOM
y4€OHBIM IJIAHOM.

Bomnpocsr
3a4ery

K

«3aumeno:

3HaHUE TCOPUHU BOIPOCA,
MOHSTUIHHO-
TEPMHHOJIOTHYECKOTO
anmapara JUCIUTIINHBI
(cocTaB u copepxaHue
TOHSTUH, UX CBA3EH MEXKIY
co0oH, X cucTemy);
YMEHHE aHATH3UPOBATH
npobiemy, coliepKaTeabHO
U CTHIIMCTHYECKH
IPaMOTHO U3JIarath CyTh
BOIIPOCA;

BJIaJIEHNE aHATUTHYECKUM
CII0COOOM H3JIOKEHUS
BOIPOCA, HABBIKAMU
apryMeHTaIlNH.

«He 3aumenoy.

3HAHHE BOTIPOCa Ha yPOBHE
OCHOBHBIX ITOHSTHIH;
YMEHHE BBIICITUTH TJIaBHOE,
chOpMyIUPOBATH BBHIBOJIBI
HE TIPOJCMOHCTPHUPOBAHO;
BJIaJ€HNE HaBLIKAMU
apryMeHTaIluu He
MIPOJIEMOHCTPHPOBAHO.

Tect

Cucrema
CTaHIapTU3UPOBAHHBIX
3aJIaHuH,
ITIO3BOJIAOIIIAA

U3MEPUTh YPOBEHb

TecToBBIC
3a/1aHus

OueHka «3aumeno»
BBICTABJISICTCS 34 TECT, B
KOTOPOM BBITIOJTHEHO OoJiee
60 % 3amaHui.

Ouenka «He 3aumeno»




3HAHUM W yMEHUU BBICTABIISICTCA 3a TECT, B
o0yyJaroImerocs. KOTOPOM BBITTOJIHEHO
MeHee 60 % 3amaHuil.

3. TunoBble KOHTPOJIbHbIE 32IaHUSI U/MJIM HHbIE MaTepUaJIbl JJs NPOBeJAeHUs TeKYIero
KOHTPOJISAA, NMPOMEKYTOYHOM AaTTeCTAllud, Heo0XOAUMble I OWEHKH 3HAHMH, yYMeHWH,
HABBIKOB W/WJIM ONbITA [eATEJbHOCTH, XAPAKTEePU3YHUIUX ITanbl (OPMUPOBAHUS
KOMIIeTEeHIIU B Npolecce 0CBOEHUS 00pa30BaTeIbHOH POrpaMMBbl.

3agaHus 1Js NPOBeIeHUsI TEKYIIel ycrneBaeMoCTH
B ciryuae npuMeHeHus: B 00pa3oBaTeIbHOM MPOLIECCe JUCTAHIIMOHHBIX 00pa30BaTEIbHBIX
TEeXHOJIOTHH ucnoiszyercs 0P
https://dis.ggtu.ru/

TecToBBIC 3a7aHNA

1. Choose the correct definition of a complaint letter.

a. A letter written to concerned authorities if we are not satisfied with the service provided
by them

0. A letter written to a guest who resides in one country to invite a guest to visit them to in
another country

B. A document that seeks to gather information from a reliable source

2. Choose the correct definition of an invitation letter for Visa

a. A document that seeks to gather information from a reliable source

0.A letter written to concerned authorities if we are not satisfied with the service provided
by them

B. A letter written to a guest who resides in one country to invite a guest to visit them to in
another country

3. Choose the correct definition of a letter of inquiry

a. A letter written to a guest who resides in one country to invite a guest to visit them to in
another country

6. A document that seeks to gather information from a reliable source

B. A letter written to concerned authorities if we are not satisfied with the service provided
by them

4. Choose the method of electronic correspondents has all the advantages of sending a cable
and in addition it is available in the office and offers a direct line, with immediate reply?
a.Telex

0. Fax

B.E-mail

5. Which expression refers to the action part of the letter requesting a service?

a. | appreciate your help

6. This will confirm our telephone conversation

B. | look forward to hearing from you

6. What type of e-mail is it?

Subject: Meet the new Customer Support Representative

Dear team,

I am pleased to introduce you to [Name] who is starting today as a Customer Support
Representative. She will be providing technical support and assistance to our users, making sure
they enjoy the best experience with our products.

Feel free to greet [Name] in person and congratulate her with the new role!

Best regards,

[Your name]

[Job title]


https://dis.ggtu.ru/course/view.php?id=1450

7. You are concerning the position of a teacher in a new school. You send a short written
description of your education, qualifications, previous jobs called (abbreviation).

8. What is the close of a letter if the salutation is Dear Mr. White?

9. The type of a business letter where the phrase | would like to order is used.

10. Put a number next to the part of an official letter.

a. Dear Sirs,

0. April 25, 2022

B. | am writing to inform you that yesterday | got my new TV set which was delivered by your
delivery service. The package was undamaged so | signed all documents and paid the rest of the
sum. But when | unpacked it | found several scratches on the front panel. 1 would like you to
replace the item or give me back my money. Please let me know your decision within 2 days.

r. Jack Lupin

1. 'Yours faithfully,

e. Electronics Ltd

x. 9034 Commerce Street

Detroit, Michigan

USA, 90345
3. Mr Jack Lupin
7834 17th Street
Detroit, Michigan
Kiroumn:
1. a
2. B
3. 0
4, a
5. B
6. formal
7. CcvVv
8. Sincerely
9. order letter
10. 3)k0aBAT

IlepeyeHb NpakTHYECKHUX 3aJaHU I
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, [ 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:




. Yes, please. Do you mind if I 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.

8. Excuse me, is this seat taken?

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
developments do you think might have been used in this situation?

~NOoO DB kW

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
history.

3. Your teacher has explained something, but you still don’t understand it very well.
Politely 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
other 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 1711 MPOBeIeHUsI IPOMEKYTOYHOM aTTeCTaluu
B cnydae npumeHneHus: B 00pazoBaTeIbHOM MPOLIECCe JUCTAHIIMOHHBIX 00pa30BaTeIbHbIX
TEXHOJIOTHI ucnonbzyercss JOP
https://dis.ggtu.ru/

Bomnpocsl k 3auery
OTHKa 1 IpaBUJIa 1E€JI0BON NEPETTUCKH.
KynbTypa nemnoBoii nepenucky kKak MHIAUKATOp MpodhecCHOHAIbHOM 1 o01Iei
KYJIBTYpBI.
MecTo [nenoBoil Hepenucku B CTPYKType MAESTeNbHOCTH CIIenuainucra B o0iacTu
o0Opa3oBaHusl.
Bunel nenoBoii nepenucku.
6. KoHTpakTHas nepenucka.
7. Dcrterrka oOpMIICHUS U CTUJIb JACIIOBOTO MHUCHMA.

el oA

o

TecToBbIE 3a1aHKS
1. Choose a likely ending in a formal e-mail.
a. Sincerely


https://dis.ggtu.ru/course/view.php?id=1450

. Yours sincerely

. Faithfully

. What should be given in the “opening part” of the letter requesting information?
Tell how you heard about the reader

. Tell why you want the information

. Tell what you want

. Cross out the part of a resume that isn’t obligatory

. Your professional experience

. Your education

. 'Your personal goals

. Employment History' means:

Which schools you have attended

. Which diplomas and certificates you have

. Where you have worked

. "This is Ken' is used when:

a. Answering the telephone

0. Introducing yourself in person

B.Asking who is on the line

6. Put the words in the correct order to form the address.

GREAT BRITAIN, 46, NW2 2LK, London, Baker Street

7. Put the phrases of the dialogue in the correct order.

Now the crisis, it’s hard for them, I’m afraid, investors will get rid of non-core assets and stop
financing us.

This is a seasonal phenomenon. In September, statistics will again go up.

Then talk to investors, explain the situation.

Our sales last month fell sharply.

We still have to hold out until September, we can not work for several months at a loss.
1. -

O QWD AW OV WWE VD NNT O\

2
3.
4. -
5

8. Write down the date “the 29th of November, 2022” in number using the American style (... /...
/..)

9. Fill in the gap in the following sentence:

I am looking to hearing from you

10. Translate the phrase “to notify via e-mail”

Kunroun:

1.

QW | W (W |

46, Baker Street, London, NW2 2LK, GREAT BRITAIN

N|o o~ Wi

1. Our sales last month fell sharply.

2. This is a seasonal phenomenon. In September, statistics will again go up.

3. We still have to hold out until September, we can not work for several months
at a loss.

4. Then talk to investors, explain the situation.

5. Now the crisis, it’s hard for them, I’'m afraid, investors will get rid of non-core
assets and stop financing us.

8. 11/29/22 or 11/29/2022




9. forward

10. COOOUINTDH/YBETOMHTD B HJIEKTPOHHOM IHCHME

Cxema co0TBETCTBHUSI TUIIOBBIX KOHTPOJIbHBIX 32JaHN U OLlEeHUBAEMbIX 3HAHMI, yMEHM i,
HABBIKOB H (WJIN) ONbITA AeATEeJILHOCTH, XapaAKTEPU3YIOIIUX 3Tanbl GopMUpPOBaHUS

KOMIIeTeHIIU
Kon 1 HaumeHoBaHue HaumenoBanue | Tunosble KOHTPOJIbHbIE
KOMIIETEHIIUU UHMKATOpa 3aJlaHus
JOCTH>KEHUS
KOMIIETEHIIUU
VYK-4. cnocoGHOCTh TPUMEHSITh YK-4.1
COBPEMCHHbIC KOMMYHUKATUBHBIC VK-4.2
TEXHOJIOTHH, B TOM YHCJIC Ha VK-4.3 Bomnpocs! k 3auery
MHOCTPaHHOM(BIX) sSI3bIKE(aX), IUIs Tect
aKaJeMHYECKOro 1 [TpakTrdeckue 3a1anus
poeCCHOHATHLHOTO
B3aUMOJICVCTBHUS
YK-5 crmocoOHOCTh aHATH3UPOBATH YK-5.3
U YYUTBIBATh Pa3HOOOpa3ue KylbTyp
B IIPOLIECCE MEKKYIBTYPHOI'O Bomnpocsl k 3auety
B3aUMOJICUCTBUSA Tect
[TpakTuyeckue 3aganus




