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1. HEJIX X 3AJAYH OCBOEHUSA JUCITUITJIMHBI

1.1|{Lenu: dpopMupoBaHHEe UHOSZBIYHON KOMMYHHKATHBHON KOMIIETEHIIMH IS JACIOBOTO OOIICHHS B YCTHOM M IMMCHMEHHOM
(hopmax.

1.2|3a0auu: - ocBoeHUE IPaMMaTHYECKOTO U JIEKCHYECKOT0O MUHHUMyMa B 00beMe, He0OXO0AUMOM ISl I€TI0BOTO
OOIICHNS Ha MHOCTPAHHOM SI3bIKE M PaOOTHI C MHOS3BIYHBIMH TEKCTAMH B Ipoliecce NpoecCHOHATBHON
JeATeIbHOCTH;

- (opmMupOBaHKE YMEHHI UTEHHS M MOHUMAaHHS JIMTEPATYPHI 10 CHENNATBLHOCTH CO CIOBAPEM;

2. MECTO JUCIUIIJIMHBI B CTPYKTYPE OOII

Huxn (pazmer) OOIL: b1.0

2.1|TpeboBaHus K npeBapUTeIbHOI IOATOTOBKE 00y4aIOLIerocs:

2.1.1 HpeZ[IJ_IGCTByIOHII/IMI/I JUCHUIIIIMHAMHU ABJIAOTCA JUCHHUIIIMHBI SI3BIKOBOM MOATOTOBKH Ha MPEABIAYIIEM YPOBHE SI3BIKOBOM
IMOATOTOBKH.

2.2|IMcuunIMHbI U MPAKTUKH, 1JIs1 KOTOPHIX OCBOEHHUE TAHHOM TUCHHMILIMHBI (MOAYJIsT) HEOOX0AUMO KAK
npeauIecTByomee:

2.2.1|IToaroToBKa K NpoIeaype 3alIUThI U 3aIUTa BBITYCKHOH KBaTH(UKAMOHHONW paboThI

2.2.2|Cneukypc Ha MHOCTPAaHHOM SI3bIKE

2.2.3|IHOCTpaHHEIH S3BIK B chepe TypuMa

3. KOMIETEHLIMA OBYYAIOILIETOCSl, ©OPMUPYEMBIE B PE3YJIbTATE OCBOEHHS AN CLIMITINHBI
(MOJIYJIST)

YK-4: Cnioco0eH 0CyLIeCTBJSITH 1€J10BYI0 KOMMYHHMKAIIUIO B YCTHOI U MUCbMeHHO# ¢opMax Ha rocyJapcTBEHHOM sI3bIKe
Poccuiickoii @egepanun 1 ”HOCTPAHHOM(BIX) fI3bIKE(aX)

HN-1.YK-4: Beioupaer Ha rocy1apcTBeHHOM H HHOCTPAHHOM (-bIX) A3bIKAX KOMMYHHKATHBHO NpHeMJieMble CTHIb /1eJI0BOr0
o0ueHusi, BepdaiabHble U HeBepOaabHbIe CPeACTBA B3aMMO/IeiiCTBUS ¢ TApTHEPaAMHU.

- 3HAeT OCHOBHBIE IPaMMaTHYECKUE CTPYKTYPBI; OOLIEYOTPEOUTEIbHYIO, OOIIEKYIbTYPHYIO M POo(eCCHOHATBHYIO JIEKCHKY;
PCUYCBbIC KIHIEC, HGOGXO}II/IMLIC JUIs1 OCYIICCTBJIICHUSA ,HCHOBOﬁ KOMMYHHUKallUl Ha THOCTPAHHOM S3BIKE;

- yMEEeT MOCTPOUTH BBICKA3bIBAHUS B CMOJICTUPOBAHHBIX (TPE/JIaraeMbIX) CUTYaIUIX OOIICHHST HA HHOCTPAHHOM SI3bIKE, IPABIIHHO
UCTIOJB3Ys BepOalbHbIe M HEBEpOAIbHBIC CPEICTBA OOLICHNUS;

- BIIaJIeeT HHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIETIOBOTO OOIIEHHSI.

HN-2.YK-4: Bener 1e/10BYI0 NepenucKy, YYUTHIBASI 0COOEHHOCTH CTHJINCTHKH O(PMIHAILHBIX U Heo(pUIMAIBHBIX MHCEM,
COIMOKYJIbTYPHBIE Pa3ju4uus B popMaTe KOPPECIOHACHIINH HA TOCYIaPCTBEHHOM U HHOCTPAHHOM (-bIX) fI3BIKAX.

- 3HaeT OCOOEHHOCTH CTWJIMCTUKY HaNUCAHUS O(UIHATBHBIX U HEO(UIUAIBHBIX THCEM
- yMeEEeT BECTH JIENOBYIO NIEPENUCKY C YUETOM COLUOKYILTYPHBIX 0COOCHHOCTEH ¢ IPECTaBUTEISIMU JIPYTHX CTPaH
- BJIaJICET TEXHUKOM JIEJIOBOTO NNMCbMa HA NHOCTPAHHOM SI3bIKE

HN/-4.YK-4: [lemoHCcTpUpYeT YMeHHE BBINMOJIHATH NepeBo/I MPodeccHoHATLHBIX TEKCTOB ¢ HHOCTPAHHOTO (-bIX) HA
rocyJapCcTBEHHBIN SA3bIK M 00PaTHO.

- 3HAaeT OCHOBHBIE NIEPEBOAYECKUE TPaHC(HOPMALINY;
- YMeeT BBITIOJIHATH ITepeBO MPodecCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO (-BIX) Ha FOCYAAPCTBEHHBIN SI3BIK H 00paTHO;
- BJIaJIe€T OCHOBAMHU TEXHHUKH IIEPEBOIA.

4. CTPYKTYPA U COJIEP)KAHUE IV CLUILIMHBI (MOLY.JIS)

Kon HaunmenoBanue pasnenos u TeM /Buj | Cemectp / | YacoB | Komneren- | Jlutepatypa | Unute | Ilpumeuanue
| zanaTHA 3aHATHA/ Kvpe 105050 DAKT

Paznea 1. Conep:xanue




1.1

Introductions. Work and Leisure.

Jobs and studies. to be a/ an with jobs;
wh- questions. Introducing yourself and
others. Listening: Talking about yourself.

Days, months, dates. Leisure activities.
Present simple. Adverbs and expressions
of frequency. Socialising 1: talking about
work and leisure.

/J1ab/

12

WJI-1.YK-4
WJ1-2.YK-4
WJ1-4.YK-4

JI1.1 J11.2J12.1
2.2

TECT

1.2

Introductions. Work and Leisure.

Jobs and studies. to be a/ an with jobs;
wh- questions. Introducing yourself and
others. Listening: Talking about yourself.

Days, months, dates. Leisure activities.
Present simple. Adverbs and expressions
of frequency. Socialising 1: talking about
work and leisure. /Cp/

14,8

WJI-1.VK-4
WJ1-2.YK-4
WJ1-4.VK-4

JI1.1 J11.2J12.1
2.2

Problems.

Nationalities. Speaking: Meet conference
attendees. Writing: e-mail. Reading: Meet
Jeffrey Immelt.

Speaking: Interview employees about
working conditions. Writing: list.
Reading: Carlos Ghosn, Superstar — CNN
/J1a6/

16

WJI-1.VK-4
WJ1-2.YK-4
WJ1-4.YK-4

JI1.1 JI1.2J12.1
2.2

Ponesas urpa,
MHCEMEHHBIE
paboThI, TECT

1.4

Problems.

Nationalities. Speaking: Meet conference
attendees. Writing: e-mail. Reading: Meet
Jeffrey Immelt.

Speaking: Interview employees about
working conditions. Writing: list.
Reading: Carlos Ghosn, Superstar — CNN
/Cp/

20

WJ-1.YK-4
WJ1-2.YK-4
WJ1-4.YK-4

JI1.1 J11.2J12.1
2.2

1.5

Business Trips (airports, hotels). Food
and Entertaining. Business
communication in action.

Travel details: letters, numbers, times.
Can/can’t. There is/are. Making booking
and checking arrangements. Speaking:
Book guests into a hotel. Writing: e-mail.
Reading: A business hotel brochure.
Listening: travel information.

Eating out: food and menu terms.
Some/any. Countable and uncountable
nouns. Socializing 2: entertaining.
Speaking: Choose a restaurant for a
business meal. Writing: e-mail. Reading:
Ordering a meal.

/JTab/

14

WJI-1.YK-4
WJ1-2.YK-4
WJ1-4.YK-4

JI1.1 J11.2J12.1
J2.2

IIuceMenHBIC
paboThI, TECT




1.6

Business Trips (airports, hotels). Food
and Entertaining. Business communication
in action.

Travel details: letters, numbers, times.
Can/can’t. There is/are. Making booking
and checking arrangements. Speaking:
Book guests into a hotel. Writing: e-mail.
Reading: A business hotel brochure.
Listening: travel information.

Eating out: food and menu terms.
Some/any. Countable and uncountable
nouns. Socializing 2: entertaining.
Speaking: Choose a restaurant for a
business meal. Writing: e-mail. Reading:
Ordering a meal.

/Cp/

15,8

WJI-1.YK-4
WJ1-2.YK-4
WJ1-4.YK-4

JI1.1 J11.2J12.1
J12.2

1.7

Sales. People. Telephone conversations
and Negotiations.

Choosing a product or a service. Past
simple. Past time references. Presentation
1: presenting a product. Speaking: Sell a
mobile phone and service package.
Reading: IKEA: lower prices, higher sales
— Financial Times. Listening: an interview
with the director of a sales training
company. Writing: e-mail.

Types of colleagues. Starting a business.
Describing people. Past simple: negatives
and questions. Question forms.
Negotiating: dealing with problems.
Speaking: Negotiate a solution to a
problem with an employee. Writing: e-
mail. Reading: Mercedes Erra — Financial
Times. Listening: An interview with a
bank director about a bad manager

/J1ab/

14

UJI-1.YK-4
WJ1-2.YK-4
WJ1-4.YK-4

JI1.1 J11.2J12.1
J2.2

Ponesas urpa

1.8

Sales. People. Telephone conversations
and Negotiations.

Choosing a product or a service. Past
simple. Past time references. Presentation
1: presenting a product. Speaking: Sell a
mobile phone and service package.
Reading: IKEA: lower prices, higher sales
— Financial Times. Listening: an interview
with the director of a sales training
company. Writing: e-mail.

Types of colleagues. Negotiations.
Starting a business. Describing people.
Past simple: negatives and questions.
Question forms. Negotiating: dealing with
problems. Speaking: Negotiate a solution
to a problem with an employee. Writing:
e- mail. Reading: Mercedes Erra —
Financial Times. Listening: An interview
with a bank director about a bad manager.

/Cp/

19

WJ-1.YK-4
WJ1-2.YK-4
WJ1-4.YK-4

JI1.1 J11.2J12.1
J12.2




1.9

Markets. Companies. Presentation and
Speeches.

Types of markets. Comparatives and
superlatives. Much /a lot, a little /a bit.
Meetings: participating in discussions.
Speaking: Launch a new product. Writing:
catalogue description. Reading: Welcome
to Moscow, city of the gold Rolls Royce -
Financial Times. Listening: An interview
with a cross-cultural trainer.

Successful companies. Negotiations.
Describing companies. Present
continuous. Present simple or present
continuous. Presentation 2: starting a
presentation. Speaking: You and your
company: Prepare an introduction to a
presentation. Writing: company profile.
Reading: atura aims to expand
internationally — Financial Times.
Listening: An interview with the CEO of
Unipart.

/J1ab/

16

WUJI-1.YK-4
WJ1-2.YK-4
WJ1-4.YK-4

JI1.1 J11.2J12.1
J12.2

HepeBon TEKCTOB

1.10

Markets. Companies. Presentation and
Speeches.

Types of markets. Comparatives and
superlatives. Much /a lot, a little /a bit.
Meetings: participating in discussions.
Speaking: Launch a new product. Writing:
catalogue description. Reading: Welcome
to Moscow, city of the gold Rolls Royce -
Financial Times. Listening: An interview
with a cross-cultural trainer.

Successful companies. Describing
companies. Present continuous. Present
simple or present continuous. Presentation
2: starting a presentation. Speaking: You
and your company: Prepare an
introduction to a presentation. Writing:
company profile. Reading: atura aims to
expand internationally — Financial Times.
Listening: An interview with the CEO of
Unipart.

/Cp/

15

WUJI-1.YK-4
WJ1-2.VK-4
UJI-4.YK-4

JI1.1 J11.2J12.1
J12.2

The Web. Business Corespondence.

Using the Internet. Plans for the future.
Internet terms. Time expressions. Talking
about future plans (present continuous and
going to); will. Making arrangements.
Speaking: Plan a sales trip. Writing: e-
mails, business letters. Reading: Online
business model dressed to kill — Financial
Times. Listening: An interview with a
website effectiveness consultant.

/J1ab/

12

WJI-1.YK-4
UJI-2.YK-4
WJ1-4.YK-4

JI1.1 JI1.2J12.1
J12.2

ITuceMenHbIe
pabotsl, TECT




1.12

The Web. Business Corespondence.

Using the Internet. Plans for the future.
Internet terms. Time expressions. Talking
about future plans (present continuous and
going to); will. Making arrangements.
Speaking: Plan a sales trip. Writing: e-
mails, business letters. Reading: Online
business model dressed to kill — Financial
Times. Listening: An interview with a
website effectiveness consultant

/Cp/

19,8

WJI-1.YK-4
WJI-2.YK-4
WJI-4.YK-4

JI1.1 J11.2J12.1
2.2

1.13

Cultures. Jobs. Job Application.

Company cultures. Cultural mistakes.
Company cultures. should /shouldn't,
could /would. Identifying problems and
agreeing action. Speaking: A change of
culture: Discuss changes in a bank.
Writing: action minutes. Reading: Wal-
Mart finds its formula doesn't fit every
culture - The New York Times. Listening:
Four people talking about cultural
mistakes.

Skills you need for a job. Skills and
abilities. Present perfect. Past simple and
present perfect. Interview skills. Speaking:
Choose a candidate for a job. Writing:
letter. Reading: A curriculum vitae.
Listening: An interview for a job

/J1ab/

28

WJI-1.VK-4
WJI-2.YK-4
WJI-4.YK-4

JI1.1 J11.2J12.1
2.2

1.14

Cultures. Jobs. Job Application.

Company cultures. Cultural mistakes.
Company cultures. should /shouldn't,
could /would. Identifying problems and
agreeing action. Speaking: A change of
culture: Discuss changes in a bank.
Writing: action minutes. Reading: Wal-
Mart finds its formula doesn't fit every
culture - The New York Times. Listening:
Four people talking about cultural
mistakes.

Skills you need for a job. Skills and
abilities. Present perfect. Past simple and
present perfect. Interview skills. Speaking:
Choose a candidate for a job. Writing:
letter. Reading: A curriculum vitae.
Listening: An interview for a job.

/Cp/

43,7

WJ-1.VK4
WJ1-2.VK-4
WJ1-4.YK-4

JI1.1 J11.2J12.1
2.2

Pa3nen 2. [IpomexxyTouHasi aTTecTauus
(3K3aMeH)

2.1

ITonroroBka k 3k3ameHy /JK3aMeH/

34,75

UJI-1.VK-4
WJI-2.YK-4
WJ1-4.VK-4

22

Kounrpons CP /KCPATT/

0,25

UJ-1.YK-4
UJI-2.YK-4
UJI-4.YK-4

23

Konrakthas pabora /KoncOx/

WJI-1.VK-4
WJ1-2.VK-4
WJ1-4.VK-4

Pa3nen 3. [IpomexxyTouHasi aTTecTanus
(3auér)




3.1 IoaroroBka k 3a4éty /3auér/ 3 8,85 | UA-1.YK-4 0
Ua-2.yK-4
na-4.YK-4
3.2 Konraxtnas pa6ota /KCPATT/ 3 0,15 | UA-1.YK-4 0
Ua-2.yK-4
na-4.yK-4
Pa3nen 4. [IpomexxyTouHasi aTTecTanus
(3a4éT)
4.1 IoaroroBka k 3a4éty /3auér/ 2 8,85 | UA-1.YK-4 0
Ua-2.yK-4
na-4.YK-4
4.2 Konraxtnas pa6ota /KCPATT/ 2 0,15 | UA-1.YK-4 0
Ua-2.yK-4
na-4.yK-4
Paznea 5. [IpomexyTouHasi aTTecTanus
(3a4éT)
5.1 IoaroroBka k 3a4éty /3auér/ 1 8,85 | UA-1.YK-4 0
Ua-2.yK-4
na-4.YK-4
52 Konraktnas padota /KCPATT/ 1 0,15 | UA-1.YK-4 0
Ua-2.yK-4
na-4.yK-4

5. ®OH/I OHEHOYHBIX CPEJCTB

5.1. IlosicHuTEeILHAS 3aNIMCKA

1. Haznauenue ¢onzna oneHouHbIX cpeacTB. OLEHOYHBIE CpeCcTBa MpeIHa3HAUYEHbI ISl KOHTPOJIS U OLIEHKH 00pa3oBaTeIbHBIX
JOCTIKEHHH 00y4aromuXcsl, OCBOUBILUX NPOrpaMMy yueOHOH aucuuIuiHel «THOCTpaHHBIN SI3BIKY.

2. DoHA OLEHOYHBIX CPEACTB BKIFOYAET KOHTPOJIbHBIE MaTEPHAIBI I IPOBEACHHS TEKYIIIEro KOHTPOJIS B ()OpMeE TECTOBBIX 3a/IaHHH,
POJIEBBIX UTpP, HAIUCAHUSA JIMYHBIX U JIETOBBIX ITUCEM, NIEPEBO/Ia TEKCTOB U IPE3CHTAIMH.

5.2. Ouenounble cpeACTBa AJs TEKYLIEero KOHTPOJIs

BXO/THOM KOHTPOJIb (mpuMepHbie 3a1aHus)

1. Choose the best words to complete the text.

Karina is (1) (Mexico / Mexican) but she lives and works in London. She started her job last year, (2) (in / at) April. She loves her
work. She sells special-interest holidays. It’s (3) (an export

/ a niche) market and she really enjoys the work of planning specialised tours for clients. The company is very small. It (4) (employs /
supplies) only four people and they all work in one office. This makes (5) (print / face-to-face) communication very easy. They can
talk to each other at any time.

Next week, she’s moving to a new flat because her old one is (6) (too far / far enough) from the office. She’s a very (7) (punctual /
practical) person — she likes to be on time — and the long journey to work was difficult. She had a lot of problems with train and bus
delays. She’s also buying some new furniture for the flat. She doesn’t have a lot of money so she paid a (8) (deposit

/ deal) of ten per cent and she’ll make monthly payments. The furniture will be delivered next week.

2. Complete the conversations with words and phrases from the box.
a sales conference, a tip, a workforce, an order, annual leave, booking, stock, the receipt

Conversation 1

A Kevin has organised (1)

B I know. And I’m planning to return from my holiday on 27th July!
A Oh, no. Can you change your holiday (2) ?

B I’m not sure.

Conversation 2

A How big is your company?

B Big! It has (3) of about 18,000 people.

A How much (4) do you get each year?

B Three weeks.

3. Choose the best word or phrase — a, b or ¢ — to complete the sentences.
1 Dirk Italian.

a) isn’t b) aren’t ¢) am not

2. A are you from? B Japan.

a) What b) Where c) Who

3. Ricardo drive to work?




a) Is b) Do ¢) Does

4. Oscar from home.

a) sometime work

b) works sometimes

¢) sometimes works

5. Mr Albert to meetings.

a) doesn’t go b) not go c) isn’t go

6 This office building a meeting room.
a) not have b) doesn’t have c¢) hasn’t
7. A Can Yusuf speak German? B Yes, .
a) can he b) can c) he can

4. Complete the extract of a phone conversation with the correct form of the verbs in brackets.

A When (1) (you arrive) in Thailand?

B Yesterday. My flight (2) (land) at about three o’clock in the afternoon.

A And what (3) (you do) now?

B Well, it (4) (be) nine in the morning here now. I

(5) (have) my breakfast and now I (6) (wait) for a taxi. In fact, the taxi is here now! I (7) (call) you later, OK?

Match the sentences with the responses.
How about a cup of tea?

Do you like football?

Can I speak to Jorge Ramos, please?

Is there a car park?

My suggestion is to go for a cocktail.
Why don’t you buy a self-study course?
What do you think?

There’s something I’d like to talk to you about.
What day suits you?

0. What did you learn from your last job?

5
1
2
3
4
5
6
7
8
9
1

a) Yes, there is.

b) OK, I'll take a look at one.

¢) Yes, please.

d) I learned how to be patient.

e) OK. What is it?

f) Yes, I do.

g) How about Wednesday?

h) I think we need to target young people.
i) That’s a great idea.

j) ’'m afraid he isn’t in the office today.

Kputepun oreHku:

Crynent Boinoaauia 84-100% 3anaHuii «OTINYHOY, HOBBIIICHHBIH YPOBEHb

Cryzaent BoinonHun84-100% 3anaHuil «XOpOILOY, IIOPOroBbI YPOBEHb

Cryznent BeinonHun50-65% 3anaHuil «yA0BIETBOPUTEILHOY, IOPOrOBBIH YPOBEHD

CryzneHT BeinonHUI MeHee 50% 3a1anuii «HeyIOBIETBOPUTEILHOY», YPOBEHD HE C(HOPMHUPOBAH

TEKYILUI KOHTPOJIb (ITPUMEPHBIE 3ATAHH )
CEMECTP 1

I Complete the conversation with words from the box.

a restaurant, August, Friday, Barcelona, Germany, golf, Poland, Polish

A Is Kasia from ?

B No, she isn’t. She’s from Warsaw, in

A Really? And is her husband also ~ ?

B Yes, he is.

A Does Kasia work at home one day every week?

B Yes, that’s right. She works at home every

A When does she usually go on holiday?

B She goes on holiday every . It isn’t a busy month in the office. She usually goes back to Poland but last year she went to
, in Spain.

A Do you and Kasia sometimes play _ at the weekend?

B No, Kasia doesn’t play but we sometimes go to after work.

IT Match the sentence beginnings with the endings.




. I don’t like going a) to music.

. Jorge quite likes b) holiday in August.

. Pete and Gregor often play c¢) watching football on TV.
.Nick works  d) to the gym.

. We never listen  e) hours.

. Susan loves going f) out to restaurants.

.Tusually goon  g) from home once a month.

. Piet often works flexible h) football on Sunday.
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IIT Choose the best words to complete the sentences.

1 We can’t meet in my office. It isn’t (big / small) enough.

2 Liam’s presentations are too (long / short). Yesterday, he talked for four hours!

3 My holiday was nice but it wasn’t (stressful / relaxing) enough. We were very busy every day.
4 1 can’t hear you. The restaurant is too (quiet / noisy).

5 I don’t like this book. It isn’t (interesting / boring) enough.

6 1 didn’t buy the new Mercedes because it was too (cheap / expensive). I don’t have

€100,000!

7.1 can’t move this chair. It’s too (light / heavy).

IV Match the questions with the replies

1 What’s the reason for your visit?

2 Where are you staying?

3 What’s your hotel like?

4 How’s your business doing?

5 What do you do in your free time?

6 Do you meet your colleagues after work?
7 How many hours a week do you work?

8 What do you like best about your job?

9 Where are you from?

a) I’'m staying at the Hilton in the town centre.
b) I’'m here to visit my company’s head office.
c) I play golf.

d) I work flexible hours, which is great.

e) Between 40 and 50 hours.

f) We're doing quite well.

g) The room is very comfortable.

h) From time to time.

i) I’'m from Italy.

V Match the sentence beginnings with the endings.
1 Call me back a) incorrect.

2 Can I speak to b) a refund.

3 I have a c¢) Georg Sipos, please?

4 The invoice is d) to hear that.

5 There’s e) Pat Carter speaking.

6 We can give you f) a piece missing.

7 Hello, this is g) later, please.

8 I’'m very sorry h) problem with my new laptop.

CEMECTP 2

I. Complete the text with words and phrases from the box.

book, buy, check in, collect, go through, take, watch

I travel abroad for work about once a month. I always (1) my ticket and

(2) my hotel room on the Internet. I carry a small suitcase and I always use an electronic ticket. So, when I arrive at the airport, I can
immediately

(3) security. I never (4) the in-flight movie. On the plane, I like to work on my computer.

When I arrive at my destination, I don’t have to (5) my luggage because I carry it on the plane with me. I usually (6) a taxi to my
hotel. After I (7)

at the hotel, I usually go for a walk. After a long flight, I need the exercise!

II. Choose the best word to complete the sentences.

1 Apple pie is usually served as a (starter / dessert).

2 (Cabbage / Salmon) is a type of vegetable.

3 In most countries, you leave a (soup / tip) for the waiter in a restaurant.

4 (Sushi / Tiramisu) is a common main course in Japan.

5 “‘Bill’ in London restaurants means the same as (‘check’ / ‘receipt’) in New York restaurants.
6 (Ice cream / Paté) isn’t usually served as a dessert.




7 The waiter usually brings you the (menu / bill) at the start of the meal.

II1. Complete the text with the correct form (present simple or past simple) of the verbs in brackets.

My company (1) (provide) training every year for all employees. Last month, I (2) (go) on a three-day training course about project
management. It (3) (be) an interesting three days. We (4) (read) case studies about successful and unsuccessful projects and then (5)
(discuss) them. The quality of the training (6) (be) always very high and every course (7) (give) us a lot of useful information.

IV. Match the questions with the responses.
1 How much is the room per night?

2 Can I have your credit card details?

3 Is there a restaurant in the hotel?

4 What time do you expect to arrive?

5 Is there a car park?

6 So that’s a single room for two nights?

7 Can I pay with American Express?

8 Hello, Hotel Carmen. How can I help you?

a) Sure. It’s a Visa. The number is ...

b) I'm sorry, there isn’t but you can leave your car on the street in front of the hotel.
¢) It’s €100.

d) Yes, you can. We take all major credit cards.

e) Yes, that’s right.

f) After 10 p.m.

g) I’d like to book a room, please.

h) Yes, there is. And it’s open 24 hours a day.

CEMECTP 3

I. Complete the sentences with words from the box.

export, home, luxury, mass, niche

1. Nike sports clothing sellstoa  market.

2. High-quality, expensive goods sell in a market.

3. markets are usually small but profitable.

4. Products sold inside the producer’s country are sold to the market.
5. markets are outside the producer’s country.

II. Match the words and phrases on the left with a word or phrase on the right with the same meaning.
1. begin a) manufacture

2. make b) sell abroad

3. have a workforce of ¢) launch

4. export d) employ

5. introduce e) provide

6 supply f) start

III. Put the words in the correct order to make sentences.
.were/ When/ Germany /in/ they/?

. company / leave / the /John /Did / ?

. Lorraine / Why / Singapore / did / to / move / ?

. wasn’t/ work / Ivan / at / happy / .
.you/have/work /Do /lot/ a/of/?

. Alfredo / stressed / was / Why / ?
.a/They/lot/time/ have /of /don’t/.
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IV. Complete the sentences with the correct form (present simple or present continuous) of the verb in brackets.
1. Every time I go to Singapore, I (stay) at the Oriental Hotel.

2. I usually drive to work but today I (walk).

3. Martina often (call) China. We have three suppliers there.

4. Usually I (not deal) with customer complaints but today I’m helping Renée.

5. At the moment, Pete (talk) to Davina about the quality control problem.

6. Helena is usually in her office in the afternoon but she (work) from home today.

7. Normally delivery (take) about three weeks.

CEMECTP 4

I. Match the sentence beginnings with the endings.
1 I need some training to do a) costs.

2 It’s really important b) my job properly.

3 Why don’t you buy c) a self-study course?




4 We don’t have d) at home?

5 We have to cut e) possible.

6 I'm sorry, it’s not f) any money for this.
7 How about studying g) to me.

II. Match the sentences with the same meaning.

. At the end of the week, we have a meeting where people discuss subjects.
. We have a lot of meetings where information or instructions are given.

. We often move documents from the network to a PC.

. We think it’s important to have direct contact with other people.

We often move documents from a PC to the network.

. We don’t have to wear business suits at the end of the week.

. Our meetings are informal.

. We can work from nine to five or from ten to six.

. Every year, we have three weeks’ holiday.

a) We upload a lot of work to the intranet.

b) We download a lot of work from the intranet.
¢) We have a forum on Fridays.

d) We have a system of annual leave.

e) We have a flexi time system.

f) We value face-to-face meetings.

g) We have relaxed meetings.

h) We have casual Fridays.

i) We often have briefings.

II1. Match the underlined words in the text with the definitions.

We are a (1) customer-focused company that (2) supports innovation. We need an experienced manager to (3) set up a new branch in
a challenging overseas market. We currently have limited sales in the market. Your main objective will be to (4) increase sales. You
will need to (5) improve communication with our local distributor. You will need to (6) lead a team, (7) train new staff and (8)
develop new products for the market. We (9) will reward good performance.

a) welcomes new ideas and change

b) make better

c) create

d) start

e) putting needs and wants of customers first

f) offer incentives for

g) make more

h) teach

i) be in charge of

IV. Choose the best words to complete the conversation.

A Look at the time.

B It’s six o’clock. We (1) (should / would) go. We don’t want to be late.

(32) (Could / Would) you like to walk to the restaurant? It isn’t far. B That’s a good idea.

A (3)(Should / Could) you bring a copy of the report, please? We may want to discuss it. B I don’t think we (4)(should / would) take
that.

A Why not?

B We (5)(shouldn’t / wouldn’t) directly discuss business at this meal. They don’t do business that way here.

A But it’s a business dinner.

B Yes but we (6) (would / should) get to know each other, too. That’s very important here. A (7) (Could / Should) you explain
something to me?

B Sure.

A How are we going to make a deal if we don’t talk about business? B You need to be patient!

Kpurepuu ouenku recra:

Cryznent BoinonHua 84-100% 3aaHuil «OTIMYHOY», IOBBIILICHHBIN YPOBEHb

Crynent Boinonaun84-100% 3agaHuil «Xopo1io», IOporoBblil ypoBeHb

Crynent BeinoaHun50-65% 3anaHnii «y10BIETBOPUTEIILHOY, IOPOTOBBIN YPOBEHb

CrynenT BeIomHII MeHee 50% 3amaHuil «HeyJOBICTBOPUTEILHOY, YPOBEHB HE CHOPMUPOBAH

Ouenounoe cpeactso «POJIEBAS UT'PA»
1. Tema (npobnema) ,,At a job fair”

Konuenuus urpsl: You meet at the job fair and talk about sales position. Ponu: a) a director of a company; 6) job seeker. Oxunaemsblit
pe3yIbTaT — WHCIIEHUPOBKA Oece/bl OpraHM30BaHa U MPEACTaBICHA B COOTBETCTBUHU C CUTYyaIHel OOIIeHus!.




2. Tema (npobnema) ,,Why are staff unhappy”

Konnenmus urpsi: Many employees of a company are unhappy, and the owners are worried that some will leave. A team from
Human Resources is interviewing people in different departments: a receptionist, a website developer, a writer and, a graphic
designer.

Ponu: a) an interviewer (Human Resources); 6) staff members (a receptionist, a website developer, a writer and, a graphic designer).
OskuaeMBblii pe3yJbTaT — HHCIICHUPOBKA Oecelbl OpraHU30BaHa U MPECTABICHA B COOTBETCTBHYU C CHTYallUeH OOIICHUSL.

3. Tema (mpobiema) ,,At the Hotel

Konnenmus urpst: The guest is telephoning the hotel’s manager and is complaining about his apartment.

Ponu: a) a guest; 0) a hotel’s manager. Oxxunaemblit pe3ybTaT — HHCIEHHPOBKA Oece/Ibl OpraHH30BaHA U NPEJICTABIICHA B
COOTBETCTBHH C CHTyalHed OOIICHSI.

4. Tema (mpo6nema) “Booking a Hotel Room*

Konnenmust: A telephone conversation between the hotel receptionist and one of the guests, who wants to book a room.

Ponn: a) a guest; 0) a receptionist. OxxugaeMblii pe3yIbTaT — WHCIICHUPOBKA Oece/ibl OpraHu30BaHa M MTPECTaBIeHa B COOTBETCTBUU
C cuTyanuen oOIeHus.

5. Tema (mpo6iema): “Food and Entertaining”

Konmnemnmust urpst: You are managers in a company. You meet to discuss how to entertain a group of six foreign visitors. Discuss your
ideas and decide on the best way to entertain the visitors.

Ponu: a) a manager; 0) a manager. O>kxuiaeMbIil pe3yJIbTaT — HHCIIEHHPOBKA Oece/lbl OpraHU30BaHa H IPECTaBICHa B
COOTBETCTBUU C CUTyalluel OOIEeHus.

6. Tema (mpobiema) ,,At a Trade Fair*

Kownmnemnust urpsi: The Sales conversation between a store manager and a manufacturer about product’s details.

Pounu: a) a store manager; 0) a manufacturer. Oxxugaemsiii(e) pe3ynbTar(bl) — MHCIEHHUPOBKA Oecebl OpraHn30BaHa | MPE/ICTaBICHa B
COOTBETCTBHH C CUTYallUeH OOIICHUSL.

7. Tema (mpodiaema) «Dealing with problems»

Konnenuus urpsi: An office worker in a car-hire firm wants to start work later in the morning, but the manager does not agree.
Ponu: a) a manager; 6) an office worker. Oxugaemblii pe3yabTaT — UHCLHEHUPOBKA Oeceibl OpraHu30BaHa U IPEICTaBIeHa B
COOTBETCTBHU C CUTyalluel OOIEeHUs.

8. Tema (mpobnema) «Participating in discussion»

Konnenmus urpst: You are taking part in a marketing meeting to discuss the launch of a new range of biscuits and how to promote it.
Ponu: a) an advertising manager; 6) an advertising manager. OkxunaeMblii pe3ynbTaT — HHCLIEHHUPOBKA Oece/ibl OpraHu30BaHa U
HpecTaBiIeHa B COOTBETCTBUY C CHTyalUei OOIeHHsI.

9. Tema (mpobiema) «Presenting your company»

Konnenuus urpsr: Take it in turns to show each other around your company. Say what happens in each area and what is happening
now.

Ponu: a) a representative of company Nel; 6) a representative of company Ne2. OxuaeMblid pe3ysibTaT — HHCIICHUPOBKA Oece bl
OpraHM30BaHa U MPEJCTABICHA B COOTBETCTBUH C CUTYaIHei OOIICHNUS.

10. Tema (mpobiiema) «Making arrangements»

Konnenuus urpei: The Managing Director calls a customer to arrange a meeting next week. The Managing Director suggests a time
and date. The customer agrees.

Ponu: a) a managing director; 0) a customer. OuaaeMblii pe3yJbTaT — WHCIIGHUPOBKA Oecelbl OpraHU30BaHa U MPECTaBJICHA B
COOTBETCTBHU C CUTyalHel OOIEeHHs.

11. Tema (npo6iaema) «Identifying problems and agreeing action»

Konnenmus urpsi: Two managers in the same department have a problem with an employee, Ken Darby. They meet to discuss what
to do.

Ponm: a) a manager; 6) a manager. O)xuIaeMblii pe3yIbTaT — WHCIECHUPOBKa Oecebl OpraHn30BaHa U MPE/ICTaBIeHa B COOTBETCTBUH
C CUTyaI[el OOIIeHHUS.

12. Tema (npobnema) «Interview skills»
Konmnemnus urpsr: A director of a well-known group of travel agents is looking for someone to manage the sales office in Tokyo,
Japan.




Ponu: a) a director; 6) a candidate for the job. Oxxunaemblit pe3ynbTaT — WHCIEHUPOBKA Oecebl OpraHH30BaHa U MPEJCTaBICHA B
COOTBETCTBHH C CHTyalHe OOIICHSI.

Kpurepuu ouenku:

«OTIMYHOY, TOBBINIEHHBI YpoBeHb: CTYIEHT CAaMOCTOSTENBHO Peajn3yeT YMEHHE IIOCTPOUTh BEICKA3bIBAHNUS B CMOJIETUPOBAHHBIX
(TpemiaraeMbIx ) CUTyalusX OOIICHHUS HA HHOCTPAHHOM SI3bIKE, MPABUIIBHO MCIIONB3Ys BepOaIbHbIC U HEBEpOATbHBIE CPECTBA
001IeHUs; BlIaJIeeT MHOCTPAHHBIM S3bIKOM KaK CTHJIEM JIEIOBOTO OOLICHUSI.

«XopoI1o», ToporoBeiit ypoBeHb: CTyIeHT CIOCOOEH MOKa3aTh YMEHHS TOCTPOUTD BHICKA3bIBAHHS B CMOJICITHPOBAHHBIX
(nmpennaraeMbIX) CUTyaLUsIX OOIIEHHsI HA HHOCTPAHHOM SI3bIKE, IPAaBUIILHO UCIIOJIB3YS BepOabHbIe U HEBEPOAIbHBIC CPEACTBA
OOILEHUS;CIIOCO0EH YaCTUYHO [I0KA3aTh BJIAICHUE MHOCTPAHHBIM S3bIKOM KaK CTHJIEM JIEIOBOTO OOLIECHHUS.

«Y IOBIETBOPUTENBHOY», HOPOTOBBIN ypoBeHb: CTYIEHT O/ PYKOBOACTBOM HPEToIaBaTellsl CIOCOOEH MOKa3aTh YMEHUS IOCTPOUTh
BBICKa3bIBAHHSI B CMOJICIIMPOBAHHBIX (IIPEJIaraeMbIX) CUTYalUsIX OOLICHUS HA HHOCTPAHHOM $SI3bIKE, TIPABHIILHO HCIIOJB3Y st
BepOabHBIe U HeBepOAIbHBIE CPENICTBA OOIIEHHS; CIOCOOEH YaCTHYHO MOKAa3aTh BJIAICHHE HHOCTPAHHBIM SI3BIKOM KaK CTHIEM
JIEJIOBOTO OOILIEHUS.

«HeynoBnerBopuTensHO», ypoBeHb He chopmupoBan: CTyAEHT 3aTPYAHACTCS WM HE MOXET II0Ka3aTh YMEHHUS IIOCTPOUTH
BBICKa3bIBaHHUS B CMOJISTMPOBAHHBIX (TIpeJiaraeMbIX) CUTYalisX OOIIEHNsI HA HHOCTPAHHOM SI3bIKE, IPABHIBHO UCIIONB3YSI
BepOalIbHbIE M HEBepOaIbHBIC CPEICTBA OOLICHUS; HE BIIAJCET MHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JI€JIOBOTO OOIICHHUS.

Onenounoe cpenctBo «[IEPEBOJ] TEKCTOB»

[IpumepHBIE TEKCTHI AJISI IEPEBOA C AHTIIMIICKOTO Ha PyCCKHI

Text 1

Business diary: Paul Trible, Paul Watson as told to Vanessa Friedman

Paul Trible and Paul Watson are founders of Ledbury, a company that makes luxury shirts. Their company is in Richmond, USA.

The first thing they do every day when they get to work is check customer e-mails. They do about 95 per cent of their business online,
selling about 4,500 shirts a month. They sell 5 Per cent of their shirts in the store in Richmond, Virginia.

The company has two fulltime employees. They don't have official meetings. They talk to each other. At lunchtime, they go to the
shop to talk to customers. They spend 25 per cent of the day on the phone with their web designer. The website takes a lot of time and
money.

To raise money ($300,000) to start the business, they asked 20 friends from their business school to invest money. The friends also
wear the shirts and introduce their colleagues to the company. For example, an investor who works in a large insurance company in
Houston wore their shirts, and in the past four months they got about 12 more customers from there.

Text 2

Business diary: Johan Roets as told to Jude Webber

Johan Roets is Head of Personal and Business Banking for the Americas at Standard Bank. He is based in Buenos Aires.

Johan says, "I don't really have a typical day. Sometimes I have a conference call with the executive committee at 3 a.m. there is a
five-hour time difference with our head office in Johannesburg.

Usually, the Argentine day doesn't start until 10 a.m. or 11 a.m. I do my best thinking in the morning and my best administration in
the afternoon. "I go to South Africa every couple of months. What I love about travel is the solitude to think and read. I don't like
meetings they can be incredibly unproductive and I try to avoid them. I sit on two boards and typically have six or eight meetings a
week.

“ The way I pay attention to things is to write them down. I buy notebooks and take them everywhere. I write whenever I can during
the day, and I go back and highlight important bits.

"I think the great secret in life — and business — is to focus on maximising your strengths, not improving your weaknesses. My
passions are business, technology and people."

Text 3

Should I stay or should I go? by Lucy Kellaway

The problem "My new job is a great disappointment. My department is badly run, top management s don't seem to care, and my new
colleagues are not very friendly. Now I hear that my old boss wants me back. I want to see if he is serious, but that might seem like I
am desperate to return to my old job. Besides, I don't want to be too hasty. I have worked in my new job for six months. After all, it
takes time to be accepted into a successful team."

Senior manager, male, mid-50s.

The solution

Going back to an old employer is never a bad idea. You know exactly what it is like to work for your old boss. You know that
working there is comfortable, and sometimes comfort is a good thing.

You say your old boss is anxious to rehire you, but don't approach him yet. Wait and let him come to you. Try to negotiate a return
with a lot more money and a promotion.

But remember you've only been away for six months. I'm not sure that this is long

enough

to make a decision about the new place.

Some organisations don't like outsiders; it takes a while before they accept them, and until then, they are pretty unfriendly. Spend
time working hard at your new job and be friendly.

Then, if you decide to go back to your old job, you know that you tried.




Text 4

Istanbul guide: from the bazaar to the Bosphorus by Andrew Finke

Where to stay

If you are in Istanbul for sightseeing, then you could stay in Sultanahmet or find a small s hotel away from the tourist areas.
However, this may not be the best option for the business traveler with a moming appointment on the far side of town. Traffic and
distance can be a problem for those on a busy schedule. The challenge is to get the work done, but also find time to discover what
makes Istanbul unique.

Many of the city's five-star hotels enjoy a view where you can see lights on the Bosphorus and passing ships.

Where to eat

A visit to the grand bazaar can feel exotic. An afternoon at Hagia Sophia, once a Byzantine church, then a mosque and now a
museum, is recommended. But some of the best sightseeing in Istanbul is done with a knife and fork.

What to see There are a large number of restaurants along the river. A Bosphorus meal is a great Istanbul tradition. A meal can
include a cold meze, then a hot hors d'euvre, followed by a perfectly cooked piece of fresh fish.

How to travel around the city

Try to arrange your flights to avoid the rush hour, which in the evening can last until 9 p.m.

There is a metro line that takes 40 minutes from the European airport. But the last stop is not in the most convenient part of the old
city, and the chances are that you will have to continue your journey by taxi.

Cabs from the airyort are strictly confolled. All cabs in the ciry run on a meter and are reasonably priced.

If you can reach your destination by ferry, it is the best way to see the city, and the boats run on time.

Text 5 Yum plans to be the McDonald's of China by Alan Rappeport

Yum! Brands, the operator of KFC, Pizza Hut and Taco Bell, plans to become the McDonald's of China. It is opening many fastfood
restaurants over the next decade.

Its chief executive, David Novak, says that Yum plans to more than double its restaurants in China by 2020. It hopes to have 9,000
across the country in the best locations.

Yum is likely to earn about $900m in net income from its China business this year. It plans to build small restaurants in rail stations
and airports.

It is already the leading international restaurant company in China. which is Yum's most successful market. But the company is trying
to copy that success in India and other parts of Asia with more local dishes, extended hours and breakfast.

Intwo years, it expects to own 70 per cent of its restaurants in emerging markets and just 30 per cent in developed markets.
Currently, it owns 53 per cent of its restaurants in emerging market and 47 per cent in developed markets.

Executives call the brand's performance in the USA "disappointing" and "terrible". "It's been a big challenge in the US," Mr Novak

Kpurepuu ouenku:

«OTIMYHOY, OBBINICHHBIA YpoBeHb: CTYICHT CAaMOCTOSTENBFHO Peau3yeT YMEHHS 0 MepeBOay MpodecCHOHATBHBIX TEKCTOB C
WHOCTPaHHOTO Ha TOCYJIapPCTBEHHBIH S3bIK U 00paTHO, BIIaIeeT OCHOBAMH TEXHUKH MIEPEBO/IA.

«Xopo110», MTOPOroBblil ypoBeHb: CTYJIEHT CIIOCOOCH IOKa3aTh yMEHHE MepeBo/ia MpoeCCUOHANBHBIX TEKCTOB C HHOCTPAHHOTO Ha
rOCYJIapCTBEHHBIN S3bIK U 00PATHO, CIIOCOOEH YaCTUYHO I10Ka3aTh BJIaJICHHE OCHOBAMH TEXHHKH MEPEBOJIA.

«Y IOBIETBOPUTENHHOY», HOPOTOBHIN ypoBeHb: CTyAEHT CIOCOOEH MO PYKOBOACTBOM IIpENofaBaTels I0Ka3aTh YMEHUS [0 TIEPEBOLY
PO eCCHOHAIBLHBIX TEKCTOB C HHOCTPAHHOT'O HA FOCYJAPCTBEHHBIH SI3bIK M OOPATHO, CIIOCOOCH MOKa3aTh YaCTHYHOE BJIAJICHHUE
OCHOBaMH TEXHHKH TIepPeBOJa.

«HeynoBneTBopuTensHO», ypoBeHb He chopmupoBaH: CTyIEHT 3aTPYyJHSICTCS WM HE MOKET I0Ka3aTh YMEHHs, HE BIaJceT
OCHOBAaMH TEXHUKHU IEPEeBOA.

Onenounoe cpenactso «IIPESEHTALUS»

TeMmbl U1 Ipe3eHTaluii:

1. Types of markets

2. Presentation of the company
3. Future Plans

Kputepuu oneHku:

«OTIANYHOY, TOBBIIIEHHBII YPOBEHB: CTYAEHT CAMOCTOSTETBHO Pealn3yeT yMEHHE TIOCTPOUTh BBICKA3bIBAHUS B CMOICTMPOBAHHBIX
(npennaraeMbIX) CUTyaLUsIX OOIIEHHsI Ha HHOCTPAHHOM SI3bIKE, IPAaBUIILHO UCIIOJIB3YS BepOabHbIe U HEBEPOATbHBIC CPEACTBA
0OIIeH s, apTyMEHTHPOBAHO M3araTh COOCTBEHHYIO TOUKY 3PEHHS Ha HHOCTPAHHOM S3BIKE; BIIA/ICeT HABBIKAMHU BEICHUS TUCKYCCHH
1 MOJIEMHKH Ha HHOCTPAHHOM SI3bIKE I HHOCTPAHHBIM S3BIKOM KaK CTHIIEM JIETTOBOTO OOIICHHS.

«XO0po1110», IOPOrOBbII YPOBEHb: CTYJEHT CIIOCOOEH II0Ka3aTh YMEHUS IIOCTPOUTH BBICKA3bIBAHUSA B CMOJAEIUPOBAHHBIX
(mpemaraeMbIX) CHTyaIUsAX OOIMICHUS HA HHOCTPAHHOM SI3BIKE, IPABHIIBHO UCIIONB3Ys BepOaNbHBIC U HeBepOAIbHEIE CPEICTBA
OOILEHNS, a TAKOKEe U3J1araTh COOCTBEHHYIO TOUKY 3PEHMSI HA MHOCTPAHHOM SI3bIKE; CIIOCOOEH YaCTHYHO [10Ka3aTh BIIA/ICHUE
HMHOCTPaHHBIM SI3bIKOM KaK CTUJIEM JIEJIOBOTO OOILEHUS, & TAK)KE HAaBBIKAMU BEJICHUS AUCKYCCUU U MOJEMUKH.

«Y 1OBIETBOPUTENILHOY, TIOPOTOBBII YPOBEHB: CTY/ICHT MO PYKOBOJCTBOM IIPENOIaBaTeNs COCOOEH MMOKa3aTh yMEHHUs ITIOCTPOUTh
BBICKa3bIBaHUS B CMOJICIMPOBAHHBIX (TIpeasIaraeMbIX) CUTYalMAX OOIIEHUS HA HHOCTPAHHOM SI3bIKE, IPABUIBHO HCIIONB3YSI
BepOanbHBIC U HeBepOalbHBIC CPEeCTBA OOIMIEHNUS U U3JIaras CBO0 TOUKY 3pEHHS Ha HHOCTPAHHOM SI3BIKE; CIIOCOOEH YaCTHIHO
TO0Ka3aTh BIIaJJCHHE HHOCTPAHHBIM SI36IKOM KaK CTHIIEM IEIOBOTO OOIICHHS.

«HeynoBneTBOpUTENBHOY», YPOBEHD HE COOPMUPOBAH: CTYAEHT 3aTPYAHSIETCS WIN HE MOXKET [10Ka3aTh YMEHUS IOCTPOUTH
BBICKA3bIBAaHUS B CMOJIETMPOBAHHBIX (IIPEJIAraeMBIX) CHTYalUsIX OOIIEHHs Ha HHOCTPAHHOM S3BIKE, TIPABMIIBHO HCIIONb3YS
BepOanbHbIC U HeBepOaJIbHbIE CPEJICTBA OOIIEHNS; HE BJIaJIceT MHOCTPAHHBIM S3bIKOM KaK CTHJIEM JIEJIOBOTO OOIIEHMs, He BIaJieeT
HaBbIKAMU BEJICHUS AUCKYCCUU HA HHOCTPAHHOM SI3BIKE.




5.3. Tembl NUCbLMEHHBIX PadoT (3cce, pepepaThl, KypcoBbie padoTHI U 1P.)

Hanvcanue 1MYHOro U JeI0BOrO IMMCHMa
Buap! IHYHOTO MUCHMA!

- Introduction Letter

- Friendly Letter

Buaer gemoBoro nuceMa:
— The Inquiry Letter

— The Invitation Letter

— The Letter of Complaint
-CV

Kpurepun onenuBanus:

- OLIEHKA «OTJIMYHOY BBICTABIISETCS CTY/IEHTY, €CIIM CTYJICHT ITOKa3bIBaeT rITyOOKHEe 3HAHHSI TPAMMATHYECKHX CTPYKTYP;
00IIeyIOTPEOUTEILHOM, OOIIEKYIFTYPHOM U PO(ECCHOHATEHON JIGKCUKU; PEUCBBIX KITHIIE, HCOOXOIUMBIX IS
OCYIIECTBIICHHUS ICIIOBOI KOMMYHHUKAIIMU HA MHOCTPAHHOM SI3bIKE, OCHOBHBIX TIEPEBOTIECKUX

TpaHchopMaIuii.

ConeprkaHue MHChMa OTPAXKAET BCE ACMEKThI, yKa3aHHbBIC B 33/IaHUH; CTHUIICBOE OQOPMIICHHE BHIOPAHO MPABUIBHO C YYETOM
TEMBI U aJjpecaTa; COOIOACHBI IPUHSTHIC B ICJIOBOM U JIMYHOM MTHCbME HOPMBI BEXIIUBOCTH ((POPMYJIBI TPUBETCTBHS,
oOparmienus, mpomianus). TeKCT MUChMa MOCTPOCH JIOTUYHO, CPEJICTBA JJOTHYCCKOM CBSI3U M IIYHKTYAI[UH UCIIOJIh30BAHBI
nmpaBWiIbHO. [ paMMaTHdecKkue CTPYKTypBI Pa3HOOOPA3HBI U HCIIOIB30BAHEI B COOTBETCTBUH C 3aJaHUEM, COOTFOIACTCS
JIEKCUYECKasi COYeTaeMOCTb.

- OIIEHKA «XOpOII0» BBICTABIISIETCS CTYACHTY, €CIIM CTYACHT MOKa3bIBaeT XOPOIINH ypOBEHb 3HAHHH OCHOBHBIX
rpaMMaTHYECKUX CTPYKTYD; OOIEYIOTPEONTENbHOMN, O0IEKYIbTYPHOH 1 PO EeCCHOHATBHON JIEKCUKH; PEUEBBIX KIIHIIIE,
HEOOXOANMBIX AJISI OCYILIECTBIICHHUS 1€JI0BO KOMMYHHUKAIUU HA HHOCTPAHHOM SI3bIKE, OCHOBHBIX IIEPEBOTIECKHUE
TpaHcdopmanmy. HekoTopsle aclieKThl, yKa3aHHBIE B 3aJJaHUH, PACKPBITHI HE TOJTHOCTHIO; HMEIOTCS OT/IENIbHbBIC HapyIICHHS
CTHJIEBOT0 O()OPMIICHHUS MUCbMA; B OCHOBHOM COOJIIOJICHBI IIPHHATHIC B ACTOBOM M JITYHOM NMHCHME HOPMBI BEXKIIMBOCTH.
Bricka3biBaHUE B OCHOBHOM JIOTUYHO; UMEIOTCSI OT/IEJIbHBIE HEIOCTATKH IIPU UCIIOIB30BaHUU CPECTB JOTMYECKOH CBSI3H U
MYHKTYalu; UMEIOTCS OTJeIbHbIE HAPYIICHUS B O)OPMIICHHH JIEJIOBOTO MHChMa. B OCHOBHOM IpaMMaTH4eCKHe CTPYKTYPBI
pa3HOO0Opa3Hbl U UCIOJIb30BAaHbl B COOTBETCTBUH C 3aJJaHUEM, COOIMIOAETCS JTEKCHUECKask COYETaEMOCTb.

- OLIEHKA «YIOBJICTBOPUTEIBEHOY» BBICTABISIETCS CTYAEHTY, €CIIM CTY/ICHT IIOKa3bIBaeT 0Aa30BbIi yPOBEHb 3HAHWI OCHOBHBIX
rpaMMaTHYECKUX CTPYKTYp; 0OIIEYHOTpeONTENbHON, O0IIEKYIBTYPHOH 1 PO EeCCHOHATBHON JIEKCUKH; PEUEBBIX KIIHIIIE,
HEOOXOANMBIX JJIsl OCYLIECTBIICHHUS 1EJIOBO KOMMYHHUKAIIMY HA HHOCTPAHHOM SI3bIKE, OCHOBHBIX TIEPEBOTYECKIX
tpaHchopmanmii. ConeprkaHne oTpakaeT He BCe acleKThl, yKa3aHHbIE B 3aJJaHUH; HapyLIEHHsI CTHIEBOTO 0(hOPMIICHUS
JIETIOBOTO TINChMa BCTPEYAIOTCS JOCTATOYHO YacTO; B OCHOBHOM HE COOJIIOAI0OTCS IPUHATHIE B ZIETIOBOM H JINYHOM ITHChME
HOPMBI B&XKJIMBOCTH. BrIcKa3piBaHKE HE BCErja JOTMYHO; UMEIOTCS MHOTOYHCIICHHbBIE ONIMOKH B UCIIOJIb30BAaHUH CPEACTB
JIOTHYECKON CBS3H, MX BBIOOP OTpaHMYEH; JI/ICHNE TeCTa Ha a03albl OTCYTCTBYET; HMEIOTCSI MHOTOUHCIICHHBIC
TrpaMMaTHYIECKUE U JICKCHIECKUE OMIHOKH B 0)OPMICHNH TEKCTA.

- OLIEHKA «HEYJJOBJIETBOPUTEIHHOY» BBICTABIISIETCS CTYJICHTY, €CJIM HE MOJATr0TOBIIeHO 3a7anue. CTyIeHT He BiaaeeT 6a30BbIM
YPOBEHb 3HAaHUH OCHOBHBIX TPAMMATHYECKUX CTPYKTYP; OOIICYIOTPEeOUTENEHOM, O0IMEKyIETYPHOH 1 TIpodecCHOHATEHOM
JIEKCUKH; PEUEBBIX KIIUIIE, HEOOXOANMBIX AT OCYILIECTBICHNUS 1€JI0BOM KOMMYHHKAUU HA HHOCTPAHHOM SI3BIKE, OCHOBHBIX
nepeBoadeckux Tpanchopmanuid. Copepxanue He OTpaXKaeT T acleKThl, KOTOPhIE YKa3aHbI B 331aHHUHU, MM HE COOTBETCTBYET
|TpebveMoMy 00bEMY M HODMaM HanucaHus ¥ 0hODMIICHUS JeJ0BOIO M JIMYHOTO NHchbMa. OTCVICTBVET JIOTHKA B IOCTDOCHUN
5.4. OueHo4Hble cpeacTBA 1A IPOMEKYTOYHOM aTTecTaluu

IMEPEYEHDb TEM 1JIA 3AYETOB:

1 cemectp

Introductions. Work and leisure. Jobs and studies. Nationalities. to be a/ an with jobs; wh- questions. Introducing yourself and
others. Meet conference attendees. Days, months, dates. Leisure activities. Present simple. Adverbs and expressions of
frequency. Problems. Adjectives describing problems at work. Present simple: negatives and questions, have got. Telephoning:
solving problems.

2 cemecTp

Business trips (airports, hotels). Food and entertaining. Travel details: letters, numbers, times. Can/can’t. There is/are. Making
booking and checking arrangements. Eating out: food and menu terms. Some/any. Countable and uncountable nouns. Choose a
restaurant for a business meal. Sales. People. Choosing a product or a service. Past simple. Past time references. Types of
colleagues. Starting a business. Describing people. Past simple: negatives and questions. Question forms. Negotiating: dealing
with problems.




3 cemectp

Markets. Companies.Types of markets. Comparatives and superlatives. Much /a lot, a little /a bit. Meetings: participating in
discussions. Successful companies. Describing companies. Present continuous. Present simple or present continuous. Writing:
company profile. The Web. Using the Internet. Internet terms. Time expressions. Talking about future plans (present
continuous and going to, will). Making arrangements. Writing: e-mail.

4 cemectp

Cultures. Jobs. Company cultures. Cultural mistakes. should /shouldn't, could /would. Identifying problems and agreeing
action. Skills you need for a job. Skills and abilities. Present perfect. Past simple and present perfect. Interview skills. Writing:
a curriculum vitae.

KPUTEPUM ONEHMBAHWSA HA 3AYETE:

«3a4uTeHo», OBBIICHHBIH YPOBEHb: TEMa PACKPhITA B IOJHOM 00bEME; UCIIOIb3YEMBIH JIEKCUKO-TpaMMaTHYECKUIT MaTepral
COOTBETCTBYET MTOCTAaBJICHHONH KOMMYHHUKAaTHBHOH 3a/1aue; JEMOHCTPHPYETCs pPa3HOOOpa3HbIil CIIOBAPHBIN 3aI1ac U BIa/ICHHUE
CIIO>)KHBIMU TPaMMAaTHUYECKUMH CTPYKTYpaMu. JIEKCHKO-rpaMMaTH4eCKUe OIMIMOKU MPAKTHYECKH OTCYTCTBYIOT.

«33‘IT€HO», HOpOFOBLIﬁ YPOBCHb: TEMaA pAaCKpPbITa HE B IIOJIHOM O6’I>éMe; HCHOJ’IL3yeMBII>i J'IGKCI/IKO—FpaMMaTI/I"ICCKI/Iﬁ Marepuail
COOTBCTCTBYCT IMOCTaBJICHHOU KOMMyHHKaTHBHOP'I 3a/1a4c€; Ha6J'IIO,Ha€TC$I 3aTpyAHCHUC IIpHU HO,Z[60p€ CJIOB 1 HCTOYHOCTH B UX
yHOTpe6ﬂeHHI/I; JAOITYCKAOTCA OTACIBHBIC JICKCUKO-TPaAMMAaTHYCCKUE OIIMOKHU.

«He 3a4YTCHO», YPOBCHb HC C(I)OpMI/IpOBaHZ TEMaA HE PACKPbITA; JOIMYCKAOTCSI MHOTOYUCICHHBIC JICKCUYCCKUC U
I'paMMAaTUYCCKHEC OIHOKHU.

B xomnr1e 4 cemectpa crynentsl caaror IK3AMEH, kKoTopeIil BKIIIOYAET ClieAyIOIre 3a1aHus:
1. Progressive Test.

2. Make up a dialogue based to the given situation.

3. Read and translate the text.

1. [IpumepHsIii TecT

I. Match the sentences with the responses.
1. How about a cup of tea?

2. Do you like football?

3. Can I speak to Jorge Ramos, please?

4. Is there a car park?

5. My suggestion is to go for a cocktail.

6. Why don’t you buy a self-study course?
7. What do you think?

8. There’s something I°d like to talk to you about.
9. What day suits you?

10. What did you learn from your last job?

a) Yes, there is.

b) OK, I’ll take a look at one.

¢) Yes, please.

d) I learned how to be patient.

e) OK. What is it?

f) Yes, I do.

g) How about Wednesday?

h) I think we need to target young people.
i) That’s a great idea.

j) I’'m afraid he isn’t in the office today.

II. Complete the conversations with the phrases (a—j).
a) What’s

b) My subject today is

¢) One thing we could do is

d) I think

e) [ have a problem with

f) I really enjoy

g) I'm afraid I can’t make

h) What about using

i) I need some

N Can 1 have vour




credit card details, please? B It’s a MasterCard. The number is ...

Pascal’s is the best restaurant. The food is delicious. B Yes, I agree. The food is great.
the target market? B It’s aimed at stylish young men who want to look good.

training to do my job properly. B I'm sorry. It’s just not possible.

social networking sites? B I’'m not sure that’s a good idea.

A What are you going to talk about? B our new product line.

A Is 25th May OK for you? B  25th May.

A There’s a problem with Astrid. B I agree. talk to her.

0. A What do you do in your free time? B sports.

> > > >

2
3
4
5
6
7
8
9
1

III. Read the article and decide if the statements are true or false.

. Management styles haven’t changed much in the past fifty years. False

. The biggest problem for 21st-century managers is controlling employees.

. In the 21st century, power comes from doing good work.

. Microsoft is a good example of 20th-century management style.

. At Microsoft, managers watch workers’ hours very carefully.

. It’s important for managers to get to know different types of people.

. Making decisions is one of the main jobs of a 21st-century manager.

. Good managers understand their teams’ thoughts and feelings.

. Global managers should try to ignore cultural issues as much as possible.

10. For Gary Kildare, respect is more important than speaking a lot of languages.
11. Face-to-face communication is the most important part of 21st-century management.

O 001N DN A~ WK —

Turning bosses into cross-cultural coaches

In the 20th century, managers often worked to control employees. But 2 1st-century management has different rules. Twenty-
first century managers should prepare to be coaches rather than bosses. They should influence and work with their team rather
than control it.

Some experts believe that, in the 21st century, people will have power in the workplace because of what they do, not because
they have the word “manager” in their job title.

The Microsoft office near Amsterdam is a good example of this style of work. Managers here don’t control workers, they trust
them. Managers don't count the hours that workers spend in the office, they look at the work that employees produce.
Management experts recommend that managers should spend time with colleagues from different backgrounds. The manager
of the future will be a coach who helps the team succeed, not the person who makes all the decisions. Coaching a team requires
an understanding of the motivations and experience of the people in the team.

Cultural sensitivity is very important in managing global teams, says Gary Kildare, a vice-president of human resources at
IBM, the technology group. “You can't speak 20 languages but you can respect everyone's culture. In some cultures people are
quiet, in others they are not,” he says. “It is about treating and respecting everyone as an individual.”

Regular communication is essential. “It can take longer to build trusting relationships because you don't always have that face-
to- face contact with people.”

IV. Writing
You and your colleague Tony need to fly to London for a meeting. You can choose between two airlines. Write an e-mail to
Tony comparing the two airlines. Say which one you prefer to travel with and why. Write 60—70 words.

2. TemMaTHKa JHATIOTOB

— A job fair

— Why are staff unhappy

— At the Hotel

— Booking a Hotel Room

— Food and Entertaining

— At a Trade Fair

— Dealing with problems

— Ways of advertising

— Participating in discussion
— Presenting your company
— Arrangements for a meeting
— Cultural Differences

— Job Interview

— Describing People

3. IlpumepHBIe TEKCTHI U1 IepeBoaa

Text 1

T uxury brands and wealthy Chinese tonrists FT hyv Rarnev Tonsan in New York




But this isn't a business trip or a holiday. Ms Li and more than 80 other wealthy Chinese tourists are here to learn about luxury
brands. Many Chinese consumers come to the US and Europe to buy luxury goods. Prices are up to 50% lower than the price
of some luxury goods at home.

Companies organise events to show their products to Ms Li and the others in her group. Bergdorf Goodman, a department
store, puts on a fashion show in their honour. "I liked it a lot. It was my first fashion show," said Ms Li. She is the kind of
person that luxury retailers want to meet. She is the co-founder of a recruitment agency in Shanghai.

Another luxury company that organises an event for the group is Mont Blanc, the pen maker. It puts a piano in the store and
Lang Lang, the Chinese pianist, plays for the group. Estde Lauder, the cosmetics brand, gives people in

the Affinity China group samples of an expensive new eye cream.

Chinese travellers took million overseas trips in 2011 and spent a total of $69bn, an increase of 25 per cent from the previous
year. Coach, the handbag brand, says that sometimes 15-20 per cent of its sales in New York, Las Vegas and Hawaii are
from Chinese tourists.

Text 2

The next generation of a business empire by Rachel Sanderson

Alessandro Benetton became the Executive Vice-Chairman of the Italian clothing company Benetton in 2007. He is the :
second son of Luciano Benetton, the founder of the business empire which now operates in 120 countries.

His wife is Deborah Compagnoni, three-time Olympic gold medallist and one of Italy's greatest ski champions. They have
three children.

Alessandro Benetton is a graduate of Harvard Business School. He enjoys dangerous sports, which he describes as "the fun of
life".

The company began in Ponzabno, Veneto, in Italy and today is the town's largest employer. It also funds schools, culture
events and spectacular sports facilities.

Mr Benetton speaks quietly and is relaxed. He has three brothers. Before he joined the family clothing business, he was an
entrepreneur. Following Harvard, where he studied with management guru Michael Porter, he spent a year working as an
analyst at Goldman Sachs.

In 1992, Mr Benetton founded a private equity business called Investimenti. He was chairman of Benetton's Formula One team
for a decade. The team won two world drivers' championships with Michael Schumacher at the wheel.

Text 3

Social media sites are a hit for ads by David Gelles

The Super Bowl is the biggest annual advertising event in the world. It is an American football championship game that is
played every year and it is watched on television by millions of Americans. This year, 30-second advertising slots cost as much
as

$3.5m.

Many companies are using the Web and social media to make the most out of their big moment. Some companies released their
ad online. Others showed a teaser, a short extract from the advertisement. Some showed a longer version of the advertisement
online. Many companies are using Twitter and Facebook.

The campaigns are mainly designed to build brand awareness. Last year, Volkswagen in the US had the hit commercial of the
Super Bowl with its Star Wars-themed advertisement. This year, it released a teaser advertisement featuring a chorus of dogs
dressed as Star Wars characters. Then Volkswagen prereleased its entire ad. "At more than

$3m for 30 seconds, it makes sense to get the most for your

dollar," says Mr Mahoney, Chief Product and Marketing Officer for Volkswagen in the US

Text 4

Starbucks plans $80m Indian joint venture

by James Crabtree in Mumbai, James Fontanella-Khan in New Delhi and Barney Jopson in New York

Starbucks is bringing coffee shops to one of the world's greatest tealoving nations, It plans an $80m Indian joint venture with
Tata Global Beverages.

The first outlet will open in

Mumbeai or Delhi by September. Starbucks already has 544 stores in China. By the end of the year, it could have as many as
50 stores in India. Starbucks has more than 12,000 stores in North America. TheAmericas region including a few hundred
stores in Canada and Latin America accounts for three-quarters of its revenue.

John Culver, President of Starbucks China and Asia Pacific, said: "We think India can be one of our largest markets outside
the US." The company has more than 17,000 stores in 55 countries.

The Indian venture is also likely to see Starbucks products sold through other parts of the wider Tata group. The Tata group is
one of India's most famous companies. It includes Taj Hotels and TajSATS an airline catering business.

Text 5

E-mail after hours? That's overtime by Joe Leahy

Brazil has a new law introducing overtime payments for after-hours office e-mails and telephone calls. Workers approve, but
businesses are angry. The cost of hiring people is already expensive. Some people think that it will be difficult to carry out
the law.

Claudia Sakuraba, owner of Camaval Store, a costume shop in Sao Paulo with four employees, says: "What about when you
send an e-mail and becance of nroblems with the Internet nroviders in Rrazil it doesn't arrive straioht awav? Or von send a text




work."

But what if this law actually improves productivity? Everyone knows that it is possible to waste time. A deadline can help
people to work more efficiently.

Some people say that in Sao Paulo, the main things to do are to work, eat and spend the weekend in shopping centres.

Many employers and employees spend hours answering e-mail or working on the phone. Workaholics spend time sending and
receiving office-related emails. Probably half of these are not really necessary.

Brazil's law encourages employers to prevent people working after hours when it is not necessary. If a company wants them to
be available 24/7, it pay them.

Kpurepun oneHku:

O1eHKa «OTJIMYHO» BBICTABIISIETCS, €CIIM CTYACHT IIOKa3bIBACT IITyOOKOe 3HAHHE!

-IpaMMaTHYECKUX CTPYKTYP; 00IIEYOTpeONTEIbHON, 00IIEKYIbTYPHOIH U PO ECCHOHATIBHOM JIEKCHKH; PEYEBBIX KITHIIE,
HEOOXOANMBIX /ISl OCYLIECTBIICHNUS 1eJIOBOM KOMMYHHUKAMU HA HHOCTPAHHOM SI3BIKE;

- 0COOEHHOCTEH CTUIIMCTUKN HAMCaHUsl O(UIHUATBHBIX 1 HEO(PUIUATIBHBIX [TMCEM, CTPYKTYPHOM THIIOJIOTUH U TIPABUI
MOCTPOCHUS MUCbMEHHOI'O PEYEBOr0 BHICKA3bIBAHUS HA U3yYaeMOM SI3BIKE;

- OCHOBHBIX IepeBoadecKux TpaHchopmanuid. CTyJeHT CaMOCTOSITENIbHO peaan3yeT yMEHHUS:

- IOCTPOUTH BBICKA3bIBAHHS B CMOJEIMPOBAHHBIX (IIPEIaracMbIX) CUTyalUsIX OOLICHHUSI HA HHOCTPAHHOM S3bIKE, TIPABUIIBHO
UCTIONB3Ys BepOabHbIe N HEBEpOaIbHBIE CPECTBA OOLICHMS;

- BECTH JICJIOBYIO TIEPEIHCKY C YIE€TOM COLMOKYJIbTYPHBIX OCOOEHHOCTEH ¢ MPENCTaBUTEISAMH JPYTHX CTPaH;

- epeBoia Npo(hecCHOHABHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCY/IapCTBEHHBII SI3bIK U 00paTHO.

CryneHt Biajeer:

- HHOCTPAHHBIM SI3bIKOM KaK CTHJIEM JIEJIOBOTO OOILEHNS;

- TEXHUKOH JIeJIOBOTO MHChMa Ha HHOCTPAHHOM SI3BIKE;

- OCHOBAaMH TEXHHKH TIEPEBOJIA.

OHCHKa «XOpOoLIO» BBICTABJIACTCA, €CJIM CTYACHT IMOKA3bIBACT XOPOUINE 3HAHUA:

- OCHOBHBIX I'PaMMaTH4ECKUX CTPYKTYD; OOLICYIOTPEONTENLHOM, O0IEKYIETYPHON 1 MpodeccnoHaNbHOM JIEKCHKHU; PEYEBBIX
KJIMIIe, HeOOXOANMBIX IJIs OCYIIECTBIICHUS IeI0BOH KOMMYHHUKAILIMH HA HHOCTPAHHOM SI3BIKE;

- 0COOEHHOCTEH CTUIIMCTUKN HAMCaHUs O(HIMATBHBIX 1 HEOPHIIUATIBHBIX ITUCEM, CTPYKTYPHOM THITOJIOTUH U TIPABUI
NOCTPOCHHS MMCEMEHHOT'0 PEYEBOr0 BHICKA3bIBAHUS Ha H3Y4aeMOM SI3BIKE;

- OCHOBHBIX ITepeBoaYecKiX TpaHchopmarmii. CTyJeHT ClIOCOOCH MoKa3aTh yMEHUS:

- IOCTPOUTH BBICKA3bIBAaHHS B CMOJICIIMPOBAHHBIX (IIpeIaracMbIX) CUTyalusIX OOLIEHHUsI HA HHOCTPAHHOM S3bIKE, TIPAaBHIIBHO
UCTIONB3Ys BepOabHbIe N HEBEPOAIbHBIE CPECTBA OOICHHS;

- BECTH JICJIOBYIO MEPEIHCKY C YYETOM COLUOKYJIbTYPHBIX OCOOCHHOCTEH C MPENCTaBUTEISIMH JPYTHX CTPaH;

- BBIMOJIHUTH MEPEBO MPO(ECCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO Ha FOCYAapPCTBEHHBIHN S3bIK M 00paTHO C YaCTHYHOM
MIOMOIIBIO TIPETIOAABATEIS.

CryneHt cnoco0eH YaCTUYHO MTOKa3aTh BIIaICHHUE:

- HHOCTPaHHBIM S3BIKOM KaK CTHJIEM JEJIOBOTO OOLICHHUS;

- TEXHUKOH JIeII0OBOTO MMMCbMa Ha HHOCTPAHHOM SI3BIKE.

- OCHOBaMH TEXHHKH TI€PEBOJIA.

O1LeHKa «yIZOBIETBOPUTEIBHOY» BBICTABISCTCS, €CIIN CTYACHT ITOKa3bIBaeT 0a30BbIH YPOBEHb 3HAHHIA:

- OCHOBHBIX T'PAMMAaTHYECKHX CTPYKTYp; OOLICyOTPpeONTENbHON, OOMEKYIBTYPHON 1 MPO(eCCHOHANEHOM JIEKCHKH; PEUYEBBIX
KJIMIIIE, HEOOXOUMBIX ISl OCYIECTBICHHS JeT0BONH KOMMYHHKAIIMN HA HMHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTHJIMCTUKH HAMCAHUsI OQUIUATIBHBIX H HEODHIUATBHBIX MUCEM, CTPYKTYPHOI THIIOJIOTHH M IIPABHI
MOCTPOEHHS TMCHbMEHHOTO PEYEBOT0 BHICKA3bIBAHHS HA U3YYaeMOM SI3bBIKE;

- OCHOBHBIX [IEPEBOAYECKUX TPAaHC(HOPMALHH.

ITox pykoBOICTBOM IIpEroaBaTeNsi CIOCOOEH IOKa3aTh yMEHUSL:

- IIOCTPOUTDH BBICKA3bIBAHUA B CMOACIIMPOBAHHBIX (Hpe}:[HaFaGMI)IX) CUTyalusax O6H1€HI/I$[ Ha MTHOCTPaHHOM SA3BIKC, IIPABUJIBHO
WCTIONB3YS BepOalTbHBIC M HEBEpOATbHBIE CPEIICTBA OOIICHNS;

- BECTH JEJOBYIO IIEPEIHCKY C YI€TOM COLMOKYIBTYPHBIX OCOOEHHOCTEH C IPEeICTaBUTEISAMH APYTHX CTPaH;

- BBHITTOJIHUTH NEPEBO MPO(ECCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO Ha FOCYAAPCTBEHHBIH S3bIK M 00PaTHO C YaCTHYHOH
MIOMOIIBIO TIPETIOAaBATEL.

CTyzeHT cioco0eH YaCTHYHO II0Ka3aTh BlIaJICHUE:

- MHOCTPaHHBIM S3bIKOM KaK CTHJIEM JICJIOBOT'O OOILCHNS;

- TEXHUKOM JICJIOBOI0 NMMUChbMa Ha HHOCTPAHHOM A3BIKE.

- OCHOBaMM TCXHUKU IEPEBOIA

O1neHKa «HEyIOBIETBOPUTENBHO) BBICTABIISETCS, €CIIU CTYyACHT MTOKa3bIBaeT HEYIOBIECTBOPUTENbHBIA YPOBEHDb 3HAHUI!

- OCHOBHBIX I'PaMMaTH4ECKUX CTPYKTYD; OOLIEYyIOTPeOHTEILHOM, OOIEKYIbTYPHOM U MTPO(ECCHOHANBHOMN JIEKCUKHU; PEUeBBIX
KJIMIIE, HEOOXOUMBIX ISl OCYILECTBICHHS JeJI0BOH KOMMYHHKAIIMK HA MHOCTPAHHOM SI3bIKE;

-0COOEHHOCTEH CTHIMCTUKY HAMMCAHKUS O(QUIMANBHBIX M HEO(MHINATBHBIX IMCEM, CTPYKTYpPHOH THIIOJIOTHU W IIPaBHII

IOCTNOCHUII NUCEMOHIOINO NEUeROTIO REICKAREIRANIAG HA RVUACMONM IETKE




CTyneHT 3aTpyIHIETCS WIIM HE MOKET II0Ka3aTh YMEHUS:
- IOCTPOUTH BHICKA3bIBaHHS B CMOJICIIMPOBAHHBIX (IpeIaraeMpIX) CUTyalusX OOLICHHUs] HA HHOCTPAHHOM SI3bIKE, TIPABHIIBHO
UCIIONIb3Ysl BepOanbHble U HeBepOaIbHbIE CPEICTBA OOLICHMS;
- BECTH JEJOBYIO IIEPEINCKY C YI€TOM COLMOKYIbTYPHBIX OCOOCHHOCTEH C IPEICTaBUTEISIMH APYTHX CTPaH;

BBIIIOJIHUTH IIEPEBOJ NPOGECCHOHABHBIX TEKCTOB C HHOCTPAaHHOTO Ha TOCYJapCTBEHHBIN S3bIK M 00paTHO ¢ YaCTHYHON

IIOMOILb

10 IIperoaaBaTeJIsd.

CTyneHT He BIajieeT:
- HHOCTPAHHBIM S3bIKOM KaK CTHJIEM JEJIOBOTO OOILICHUS.
-HE BJIaJIeeT TEXHUKOM JIEJIOBOTO MUCbMa Ha MHOCTPAHHOM SI3bIKE;

= OCHOBAMM TCXHHKH ITEPEBOJIA

6. YAEBHO-METOAUYECKOE 1 HTHOOPMAINIMOHHOE OBECIIEYEHUE JUCHHUIIJIMHBI (MOY JIST)

6.1. Pexomenayemasi iuTepatypa

6.1.1. OcHoBHas auUTepaTypa

ABTODEI, COCTaBUTEIHN 3arnaBue W3narenscTBO, TO D11. anmpec
JI1.1 |llIeBenesa C.A. JenoBoii anrnuiickuii: yueonoe nocobue ans (Mocksa: OHUTU-  |http://
BY30B JAHA, 2017 www.iprbookshop.ru
JI1.2 |Mursakuna O.B., AHTTIHIACKUH SI3BIK A7 ienoBoro obuienus.  |Kemeposo: http://
[lepuna U.B. Dkemnpecc-Kype: yuyeOHoe nmocooue st Kemepockuii www.iprbookshop.ru
CTY/ICHTOB BceX (opM 00ydeHHs TEXHOJIOTMYECKUN /61258.html
WHCTHUTYT MUIIEBOM
MPOMBIIIIIEHHOCTH,
2014
6.1.2. lonotHUTeNbHAS IUTEPATYPA
ABTODBI, COCTABUTEIH 3arnaBue W3 1aTenbeTBO, roj On. agpec

JI2.1 |Maiiep H.I'. AHTIMiACKU sA3bIK: yyeOHOe mocodue T'opro-Aunraiick: PUO [http://elib.gasu.ru/index.ph
TAI'Y, 2014 p?
option=com_abook&view
=book&id=323:anglijskij-
yazyk3&catid=35:inostran
nye-yazyki&Itemid=180
JI2.2 |AGpamos B.E. DneMeHTapHas rpaMMaTrka coBpemenHoro  |Camapa: [ToBomkckuid |http://
AHIIMHACKOTO SA3bIKA ISl HAYMHAIOIINX U rOCyIapCTBEHHBIN www.iprbookshop.ru
TPOOIDKAIOIINX €T0 N3ydeHue: yueOHoe YHUBEPCUTET /71909 .html
rocobne IS By30B TeNeKOMMYHUKAINH 1
nHdopmaruky, 2013
6.3.1 Ilepevyenb MPOrpaMMHOro oGecrevYeHust
6.3.1.1|MS Office
6.3.1.2|SAnnexc.bpaysep
6.3.1.3|LibreOffice
6.3.1.4|Kaspersky Endpoint Security ams 6usneca CTAHJAPTHBIN
6.3.1.5|\MS WINDOWS
6.3.1.6|Moodle
6.3.1.7|NVDA
6.3.2 Ilepevyenb nHGPOPMAIUOHHBIX CIPABOYHBIX CHCTEM
6.3.2.1|OnexkrponHo-6ubnmuoreunas cucrema [IPRbooks

6.3.2.2

baza nannbIx «OnekTponHas oubnuoreka I'opHO-ANTaliCKOro rocy1apCTBEHHOIO YHUBEPCUTETA)

6.3.23

MC)KBy3OBCKa$I DJICKTPOHHAs OnOIMoTeKa

7. OBPA3OBATEJIBHBIE TEXHOJIOI'MHA

poJeBas urpa

Ipe3eHTaLUs

8. MATEPUAJIBHO-TEXHUYECKOE OBECHHEYEHUE JUCHUIIIMHBI (MOJY JIS)

Homep ayautopun

Ha3nauenue

OcHOBHOE OCHaIlleHHe




311 A2 YuebHast ayJUTOpHS AJIs TPOBEICHUS Pabouee mecto npenonasarens. [Tocanounsie MecTa st
3aHATHUH JEKIIMOHHOTO TUIIA, 3aHATHH o0y4aromuxcst (1o KOJIMYECTBY 00yUaroIuXcst),
CEMHMHAPCKOI'0 THIIA, KyPCOBOTO yueHH4ecKas 10cKa, kadenpa, MHTepaKTUBHAsS 10CKa,
MPOEKTHPOBAHHMS (BBINOIHEHNUS KyPCOBBIX  |HOYTOYK

paboT), TPYMIOBBIX ¥ HHINBUAYATBEHBIX
KOHCYJIBTAIINH, TEKYIIEro KOHTPOJIS 1
IPOMEXYTOYHOH aTTecTaluu

210 A2 YueOHast ay TUTOPHUS IS IPOBEACHUS Pabouee mecro mpemonaBarens. [locagounsie Mecta s
3aHSATUN JEKIMOHHOIO THIIA, 3aHSATHI oOyuaromuxcs (TI0 KOJMYECTBY 00YJarOIuXcs),
CEMHHAPCKOTO THTIA, KYPCOBOTO y4eHUYeCKas T0cKa, kKadeapa, MyTbTHMEIMHHBINA

MPOEKTUPOBAaHMUS (BBITIOJHEHHSI KYPCOBBIX  [IPOEKTOp, 3KpaH, HOYTOYK
padoT), TPYIIMOBBIX M UHIUBUIYATbHBIX
KOHCYJIbTAIU, TEKYIIETO KOHTPOJIS U
MIPOMEKYTOYHOHN aTTECTAIIUU

202 A2 JlabopaTopus ncuxosoro-nenarorudeckoro |Padouee mecto npenonasareis. [locamounsie mecta
obpazoBanms. Jlaboparopus oOydaromuxcs (10 KOJIMYECTBY O0YJIarOITIXCS).
MH(POPMAINOHHO-KOMMYHHKAIIMOHHBIX WntepaktuBHas gocka, mpoexktop SMART V25, HOyTOYK,
TEXHOJIOTHH. Y4eOHast ayANTOpus IS KpecIo-MemoK AI0Ba, My3bIKalIbHBIN LIEHTP Samsung
MIPOBEACHUS 3aHATUH JIeKnuoHHoro Tuna, |MX- F730DB, ITy3sipekoBast kononHa «CTaHnapr B-
3aHITHI CEMUHAPCKOTO TUTIA, KypPCOBOTO 1500MMm, 1 — 100 mm. [TosicBeTKa MyIBTUKOIIOPY,
NpoeKTHpoBaHus (BbInosHeHue KypcoBbix | Tenesuzop LG 32LB628U=(3D), Uemozan ncuxosora.
paboT), TPYMIOBBIX U HHIUBUAYATBHBIX Juarnoctrueckuit koMmiiekT «Cemaroy, SIuK-IeCOYHHIIA
KOHCYJIbTAIlMH, TEKYIIEro KOHTPOJIS U (Habop TSI SKCIEPUMEHTHUPOBAHUS C TIECKOM), HACTOJIBHBIE
MIPOMEXKYTOYHOH aTTECTALNH TICHXOJIOTHYECKHE UIPBI, HA00p METahOPHUECKUX

ACCONMMATHBHBIX KADT

9. METOAUYECKHE YKA3AHMUSA JJIAA OBYYAIOIIIUXCSA 110 OCBOEHUIO JUCHHUIIVIMHBI (MO JIS)

Metoandeckre ykazaHus 110 YTEHUIO U TIEPEBOY TEKCTOB

TToHMMaHHe TEKCTa TOCTUTASTCs MPU OCYIIECTBICHUHU IBYX BHIIOB YTCHUSL:

1) u3y4aromiero 4reHus;

2) uTeHHs C OOLIMM OXBATOM COJICPIKAHUSI.

TodHOE 1 MTOTHOE TOHUMaHUE TEKCTa OCYIIECTBISIETCS My TEM H3YUYaromero YTeHHs, KOTOpOoe MperoiaraeT yMeHHe CaMOCTOSITEIbHO
MPOBOJUTH JIEKCUKO-TPAMMATHYECKUI aHAIN3 TeKCTa. FITOroM U3yJaromero YTeHus SBISETCS aJeKBAaTHBIN IIEpeBO]] TEKCTa Ha
POIHOM SI3BIK C TIOMOIIBIO clioBapsi. [Ipu 3ToM ciieiyeT pa3BUBaTh HABBIKU MTOJH30BAHMUS OTPACIEBBIMH TEPMUHOJIOTHYSCKUMU
CJIOBapsIMH U CIIOBAPSIMU COKPALLICHHH.

UYuras TEeKCT, NpeAHa3HAUYCHHBIH I TOHUMaHKsI 00IIEro copep:kaHus, Heo0X0auMo, He 00paIasch K CJI0BapIo, IOHITh OCHOBHOM
CMBICJ POYUTAHHOTO.

O0a Bu/1a YTEHUS CKIIABIBAIOTCS U3 CIESIYIOINX YMCHHN:

a) IOTa/IBIBAaThCS O 3HAUCHNH HE3HAKOMBIX CJIOB Ha OCHOBE CIIOBOOOPA30BATENBHBIX MPU3HAKOB U KOHTEKCTA;

0) BUIETh MHTEPHALMOHATIBHBIE CJIOBA U ONPEACTATh HX 3HAYCHUE;

B) HAaXOJIMTh 3HAKOMBIE TpaMMaTHIecKue (GOPMbI M KOHCTPYKIIUH U YCTAHABIUBATH X YKBHBAJIICHTBI B PYCCKOM SI3BIKE;

T') UCIIOJIb30BaTh HMEIOLINFICS B TEKCTE MILTFOCTPATUBHBIA MaTeprai, CXeMbl, GOpMyIIBI U T.I1.;

) IPUMEHSTh 3HAHUS 110 CTEIHATbHBIM, OOIIETEXHUIECKUM, OOIIIEIKOHOMHIECKUM MPeTIMETaM B Ka4eCTBE OCHOBBI CMBICIIOBOU U
SI3BIKOBOH JIOT&/IKH.

OpauM u3 3QdexkTUBHBIX NPUEMOB (GOPMUPOBAHUS CHOCOOHOCTH CaMOCTOSATENIBLHO PadOTaTh C TEKCTOM SIBIISICTCS IIEPECKas.
TToaroToBka K mepeckasy TEKCTa BKJIOYAET B ce0sl pa3/ielieHHE TEKCTa Ha CMBICIOBBIC YacTH, BBIJCICHHE KIIOYEBBIX (pa3,
COCTaBJICHHE IITaHa MepecKasa.

IIpn moaroroBke mepeckaza TEKCTa PEKOMEHIYETCS! BOCIIOJIB30BATHCS CIEAYIOMIEH MaMITKOM:

1. Tlocne mpouTeHHs TeKcTa pa30elTe ero Ha CMBICIOBBIC YaCTH.

2. B xaxpmoil wacth HaiimuTe NpemIoKeHHe (MX MOXKET OBITh HECKOJBKO), B KOTOPOM 3aKIIOYeH OCHOBHON CMBICI TOH 4acTH
TEKCTa. BBIMHUIIKMTE 3TH MPEIOKECHHS.

3. ToauepKHHUTE B ITUX MPEATIOKEHUAX KIIOUEBBIE CIIOBA.

4. CocraBbTe IJIaH NepecKasa.

5. Omnupasich Ha IIaH, ePECKAXKHUTE TEKCT,

6. Ommpasich Ha KITIOYEBBIE CIIOBA, PACCKAKUTE TEKCT.

IIpu mepeckase TekcTa PEKOMEHIYETCS UCTIOIBb30BATh PEUYEBhIE KIHIIE.

Meroauyeckue peKOMEHJallUuy 110 I0JrOTOBKE NPE3EHTauU
Co3naHue pe3eHTaluy COCTOUT U3 TPEX ITAIlOB:

I. IInanupoBaHKe Mpe3eHTAIMU BKIIOYAET B ceOsl:

1. Onpenenenue ueneil.

2. Ompenienenrne OCHOBHOW UAEH MIPE3SHTALINH.

3. ITonGop nononHUTENEHOH HHGOpMALUH.

4. IInaHnpoBaHUE BBICTYIIICHHUS.




5. Co3tanue CTpyKTyphbl IIPE3eHTaLHH.
6. [IpoBepka JIOTHKH 1MO1aYN MaTepuana.
7. IloaroroBka 3aKjI0YEeHUs.

II. Pa3paboTka Ipe3eHTaluH.

[II. 3amura mpe3eHTanuy.

Meroauyeckne peKOMEHIAINH 10 TIOATOTOBKE POJICBOM UTPHI

B cTpykType poieBoi Hrpbl Kak IpoLecca BhIICISIOTCS CIIENYIONINe COCTABISIONINE:

- TeMa;

- poJi, B3AThIC HA CE0sI UTPAIOIIUMU;

- UTPOBBIE JEHCTBUSI KaK CPEACTBA pealln3alii 3TUX POJIEH;

- HTPOBOE YIIOTPEOICHHE PEIMETOB, T.€. 3aMEIlEHNUE PEATbHBIX BEIICH HTPOBBIMH, YCIOBHBIMU;

- pealbHbIe OTHOIIEHUS MEXIY UTPAIOIINMH;

- CIOKeT (conepkaHne) — 00JacTh AEHCTBUTEIFHOCTH, YCIOBHO BOCIIPOU3BOANMAS B HTPE.

B nporiecce posieBoit UTpbl 0TPabaTHIBAIOTCS U YCBAUBAIOTCS:

1) aTHYEeCKHEe HOPMBI ¥ TIPABHJIA TIOBEICHUS U OTIPEeTICHHBIC COLIHANTBHEBIE POJIH B TOM WIIH HHOM 3THOKYJIBTYPHOM COOOLIECTBE;
2) OCO6CHHOCTI/I, XapaKTCPHBIC Y€PThI, BOSMOKXHOCTHU T€X WUJIN UHBIX COMUAJIBHBIX I'PYIIT UJIA ONIPEACICHHBIX KOJIJICKTUBOB —
AHAJIOTOB TPEIIPHUATHIHA, PUPM, T.€. Pa3TUIHBIC TUITBI SKOHOMHYESCKUX M COIHATBHBIX HHCTUTYTOB, YTO BIIOCICACTBHU MOXKET OBbITh
MIEPEHECEHO B COLMAIBHYIO IPAKTHKY;

3) yMeHHs COBMECTHOM KOJIJIGKTUBHOM JICATEILHOCTH;

4) KyJbTYpHBIE TPAAULAN H HOPMBIL.

PoneBble Urphl, TeMa U CIOKET KOTOPBIX OCHOBAH Ha COAEPKAHUH TEKCTOB, WILTIOCTPHPYIOT MOBENICHNUE B CUTYAlUH MEKKYIBTYPHOTO
oOrieHus.

B kadecTBe MpueMoB, XapaKTePHBIX ISl METOJA POJIEBOI UTPBI, BRICTYIAIOT CICAYIOIINE:

- [IpUEM BOCCO3JaHUsI KOMMYHHUKAaTHBHOI'O KOHTEKCTa, KOMMyHPlKaTHBHOﬁ CUTYyallu,

- MpUEeM BUPTYaJbHON IKCKYPCUH, KOTOPBI MOXKHO OPraHM30BaTh Kak C MOMOIIBIO TEXHHUECKUAX CPENICTB, TAK U C UCIIOIb30BAHUEM
peabHBIX ()OTOMATEpHATIOB B Y4eOHOH ayINTOPHH,

- IpUeM ApaMaTu3alny, HANpaBJICHHBIN Ha CO3JaHUE YCIOBUH, NPUONMKEHHBIX K YCIOBUSIM PEAILHOTO OOIIEHUSI, CBSI3aHHbIN C
CO3JJaHUEM CUTYalUH OOIIEHUS, ONpe/IeNICHUEM IIeTIH, pacipeielieHHeM POoJiei;

- mpreM pedIICKCUBHON MICHTU(DUKAIIMH, TPE/TIONAraAoNIHA UACHTH(OUKAINIO ¢ 00BEKTOM OOIICHHS U TIOBECTBOBAHUE OT UMEHH
3TOr0 00BEKTA.

Meroanyeckue yka3aHHs K HalIICAHUIO IETIOBOTO MUCEMa

SI3BIK HamMCaHMS IETIOBOTO MUCbMa OTINYASTCS OT CTUIIS JIMYHOTO MHChMa. B 1enoBhIX mrchMax s3bIK Oosee ouIiaieH U CTpor; He
MPUHATO YHOTPeOJICHHE COKPANICHHBIX MIArOJIBHBIX (OPM, B TO BpeMs Kak KOHCTPYKIIHH CO CTPAIATSIIbHBIM 3aJI0TOM HUCIIONb3YIOTCS
ropaszo yamnie. /[y [eoBOi MepenrucKy XapakTepHo yIoTpedIeH e CTaHIaPTHBIX BBIPaKEHHI, HCTIONb3YEMBIX JUIS TTOTBEPKICHHUS
TIOJTYYESHUS ISTIOBBIX TIHCEM, [UTS BRIPAKEHHUS MPOCHOBI, TIPH COOOIICHHH O TIOCHLIKE KaTaJOTOB HITH JOKYMEHTOB, IIPU CCHUIKE Ha
JIOKYMEHTBI H T.JI. 3TH CTaHJapTHBIC BBIPKECHHSI HEOOXOMMO BBIYIHTb.

BerynurensHoe oOpaliieHre MHUIIETCs CIEeIyIM 00pa3om:

1. ecniit BBI He 3HaeTe (PaMUIIMIO YEJIOBEKA MIIM JIFOJICH, K KOTOPBIM BBl O0OpalllaeTech, MUCbMO OOBIYHO HaYMHAETCs co ciioB Dear Sir,
Dear Sirs mm Gentlemen.

2. Ecnu BBI MUIIIKTE KEHIIMHE U HE 3HaeTe ee (haMuInio, OObIYHBIM siBJIsieTcs oOpamenne Dear Madam.

3. Eciu BBI 3HaeTe (haMUIIHIO afpecaTa, OOBIYHBIM OOpaIleHHEM K MY>KUHHE SBIISETCS

Dear Mr. Smith, x sxenimuae Dear Miss Smith (He3aMyskHei#t xeHiune), Dear Mrs. Smith (3amysxHeit xenmumue), Dear Ms. Smith
(ecnu BBI He 3HaeTe, 3aMyKeM OHa WK HeT. DTa opma mprodpeTaeT Bee Goliee MMPOKOe PaCpOCTPaHEHHUE).

B nenoBom nuceme B oopamennn HEJIB3S nucats UMSI nocine cinoB Mr., Mrs, Ms.

OCHOBHO# TEKCT MUChMa

1. ITuceMo-3anpoc, xanoda M T.II.

B Havane menoBoro nuchbMa yKa3plBaeTCs MPUYMHA HAIIMCAHUS JTAHHOTO MchMa. OOBIYHBIM HaYaJIoOM MOTYT CIYKUTh BBIpakeHHs |
am writing in connection with...

I am writing to enquire about... Eciu BbI umiere ouepeHOE THCHMO IO OJJHOMY U TOMY K€ BOIIPOCY, TO HAYAJIOM MOTYT SIBJISITHCS
BeIpakeHus Further to...

With reference to...

2. [Tucemo-oTBET

OOBIYHBIM HAYAJIOM SIBIISIETCS

Thank you for your letter of 12 January ( O6paTture BHuMaHue Ha npezior of), In reply/ answer/ response to your letter of 12
January...

B coobuieHnsx 00 HCIOTHEHUH TPOCHOBI YIIOTPEOISIOTCS CICIYIONINE BHIPAKEHHUS:

In accordance with your request..., According to your request..., As requested (by you/ in your letter).

IIpu u3BeIIeHUH O MOCBUIKE TOKYMEHTOB, KAaTaJIOTOB | T.I1. 00BIYHO MCHONIB3YIOTCS clieayronue Beipaxxenus:: We are pleased/ glad to
send you..., We enclose..., We send enclosed...

JenoBoe MUCEMO OOBIYHO JeTHUTCs Ha ab3aibl. JeneHne mo[uepKuBaeTcs CIIOBaMH:

First of all, Firstly, Secondly, Finally

He 3a0biBaiiTe 0 c10BaX, CBSI3bIBAIOIINX OT/JCIbHBIC YaCTH MPEUIOKEHHH, U BBOJIHBIX CJIOBAX:

Moreover, In addition to it

So, As a result, Therefore

However, On the one hand... On the other hand, In contrast

In conclusion, To sum up, On the whole




He 3a0pIBaiiTe 0 BEXKIIUBBIX CIOBAX U BHIPOKCHUSX:

I would be very pleased...

Will you be so kind to inform me...

I will be obliged if you could ...

I would appreciate if you could...

3aksrounTenbHas popMylia BEKIMBOCTH BKITIOYAET B Ce0sl TAKUE BBIPAKECHUSI, KaK:

I look forward to hearing from you soon. If you require any further information please do not hesitate to contact us.
3aKI0YHTENbHAS YaCcTh MMMChMa — MOJIIKMCH — 3aBUCHT OT oOpaieHus. Ecnu Bel Havanyu nucbMo ¢ oOparenust Dear Sir, Dear Sirs
Dear Madam wiu Gentlemen, B KOHIIE TUChMa MEPE/I MOAIMKUCHIO BBI JIOJIKHBI TOCTaBUTH ciioBa Yours faithfully.

Ecnu BBl Hayamu nmucbMo ¢ obparienust Dear Mr. Smith, Dear Miss Smith, Dear Mrs. Smith, Dear Ms. Smith 00bIYHBIM OKOHUAHHEM
OyxayT cioBa Yours sincerely.




