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1. HEJIA ¥ 3ATAYA OCBOEHUA TUCHUIIVIMHBI (MOAYJIA, IPAKTUKN).

B THTI ITPAKTUKHA. CIT b 1 ®OPMA (@OPMBbI EE ITPOBEJTEHNWA
Ilenb AMCUUIIIUMHEBI — COBEPILIEHCTBOBAHUE KOMMYHUKAaTUBHOM, COLIMOKYIBTYPHON U MEXKKYJIBTYPHOH KOMIIETCHLIUH, & TAKKE
HaBBIKOB M YMEHUI{, HEOOXOAUMBIX 7151 KBANUGHULIUPOBAHHON NESATENLHOCTH B PAa3IUYHBIX cepax U CUTyalMsAX AEI0BOTO
TapTHEPCTBA, COBMECTHOM MPON3BOACTBEHHOM N HAYYHOU paboTHI, a TakkKe 11 3P (PEKTHBHOTO AEITOBOTO MPO(eCCHOHAIEHOTO
OOIIEeHUs Ha COBPEMEHHOM MHOCTPAHHOM SI3bIKE B YCTHOM U IMTUCBMEHHOI (hopme.

3amaun TUCHMILIAHBI:

OBJ'[aI[eHI/IC 3HAHUSIMM B 00JIaCTH JICKCUKH, TPaMMAaTUKU, CTUJIIMCTUKHU U3YHTa€MOI'0 HHOCTPAHHOI'O A3bIKa.

OBrnajieHue HaBbIKAMH YCTHOH M IINCBMEHHOW pedH JuIs MPpo(heCCHOHAIBHOTO OOIICHNS B PA3INYHBIX cepax M CHUTYalusIx
JIETIOBOTO TIAPTHEPCTBA, COBMECTHON ITPOM3BOICTBEHHON M HAYYHOH pabOTHI, a Takxke I 3()(PEeKTHBHOTO JIETIOBOTO
npoecCHOHATBHOTO O0IIeHNS 3HAKOMCTBO C IIPaBUIIAMH BEICHHUS JIEJIOBOM MEPENUCKH U IIepeBO/ia JeI0BOIl JOKyMEHTAINH,
0COOEHHOCTSIMH YCTHOTO MEPEBOJA MIPU JIEIOBOM OOILEHUH HAa aHTIUICKOM S3BIKE.

2. MECTO JUCIUMIIVIMHBI MOAYJIsA, TIPAKTUKN) B CTPYKTYPE OBPA3OBATEJIbHOU ITPOI'PAMMABbI

Hukn (paznmen) OIT: | b1.B.Z1B.01

2.1 | TpeGoBaHust K npeABApPUTEIbHON OAT0TOBKE 00y4AaI0LIErocs:

2.1.1 | K ucxomasiM TpeOOBaHUSAM, HEOOXOAMMBIM JJIsl N3YYCHUS TUCIIUIUTHHBI «J]eTOBOM WHOCTPAHHBIH S3BIK», OTHOCSTCS
3HAHUS, yMEHUS U BUABI JESITENbHOCTH, CHOPMHUPOBAHHBIE HA MPEIBIIYIIIEM YPOBHE BBICIIETO 0OPa30BaHMUSL.

2.2 | [ucuunauHbl (MOAYJIH) H NPAKTHKH, 1JIS KOTOPBIX OCBOEHHE JAHHOM JUCHHUILINHBI (MO1YJ15) HE00X0AUMO KaK
npejauecTByolee:

2.2.1 | BemmonHeHne, TOATOTOBKA K 3aIUTE U 3aIIUTA BRITYCKHOH KBaNH(UKAIMOHHOW pabOThI

3. KOMIIETEHIIMHA OBYYAIOIIETI'OCs, ®OPMHUPYEMBIE B PE3YJIBTATE OCBOEHUSA JUCIHUTIINHBI
MOAVYJis, ITPAKTUKHN)

YK-4.1: 3uaTh JIeKCHKO-TPaMMaTHYeCKHUe SBJIECHUS, XapaKTepPHbIe /sl A3bIKA CNEeNHAJIBHOCTH, MPABUJIA COCTABJICHUS
KOPPECIOH/ACHIIUH B PAMKaX H3y4aeMOro MaTepuaia; OCHOBbI IIyOJIMYHON pedyd; CTPYKTYPY cO00LeH i, JOKJIAI0B,
npe3eHTalui

Pe3ynbraTel 00yueHus: 3HaeT COBPEMEHHBbIE KOMMYHUKATHBHBIE TEXHOJIOTHH HA TOCYaPCTBEHHOM U HHOCTPAHHOM S3bIKAX;
3aKOHOMEPHOCTH JICJIOBOM YCTHOHM M MMUCHbMEHHOH KOMMYHHKAIUH; JTEKCHKY IPO(ECCHOHANBHON c(hepbl; TeKCHKO-TPaMMaTHIECKHE
SIBJICHHUS1, XapaKTEPHBIE IS A3bIKa CIIELHAIBHOCTH; IIPABUJIa COCTABIICHUSI KOPPECIIOHICHIINY B paMKaX U3y4aeMOro MaTepuaa;
OCHOBBI ITyOJINYHOHN pedr; CTPYKTYpPy COOOIICHUH, TOKIA 0B, IPE3CHTALHI.

YK-4.2: YMeTh UNTATh U IePEBOAUTD JTUTEPATYPY M0 CHENMATBHOCTH; BecTH Oecely Ha npodeccHoHANBHbIE TEeMbI;
MOHMMATh AHAJOTHYECKYI0 H MOHOJIOTHYECKYIO pedb B cdepe npodeccHoHAIbLHONH KOMMYHHKALUK; 1eJIATh IIpe3eHTanun (B
TOM YHCJIe C HCTI0JIBL30BAHUEM MYJIbTHMEINHHBIX CPEICTB); BECTH AeJIOBYIO EPEMHCKY

PesynbpraTsl 00y4deHHA: YMeeT IPHUMEHATh Ha MPAKTHKE KOMMYHHKATHBHBIE TEXHOIOTHN, METOJIBI M CITOCOOBI JICTIOBOTO OOIICHHS;
obecrieqnBaTh U MMOJICP)KUBATH B3ANMOIIOHIMAHNE MKy 00yJaIOMIMMICA—TIPEACTABUTEISIMHI PA3INYHBIX KYIbTYP U HABBIKH
OOIIEeHUs B MUPE KYIbTYpPHOTO MHOT000pa3Hs; paboTaTh C MOHO- U OMJIMHIBAaJIbHBIMH CIIOBApPSAMH MO CIIENUANBHOCTH; YUTATh U
HEPEeBOUTH JUTEPATYPY 10 CIICHUATBHOCTH; BECTH Oecey Ha MpohecCHOHAIBHBIC TEMBL; IIOHUMATh JIHaIOTHYECKYI0 U
MOHOJIOTHYECKYIO pedb B cepe mpodhecCHOHATHHON KOMMYHUKAIMHN; IeTIaTh IIPE3EHTAINHN (B TOM YHCIIE C HCIIOIB30BaHHEM
MYJIbTUMEAUIHBIX CPEACTB); BECTH AEIOBYIO MIEPENUCKY; IIPOBOAUTE MEPETOBOPHI 10 TeIe(OHY; MPHHUMATh yUacTHE B JICTIOBBIX
BCTpeYax M JMCKYCCHSX; MUCATh aHHOTAMK U peepupoBaTh CTaThH Ha MPO(ECCHOHAIBHBIC TEMBI.

YK-4.3: BrageTs HABbIKAMH MePEBO/IA JIATEPATYPHI MO CHENHATEHOCTH, HABBIKAMH ped)epHpOBaHUs, AHHOTHPOBAaHNS,
COCTaBJIeHHS pe3loMe, INIAHA H APYTUX NPHEMOB CMBICJI0BOI KOMIPECCHH MPOYHTAHHBIX TEKCTOB;

Pesynbratel 00ydueHus: BiageeT HaBbIKAMH YTEHHS CIICIUAIBHOMN JIUTEPATYPHI C IENBIO MOTyYCHUS] HHPOPMAILIUK;, HaBBIKAMH
MOHOJIOTUYECKOM U TUATOrHUECKOM PEUHd B PA3IMYHBIX CUTYAIUSIX EIOBOrO OOLICHHS; HABBIKAMH MIEPEBO/IA TUTEPATYPHI 10
CIIENUAbHOCTH; HABBIKAMH pedeprpoBaHHsl, AHHOTUPOBAHUS, COCTABIIEHUS PE3IOME, [UIAHA U IPYTHUX NPUEMOB CMBICIOBOM
KOMIIPECCHH MIPOYUTAHHBIX TEKCTOB; HABBIKAMH COCTABJICHHS JICJIOBOTO MIMCHMa, TIOIrOTOBKH Iy OJIMKAIIH, TE3UCOB U BEICHHS
MIEPENUCKA; HABBIKAMH MOHUMAHUS pe4r cOOeceTHNKA(0B) — yUaCTHUKA(OB) OOIICHUSI.

4. CTPYKTYPA, COAEP) KAHUE N ®OPMbI KOHTPO.JISI ANCIIUITIJIMHBI (MOAY JISA, IPAKTUKHN)

Koxn HaumeHoBaHue pa3fe/ioB H TeM /BUJL 3aHATHSA/ Cemectp / | Yacos | Komnerenn ®opma
3aHATHSA Kypc HH KOHTPOJIA
(HaumeHoBaH

ue
OLICHOYHOI0
cpe/acTBa)

Paznen 1. Business Education in Russia, Great Britain and the
USA




1.1 Beicmiee u nmocneBy3oBckoe obpazosanue B Poccuy, YK-4.1 VK- Ko
Benukoopuranuu u CIIA. 4.2 YK-4.3
I'pammatuka: Bugo-BpemenHble popMBI TI1arosia B
JelcTBuTenbHOM 3azore. I[lepeBon KoHCTpyKIuUil
JEHCTBUTEIBHOIO 3aJ10ra.

Mp/
Pasnean 2. Business. Types of business. Parts of a company.
Jobs in an organization.
2.1 Bbuznec. ®opmbl opranuzanuu 6usHeca. Buasl koMnaHHi. YK-4.1 VK- Ko
CTpyKTypa KOMITaHHUH. 4.2 YK-4.3
Mp/
Paszgen 3. Communication in business
3.1 Jenoas kommyHuKkanusi OcHOBBI aenoBoro oomenus /I1p/ YK-4.1 VK- Ko
4.2 VYK-4.3
Pazpnen 4. Tenses and Voices
4.1 I'pammatuka: Bugo-BpeMeHHbIE (POPMBI TJ1aroya B CTpagaTeIbHOM YK-4.1 VK- Ko
3astore. [lepeBoa KOHCTPYKIUI CTpaaTeIbHOTO 3aJ10Ta. 4.2 VYK-4.3
Mp/
Pazgen S. Job hunting. Job advertisement and applications
5.1 VYcerpolicTBo Ha paboTy. 3asBiIeHUE O IpUeMe Ha padoTy. YK-4.1 VK- Ko
4.2 VK43
Mp/
Pazpnes 6. CVs and interviews
6.1 Hanmcanne pestoMe u cobeceoBaHue py IpreMe Ha paboTy VK-4.1 VK- Ko
4.2 YK-4.3
Mp/
Paznea 7. Telephoning

7.1 Tenedonubie pa3roBopsl. PedeBbie GopMyIIbl OOIICHHMS. YK-4.1 VK- Ko

I'pammatuka: CornacoBaHue BpeMEH. 4.2 VK-4.3
Mp/
Pa3nen 8. Business trips.

8.1 JlenoBasi KOMaHIMPOBKA. VK-4.1 YK- Ko
I'pammaruka: [lpuyactue. @ynkuuu npuyactus . ynkuun 4.2 YK-4.3
npudactus [1. HesaBucumslil mpruaacTHsIH 000pOT.

Mp/
Pa3nen 9. Business Correspondence.
9.1 TenerpaMMBbl, TEJIEKCHI, PaKCHI. YK-4.1 VK- Ko
4.2 VK43
/Mp/
Pa3nen 10. Business Correspondence.
10.1 JlenoBble IMCHMA; 3aIPOCHL, IPEAIOXKEHHS U 3aKa3bl. YK-4.1 VK- Ko
4.2 VYK-4.3
Mp/
Pasnean 11. Business Correspondence.
11.1 CrpykTypa nenoBoro nucsMa /I1p/ YK-4.1 VK- Ko
4.2 VK-43
11.2 JlenoBble IMCbMa: OTBETHI Ha 3aIIPOCHL, MCIIOJHEHUE 3aKa30B. YK-4.1 VK- Ko
4.2 VYK-4.3

Mp/

Paznen 12. Business meetings.




12.1 JlenoBbie BCTpeuu. 2 YK-4.1 VK- Ko
I'pammatuka: [epynauii, QyHKIUH TePYHINS. 4.2 YK-4.3
ITepeBon repyHaHAaIBHBIX 00OPOTOB.
Mp/
Pa3nen 13. Preparing and giving a presentation
13.1 [Ipe3enTauuu B OuzHece 2 YK-4.1 VK- Ko
4.2 VYK-4.3
Mp/
13.2 ITonroroBka u BeneHue AeN0oBoM npe3enTammu /T1p/ 2 YK-4.1 VK- Ko
4.2 VK-4.3
Paspnen 14. Working across cultures.
14.1 KynbsTypHBIE OCOOCHHOCTH BefieHus Onu3Heca B Poccuu u 2 VK-4.1 VK- Ko
QHIIOA3BIYHBIX CTpaHaX. Pa3mudus B JeT0BOM OOICHUH. 4.2 VK43
Mp/
14.2 Kontponsaasg pabora Ne 1 JIeKCHKO-rpaMMaTHIECKHH TECT. 76 YK-4.1 VK- K
INepeBon Hay4YHBIX cTaTeH MO HATIPaBICHUIO TOATOTOBKU /Cp/ 4.2 VK-43
Pazpnen 15. Negotiating and Contracts
15.1 Benenue neperoBopoB U 3aKIH0YEHUE KOHTPAKTOB. 2 YK-4.1 VK- Ko
HarmmonanbHble CTHIHM BeIeHUS IEIOBBIX 42 VK43
nieperoBopos. /TIp/
Pa3nea 16. Successful Business Companies
16.1 VYcneninbie OU3HEC-KOMITAHUN 2 VK-4.1 VK- Ko
4.2 VK-4.3
Mp/
Pa3nen 17. Marketing.
17.1 MapkeTuHr. 2 YK-4.1 VK- Ko
4.2 YK-4.3
Mp/
Pazpnen 18. Competition
18.1 Konkypenuus 1 YK-4.1 VK- Ko
4.2 YK-4.3
Mp/
Paznen 19. Innovation
19.1 MHHOoBanmu 2 YK-4.1 VK- Ko
4.2 VYK-4.3
Mp/
19.2 Odopmnenne narenros /TIp/ 2 YK-4.1 VK- Ko
4.2 VYK-4.3
Paznen 20. Investition
20.1 2 YK-4.1 VK- Ko
MNuBectunuu 4.2 VK-4.3
Mp/
Pasgen 21. Business ethics
21.1 busnec u sTHKa 2 YK-4.1 VK- Ko
OTHKA [1€JI0BbIX OTHOLIECHHUH 4.2 VYK-4.3
Mp/
21.2 2 YK-4.1 VK- Ko
PeueBoii 3THKET IEJI0BOr0 YEI0BEKA 42 VK43

Mp/

Pazngen 22. Business across cultures.




22.1 busnec u kynpTypa 2 2 YK-4.1 VK- Ko
4.2 VK43
Mp/
22.2 Ocob6enHocTr BeeHus 6u3Heca B Bennkoopuranuu, CILA, 2 2 VK-4.1 VK- Ko
Poccun /TIp/ 4.2
Pazpneu 23. Telephoning.
23.1 Oou1eHue 1o Tenedony. 2 2 YK-4.1 VK- Ko
4.2 VK43
Mp/
Paznen 24. Writing a business e-mail.
24.1 DJeKTpOHHAs Mepenucka B On3Hece. 2 2 YK-4.1 VK- Ko
4.2 VK43
Mp/
Pa3gen 25. Company meetings and decisions.
25.1 JlenoBoe coBellianye 2 2 VK-4.1 YK- Ko
4.2 VK43
Mp/
Pa3nen 26. Business documents
26.1 JenoBeie nokymeHTHI: [IpaBuiia odopmieHus 2 2 YK-4.1 VK- Ko
4.2 YK-4.3
Mp/
26.2 OcHoBHbIe prHAHCOBBIC TOKYMEHTHI (upMbi /TTp/ 2 2 YK-4.1 VK- Ko
4.2 VK43
Pasnen 27. Business and Science: writing an article,
a report, and an abstract.
271 busnec u Hayka. Hanncanue cratey, A0KIa1a U aHHOTALIUY. 2 1 VK-4.1 YK- Ko
4.2 VK43
Mp/
272 KontponsHas pabora Ne 2 JIekCHKO-rpaMMaTHIECKHH TECT. 2 76 VK-4.1 VK- K
AHHOTHpOBaHUE U pedeprupoBaHUE HAYUHBIX CTaTel 1Mo 4.2 YK-4.3
HampaBJIeHUIO moarotoBku /Cp/

[pumeuanne. @opMel KOHTpOISL: DK — 9k3aMeH, K- koHTponsHas pabdora, Ko- KoHTponbHbIH onpoc, C3- cemecTpoBoe 3axanue, 3-3a4et, OI1
-OTYET MO MPaKTHKE.

5. ®OHJ] OIEHOYHBIX CPEJICTB

OLeHOYHBIE CPEACTBA IUIAHHPYEMBIX pE3yJIbTAaTOB OOYYCHHWsI IpEACTaBICHB B BHAe (GOHIOB oueHouHbIX cpencts (POC),
paSpa60TaHHHX B COOTBCTCTBUHM C JIOKAJbHBIM HOPMATUBHBIM AaKTOM YHUBCPCUTCTA. dOC mMoxker OBITH NnpeaAcCTaBJICH B
IIpunoxennn x padodeit mporpamme.

KoHTpoIbHBIE BOIIPOCH! VIS IPOBECHHS TEKYILIET0 KOHTPOJIS M IPOMEKYTOYHON aTTECTallMK 110 UTOraM OCBOEHMS JUCLUIUIMHBI:
Pabouas mnporpamma oOecriedeHa (OHIOM OLIEHOYHBIX CPEACTB JJIsI ITIPOBEACHUS TEKYLIEro KOHTPOIS M IPOMEKYTOYHOMH
atrectanmy (cM. [Ipunoxenue)

ITpumeps! THIIOBBIX KOHTPOIBHBIX 3aJaHMI [0 KaJKAOMY OLCHOYHOMY CPEICTBY, COIIACHO MPEACTABICHHBIX KOMIICTCHIINIA:

YK 4 CniocobeH npuMeHsITh COBpeMEHHbIE KOMMYHHUKATHBHBIE TEXHOJIOTHHU, B TOM YHCIIE HA

HMHOCTPaHHOM(BIX) sI3bIKe(aX), AT aKaZIeMUIECKOro U NpoheCCHOHAIBHOTO B3aNMOACHCTBIS

TecroBrle 3aganns YK-4
Tect Business communication

1.CooTHECUTE PEIUIMKHU C UX MEPEBOAOM:

[To3BonbTe mpencTaBUTHCA. MeEHs 30BYT...
[To3BonbTe TIpEencTaBUTH Bac Muctepy Pomcony.
51 He mymaro, YTO MBI BCTPEYAIUCH PaHBIIIE.
[IpuUATHO MO3HAKOMUTHCSL.

Kakast cerogust moroga?

CeromHst Xopomiasi/Iioxas morojaa, He Tak Ju?
Bam npaBurcs Takast norona?

Brl 3anuMaerech crioptom?

Be1 HacTosmuit ganat criopra?

Kakoii Buz criopTa Bl mpeAnouuTaere?

Ber mo0ute myTeniecTBoBaTh?

e B e

— O




12. Kax BBbI peanovnTaere MyTeNIeCTBOBATE?
13. Bbl xorma-aHuOyap ObutH 3a TpaHuIeH?
14. Kyna BBI coOmpaerech Ha KaHHKYIBI?
15. Bawm HpaBuTCcs MHOCTpaHHAs efa?

16. S mo6iio pyccKyro/(hpaHIly3CcKyIO /UTANbSIHCKYIO eay.
A. It's the nice/bad weather today, isn't it?
B. Are you a true sports fan?

C. Do you like travelling?

D. Are you keen on foreign food?

E. What' s the weather like?

F. Do you go in for sports?

G. Let me introduce you to Mr Romson.
H. Nice to meet you.

L Do you like such weather?

J. What kind of sports do you prefer?

K. Have you ever been abroad?

L. Let me introduce myself. My name is...
M. Which way of travelling do you prefer?
N. I love Russian/French/Italian food.

0. I don't think we've met before.

P. Where are you going on vacation?

2. BeibepuTe peruiiky, Haubosee COOTBETCTBYIOIILYIO CUTYAIUH OOIICHUSL.
A.: «Hi, how are you doing?»

B.:« ».
a) That’s OK.

b) Yes, I'm.

¢) With great difficulty.

3. Beibepute peruiky, Haubonee COOTBETCTBYIOIIYIO CUTYallu OOLICHHSL.
Manager: «Have you received the documents, Mrs Nolan?»

Secretary: « ».

a) I'm busy.

b) Yes, dude. Look at your table.

¢) Yes, sir. They are on your table.

4. BoibepuTe perumKy, Hanbosee COOTBETCTBYIOLIYIO CUTYaIMU OOIICHHMSI.

Student: «I’'m about to finish my course of studies, but I don’t know what to do: study further or take a job».
Teacher: « ».

a) You should continue your studies, I’'m sure. You are really talented.

b) That sounds like a good idea. Go ahead!

c¢) That’s a problem. It is for you to decide.

5. BeiOepurte perumky, Haudojee COOTBETCTBYIOIIYIO CUTYaIlMU OOIICHHSI.
Customer: «This soup is cold».

Waiter: « ».

a) Is this my problem?

b) I'm very sorry. I’ll get you another one.

¢) So what?

Tect 1 Business letters
Choose the correct item to fill in the gaps:

1. The salutation “...” is the way to open a letter to a married woman.

a. Dear Madam b. Dear Mr Smith ~ c. Dear Ms Smith d. Dear Mrs Smith

2. The salutation “Dear Sirs” is the way to open a letterto a ... .

a. man  b. woman c. company d. friend

3. Business letters don’t usually open with ... .

a. Dear Sirs b. Dear Mr Jibe c. Dear Mr John d. Dear Michael

4. When writing business letters use a simple but ... style of language.

a. polite b. gracious c. rude d. well-bred

5. ... slang, colloquialisms and old-fashioned phrases.

a. catch b. evade c. avoid d. avert

6. The use of a computer would give a wrong impression in a letter of ... .

a. convenances b. convection c. convalesce d. condolence
7. The inside address can not contain the following “...”.

a. Mr John Smith b. Mr J.E. Smith ¢. Mr Smith d. Sir John Brown
8. Complimentary close appears below the ... paragraph.




a. third b. last c. first d. next
9. Blocked letters tend to put the close ... the ... .

a. in / middle b. in / centre c. on / right d. on / left
10. Place you signature ... the complimentary close.

a. under b. above c. on the right d. in

11. The ... immediately draws attention to the topic of the letter.

a. subject title b. address c. close d. signature

12. ... type your name after your handwritten signature.

a. rarely b. often Cc. never d. always

13. ... are usually written below the sender’s address or the printed letterhead.

a. signatures b. references c. closes d. titles

14. The ... is placed below the inside address and above the salutation.

a. reference b. close c. attention line d. subject title
15. The ... is placed below the salutation and above the body.

a. reference b. close c. attention line d. subject title
16. The ... is written at the very bottom of the letter.

a. postscript b. reference c. address d. subject title
17. The abbreviation “c.c.” stands for ... .

a. core carbon b. core copy c. copy carbon d. carbon copy
18. The term “plc” stands for public limited ... .

a. corporation b. campaign c. campany d. company
19. The abbreviation “Enc” stands for ... .

a. encore b. encode c. enclosure d. enclave

20. The abbreviation “p.p.” means ... .

a. in honour b. on behalf of c. for the sake d. pay proof
21. Thank you for your letter dated ... 8 February.

a. — b. on c. of d. with

22. Thank you for your letter ... 8 February.

a. — b. on c. of d. with

23. We received your letter ... 8 February.

a. — b. on c. at d. with

24. I must insist, ..., that you refund at least 10% of our money.

a. herefore b. therefore to c. therefore d. wherefore
25. T am writing to complain ... your Tour 5210 to Mexico.

a. about b. for c. with d. at

26. I am writing ... reference to you letter.

a. on b. — c. with d. at

27. ... to our telephone discussion, I am pleased to inform you that.

a. Further b. After c. Following d. Herewith

28. We look forward to ... your order.

a. received b. receive c. receiving d. receipt

29. Thank you for your letter ... our order.

a. concern b. concerned ¢. concerning d. concerns
30. We must ... for the delay in shipping this order.

a. apologize b. sorry  c. excuse d. forgive

31. ... we hear from you within seven days, we will be forced to take legal action.

a. Until b. Unless c. Untill d. Unles

32. We acknowledge with thanks ... of your letter.

a. received b. receive c. receiving d. receipt

33. Please ... me if you need any further information.

a. pay b. refer c. connect d. contact

34. Please ... me know if you need any further information.

a. let b. force c. ask d. beg

35.Tam ... to inform you about the rise in interest rates.

a. delighted b. delightful c. delighting d. delight
36. °...” is normally only used for bad news.

a. Due to b. Owing to c. As a result of d. Because of
37. We ... be grateful if you could deliver the order.

a. could b. would c. must d. can

38. I should like to ... that we have already paid for these cabinets.

a. reprimind b. remained c. reprimand d. remind
39. It was ... pleasure to have dinner with you last Thursday.

a. a b. no c. any d. some

40. A very large part of the business of the world is conducted by means of ... .

a. slang b. messages c. correspondence d. parcel post

Tecr 2 Business letters




1. Pacnionoxure 4acTy Jen0oBOro MUCbMa B IPAaBHIBHOM HOPSIJIKE.
1 — Yours truly,

2 — 10 September 2008

3 — Registrar’s Office

State University

Littleton, SD 55555

4 — I am a student of microbiology in Geneva, Switzerland. I would like to apply for entrance to your university. Would you please
send me an application form and information on your university.
5 — Dear Registrar:

6 — Blanc Apt. 406

Geneva, Switzerland

7 — Renee Martin

a)l1,2,3,4,5,6,7

b)6,3,2,5,4,7,1

€)6,2,3,5,4,1,7

2. Ilepen Bamu xouBepT. CooTHECHTE MH(DOPMALIUIO ITO]] OTIPECTICHHBIM HOMEPOM Ha KOHBEPTE C TEM, YTO OHa 0003HAUAET.

a) 1 — the sender, 2 — the town the letter comes from, 3 — the country the letter comes from, 4 — the addressee’s house number, 5 —
the town in the mailing address, 6 — the country in the mailing address

b) 1 — the town in the mailing address, 2 — the town the letter comes from, 3 — the country the letter comes from, 4 — the addressee’s
house number, 5 — the sender, 6 — the country in the mailing address

¢) 1 — the sender, 2 — the town the letter comes from, 3 — the country the letter comes from, 4 — the addressee’s house number, 5 —
the country in the mailing address, 6 — the town in the mailing address,

3. Onpezenure, K KAKOMY BHAY IEIOBOTO TOKYMEHTa OTHOCHUTCS ITPEICTABICHHbIN HUKE OTPHIBOK.
a) Order Letter
b) Letter of Complaint

¢) Contract

4. BbiOepuTe CIIOBa WJIM CIIOBOCOYETAHUS JUIS 3aIlOMHEHUS HPOIYCKOB TaK, YTOObI OHM OTPaKkaid OCOOEHHOCTH O(OPMIICHHS
CITy>keOHOM 3aIICKH.

To : William Kheen

) : Dr. Alex Vole

2) : Conference Attendance
Date :(3)

It’s my pleasure to inform you that the Foundation will fund your attendance at the Conference. If you need some help with your
visa, please let me know. I can be contacted on (4)

Alex Vole

a) 1 —Subject, 2 — From, 3 — 23 May, 4 — xx@cam.ac.uk

b) 1 — From, 2 — Subject, 3 — 23 May, 4 — xx@cam.ac.uk

¢) 1 —Subject, 2 — From, 3 — xx@cam.ac.uk, 4 — 23 May

Tect Telephoning
BceraBpTe B quasior, HegocTaronme (Gppasbl U3 MPENIOKESHHBIX HIDKE, H TIEPEBEIUTE THAJIOr MUCEMEHHO:
- to Corinne Peters, please.

2 a message for her?

3 that Siobhan O’Connor rang, please?

4-T i, that she gets it.

a) 1l make sure b) Could you tell her c)l’d like to speak d) Can I leave

Choose the right answer:

Good afternoon. Can I help you?

? No, I can’t wait any longer, it's very important.
? No, I'm afraid you've got the wrong number.

?  Yes, I'd like to speak to someone in the marketing department please.
?  Yes, I'll call you back.

Could I speak to Ms. Brown, please?

?  No, this is not Ms. Brown.

?  Yes, I'll put you through.

? No, please hang up and I'll call you back.

?  Yes, Ms. Brown likes to speak to you.

Is that Dr. Kissinger’s surgery?
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?  Yes, I prefer to wait.

? Dr. Kissinger is not a surgeon.

? I'm afraid you have the wrong number.

? No, I'll ask him to call you back.

I'm afraid he's in a meeting and won’t be available for an hour or so.
Could you ask him to call me back as soon as he’s free?

? I'm afraid you have the wrong number.

? Hang up and I'll call you back.

?  OK, I'll wait.

I could ask him to call you back as soon as he arrives.

?  Yes, I'll put you through.

?  Yes, that’s a good idea. Thank you.

? Hang up and I'll call you back.

? No, I prefer to hang on, it's very important.

There's a lot of noise on the line. Could you speak up?

? Hang up and I'll call you back.

?  Who did you say was calling?

? Sorry, can you hear better now?

?  Well could you get him to call me back?

COPProUNEprO0Er 00w

Tect Job Applying

Choose the correct item to fill in the gaps:
1. In order to take on the right candidate, the employer must examine both abilities and personality, although not necessarily in
that ... .

a. interview b. order c. resume d. time

2. The first step to hiring ... is being aware of the abilities that the ideal candidate should have.

a. congress b. process c. progress d. success

3. Placing a ... on experience is only common sense in the hiring process.

a. premier b. premium c. preview d. prime

4. A group interview is one in which the interviewer(s) attempt to distinguish the ... from the followers.

a. bosses b. chiefs c. heads d. leaders

5. Nevertheless, occasionally a talented candidate is found who is willing to accept a position and pay ... for which he or she is

overqualified.

a. back b. cheque c. envelope d. scale

6. The manager’s goal is to employ individuals who are technically ... and also have personalities that suit their team.
a. decent b. deficient c. proficient d. prolific

7. The application form is used as a means of ... basic information from applicants.

a. standardising b. distributing ¢. manipulating d. acquiring

8. Should questions remain concerning the candidate following the traditional interview, it is then time to consult his or her ... .
a. references b. relatives c. remarks d. research

9. The application form should be filled out as ... as possible; it reflects the applicant’s nature.

a. cleanly b. freshly c. neatly d. nicely

10. No ... should be left on the form; for questions that are irrelevant, write “not applicable” (“n/a”).

a. answers b. blanks c. empties d. notes

11. The goal of the application is to obtain a personal interview, so do not provide any ... information.

a. affirmative b. negative c. objective d. positive

12. Questions should be answered ..., but complete answers need not be given.

a. briefly b. comprehensively c. earnestly d. truthfully

13. Tell us something about your ... in the engineering industry.

a. foreground b. background c. knowledge d. history

14. I see from your ... form that you’ve had three different jobs in the last 5 years.

a. application b. applying c. applied d. apply

15. Describe how you would describe ... in five years’ time.

a. you b. your c. yours d. yourself

16. Give us some idea of what you believe are your ... and weaknesses.

a. strength b. strengths c. force d. forces

17. As this is a managerial post, we must ask you how you deal with bad ... keeping or unpunctuality in an employee.
a. house b. note c. time d. record

18. Finally now that we’ve asked you several questions, do you want to ... any to us?
a. place b. put c. offer d. consider
19. When you go to a job interview, it is really important to dress ... .

a. unequally b. meagerly c. appropriately d. sparingly
20. When filling out an application, make sure you write your answers ... .

a. mumbled b. tongue-tied c. intelligibly d. hazily

21. Make sure you list your skills that you believe will meet the ... of the employer.

a. expectations b. abstraction c. carelessness d. attention

22. In your job interview, don’t complain about previous jobs or former ... .




a. mayors b. visitors c. employers d. activists
23. When answering questions, be confident and ... your words really well.

a. stutter b. articulate c. dribble d. mix up

24. Avoid ... clothing such as jeans, flip flops, sneakers, t-shirts, caps, etc.

a. casual b. dressy c. formal d. stylish

25. On your ... make sure you include hobbies, volunteer work or anything that you have done that may pertain to that job.
a. school transcript b. resume c. college degree d. journal

26. It is usually really handy to have letters of ... from previous employers.

a. demotion b. dismissal c. recommendation d. declination

27. Fill out the job application first with a pencil, so you don’t have to use ... .

a. white out b. eraser c. ruler d. marker

28. If you don’t remember some particular information about jobs you had in the past, ask the employer if you can take the
application home to do some ... .
a. synthesis b. estimation c. interpretation d. research

Tect Business Presentation

A supermarket manager is explaining a new service to some employees. Shoppers use a hand-held scanner to scan the bar codes of
the items they wish to purchase so that they don't have to wait at the checkout. Continue this presentation about how the new system
works by completing sentences 1-12 with their endings a-1 below.

Is everyone here? Good, so let's make a start.

1 Before the coffee break we discussed ...

2 However, the biggest problem we face with this method ...

3 Does anyone have any ideas how we can prevent this? That's right, by ...

4 Let's begin by having a look at the ...

5 Right, so first of all, the customer ...

6 Does anyone know what they have to do before they can scan the first item?...

7 Right, so now they choose the items they want ...

8 As you can see, the scanner displays ...

9 Then, they can put the products straight...

10 After the customer has everything, he / she can press the 'total' button ...

11 Finally, the customer pays the amount...

12 Don't forget to remind customers to ...

a/ the benefits of self-scan shopping for both our customers and ourselves.

b/ and carefully scan the bar codes.

¢/ return the hand-held scanners to the payment counter before they leave.

d/ whole procedure.

e/ which is displayed on the scanner at a special counter for payment only.

f/ the name, price, and quantity of each product.

g/ is the possibility of some customers being dishonest and 'forgetting' to scan items.
h/ is given a hand-held scanner.

i/ Correct. They have to punch in their PIN, or personal identification number.
j/ to see how much they have to pay.

K/ into their shopping bags.

1/ doing spot checks on customers when they pay.

2.Fill in the gaps with the appropriate word:

1. Good morning and th for coming.

2. I'm h today to discuss our mission statement.

3. Let’s s .

4. My name’s Clive and I’'m going to t you about our company.
5. I’d like to b by explaining out main objective.

6. F , I'm going to give an overview.

7. Th , we’ll discuss some statistics.

8. And f , I'll show you the benefits of our software.

9. Feel f to ask questions.

10. rut questions at the end.

11. Let’s 1 at this slide.

12. As you can s , our sales have increased.

13. You’ll n that our sales have increased.

14. The main r for this meeting is to discuss the current situation.
15. The best th about this is its high quality.

16. That’s e I want to say.

17. This b me to the end of my presentations.

18. Thanks for 1




Bonpocsr miist cobecenoBanus (yctHoro omnpoca) YK-4

1.CocraBbTe quaior no 3aJaHHON TeMe

Communication in business

Job interviews

Telephoning

Business trips

Business meetings

Negotiating and Contracts

Business ethics

Business across cultures

CTyIeHThI OTYYaloT KapTOUYKH C CUTyalnei, KOTOPYI0 He00X0IMMO OOBITPpaTh B JUIIOTE:

Oopaserr:

Make two calls using the information below. Take turns to be A and B.

1. A. Call Ikon Technology. You need to speak to Anya Markova. If she’s not there, leave a message. Use your name and telephone
number.

B. You work for Icon Technology. Anya Markova’s line is busy at the moment. Offer to take a message. Take the caller’s name and
phone number.

2. A. Call your friend Chris in America. If he/ she’s not there, leave a message asking him/ her to call you. Use your name and
telephone number.

B. You live in America. You are Chris’s brother/ sister. Chris is out at the moment. Offer to take a message. Take the caller’s name
and telephone number.

2. BolnonHuTe NPakTHYSCKHE 3a0aHus 110 3aJaHHOMH TeMe

Tema Business. Types of business. Parts of a company. Jobs in an organization.

ITon6epure k kaxxaomMy u3 TUIIOB MeHemkepoB (1 — 10) cooTBeTcTBYyIOIIEE OnpeneneHue (a —j):

1. bank manager

2. business manager

3. product manager

4. production manager

5. general manager

6. research manager

7. sales manager

8. personnel manager

9. project manager

10. investment manager

a. a manager who is in charge of making materials or goods

b. a manager in a company who is responsible for the development and marketing of a particular product
c. someone in charge of a branch of a bank

d. a manager who has a wide range of management skills, rather than one special skill

e. a manager whose job is to develop new products

f. someone in charge of a company’s selling activities and the people whose job is to sell its products

g. a manager who is in charge of taking care of a company’s employees, organizing recruitment, training
h. a person or organization responsible for a particular piece of work that will create something new or improve a situation
i. someone whose job is to manage investments for a financial institution or its clients
j- a person whose job is to manage and control the financial activities of a company, organization, or part of organization

ITonGepure K KaXxaOMY U3 TUTIOB MeHEemKepoB (1 — 10) cooTBeTCTBYIOMIEE OnpeeneHue (a — j):
1. account manager

2. assistant manager

3. branch manager

4. brand manager

5. commercial manager
6. floor manager

7. fund manager

8. line manager

9. plant manager

10. portfolio manager

a. a manager involved with business activities of a company, especially dealing with customers, rather than with other
activities
b. a manager who is directly in charge of producing goods or providing services, and who works most closely with ordinary
employees
c. someone who helps another manager, does their work when they are not there etc
d. a manager who is in charge of a particular factory
e. an investment manager with a group of different types of investments, who tries to balance the risks and profits of each in relation




to the rest

f. someone who deals with a particular client or group of clients, especially in a bank

g. someone whose job is to manage a department or floor in a large store

h. someone in charge of a particular branch of a bank, shop in a chain of shops

1. someone in a company responsible for developing and selling one particular brand of product

j. someone whose job is to manage a particular type of investment for a financial institution or its clients

Tema TenepoHHBIH pa3roBop
1. Use the words from the box to fill in the blank spaces in the dialogue:
take (2), need, flight, see, time, help, have, airport, direct, check, seats, leave

Agent: Cathay Pacific Airways. Can 1 you?

Jake: Yes. I a from Tokyo to New York on Friday. Do you have any ?

Agent: Let me . Yes, I on the 5:30 flight.

Jake: Five thirty! What’s the check-in ?

Agent: One hour economy. Thirty minutes business class. Will you that?

Jake: No, I won’t get to the in time. When will the next flight ?

Agent: There won’t be another flight on Friday. There will be one on Saturday at the same time.
Jake: Fine, I’ll that.

Agent: Just let me . Oh, I’'m sorry, that flight’s full.

2. Sonia Schmidt is phoning to book a hotel room. Complete the conversation by putting the words in brackets in the correct order.
RECEPTIONIST: Good morning. Blakeney Hotel.

SONIA: Hello. My name’s Schmidt. I’d like to book a room please.

RECEPTIONIST: Certainly. (staying / how many nights / you / be / will?) (1)

SONIA: Three. Starting next Thursday.

RECEPTIONIST: Yes, we have rooms available. Double or single?

SONIA: Double please. (available / is / one / with a sea view?) (2)

RECEPTIONIST: Yes. By the way, (have / about / the special offer / we are running / you / at the moment / heard?)(3)
SONIA: No.

RECEPTIONIST: It’s four nights for the price of three. (don’t / take / it /advantage / you / why / of?) (4)

SONIA: (have / for it / what / I/ to / do / to qualify / do?) (5)

RECEPTIONIST: Just confirm your reservation in writing and pay a ten per cent deposit.

SONIA: (be / much / would / that / how?) (6)

RECEPTIONIST: £15.

SONIA: Yes. I think I’ll do that. (to / make / the cheque / who / I /should / payable?) (7)

RECEPTIONIST: The Blakeney Hotel.

SONIA: OK. I'll post it today.

RECEPTIONIST: Thank you very much. We’ll look forward to seeing you.

SONIA: Thank you. Goodbye.

RECEPTIONIST: Thank you.

Tema. YcTpoiicTBO Ha paboTy
1. Jonomaure nuanor «CobecenoBanue IpH MpreMe Ha paboTy» TPEIIOKESHHBIMH (hpazaMH.

A. What is the salary? D. What specific job do you applying for?
B. Report to the engineering department on Monday at 9 am. E. It was a dead end job.
C. So you’ll give me a job? F. I see from your resume that you are very experienced.

Mr. A: Welcome to our engineering company.

Mr. B: Tam glad for the chance to be interviewed.

Mr. A: 1

Mr. B: I am an electrical engineer and I would like to try to get the job you advertised on the Net last week.

Mr. A: 2

Mr. B: Yes, I’'ve works as an electrical engineer for 10 years now. But I think it is a good career move to join your company.
Mr. A: Why did you leave you former company?

Mr. B: 3
Mr. A: Yes, out company is large and there is a plenty of room for advancement.
Mr. B: 4

Mr. A: Yes, but for the first month you will be on probation with half-pay. After that you will be a full employee of the company?
Any questions?

Mr. B: 5

Mr. A: 50 k per year.

Mr. B: Sounds good. When do I start?

Mr. A: 6 -

Mr. B: Great, thank you.

Mr. A: I 'look forward to working with you.

2. Choose the best word from the brackets to fill the gap.

1. We need to four new people for our office in Manchester. (join/recruit) 2. We are using a recruitment to




find them for us. (agency/headhunter)

3. They advertised the in the local newspaper last week (positions/applications)

4. So far, over 60 people have applied for the (works/posts)

5. We are going to look at all the letters of over the weekend. (applications/situation)

6. On Monday, we will draw up a of 10 or 11 people. (reference/shortlist) 7. Then we’ll invite them all to come for an
(interview/appointment)

8. We hope to the successful applicants by the end of the month. (apply/appoint)

9. Everyone should stay in full-time until they are at least 18. (school/education)

10. Of course qualifications are important, but they’re not everything. (printed/paper)

11. T'look for people with lots of relevant experience. (job/work)

12. Our company runs some very good in-house courses. (training/skilled) 5. Last year we spent over £50,000 on
management (experience/development)

13. We value people who are highly and want to get on. (motivated/graduated)

14. Tom gets on well with everyone. He is a great team (person/player)

3. Study the CV carefully to see how Barbara presents the information about herself. Where do you think each of the headings
should be placed? Are CVs in your country presented differently?

References Personal details Education

Skills Professional Experience

1

Barbara Bryan

27 Baker Street

London HW 15

Phone: 7132 344 243

E-mail: Barbara Bryan@google.net

2

2008-2011 University of London
Diploma in Public Relations
2006-2008 Marton Colledge, Brighton
Journalism and Media Studies

3

2006-present Public Relations Officer, Nexto, Co.
Responsible for preparing newspaper articles on the
activities of Nexto, Co.

2004-2006 Press Officer, Highlands Tourist Company
Preparation of promotional material, media coverage
of the company

4
IT Office 2008, Windows NT, Excel, Internet
Languages English, French, Russian (mother tongue)

5

Marx Williams
Professor of Journalism
University of London
Rebecca Abramson
Tourism Editor

The Glasgow Tribune

Tema [lenoBast KOppeCOHICHIINS
1. CooTHecuTe JEeBYIO U MPaBYIO YacTh MMChMa, MOAXOIAIINE JPYT APYTY MO CMBICITY.

Beginnings

a) I am writing in response to your advertisement in yesterdays Daily Scope concerning a vacancy in your sales department.

b) Iam writing in reply to your letter requesting information about our products.

¢) I am writing in my capacity as chairman of the residents association to draw your attention to the problem of excessive noise
levels in our neighborhood.

d) Iam writing to request permission to use the company premises for a meeting which will be held during the holidays.

e) Iam writing to apologise for the changes in the schedule for the seminar on direct selling.

Endings
1.  We feel confident that you will find something in our range that meets you requirements and look forward to receiving your




order.

2. I hope that these changes have not caused too much inconvenience and that you will still attend our forthcoming seminar.

3. I am available for an interview any weekday between 9 am and 5 pm, and I look forward to meeting you in person to discuss
the possibility of my employment.

4.  We trust you will give this matter your urgent consideration and look forward to receiving any suggestions you might have to
help overcome the problem.

5. We would be extremely grateful if you were able to allow us to use the facilities for the duration of our meeting. Thank you in
anticipation of your kind cooperation.

2. Bri6epure cooTBeTcTBYONIME (Dpa3bl U3 MPABOI KOJIOHKH MOIXOASIIME K ONPe/IeSIeHHbIM BUIaM JIeJIOBOTO MTHChMA.
1) letter of complaint

2) letter of confirmation

3) letter of offer

4) letter of request

5) letter of apology

6) letter of inquiry

a) We would be grateful if you let us know about...

b) Unfortunately, we have not yet received ...

¢) We shall be glad to know...

d) Iam writing to confirm the details of...

e) Inreply we have pleasure in offering you...

f)  We would be grateful if you could arrange...

g) Please inform us by airmail...

h) We must apologise for...

i) I am writing to express my extreme dissatisfaction ...
j)  Please accept our sincere apologies for...

k) Iwonder if I might ask you for...

1)  Ithought it would be useful to confirm in writing...
m) I am writing in response to your letter requesting information about...

Tema IIpesentanus GupMsl

1.IToaroToBUTH M BBICTYIHTH C Ipe3eHTanuell « My company and our goods»

2. ITonroToBUTE U BEICTYNINTH ¢ Npe3eHTanuei «My Research Work»

3.IIpounTaiiTe TMayor ¥ OTBETHTE HA BOIIPOCHI MOCTE AUAaIora

John Knox, the General Manager of the factory, is speaking with the journalist presenting the company on TV channel.

PRESENTER: Today we are talking to John Knox about the structure of TMN Ltd. John is the General Manager of the branch
factory. John, do you think you could tell us something about the way TMN is actually organized?

JOHN KNOX: Yes, certainly. We employ about two thousand people all in all two different locations. Most people work here at
our headquarters plant. And this is of course where we have the administrative departments.

PRESENTER: Perhaps you could say something about the departmental structure?

JOHN KNOX: Well, yes. First of all we’ve got different divisions. There’s the production division which, as the name suggests, is
responsible for production operations. And as you know we’ve got two factories. Oh, and I forgot to mention the most important
division of all. That’s finance division. The Financial Director is Fred Samuels. He’s a very important man. And his task is to make
sure the money-side of things is going all right. The accountant and such people, they report to him directly.

PRESENTER: Is that all?

JOHN KNOX: Oh no, no, there’s personnel division.

PRESENTER: Yes.

JOHN KNOX: That’ s quite separate. David Brown is Personnel Manager. And the Training Manager reports to him of course.
PRESENTER: What about Research and Development? Isn’t that a separate department?

JOHN KNOX: Well, in terms of the laboratories, there are two at each production plant.

PRESENTER: Are there any other features worth mentioning?

JOHN KNOX: Now there’s the planning department. Ray Wood is in charge of that. And a purchasing department where they buy
in the materials for production.

PRESENTER: Yes, and what about the board of directors and the chairman?

JOHN KNOX: Yes, well, they’re at the top, aren’t they? The Managing Director, of course, that’s Ernest Roberts and then.,.

1. Who are talking?

2. What are the main departments of TMN Ltd.?

3. How many divisions are there in the production department?
4. Who reports to the Financial Manager?

5. What are the functions of the purchasing department?

Tema U3o6perenus. HoBatopctBo

Invention

1.Fill the gap in each sentence by writing the correct form of the verb given in brackets.
1. Suzanne King is in charge of product at Westworld Electronics. (develop)




2. I want to be a graphic when I graduate. (design)

3. I think that the Internet is the greatest of the past 50 years. (innovate) 4. We are looking for someone with
of databases and spreadsheets. (know)

5. Christopher Cockerell was the of the hovercraft. (invent)

6. You have to pay a lot to get a good software (develop)

7. Have you seen her for the new shopping centre? (design)

2 Complete the article about marketing an invention by matching questions 1-5 to replies A-E.

What does getting a patent cost and how long does it take?

How do I market it?

How can I protect my invention and turn it into money?

It passes those tests. What next?

I've checked and it is; but how can I be sure that people will want it?

Dk v =

A Keep your idea secret until a patent application has been filed. Before you start, check that your idea is really new, otherwise it
won't be granted a patent.

B Check there really is a market for it: who wants it? Where are they? Will it solve an existing problem better than anything else
which is currently available? Look at which companies and products are your potential rivals and what market share they have; can
your invention compete with what they have at a competitive price?

C Write down clearly what your invention is, how it works, how it could be made in large numbers and at what cost, and what its
advantages are, including a simple drawing if it is mechanical or electrical. Then take out a patent either yourself (very difficult) or
via a patent agent.

D If you do it yourself, patent office fees cost £200 and it takes about thirty-three months. A
patent agent will prepare the documents and charge £600 to £1,000 for an application.

E Once your product or idea has been patented, you can set up your own firm to make and market it, approach other firms to sell it,
or license it to them. But don't talk to them unless they sign a confidentiality agreement so they don't steal your idea or make it
public. For the best chance of success make a prototype and stage a smart demonstration.

KoHTponsHBIE BONPOCH 115t
JUTSL TIPOMEKYTOYHOM aTTecTanuy (3adera)

Jlekcuko-rpaMMaTHdecKast KOHTpoibHas padora Ne 1 VK-4

3aganue | 3anummMTe MECHMO, PACCTaBUB YacTH NMHChMa B NPAaBWIEHOM IOpsake. BcTaBpTe HemocTaromme ciioBa M3
pamouky. Bam oHano0sTCsS HE BCe CIIOBA.
Advertisement kindly commercial interested in terms of
payment would like to meets place deal with
specializes in

1 Pet Products Ltd
180 London Road
Exeter EX4 4]Y
England

2 Dear Sirs,

3 Wereadyou 1  inthe “Pet Magazine” of 25th December. We are 2
buying your equipment for producing pet food. Would you 3 send us more
information about the equipment:

- price,

- dates of delivery,

- 4

- guarantees.

4 Our company 5 distributing pet products in Ukraine. We have more than
50 dealers in different regions and 6 start producing pet food in Ukraine. If
your equipment 7 our requirements, and we receive a favourable offer, we
will be ableto 8 a large order for your equipment.

5 Yours faithfully,
V. Smurov,




Export-Import Manager.
6 Your early reply would be appreciated.
7 25th February, 2021

Ormpenenure, K KAKOMY THITY TMCbMa U3 NPHBEICHHOTO CIHUCKA, OTHOCUTCS [THCHMO.
Letter of Reminder

Letter of Acknowledgement

Letter of Offer

Letter of Application

Letter of Inquiry

Letter of Complaint

3aganue 2 Here are some examples of phrases often used in formal letters.
Complete the sentences with the words in the box.

Apply unfortunately hearing response  complain 16th May confirm
enclose  grateful pleased

a) Thank you for your letter of the which I received this morning.

b) I would be if you could send me some information about summer courses at your school.

c)l my curriculum vitae for your attention.

d) I am not available on the date you suggest in your letter.

e) [ would be to attend an interview at any time convenient to you.

f) I am writing to about damage caused by your company when they delivered a sofa to my home last week.

g) We look forward to from you as soon as possible.

h) We would be grateful if you could your reservation in writing.

1)  am writing in to your advertisement in The Gardian.

j) I would like to for the position of a grader in your company.

Match each of the phrases above to one of the functions below. There are two phrases for function c.
a) Asking for information;

b) Applying for a job;

¢) Beginning a letter;

d) Closing a letter;

e) Giving bad news;

f) Giving good news;

g) Complaining;

h) Saying that you are sending something with the letter;

1) Asking for confirmation.

3aganue 3

IIpounTaiite u nepeBeIUTE NIPUBEIEHHBIM HUKE JUAIOr. BCTaBbTe IPOIyLEHHBIE CII0BA U3 PAMOYKH.
Manufacturer assembly output administrative

Annual employ suppliers

Visiting a plant

Director: Gentlemen! Before the manager shows you round the plant, I would like to give you some basic information about what
we are doing here. As you know our plant is the leading 1 .

Foreign visitor: We are aware of the fact. What are you production targets? And what is your total 2 output?

.. We produce about 5000 machine-tools every year.

: Well, that places you among the biggest plants of this kind. And are you able to export a larger proportion of your 3 ?

.. Well, considering our growing home needs we can increase our export by 3%.

: How many workers does your plant 4 ?

.. About 100. We work in three eight-hour shifts.

: Have you got a large number of engineers?

.. Yes, rather. The plant is highly mechanized and automated. We try to keep abreast of other 5 of machine-tools.

Works manager: Now gentlemen, if you’d like to follow me, we’ll go round the office block. We have all the ~ 6 departments
here.

V.: What’s that building opposite us?

W.M.:It’sour 7 shop. I'm taking you there now. This way, please.

O<0O<UO<LU

3amanue 4 IlpounraiiTe U nepeBeqyUTe MPUBEICHHBIH HIDKE qUAOr. BeTaBbTe MPOIyLIEHHBIE CII0BA 3 PAMOYKH.
Available pleasure hold on in detail could arrives  would

Telephone Conversation with the English Company
Telephone operator: Continental Equipment. Can I help you?
Mr Smirnov: I 1 like to speak to Mr Cartwright, please?
T.O.: Could I have your name, please?




Mr S: I am Victor Smirnov from TST Systems.

T.0.: 2 ,please. I'll find out if he is in.

T.O.: I'm afraid Mr Cartwright is not 3 at the moment. Could I take your phone number, Mr Smirnov? Mr Cartwright will
call you back later.

Mr S.: Of course. Double five nine three six four two

T.O.: And where are you phoning from?

Mr S.: From Moscow, Russia.

T.O.: Could you tell me the code for Moscow and Russia?

Mr S.: oh oh seven four nine five

T.O.: Thank you, Mr Smirnov. Good bye.

Mr Cartwright: Hello. 4 I speak to Mr Smirnov, please?

Mr S.: Smirnov speaking...

Mr C.: This is John Cartwright from Continental Equipment speaking.

Mr S. Yes, Mr Cartwright. I am the new Commercial Director of TST Systems. [ have a 5 to inform you that we have
carefully studied your materials and decided to accept your proposal.

Mr C.: Thank you, Mr Smirnov.

Mr S.: I am going to come to Brighton and discuss with you the main principles of our agreement 6
Mr C.: When are you going to come?

Mr S.: On Wednesday, next week. My flight 7  at Gatwick Airport at about 10 o’clock, as far as I know.
Mr C.: Excellent, Mr Smirnov. We will meet you at the airport. See you next week.

Mr S.: Good-bye.

3ananue 5
Here is a typical layout of a simple commercial letter. Use the twelve different parts shown to put together the letter below.
eg. 12=a
. Letterhead
. References
. Date
. Addressee’s name and address
. Salutation
. Subject line
. Body of letter
. Complimentary close
. Signature
10.Company position
11.Enclosure
12.Copies
a. c.c. Martin Naylor,
International Holdings, Singapore
b. Yours sincerely,
c. J.Hardy
Janet Hardy
d. 23 June 1992
e. Dear Mr Mexford,
f. Enc. Managing Director’s itinerary
g. Due to a change of programme, Mr Gilbert Smethers will not be arriving in Singapore on 18 July and not 16 July as originally
planned. Would it be convenient to re-schedule your meeting with him for 19 July at 10.30 a.m.? Please contact our agent, Martin
Naylor, to confirm that this possible or to suggest an alternative time.
h. INTERNATIONAL HOLDINGS PLC
Nelson House, Grovenor Street, London W1X9FH Tel: 071-444-2121 Fax 071-
443-0896 Telex: 514050
i. Our ref: JH/298
j. Personal Assistant to the Managing Director
k. Visit of Mr Gilbert Smethers, Managing Director, International Holdings
1. Mr Alan Mexford,
Financial Consultant,
2 Victoria Buildings,
New Bridge road,
Singapore

O 002N Nk~ W —

3ananue 6

Write a short letter to the enrolments secretary at MPM training international for information about their training courses.
BUSINESS TRAINING

Intensive training in:

Sales on the phone

Effective communication

Successful job interview




Join us at our training centre in the beautiful countryside surroundings. Only 15 minutes from the M5.

For our brochure and full details od courses write to: MPM training international, The Oaks, Moreton, Worcestershire WO7 4JB,
UK

In your letter use the following phrases:

I am writing in response to ......

Please could you send me ........

I am currently ...........

I would also be interested to know ........

I look forward to ............

3amanue 7
Fill in the correct word from the list below:

Curriculum vitae, night shift, impression, flexitime, pay and conditions, interview, shift work, clock in and out, qulifications, child
care

When applying for a job, it is extremely important to create the right ............... . Your prospective employer will allready have
read your .......... — information about your experience and ................... — and decided to invite you to a(n) .................... if
you appear suitable. During this meeting you should try to speak cleary and confidently as this will impress the interviewer. If your
job involves ............ , you will be informed of the different times you will begin work each day. Some jobs, such as lorry driving,
may also involve working .......... , so you will have to adjust to sleeping patterns. Other jobs offer the opportunity to work .........
and are particularly suitable for people with other responsibilities such as ............ You will probably have to use the card to
............... so that a record of your hours can be kept. Finally, it is very important to ask any questions about ..............., so that
there are no misunderstandings you start your new job.

3amanue 8

Pacnionoxkute ¢Gpa3sl w3 TemegoHHOro pasroBopa «Leaving messages» B TNpaBWIBHOH TOCIenoBaTenbHOCTH. [lepeBenute
TenedoHHBIN pa3roBop.

1 No, I’'m afraid not. Can I take a message?

2 So that’s 0044 364 7854. I'll sure gets it. Buy.

3 I'm sorry, he’s in a meeting.

4 Good Morning, Paradise Marketing.

5 Hold on a moment. I’ll just get a pen. Go ahead.

6 Do you know when he’ll be free?

7 I'd like to speak to Malcolm Peters, please.

8 Yes, please.

9 Please tell him Dariusz called. Can he call me back on 0044 364 78547

KonTponbhas pabora (nepeBoj u annotupoBanue) Ne 2 YK-4

3aganue 1. Translate the following expressions into Russian:
Much attention is given to

It is pointed out that

The article claims that

The effects of ... on ... are considered

It is claimed that

Attention is also concentrated on

The article deals with the problem of

A detailed description is given to

It is found that

The fact that ... is stressed

The research has given rise to

The article discusses/analyzes

The article also considers

Particular (special) emphasis is placed on
The article is of particular interest because
The article is concerned with

This work is devoted to

Special emphasis is laid on

Notice has been taken to

A new method (approach) has been

The work is of primary interest (importance, value) for

3aganue 2. Translate from Russian into English:
CTaThs COOOIIIaeT
COO0OIIIAIOT, YTO




CTaTbsl yTBEPKIAET, UTO

paccMaTpuBaeTCs BIMSHHE ... HA ...
YTBEPIKIAAETCSI, UTO

BHUMAaHHE COCPEIOTOYCHO Ha ...

LeJIb UCCICAOBAHUS — 3TO ...

MIOKa3aHO, 4TO

TOBOPSAT/TIPH3HAHO, YTO

M0JIararoT, YTo

CTaThs coo0IaeT

CTaThs MOJAHUMAET BOIIPOC O

CTaThs 3aTparuBaeT

IpeIaraeTcsi pelieHue mpoodIeMbl

CTaThs PE/ICTABISICT NPO(eCcCHOHATBHBIA HHTEPEC
pabota paccMaTpuBaeT

OBLIO YIOMSIHYTO O HOBBIX JOCTHXEHHUSIX B 00JacTh
0co00e BHIMaHHUE yICNICHO

W3BECTHO (CUUTAETCS), UTO

3anmanue 3 Translate the abstracts into Russian and make a list of useful scientific expressions.
Bapuant 1

Robotics and Computer-Integrated Manufacturing

Volume 28, Issue 5, October 2017, Pages 569-582

Task-oriented motion planning for multi-arm robotic systems

Basile, F., Caccavale, F., Chiacchio, P., Coppola, J., Curatella, C.

Abstract

In this paper a task-oriented motion planning approach for general cooperative multi-robot systems is proposed. In order to derive a
meaningful task formulation, a taxonomy of cooperative multi-arm systems of industrial interest is devised. Then, a workpiece-
oriented general formulation for cooperative tasks is proposed, where the user is asked to specify the motion of the system only at
the workpiece level, while the motion of the single arms in the system is computed via kinematic transformations between the
relevant coordinate frames. Based on this task formulation, an instructions set is derived to extend classical programming languages
for industrial robots to general multi-robot systems. In order to test the approach, a software environment has been built, composed
of an interpreter of the language and the motion planning software.

Author keywords

Cooperative manipulators; Coordinated motion; Industrial robotics; Task planning

BapuanT 2
Applied Economics
Volume 45, Issue 8, March 2018, Pages 1011-1025

Australasian money demand stability:

Application of structural break tests

Kumar, S.a, Webber, D.J.b

a Department of Economics, Auckland University of Technology,

New Zealand

b Department of Economics, University of the West of England, Bristol,
United Kingdom

Abstract

Estimates of the demand for money provide important foundations for monetary policy setting but if the estimation technique does
not explicitly account for structural changes then such estimates will be biased. This article presents an investigation into the level
and stability of money demand (M1) for Australia and New Zealand over the period 1960-2009 and demonstrates that both
countries experienced regime shifts; Australia also experienced an intercept shift. Application of four time series methods provide
consistent results with 1984 and 1998 break dates. Cumulative Sum (CUSUM) and CUSUMSQ stability tests reveal that M1
demand functions were unstable over the period 1984-1998 for both countries although tests for stability are not rejected thereafter.
Author keywords

Australia; Cointegration; Money demand; New Zealand; Structural breaks

3amanue 4 Write an abstract of your own article using an abstract writing algorithm.

B pamkax oOCBOSHHS JUCHUIUTHHBI «JleNMOBOW WHOCTpAaHHBIM SI3bIK (QHIJIMICKHUI)» WCIONB3YIOTCS CICAYIOMINE KPUTCPUU
OIICHWBAHUS 3HAHUN CTYICHTOB IO OIICHOYHBIM CPEACTBAM:

CTyzieHT B pe3yJbTaTe BBHIIOIHEHHS U CIa4X OLEHOUYHOTO CPEJCTBA MOXKET MOMYYUTD CICAYIOLINE OLEHKH.




OTin4HO

[TosTHOCTBIO M IIPaBHUIIEHO BBITIOTHEHO, M O(OPMIICHO 33/1aHHE.

ITpum oT4éTe CTYAEHT Al MOTHEIE U IpaBHIBHEIE 0TBETH Ha 90-100% 3amaBaeMBIX BOITPOCOB MO TeMe padoTHI.

Xopomuio

IToaHOCTBIO M C HEOONBIINMH HETOYHOCTSIMHU BBITIOTHEHO U O(OPMIICHO 3aIaHUE.

IIpu oruére CTyAEHT Jall HE MOJHBIE U C HEOOIBLIIMMHU OMIMOKAaMU OTBETHI Ha BCE 3a/laBaeéMble BOIPOCHI II0 TeMe PabOTHI WIIH JOI
IIPaBUIBHBIX OTBETOB cocTaBmia 70 — 89%.

Y I0BIETBOPUTEIIBLHO

He noiHOCTBIO 1 ¢ omMOKaMu BEITIOJIHEHO U 0hOPMIICHO 3a/laHueE.

ITpu oruéTe CTYNEHT Aan HE TMOJNHBIE OTBETHI M HE Ha BCE 3aJlaBacMbIe BOIIPOCHI IO TeMe paOoThHL. [loms MpaBHIIBHBIX OTBETOB
coctaBmia 50 — 69%.

HeynosnersopurensHo

CTyIeHT He BBIIOIHUI 3aJaHue. J{oms npaBUIbHBIX OTBETOB cocTaBuia MeHee 50%.

OneHrBaHNe KOMIIETEHIIUH MPU U3yYSHUHU TUCIUIUIMHEI «/]em0BOM MHOCTpaHHBIH S3bIK (aHTIHHCKUHN )»

Ucxons n3 100-6ayuibHOM (MATHOAUTEHON) CHUCTEMBI OICHHBAaHUS CHCTEMBI OIICHKH YCIIEBAEMOCTH CTYIIEHTOB, B XOJIE OCBOCHHS
M3y4aeMOoi JUCHUIUINHBI CTYIEHT MOJTYYaeT HTOTOBYIO OIIEHKY, IO KOTOPOH OIICHUBAETCSl YPOBEHb OCBOCHUS KOMIIETEHIINH.

90-100 GanoB (OTAMYHO) MOBBIIEHHBIH YPOBEHb

CTyIeHT JeMOHCTPHpYET C(OPMHPOBAHHOCTh KOMIICTCHIMH Ha MOBBIIICHHOM YpPOBHE, OOHAapy>XHBaeT BCECTOPOHHEE,
cUcTeMaTHdeckoe ¥ TIIy0OKoe 3HaHWE Y4eOHOro MaTepuana, YCBOMJ OCHOBHYIO IUTEpPATypy U 3HAKOM C JIOTIONHUTEIBHOM
JIUTEpaTypol, PEKOMEHIOBAHHOW MPOrPaMMOM, yMeeT CBOOOAHO BBINOJIHATh MPAKTUYECKUE 3aJaHus, MPedyCMOTPEHHbIE
NpOrpaMMoi, CBOOOJHO OMNEPHPYeT NPHOOPETCHHBIMU 3HAHHSAMH, YMEHHSMH M HABBIKAMH, NPUMEHSIET HUX B CHTYalUsIX
MTOBBIIIICHHOH CJI0KHOCTH.

76-89 6amnoB (xopomro) 6a30BEIH YPOBEHb

CTyleHT IeMOHCTpHUpYeT C(OPMHUPOBAHHOCTH AMCLHUILIMHAPHON KOMIIETEHIMH Ha 0a30BOM ypOBHE: OCHOBHBIE 3HAHMS, YMEHHUS M
HaBBIKM OCBOCHBI, HO JOITyCKAIOTCS HE3HAYHTENbHBIC OIIMOKH, HETOYHOCTH, 3aTPYAHCHHS NPH aHAIUTHYCCKUX OIepanusx,
MepeHoce 3HAHW, YMEHHI ¥ HAaBBIKOB Ha HOBbIC, HECTAHIAPTHBIE CUTYAITHH.

61-75 6annoB (y10BIETBOPUTENBHO) TIOPOTOBBI YPOBEHD

CTyIeHT IeMOHCTpPHpYeT C(OPMHUPOBAHHOCTh KOMIICTCHIMII Ha IOPOrOBOM YPOBHE: B XOJE KOHTPOJBHBIX MEpPOIPHUATHI
JIOTTYCKAIOTCSl 3HAYMTENbHBIC OIMUOKH, MPOSBISCTCS OTCYTCTBHE OTHCNBHBIX 3HAHHWW, YMCEHHIA, HABBIKOB IO KOMIICTEHIIHSM,
CTYJCHT WCIBITHIBAET 3HAUYMTENbHBIC 3aTPYJHEHUS MPH ONMEPUPOBAHWM 3HAHHWSIMH, YMEHUSMH W HaBBIKAMH TIPH WX TepeHOce Ha
HOBBIE CUTYyallUH

0-60 6amIoB (HEYIOBICTBOPUTEIEHO) YPOBEHB OCBOCHHS KOMIICTCHIHIA HIKE IIOPOTOBOTO

Kommerentim He copmupoBaHbl. [IposBisieTcs] HeAOCTaTOYHOCTh 3HAHHI, YMEHUH, HABBIKOB.

6. YHEBHO-METOJUYECKOE 1 TH®OPMAIIMOHHOE OBECIIEYEHHUE JUCIUITIJIMHBI (MOAY JIA,
INPAKTUKH)

6.1. PexoMeHnnyemas ureparypa

ABTOpBI, COCTaBUTEIN 3arnaBue M3narensctBoO, DNeKTpOHHBIN aapec
JI.1 [XBan H.C., Kpsiuko AHrnuiickuit sa3slk. IIpakTuueckoe pyKoBOJICTBO Bomxckuit, 2017
B.b. 10 aHHOTHPOBAHUIO TEKCTOB. Practical guide for
writing an abstract in English: Metonuueckue
yKa3aHUsg
JI.2 | Kpsuxo, B. b. [m 1p.] | JenoBas nepemniicka Ha MHOCTPAHHOM SI3BIKE Bonrorpan: http://lib.volpi.ru
[DnexTpoHHBIH pecypc]: yaeOHOE ocobue - BonrITY, 2017
http://lib.volpi.ru
JI.3 | Kapmosa, T.A. JlenoBo# aHTTMHACKUH SI3bIK [ DIEKTPOHHBIH M.: KuoPyc, 2019 | https://www.book.ru/bo
pecypc]: yaeObHoe ocobue A GakanaBprara u 0k/931093
MarucTpaTypsl -
https://www.book.ru/book/931093
JL.4  |Kpsauko, B. b., XBan, | AHIIHiCKUH SI3BIK [ DNEKTPOHHBIN pecypc]: Bomxckwit, 2020 http://lib.volpi.ru
C.H. METOJMYECKUE YKa3aHHS 10 YCTHBIM
9K3aMEHAIMOHHBIM TeMaM /IS CTYICHTOB 3a09HOI
¢opmer 00yuerus - http://lib.volpi.ru
6.2. Ilepeuenns pecypcoB HHGOPMALMOHHO-TeJIeKOMMYHUKAUUOHHOI ceTn "UnTepHer"
O1 | DnexTpoHHO-OMOMMOTEYHAs cuctema Bonr[ TY
22 | DnekTpoHHO-OMOMMOTEYHAast cucteMa "JlaHp"
23 | DnekTpoHHO-OnOMMOTEUHas cucTeMa "Book"
24
35
36
37
38




6.3 IlepeyeHb MPOrPaMMHOI0 00ecedeHust

6.3.1.1 | IIporpammHOe oOecrieueHne Al MPOBeNeHNs MpakTuiaeckux 3ausaTuii: Microsoft Office Power Point (JIumen3us Ne
44436921).

6.3.1.2

6.4 Ilepevyenb HHPOPMALUOHHBIX CIPABOYHBIX CHCTEM M JIEKTPOHHBIX 0ubIn0TeuHbIX cucteM (IBC)

6.3.2.1 | OnexTpoHHO-OMOMHOTEYHAs cucTeMa "JlaHp" - https://e.lanbook.com/

6.3.2.2 | OnexTpoHHO-0HONMHOTEYHas cicteMa "BOOK.RU" - https://www.book.ru/

6.3.2.3

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHHUE JUCIUIIIMHBI (MO Y JIA,
INPAKTUKH) /OBOPYJTOBAHUE

7.1 | TTomernenust Ui NPOBEACHUS JIEKIIUOHHBIX, IPAKTHUECKHUX 3aHIATUH YKOMILIEKTOBAHbBI HEOOXOIUMOM
CIENUaTM3UPOBaHHON y4eOHOH Mebelbo, ydeOHOH JOCKOI U TEXHUUECKHMMH CPEICTBAMY ISl IIPEACTABICHUS y4eOHOI
nHpopMmanuu cryneHTaM. MoomisHbIH 1K 15,6 Acer (HOyTOyK). Tenesmzop-LED47 LG47 LN540V s nokasa ciaiiios
u Buzeo. 11 caMOCTOATEeNnbHOM paboTh! 00yYarOMUXCsl BBIIETIEHA Ay JUTOPHS, OCHAIIIEHHAss KOMIBIOTEPHON TEXHUKOH C
BO3MO)KHOCTBIO OJKIIIOYEHHs K ceTH «HTepHeT» 1 obecriedeHneM JI0CTyIa B SJIEKTPOHHYIO HH(OPMaIMOHHO-
00pa3oBaTEIBHYIO CPELy OPraHNU3aINH.

8. METOAUYECKHUE YKA3AHUA JJIAA OBYYAIOIIUXCSA 11O OCBOEHUIO JTUCTTUITJIMHBI (MOAY JIA,
IMPAKTUKHN)

K coBpeMeHHOMY crienuaiucTy OOIECTBO MPEABSIBIAET JOCTATOYHO IIUPOKHI NTepeueHb TPeOOBAHMUM, Cpeu KOTOPBIX
HEMAaJIOBa)KHOE 3HAUEHHE UMEET HAJIMUNE Y BBITYCKHUKOB OMpEIeNICHHBIX CIIOCOOHOCTEN 1 YMEHHUS! CAMOCTOATENBHO JOOBIBATh
3HAHUS U3 PA3INYHBIX HCTOYHUKOB, CHCTEMaTU3HPOBATH IOIYYCHHYIO HH(POPMALIHIO, 1aBaTh OLIEHKY KOHKPETHOH CHTYalUH.
DopMHUpOBaHNE TAKOTO YMEHUS IIPOUCXOINT B TEUCHIE BCETO IepHoa 00yIeHHs Yepe3 yJacTHe CTyICHTOB B PAaKTHYECKUX
3aHATUSX, [IPY BBIIOJTHEHHH KOMMYHHUKAaTHBHBIX 3aaHui. [Ipy 3TOM caMocToATenbHAs paboTa CTYA€HTOB HIPAET PEIAONLYI0
poIIb B X071€ BCEro yu4eOHOro mporiecca.

1) ITepen HaganoM M3y4deHHs Kypca peKOMEHAYETCsl TTO3HAKOMUTHCS C IETSIMU 1 3ala9aMu U3ydeHus Kypca. [Ipu HeoOxoaumocTn
MOYKHO IIPOCMOTPETH Pa3elibl JUCLUILINH, ONPEACIAIOIMX HAYaJIbHYIO IIOATOTOBKY.

2)V1<a3aH1/1;1 110 HHaHI/IpOBaHI/IIO nu OpI‘aHI/ISaHI/II/I BpeMeHI/I, HGO6XOI[I/IMOFO JJIA I/IBY‘IGHI/ISI JUCHUIIIINHBI.
PCKOMGHI[yeTCSI CJ'ICHyIOHII/IM 06pa30M OpF AHNU30BATh BpeMﬂ, HCO6XO,HI/IM06 JJIsA 1/13yqu1/1;1 JUCHUIIIIUHBI .
H3yueHne TeOPETUIECKOrO M MPAKTUIECKOTO MaTepraa o y4eOHUKY ¥ KOHCTIEKTY — 2 9ac B HEJEIIO.
IToaroroBka K MpakTUYECKOMY 3aHSTHUIO - 2 yaca B HEZIEIIO.

Bcero B Hemenmo — 4 gaca.

3)OnucaHue nocie0BaTeIbHOCTH ISHCTBHM CTyIeHTa («CIIEHApUI U3yUYEeHHs! TUCIUILUINHBI )

Jlis TOHUMaHNs MaTeprala i Ka4eCTBEHHOTO €T0 YCBOCHHS PEKOMEH/TyeTCs TaKas II0CIIe0BATeIbHOCTE EHCTBHUIL:

1. B TeueHue Henenu BHIOpATh BpeMs (1-4ac) amst paboThI ¢ TUTEpaTypoit B OHOIHOTEKE.

2. ITpy MOArOTOBKE K MPAKTUYECKUM 3aHATHAM CJICAYIOLIEro THs, HEOOXOIUMO CHavala 03HAKOMHUTBHCS C IEKCHYECKUM U
rpaMMaTHYIECKIM MaTepHajioM 3aHATHs. [Ipu BEIMOTHEHNHN YIIpayKHEHHS FIIH 3aJaHIs HY)KHO CHayJala IOHATh COIepKaHue
MPOYUTAaHHOTO MaTepraa,3aTeM BBIIOIHUTE YIIPaKHEHHs, HAIIPaBJICHHBIC HAa 3aKPEIUICHHE YCBOSHHOTO MaTepHaa,
HCIIOJIb30BaHMUE €r0 B IMCbMEHHON U YCTHOU peyH.

4)PexoMeHTaIMH 11O MCTIOIB30BAHUIO MATEPHAIOB yIEOHO-METOMIECKOTO KOMIUIEKCA: PEKOMEHAYETCS NCIIOIb30BaTh
METOUYECKUe YKa3aHHs 10 KypCy.

5)PekoMeHanuu 1mo paboTe ¢ IUTepaTypoit:

Teopermuecknii MaTepual Kypca CTaHOBHTCS OoJiee IIOHATHBIM, KOT/Ia IOTOTHUTENBFHO K MPAKTHYECKUAM 3aHATHSIM B KITacce,
M3Y9aIOTCS U AOTIOTHUTEIbHBIC HCTOYHUKU(KHUTH, Ta3€Thl, ayIH0 U BUJE0). PekoMeHayeTcs JOOUTHCS COCTOSHUS TOHNMAaHHS
u3ydaeMoil TeMbl AUCUUILTHHEL C 3TOH Iebi0 peKOMEHIyeTcs ociIe U3yUeHUs OuepeJHOro MaTepyaa BBITIOTHUTh HECKOIBKO
HPOCTBIX YIPaXKHEHUH Ha JAaHHYIO TpaMMaTH4eKyto TeMy. Kpome Toro, 04eHb I0JIe3HO MBICICHHO 3a/1aTh ce0e CIeayroLre
BOIIPOCHI (1 TOTTpoOOBATh OTBETUTH HA HHUX): O YeM 3TOT Iaparpad?, Kakoif HOBBIH IrpaMMaTHYECKHH MaTepHall BBEICH, KakK €ro
IPUMEHHTH Ha NPAKTUKE?

6) PexomeHmaIuu o MOATOTOBKE K 3a4eTy:

Heobxonumo ncmonp30BaTh peKOMEHAYeMYI0 TuTepaTypy. Kpome «3ayduBaHus» MaTepHuana K 3a4eTy, O4eHb BaKHO JOOUTHCS
COCTOSIHUSI TOHUMaHMS U3y4aeMbIX TeM AUCHUILUTHHEL C 3Toil 1enbio peKoMeHyeTcs oce H3y4eHHs OuepeHOro MaTepHrana
BBIMIOJIHUTE HECKONBKO YIIPaKHEHNH Ha JAHHYIO TEMY.

ITpu NOATOTOBKE K 3a4€Ty HY>KHO IIOBTOPUTh: YCTHBIE TEMbI, IPAMMATUYECKUH U JIEKCUUECKUI MaTepHuall.

Meroanveckre peKOMEHIAIMH 110 00YYEHHMIO JIHI] C OrPaHMYCHHBIMH BO3MOKHOCTSIMH 3/I0POBBSI M HHBAJIUJIOB

B co0TBeTCTBUY ¢ METOMUYECKUME peKoMeHIanussMu MuHoOpHaykn PO (yTB. 8 anpens 2014 r. Ne AK-44/058H) B Kypce
MPEATIONIAraeTCsl UCTIONB30BATh COMATLHO-aKTUBHBIE H Pe(ICKCUBHBIE METOIB O0YUEHUSI, TEXHOJOTHH COLUOKYIIETYPHOM
peadMIMTalru C UEeNbI0 OKa3aHHUs MOMOLIH B YCTAaHOBJIEHHH MOJTHOLIEHHBIX MEKINYHOCTHBIX OTHOLIEHUH C APYTHMHU CTYAEHTaMH,
CO3IaHUH KOM(pOPTHOTO IICHXOJIOTHYECKOTr0 KJIMMaTa B CTyAeHuecKoi rpymre. [lonbop u pa3paboTka y4eOHBIX MaTepHaioB
MIPOM3BOASTCS C YUETOM MPEOCTABICHNS MaTepraia B pa3iIMdHbIX (popMax: ayuaibHOM, BU3yallbHOM, C HCITOIh30BaHUEM




CTEIHATbHBIX TEXHUYECKUX CPEACTB U HHPOPMAIMOHHBIX CUCTEM.

OcBoenue pucuuIuMHEbL uiaMu ¢ OB3 ocyniecTBisieTcs ¢ UCIOIB30BAHMEM CPEICTB 00yUCHHs OOIIEro U CHELHaILHOTO
Ha3Ha4eHN (TTePCOHATIBHOTO U KOJUIEKTHBHOTO HUCTIONB30BaHU). MaTepHnalbHO-TEXHHIECKOe 00eCIedeHHe ITPeayCMaTPIUBAET
npHUcTIoco0IeHne ayauTopuil k Hykmam sun ¢ OB3.

dopma IpoBeIeH s aTTECTALNH AT CTYAEHTOB-HHBAIN/IOB YCTAHABIMBACTCS C Y4ETOM MHIMBHIYaTBHBIX ICUXO(U3MIECKUX
0COOCHHOCTEH.

s crynenTos ¢ OB3 npexycmarpuBaercs 1ocTymHas (opMa IpeoCTaBICHAS 3aJaHAH OIIEHOUHBIX CPEICTB, & IMEHHO!

- B TICYaTHOM MITK JIEKTPOHHOU (opMme (JUIsl JIUII ¢ HApyIIEHUSIMU OIIOPHO-ABUTATEIBHOTO amapaTa);

- B [1€YaTHOH (hopMe MU SNIEKTPOHHON (POopMe C yBETMUYEHHBIM MIPUPTOM M KOHTPACTHOCTHIO (JUIS JIMI] C HAapYIICHUSIMH CITyXa,
peuu, 3peHus);

- METOJOM YTEHHMS aCCHCTCHTOM 3aJaHUs BCITyX (AT JINI] C HAPYIICHUSIMH 3PCHHUS).

CryzieHTaM ¢ MHBAJIMAHOCTBIO YBEINUMBACTCS BpEMs Ha MOATOTOBKY OTBETOB Ha KOHTPOJIbHBIC BOIPOCHL. /ISl TAKHX CTYZEHTOB
HpeaycMaTpuBaeTcst JOcTyHas (JopMa IpeoCTaBIeHNs OTBETOB Ha 3a/laHusl, & UMEHHO:

- MACBMEHHO Ha OyMare Wil HaOOpOM OTBETOB Ha KOMITHIOTEPE (LIS JIHI] C HAPYIIEHUSIMH CITyXa, PeUH);

- BEIOOPOM OTBETA U3 BO3MOXKHBIX BAPUAHTOB C UCIIOIB30BAaHUEM YCIIyT aCCUCTEHTA (IS JINI C HApyIIEHUSMH OIIOPHO-
JIBUTaTEIILHOTO arapara);

- YCTHO (A7 JIMI] ¢ HAPYIICHUSIMH 3pEHMs, OTIOPHO-ABUTATEILHOTO aIapaTa).

[Ipu HEOOXOANMOCTH JUI 00YUYAIOMNXCS ¢ MHBAIMAHOCTHIO IIPOLIEAypa OLICHUBAHUS PE3yJIbTATOB O0YUCHHUS MOXKET IIPOBOJUTECS B
HECKOJIBKO JTAIOB.




