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Paznen 1. Komnerennun ofyuyarwmerocsi, (popmupyeMbie B pe3yjbTare OCBOCHHSI 00pa3oBaTeIbHOM
MPOrpaMMbl ¢ yKa3aHHEM 3TanoB X ¢popMUPOBaHUS

Tabnuma 1 - TlepedeHb KOMITETEHITMH, ¢ yKa3aHHEM OOpPa30BaTENIbHBIX PE3YJIETATOB B TPOIECCE OCBOCHUS
TUCIUTUTAHEI (B cooTBeTcTBHH ¢ PITJT)

dopMupyeMble KOMIIETEH MU

I/IHL[l/lKaTOpbl €€ JOCTHUKCHU

IInanupyemblie 00pa3oBaTebHbIC Pe3y/IbTATHI 0 JUCHHILINHE

3HATh

yMeTh

| BJIAJEeTh

OIIK-7 criocoben MJIaHUPOBAThb U OPraHn30BbIBATH B3aHMOH€ﬁCTBHH Y4aCTHUKOB O6pa30BaT€HI)HI)IX OTHOIIICHHH

OIIK-7.1 3HaeT NpUHIUTIBI,
(hopMBI U METOIBI
OpraHu3aIH
B3aMMOJICHCTBUS YIaCTHHKOB
00pa3oBaTeIbHBIX
OTHOILIEHUN

3.1 3uars ob1mme
TIPHUHIHIIBI,
3aKOHOMEPHOCTH, POPMBI
JIeJIOBOTO OOIICHHS Ha
HHOCTPAHHOM SIBIKE

OIIK-7.2 Ymeer
HCTIONB30BaTh Pa3IMIHBIE
CITOCOOBI OpraHU3aIIH
B3aMMOJICHCTBUS YIaCTHHKOB
00pa3oBaTeIbHBIX
OTHOILICHUH, TIJIaHUPOBAThH
B3aMMOJICHCTBHE YUYACTHUKOB
00pa3oBaTeIbHBIX
OTHOLIECHUI Ha OCHOBE
MIPUHIAIIOB COTPYIHIMYECTRA.

V.1 YMeTh UCcnonb30BaTh
METOJIBI ¥ TIPHEMBI
peanu3arim
00pa3oBaTeIbHBIX
MIpOTpPaMM C
HCTIONB30BaHUEM
pecypcoB opranusaiui,
OCYIIIECTBIISIONIIX
00pa3oBareIbHYIO
JIeSITETTBHOCTh

OIIK-7.3 Bnazeer
TEXHOJIOTHSIMU OpPTaHU3auN
B3aMMOJICHCTBUS YIaCTHHKOB
00pa3oBaTeIbHBIX
OTHOILIEHUH C yYeTOM
ocobeHHocTeH
obOpazoBarenbHOU

eI TETTBHOCTH

B.1 Bnaneer naBsIkaMu
HCTIONIb30BAHMSI PECYPCOB
opraHuzaiui mpu
TUTAHUPOBAHUT U
OpTraHM3aIH
B3aUMOJICUCTBHUS
Y9aCTHUKOB
00pa3oBaTeIbHBIX
OTHOIIICHUH.

YK-5 cnocoben aHaM3upoBaTh M YYUTHIBATh Pa3HOOOpas3ne KyJIbTYp B ITPOLIECCE MEKKYIIBTYPHOTO B3aUMO/ICHCTBUS

VK-5.1 3naeT HaMOHAIBHEIE,
KOH(EeCCHOHATbHBIE 1
ATHOKYJITYPHBIE
0COOCHHOCTH H
HaIMOHAIILHBIC TPATUITNH;
OCHOBHBIE TIPUHITUTIBI U
HOPMBI MEXKKYIBTYPHOTO
B3aNMMOJIEHCTBUS

3.3 3HaTh 0COOCHHOCTH U
ATUYECKUE HOPMBI
Pa3IMYHBIX KYJIBTYP
YJICHOB
npodeccruoHaTbHON
Cpelbl B Ipolecce
JEJIOBOr0 B3aUMOACHCTBHS

YK-5.2 Ymeer rpaMoTHO,
JIOCTYITHO M3JIarath
npodeccHoOHATBHYIO
nH(OpPMAITUIO B TIpOIlecCce
MEXKYJIBTYPHOTO
B3aMMOJIENCTBHSI; COOIIONATh
ATHUYECKHE HOPMBI U TIpaBa
YeJI0OBeKa; aHAJIM3UPOBATh
0COOEHHOCTH COIHAITBLHOTO
B3aWMO/ICUCTBUS C YUETOM
JINYHOCTHBIX,
HAIIMOHAJbHO-3THHYECKHUX,
KOH(ECCUOHATBHBIX W WHBIX
0COOEHHOCTEH YIaCTHUKOB
KOMMYHUKaIHN

V.3 YMeTh ycTaHaBIMBAThH
1 KOHTPOJHMPOBATH
coOIoIeHNe HOPM
MTOBEJICHNUS YWICHOB
TPYZOBOTO KOJJICKTHBA Ha
AHTIIMHACKOM SI3bIKE B
mporiecce
npodeccruoHaTbHON
TIESITETTFHOCTH.




VK-5.3 Baageer ciocobamu
BBIOOpA aJICKBATHOM
KOMMYHUKATHBHOW CTPaTeruu
B 3aBHCHMOCTH OT
KYJIBTYPHOTO KOHTCKCTa
KOMMYHUKAIA U
[IOCTABJICHHEIX IIEJICH

B.3 Bunaners Mmeronamu
aHaM3a
npoQeCCHOHATBHOMN
cpenbl Kak cepsl
MEXKKYJIBTYPHOTO
B3aMMOICHCTBYS,
MPUEMaMU BBISBICHUS
BO3MOXKHBIX POOJIEMHBIX
CUTyalui.

sI3pIKe(ax), IS aKaIeMUIECKOTO 1

YK-4 ciocoOeH mpUMEHSITh COBPEMEHHBIE KOMMYHHUKAaTHBHBIE TEXHOIOTHH, B TOM YHCJIE HA HHOCTPAHHOM(BIX)
poeCCHOHATHFHOTO B3aNMOJCHCTBHUS

VK-4.1 3naer BUIbI
COBPEMCHHBIX MPOIECCOB
KOMMYHHUKAIIUH;
COBPEMEHHBIE
KOMMYHHUKATHBHbIE
TEXHOJIOTHH B OpraHH3aluK
aKaJeMUYECKOrO 1
poheCCHOHATBEHOTO
B3aMMOJEHCTBHS, B TOM YHCJIE
HA HHOCTPAHHOM SI3bIKE

3.2 3narp obume npasuia
COCTaBJICHUS], HAITUCAHUS
1 0(OPMIICHHS ICJIOBOH
KOPPECIIOHACHIINHU U
Hay4HBIX CTaTeH,
JIOKJIaJI0B 1
MYJIBTUMEANHHBIX
Ipe3eHTaIH.

YK-4.2 Ymeer co3naBath Ha
PYCCKOM M HHOCTPaHHOM
SI3BIKAX MUCHMEHHBIE TEKCTHI
HAYYHOTO U
o(uIHaTBHO-IETOBOTO
cTuieii peun B cdepe
podheCCHOHATBHON
JIESITEIbHOCTH

V.2 YMeTh Ucnoan30BaTh
aJIcKBaTHBIE S3bIKOBEIC U
CTHJIMCTUYECKUE
CpeJCTBa, XapaKTePHbBIC
JUISL 1€JI0BOTO U
aKaJeMHUIECKOTO
JIUCKYPCOB, 2 UMCHHO,
JIeJIOBOM
KOPPECIOHICHIUH,
HAyYHBIX CTaTeH,
JIOKJIa/I0B U
MYJIBTHMEHIHBIX
Ipe3eHTaluH.

VYK-4.3 Baageer cnocobamu
TIPE/ICTABIIEHHS PE3y/IbTaTOB
HCCIIEIOBaHUH B BHJE
JIOKJIaJIOB U CTaTel, B TOM
YHCIIe HA HHOCTPAaHHOM(BIX)
s13bIKe(ax) C UCITIOJIb30BaHUEM
COBPEMEHHBIX
KOMMYHHKaTUBHBIX
TEXHOJIOTH

B.2 Brnagets npuemamu
BBIOOpa COBPEMECHHBIX
KOMMYHHUKATUBHBIX
TEXHOJIOTUI Ha
AHTITUICKOM SI3BIKE JIJIS
PO ECCHOHATBFHOTO U
aKaJIeMUIECKOTO
B3aUMOJICHCTBUS

Komnerenmym cBsi3aHbI ¢ AUCIUILTHHAMH H TPAKTUKAMH Yepe3 MaTPHUIy KOMIIETSHIIUI COTIIACHO TadmuIie 2.

Tabnwuma 2 - Komnerennuu, GopMUpyeMble B pe3yabTaTe 00ydIeHuUs

Koa u HamMeHoBaHUe KOMIIETEeHIIUH

CocraBasiomas y4e0HOro miaHa (IMCHUIINHBI, MPAKTHKH,

yuacTByolue B (popMHUpPOBAHUN KOMIIETEHIVIH)

Bec nucuniuHbI B

(¢opMupOBaHUH KOMTIETEHIINA
(100 / koTM4YEeCTBO AMCUMIJIHH,

MPAKTHUK)
OIIK-7 crioco0OeH M1aHupoBaTh U OPraHM30BbIBATH B3aUMOJICHCTBHS YYaCTHUKOB 00Pa30BaTEIbHBIX OTHOIICHNUH
WHdopmaimoHHbIE TEXHOIOTUH B IPO(ECCHOHABHOM A TEIbHOCTH 33,33
Jle10BOii HHOCTPAHHBII A3BIK 33,33
NPOU3BOCTBEHHAs PAKTHKa (TEXHOJIOTHYECKas
(IPOEKTHO-TEXHOJIOTHYECKasT)) 33,33

YK-5 cnocoOeH aHaIM3upoBaTh M YYUTHIBATh Pa3HOOOpa3ne KyJIbTYp B ITPOLIECCE MEKKYIIBTYPHOTO B3aNMOICHCTBUS

Jle10Boii HHOCTPAHHBII A3BIK 33,33
CoBpeMeHHBIE TPOOIEMBI 3alUThI IAHHBIX B KOMITBIOTEPHBIX CETSX 33,33
Web-nuzaiin 33,33




VYK-4 criocobeH npuMeHsITh COBPEMEHHbIE KOMMYHHKATHBHBIC TEXHOJIOIMH, B TOM YHCJIe HA HHOCTPAHHOM(BIX)
sI3BIKE(aX), ISl AaKaJIEMUIECKOTO B MPO(ECCHOHATBHOTO B3aUMOIECHCTBHS

HNHdopmanmoHHbIe TEXHOJIOTHH B TPO(HECCHOHAIBHOM A TEIIEHOCTH 25,00
Jes10BOI HHOCTPAHHBIH SI3BIK 25,00
Teopernueckue 1 METOANYECKUE OCHOBBI MTPEroiaBaHus UHYOPMATHKH B

YCIIOBUAX MPOPITILHOTO 00yUSHUS 25,00
yueOHas mpakTrKa (HayJIHO-HCCIIeI0BaTeNbCcKas paboTa) 25,00

Tabnwuma 3 - Oransl GopMUPOBaHUS KOMIIETSHIUN B Tiporiecce ocBoeHuss OITOIT

Koa xoMneTeHunu

ITan 6a30B0ii MOATOTOBKH

JTan pacliupeHus
yIIy0JeHus TOATOTOBKH

Irtan npodeccuoHaIbHO-
MPAKTHYECKOil MOATOTOBKH

OIIK-7

HNndpopmanuonHbie
TeXHOJIOTHHU B
npogeccuoHaJbHOI
JesiTeJIbHOCTH, [lesioBo
HHOCTPAHHBII SI3BIK,
MPOU3BOACTBEHHAS
NMpaKTHKA
(TexHoJoTHYeCKAs
(MPOEKTHO-TEXHOJIOTHYECKA

1))

MPOU3BOJICTBEHHAsI PAKTHKA
(TexHOMOTHIECKast
(TIPOEKTHO-TEXHOJIOTHIECKAs ))

YK-5

Jen0Boil HHOCTPAHHBIN
a3bIK, CoBpeMeHHbIe
NMPo0IeMbl 3aLIUTHI TAHHBIX
B KOMIBIOTEPHBIX CETHAX,
Web-nu3aiin

VK-4

HNudpopmannonnsie
TEeXHOJIOTHH B
npodgeccuoHaTbHOMI
JneATeJIbHOCTH, [le10BOi
HHOCTPAHHBII fA3BIK,
Teopernueckue u
MeTOIUYeCKHe OCHOBBI
npenogaBaHus
HH(OPMATHKH B YCJIOBHAX
npoguabHoro odyuenus,
y4eOHAs MPaKTHKA
(Hay4Ho-HcclIeoBaTeNbCKast
pabora)

yueOHast IpaKTHKa
(Hay4HO-MCCIIeIOBaTENIbCKas
pabota)




Paznen 2. Onucanne nokasareneili 1 KpUTepHeB OLCHHBAHUS KOMIIETCHINH HAa PAa3JMYHBIX 3Tamax HX

(l)OpMHpOBaHHﬂ, ONMMCAaHHUE IIKAJ OICHUBAHUSA

Tabmuma 4 - Iloka3arenn OICHWBaHHWSA KOMIIETCHIIMH Ha Pa3MMYHBIX 3Tamax uMX (opMHpOBaHUS B mporecce

OCBOCHHS YI€OHOW MUCIHUILINHBI (B cooTBeTcTBUU ¢ PI1JI)

Ne |Pa3nen

dopMupyeMble KOMIeTeHIMHU

IMoka3aTean choOpMUPOBAHHOCTH (B TEPMHHAX «3HATbY, KYMETbY,
«BJIAJIETHY)

BI/IZII)I OICHOYHBIX CPEACTB

1 [MenemxmenT

OIIK-7
VYK-4
VK-5

3Harte 3HaTh OOIIME TPHUHIIMIIBI, 3aKOHOMEPHOCTH, (OPMBI JIEIOBOTO
0OIIIeHNs HA HTHOCTPAHHOM SIBIKE

3HaTh 3HATH OOIIME TpaBUia COCTABICHUS, HAMWCAHUSA U OQOPMIICHUS
JIEIIOBOI KOPPECHOHACHITNH U HAyYHBIX CTaTel, JOKIaJ0B M MYJIBTUMEANIHHBIX
MpEe3CHTAINH.

3HaTh 3HaTh OCOOCHHOCTH M 3THYECKHE HOPMBI PA3IMIHBIX KYIBTYp YICHOB
po¢eCCHOHATIBHOI CpeBl B IIPOLIECCE JEIOBOTO B3aNMOICHCTBUS

Momnonoruueckoe
BBICKa3bIBaHHE
TepMHHOIOTHYECKUI
CII0Baph/TIIOCCapHid
VYnpaxuenus
YteHue TEKCTOB Ha
WHOCTPAHHOM SI3BIKE

YMETh yMeTh YCTaHaBIMBaTh W KOHTPOJHPOBATH coOmomeHue HOpM | MoHomorHIeckoe
TIOBEACHUS WICHOB TPYHOBOTO KOJJICKTHBA HA aHIIIMICKOM SI3BIKE B IPOIIECCE | BBICKAa3BIBAaHHE
podeCCHOHATBHOM NesTeTPHOCTH.

2 |I[eno13a;1 KOPPECHOHIEHLHUS
OIIK-7
YK-4
YK-5

3Harh 3HATH OOIIME MpaBWiIA COCTABICHHS, HamWcaHusid W odopmieHus | MoHOIOrHYeCcKoe
JICIIOBOM KOPPECHOHACHIINHN M HAyYHBIX CTaTel, JOKIaJ0B M MYIGTUMEANNHHBIX| BBICKa3bIBAHHUE
MIpEe3CHTAINH. VYnpaxuenus

UreHue TEKCTOB Ha
WHOCTPAHHOM SI3BIKE

YMETp  yMETh  HCIOJB30BAaTh METOABI W MpPHEMBI  peanu3anun | MoHOIOTHYecKoe
00pa3oBaTeNbHBIX MPOTPaMM C HCIIONB30BAHHEM PECYpCOB OpTaHM3AINM, [ BBHICKa3bIBaHHE
OCYIIECTBIITIONINX 00pa30BaTeIbHYIO 1EATCIFHOCTh VYnpaxaeHus

YMETh yMeTh HCHONB30BaTh aJCKBaTHBIC S3BIKOBBIC M CTHIIMCTHYECKHUE
CpeACTBa, XapakTepHBIC IS [IEJIOBOTO M aKaAeMHYEeCKOTO AHCKypCOB, a
WMEHHO, JICJIOBOW KOPPECIIOHICHIIWH, HAyYHBIX CTaTei, MOKIAIOB W
MYJIBTUMEHNHHBIX MPE3eHTAIUH.

YMEeTh yMeTh YCTaHaBIMBaTh W KOHTPOJHPOBATH COONIONEHUE HOPM
MIOBEACHUS WICHOB TPYHOBOTO KOJUICKTHBA HA aHIIMIICKOM SI3BIKE B IpoIiecce
podeCCHOHATBHOM NesTeTHbHOCTH.

YreHne TEKCTOB Ha
MHOCTPAaHHOM SI3BIKE

Bnagers BnazeTh MeTomamMu aHanu3a MpOQEeCcCHOHAIbHOW Cpelbl Kak
chepbl MEKKYIBTYPHOTO B3aUMOJICUCTBHUS, IPUEMAMH BBISBIICHUST BO3MOXKHBIX
MPOOJIEMHBIX CUTYaIINH.

MoHonorugeckoe
BBICKa3bIBaHUE
VYnpaxuenus
YrteHne TEKCTOB Ha
MHOCTPAaHHOM SI3BIKE

3 |MapKeTHHF

OIIK-7
VYK-4
VK-5

YMETh yMeTh HCHONB30BAaTh AaJCKBaTHBIC S3BIKOBHIE W CTHIIMCTHYECKHUE
CpeACTBa, XapakTepHBIC IS [ICJIOBOTO M aKaAeMHUYEeCKOTO JHCKYpCOB, a
WMEHHO, JICJIOBOW KOPPECIIOHICHIWH, HAyYHBIX CTaTe, MOKIAIOB W
MYJBTUMEHNHUHBIX MPE3eHTAUH.

Momnonoruueckoe
BBICKa3bIBaHHE
TepMHUHOTOTHYECKUI
CII0Baph/TIIOCCapHid
VYnpaxuenus
YreHue TEKCTOB Ha
HWHOCTPAHHOM SI3BIKE




BnageTts BrnazeeT HaBBIKAMH KCIONB30BaHMs PECYpCOB OpraHU3aluil mpu
TUTAHUPOBAHUY U OPTaHU3AIMY B3aUMOJICHCTBHS YYACTHUKOB 00Pa30BaTEIbHBIX
OTHOIIICHUH.

Bnagets Bnazerh mpueMamu
TEXHOJOTHMH Ha  aHIIUKCKOM
aKaJeMHYECKOTO B3aUMOACHCTBUS

Bnagers BmaseTh METOAAMH aHadHM3a MPOQECCHOHANBHOM Cpelmbl Kak
chepbl MEXKKYIBTYPHOTO B3aMMOJICHCTBUS, TPUEMAMH BBISIBICHUS BO3MOXHBIX
POOJIEMHBIX CUTYaLUH.

BbI60pa COBPCMCHHBIX KOMMYHHWKATHBHBIX
SA3BIKC JIIsL HpO(l)eCCI/IOHaJ'H)HOFO n

MoHonorugeckoe
BBICKA3bIBaHHE
TepMuHOIOrHUECKUIA
cloBapk/Tioccapuit
VYnpaxHeHus
UreHue TEKCTOB Ha
MHOCTPAaHHOM SI3bIKE

4 |I[eJIOBa;1 KOPPECTIOHICHITHSI

VK-4

YMeTh yMeTh HCHOJIB30BaTh AaJCKBATHBIE SI3BIKOBBIE U CTUWJIMCTHUYECKHUE
CpeAcTBa, XapaKTepHbIC ISl JEJIOBOTO M aKaJeMUYEeCKOro JAHUCKYpCOB, a
UMEHHO, JE€NOBOM KOPPECIOHJCHLMH, HAyuyHBIX CTarei, MOKJIAAOB H
MYJNBTUMEUIHBIX Ipe3eHTalu.

MoHonorugeckoe
BBICKA3bIBaHHE
VYnpaxHeHus
UreHne TEKCTOB Ha
HMHOCTPAHHOM SI3bIKE

BJ'IaL[eTL BJIaACThL NpUEMaMU BbI60pa COBPCMCHHBIX KOMMYHHWKATHBHBIX
TEXHOJIOTHI Ha AHIIUHACKOM SA3BIKC JIIsL HpO(l)CCCI/IOHaJ'H)HOFO n
aKaaCMHUYCCKOIO B3aHMOHeI7[CTBPIH

MoHonorugeckoe
BBICKA3bIBaHHE
VYnpaxHeHus
UreHne TEKCTOB Ha
HMHOCTPAHHOM SI3BbIKE

Tabnuma 5 - Onrcanne ypoBHEH W KpUTEPUEB OIICHUBAHUS KOMIIETCHIIHA, OTIMCAHNE TIKaJl OIIECHUBAHUS
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OIIK-7 OIIK-7 crioco0OeH MIaHupOBaTh U OPraHU30BbIBaTh B3aNMOJICHCTBYS yHaCTHUKOB 00pa30BaTeIbHBIX
OTHOIIEHUN
YK-5 YK-5 cnocobeH aHaIM3upoBaTh M YIUTHIBATH Pa3HOOOpas3ne KyJIbTyp B IIPOLECCE MEKKYIBTYPHOTO
B3aMMOJEHCTBUS
YK-4 YK-4 cniocoOeH NpuMeHsTh COBPEMEHHbBIE KOMMYHHKATHBHBIE TEXHOJIOTHH, B TOM YHCIIE Ha
b

HMHOCTpaHHOM(BIX) S3bIKE(aX), AJIS1 aKaIEMUIECKOTO U MTPO(ECCHOHAIBHOTO B3...




Paznen 3. TumoBble KOHTPOJbHbIE 3aaHMs U (WJIM) HHBbIEe MaTepuaJibl, HEOOXOAUMbIE [JIsl OLEHKHU
IUIAHUPYEMBIX pe3yJibTaToB 00yUYeHHs M0 JUCHHUTIINHE (MOTYJII0)

1. OueHo4YHbBIE CPEACTBA AJIs TEKYIIEro KOHTPOJIsA
Pasnen: MeHemKMEHT
3adanus 0na ouenku 3HaHUIL

1. MoHoJiorH4ecKoe BbICKa3bIBAHUE:

Bapwuant 1

Speak on the topic: "Company Structure"

Use the following material:

Most companies are made up of three groups of people: the shareholders (who provide the capital), the
managementand the workforce. The management structure of a typical company is shown in this organization chart.
At the top of the company hierarchy is the Board of Directors, headed by the Chairperson or President. The Board is
responsible for policy decisions and strategy. It will usually appoint a Managing Director or Chief executive Officer,
who has overall responsibility for the running of the business. Senior managers or company officers head the various
departments or functions within the company, which may include the following:

1. Sales and Marketing

2. Public Relations (PR)

3. Information Technology or IT

4. Personnel or Human Resources (HR)
5. Finance

6. Production

7. Research and Development or R & D
8. Distribution

9. Purchasing

10. Customer Service

BapuanT 2
Speak about the responsibilities of the following people. Use the text to help you.

+ the Managing Director;

» the secretary;

* the receptionist of the firm;

* the personnel officer;

+ the Sales Manager;

* the head of the accounts department;

The Managing Director. He is responsible for the overall running of the firm. He frequently meets representatives of
different firms. They discuss prices, terms of payment and delivery. Sometimes he goes to different cities to discuss
business with their customers. He looks through mail, reads telegrams and letters, speaks on the phone with customers.
He also makes appointments with his business partners.

The secretary. She stands between her boss and his visitors. She helps her boss to plan his time and to finish his work.

She has got a computer, a fax and a telephone on her desk. She looks through the mail. She receives both snail-mail
and e-mail. She types the answers on her computer and sends e-mail correspondence.

The personnel officer. She is responsible for hiring staff and for staff welfare.

The chief accountant. She is responsible for all the money in the firm. She handles payments from customers and
wages for the staff.

The receptionist. She answers the phone and greets visitors. She is terribly busy. Every day she meets lots of people.

She also does lots of typing and filing.

The sales manager. He is responsible for supplying goods to customers.

2. TepMUHOJIOTHYECKHH CJIOBApPb/TJIOCCAPHIi:

Bapuanr 1

CocraBbTe moccapuii Mo TeMe « MeHeHKMEHT

Motivation - energized and persistent goal-directed behavior.

Resume - a document created and used by a person to present their background, skills, and accomplishments
Colleagues - people you work with

Working hours — the number of hours you spend doing your job

Overtime — the time you spend at work after your normal working hours

Salary — the money you receive every month for the work you have done.

7



BapuanT 2

CocraBbTe mioccapuii o Teme «@yHkun MeHemxepay

Personnel - people employed in an organization

Goods - merchandise or possessions.

Customer - a person who buys goods or services from a shop or business.
Consumer - a person who purchases goods and services for personal use.

3. YnpaxxHeHus:

Bapuanr 1

Active Voice

Exercise 1

Identify the tense forms of the verbs in the sentences (the Present Simple, the Present Continuous, the Present Perfect
or the Present Perfect Continuous).Translate the sentences into Russian.

1. He has been solving the problem with the delivery of goods for two days and he says he is about to finish it as he is
sending the last order.

2. Here you are at last! I have been waiting for you for an hour. Where have you been?

3. At last, you have opened the door! It seems to me I have been ringing for an hour.

4. His eyes are red. He has been writing a report all night. He has written 20 pages so far.

5. It has been snowing steadily the whole week and it is still snowing. If it goes on like this, nobody will be able to
reach the camp.

6. They have been discussing this question ever since I am here and they have not come to any decision yet.

7. He has been working at the language all the time and has made great progress.

8. They have just launched a new product to the market and are now trying to distribute it.

Exercise 2

Identify the tense forms of the verbs in the sentences (the Past Simple, the Past Continuous, the Past Perfect or the Past
Perfect Continuous).Translate the sentences into Russian.

1. People were talking German, Italian and English around us. Then the news presenter announced that our team had
won the competition.

2. He said that he did not remember many details in the contract as he had signed it long before.

3. When we left the office, the rain had already stopped. A few minutes later, we were hurrying through the streets to
the bus stop.

4. My colleagues explained that they had been looking for this order for the last three days.

5. They had completed all the preparations for the meeting by 4 o’clock.

6. It was true that he had never taken the slightest interest in his father’s company.

7. She was trying to open her bag as she was walking along the corridor.

8. The company’s profit had been growing steadily for many years before the crisis broke out.

Passive Voice

Exercise 3

Identify the tense forms of the passive verbs in the sentences (the Present Simple, the Present Continuous, and the
Present Perfect). Translate the sentences into Russian.

1. The employee was given some instructions by the supervisor.

2. A welcoming party was being prepared in honour of the foreign visitors.

3. A reconstruction of the city had been carried out on a giant scale before the Olympiad.

4. A great number of new hotels will have been erected by the next tourist season.

Vocabulary Practice

Exercise 4 Do the matching. Match the departments with their activities.

. Sales and Marketing

. Public Relations (PR)

. Information Technology or IT

. Personnel or Human Resources (HR)

. Finance

. Production

. Research and Development or R & D

. Distribution (tocraBka)

9. Purchasing

10. Customer Service

a) Delivers the products so the customers receive them at the right time

b) Pays the salaries, checks how much the company is making and decides how much to spend

c) Sells the products

d) Makes the products

e) Looks after the computers

f) Thinks of ideas for new products

0N DN bW~



g) Recruits new staff

h) Processes orders from customers

1) Buys parts from suppliers

j) Is responsible for participating in events, and promotion through the mass media.

1

c, 2j, 3e, 4g, 5b, 6d, 7f, 8a, 91, 10h

Exercise 5 Common Abbreviations:
R & D is a common abbreviation for Research and Development department.
HR - for Human Resources

BapuanT 2
Passive voice
Exercise 1 Rewrite the sentences in passive voice.

I confirm the reservation.

N

We will deliver the goods immediately.
N

We arranged a meeting.

N

You can cancel the contract within five business days.
N

They execute all orders carefully.

N

You have made a mistake.

N

We are processing your order.

N

Jane had booked a flight.

N

He has not answered our letter.

N

She did not sign the contract.
N

Exercise 2
Make these sentences into the passive voice:

1
2
3
4
5.
6
7
8
9.
1

Ex.3 Read the text. Take a moment and think about how you would describe how your company's principle service or
roduct is produced. Break it down into the smallest steps, and write a description of the steps.

Hits are made at the Ohmpah Express! Internationally famous groups such as the Grammar Junkies and the Homework
Heroes were discovered by the talent scouts of The Ohmpah Express and their unique sounds were developed in weeks

p

0

At The Ohmpah Express, we don't wait for music to happen. Here, music is made. The musical demands of next
summer are predicted now, using complicated statistical models. Rhythms, lyrics and songs are carefully constructed
sing advanced aritifical intilligence (and some alcohol intelligence) and refined until they're guaranteed to sell out

u

Steve answered the email. The email was answered.
. Karl postponed the kick-off meeting.
. Our partner company scheduled the conference call for 2:00.
. Jenny will design a new software solution.
. Wendy archives all the invoices.
Louis addressed the memo to the whole company.
. Nancy hired a specialist to help with the project.
. Vera organizes the maintenance of the company cars.
. Glenda purchases the materials required in production.
Mike cancled the Christmas party due to lack of interest.
0. Phillip and Ella answer customer complaints as they come.

f workshops with our 'rock doctors.'

stadium concerts the world over.

Then, these songs are delivered to the talent we have developed in-house and are turned into platinum-selling albums.

4.

YTeHNne TEKCTOB HA NHOCTPAHHOM fI3bIKE:

Bapuanr 1
IIpounTaiite u nepeBeIUTE TEKCT



Company structure

Most companies are made up of three groups of people: the sharcholders (who provide the capital), the management
and the workforce.The management structure of a typical company is shown in this organization chart.

At the top of the company hierarchy is the Board of Directors, headed by the Chairperson or President. The Board is
responsible for policy decisions and strategy. It will usually appoint a Managing Director or Chief executive Officer,
who has overall responsibility for the running of the business. Senior managers or company officers head the various
departments or functions within the company, which may include the following:

. Sales and Marketing

. Public Relations (PR)

. Information Technology or IT

. Personnel or Human Resources (HR)

. Finance

. Production

. Research and Development or R & D

. Distribution

9. Purchasing

10. Customer Service

Kinds of Companies in the UK

Sole Trader or Sole Proprietor

The simplest way of starting a business. You are self-employed and entirely responsible for all aspects of the
management of your business.

A single person may operate as a sole trader, which is the oldest form of business, and even if he employs many
people, he alone is responsible for management and, thus, for any debts. There are many one-man owners, for
example: a farmer, a doctor, a solicitor, an estate agent, a garage man, a jobber, a builder, a hairdresser, etc.

Partnership

Two or more people starting a business together can set up a partnership. All partners are responsible for the debts of
the partnership, and profits and losses are shared between them. The share is not necessary an equal one, but depends
upon the partnership agreement among them. This usually reflects the amount of capital each partner has invested in
the busi ness. Partnerships can be formed very easily and the legal position of partners is not very different from that
of sole traders. They are firms of solicitors, architects, auditors, management consultants, etc. The names of all the
partners of the firm are printed on the stationery of a partnership.

The most common type of a company in the United Kingdom is the limited liability company. At the end of the name
of such a company the word Ltd is used. For example: Wilson and Son Ltd. The equivalent to this kind of company
can be found all over the world.

The members of a limited company have limited liability. This means that if the business has difficulties, the members
can be made to pay its debts only up in a certain limit. Normally this limit is the amount unpaid on shares they hold
(limited by shares), or the amount they have guaranteed to contribute to company assets (limited by guarantee). The
company's liability itself is not limited; as long as the business has money or assets, creditors may sue. But they cannot
sue the members as individuals beyond their stated limits.

09NN bW

BapuanT 2
IIpounTaiite u nepeBeUTE TEKCT
The Main Forms of Business Organization

Business is the production, distribution, and sale of goods and services for the benefit of the buyer and the profit of the
seller. In the modern world the control of production is largely in the hands of individual businesspeople or
entrepreneurs, who organize and direct industry for gaining profits.

There are three principal forms of business organization. These forms are: the sole proprietorship, the partnership and
the corporation.

The sole proprietorship is the simplest form of business organization, which is owned by one person. For example,
more than 80 per cent of all businesses in the United States are sole proprietorships.

In this form of organization the owner is responsible for its success or failure. The sole proprietorship has its
advantages and certain drawbacks. The single owner is seldom able to invest much capital. If the single owners are
able to invest large amounts of capital they run great risk of losing it all because they are personally liable for all debts
of their businesses. This is called unlimited liability.

Partnership is a form of organization when two or more people starting a business together. All partners are
responsible for the debts of the partnership and profits and loses are shared between them.

Corporation is chartered by the state in which it has headquarters. It is considered by law to be a unique entity,
separate and apart from those who own it. A corporation can be taxed; it can be sued; it can enter into contractual
agreements. The owners of a corporation are its shareholders. The shareholders elect a board of directors to oversee
the major policies and decisions.

10



3aoanus ons oyenku ymenuii

1. MoHoJiorH4ecKoe BbICKa3bIBAHUE:

Bapwuant 1

Speak on the topic: "Company Structure"

Use the following material:

Most companies are made up of three groups of people: the shareholders (who provide the capital), the
managementand the workforce. The management structure of a typical company is shown in this organization chart.
At the top of the company hierarchy is the Board of Directors, headed by the Chairperson or President. The Board is
responsible for policy decisions and strategy. It will usually appoint a Managing Director or Chief executive Officer,
who has overall responsibility for the running of the business. Senior managers or company officers head the various
departments or functions within the company, which may include the following:

1. Sales and Marketing

2. Public Relations (PR)

3. Information Technology or IT

4. Personnel or Human Resources (HR)
5. Finance

6. Production

7. Research and Development or R & D
8. Distribution

9. Purchasing

10. Customer Service

BapuanT 2
Speak about the responsibilities of the following people. Use the text to help you.

* the Managing Director;

* the secretary;

* the receptionist of the firm;

* the personnel officer;

» the Sales Manager;

* the head of the accounts department;

The Managing Director. He is responsible for the overall running of the firm. He frequently meets representatives of
different firms. They discuss prices, terms of payment and delivery. Sometimes he goes to different cities to discuss
business with their customers. He looks through mail, reads telegrams and letters, speaks on the phone with customers.
He also makes appointments with his business partners.

The secretary. She stands between her boss and his visitors. She helps her boss to plan his time and to finish his work.

She has got a computer, a fax and a telephone on her desk. She looks through the mail. She receives both snail-mail
and e-mail. She types the answers on her computer and sends e-mail correspondence.

The personnel officer. She is responsible for hiring staff and for staff welfare.

The chief accountant. She is responsible for all the money in the firm. She handles payments from customers and
wages for the staff.

The receptionist. She answers the phone and greets visitors. She is terribly busy. Every day she meets lots of people.

She also does lots of typing and filing.

The sales manager. He is responsible for supplying goods to customers.

3adanus 01a ouenku é1a0eHuil
Pasnen: JlenoBast koppeCIOHACHINS
3aoanus 01a ouenku 3HaAHUIL

1. MoHoJiorH4ecKoe BbICKa3bIBAHUE:

Bapuanr 1

Speak on the topic: "OUR UNIVERSITY. MY RESEARCH WORK"
Use the following material:
South—Ural State Humanitarian Pedagogical University is one of the oldest educational establishments in the city.
It was founded in 1935. Every year hundreds of young men and women enter different faculties of the university.
There are full-time and part-time students who will get their Bachelor’s degree after graduation. Besides, there are
courses for postgraduates who are involved in research work and do their Master’s and Doctor’s Degrees. [ am a

11



postgraduate student. I am studying at the two-year Master’s Course at the Department of Mathematics and Physics.
The academic staff of the faculty, with the dean at the head, consists of professors, lecturers and assistants. They
deliver lectures and hold seminars on different subjects. The courses are continually being updated so the students
have a chance to receive the most up-to-date knowledge.

To enroll in the Master’s Course, I handed in my application in summer. I had to take entrance exams in Mathematics,
Physics, Pedagogics, and Philosophy. I did well and became a student.

My programme is research-oriented. I will have to present my thesis at the end of the Master’s Course.

With the support of my scientific supervisor, ,  have chosen the topic of my research:

13 ’

Here is a short abstract of the research.
It deals with the problem of

The factors influencing are discussed in the work.
The main features of are defined.

The classification of is presented in detail.

The peculiar character of is pointed out.

are/ is given special attention to.
The issues highlighted in the research are up-to-date and pressing.

BapuanT 2

Speak on the topic: "MY SCIENTIFIC WORK"

Use the following material:

My major interest is in the field of....

The title of my future thesis is....

My tutor is ....

The research I am doing now is a part of a bigger work../ within the framework of the academic research
conducted by professor.../a group of scientists...

This work is devoted to an important problem into which too few scientists have researched until now.

Earlier studies of this subject show that the problem has not been yet properly explored.

My study deals in the problems of.../is devoted to the investigation of...

It touches upon the problems of...

The main purpose/goal/aim of it is..to find out/to define/to characterize/explore/toinvestigate/to
analyse/to gain/.....

It is aimed at .....

I set myself a task to/of...

the tasks that face us /that we are faced with/are as follows...

2. YnpakHeHHs:

Bapwuant 1

NUMERALS
YUCJINTEJIBHBIE
Ex. 1. Form, read and write ordinal numerals from the following cardinal numer-als: 1; 11; 100; 110; 2; 12; 20; 22; 3;
30; 300; 5; 15; 50; 8; 18; 80; 9, 90.
Ex. 2. Read and write the following.
a) numbers: 3, 64, 75,0, 18, 13, 21,189, 215, 742, 1 645, 5413, 9 307, 11 326,
81099, 55000, 41 309 714, 119 500 000, 715 211894, 638409205;
b) dates: 1812; 56 BC; 100AD; May 9th 1945; 11th October 1066; 14th December 1825; September 11th 2001; 7
June 2016; September 1st 1939; 12th December, 2012; June 6th 2000;
c) fractions: 2.5; 3.164; 0.714; 0.009; 0.205; 48.332; 3, Y2; 8%; 27%; %5,
d) Room 306; Note 3; house 13; bus 261; trolleybus 18; Picture 212; Ex. 19.
Ex. 3. Read and write the titles.
Peter I — Peter the First.
Henry VI, Elizabeth II, James I, Catherine II, Charles V, Paul III.
Ex. 4. Count and read.
1)213 -245=
2) 2400 : 60 =
3)33x4=
4)2.5+35=5)7*-33=
6)75%:5=
7) 6% -2 =
8)1,45x2.81=
12



Ex. 5. Translate into English.

1. Teicsya yeTblpecTa KUIOMETPOB. 2. Thicsiun Munb. 3. IISTh THICSY AOLIApOB.

4. Cornu Jsiet. 5. Cro siet. 6. Muumons! moneid. 7. Tpyu MIIIIIMOHA IBECTH MATHICCAT Thicsd pyoneid. 8. Tpu ¢
MOJOBUHOM Kuitorpamma. 9. JIBaauars Tpu CaHTUMETpA.

10. IlectscoT BocembaecaT net. 11. Tpu uerBeptu ToHHBL 12. 0.75 npouenra. 13. Tpu uerBeptH yaca. 14. learoe
suBaps 2000 rozga. 15. BoceMb B ueTBEpTOil cTemne-HHU.

16. 39° C Bbiie Homs. 17. 5° C vmke Hons. 18. Crpanuuna 375.

BapuanT 2
Numbers
Exercises
1. Write the words as numbers.
eleven —
ninety-nine —
four hundred and thirty-two —
six thousand —
eight —
2. Write the numbers as words.
20 —
62 —
3 -
17 —
300 —
3. What is the correct spelling?
14 —
15—
40 —
50 —
80 —
4. Write the numbers
462
2172
2,345
6.75
0.25
31/3
1,250,000
10.04
52%
September, 10th = the
July, 3rd = the

602 8477 [phone number]
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1903 [date]

1876 [date]

2-0 [football match]
13/4
3,000,000,000

2,000,000

3. UTreHue TEKCTOB Ha NHOCTPAHHOM fiI3bIKE:

Bapwuant 1
IIpounraiite U nepeBEeaUTE TEKCT

BUSINESS CORRESPONDENCE

Business correspondence can be divided into several sections:

I. Commercial Correspondence

II. Business Trip Correspondence

III. Application Correspondence

I. Commercial Correspondence

Commercial Correspondence includes the following types of letters:

1) A letter of inquiry — mrcsMo-3anpoc

2) A letter of offer — muceMo-ipeioxkeHue

3) A letter of order — nmucbMo-3aKa3

4) A letter of complaint — muCbMO-TIpeTEH3US

5) A letter of apology — mucsrMo U3BUHEHHE

II. Business Trip Correspondence

Business trips are an important part of any business and need careful planning. Correspondence connected with
business trips usually concerns a hotel room reservation (booking a hotel room), a request to arrange a meeting, a
request to rent a car, confirmation of these activities and gratitude for help.

1) A letter of request — mrceMo-tipocs0a (It contains the request itself in plain language, all the necessary data, such as
names, dates and necessary requirements, gratitude for the actions that will be taken, and a request for confirmation).
2) A letter of invitation — muceMo-nipuritamenue (It contains the date, the time, the place of the event to which the
addressee is invited. At the end of the letter the request to confirm coming is expressed).

3) A letter arranging a meeting — nucsMo o HazHaueHuH Berpeun (It contains the date, the time, the place of the
meeting, the list of the discussion points or the theme. There is also a list of the participants. At the end of the letter the
request to confirm coming is expressed.)

4) A letter of confirmation — muceMo-noaTBepkaenue (It usually starts with the reference to prior correspondence. It
is sent to confirm the sender’s coming to the event or meeting. In this case, you should thank the addressee for the
invitation. It can also be an answer to the request to rent a car or to book a room. In this case, you should describe the
actions you have taken and their result.

5) A thank-you letter — mcemo 6maromaprocTs. This kind of letter is an effective way of developing good
relationship. It must contain “thank you” at the beginning, and then express sincere gratitude and friendly attitude to
the addressee.

BapuanT 2
IIpouunraiite U mepeBeaUTE TEKCT

HOW TO WRITE A BUSINESS LETTER

WHAT'S YOUR POINT? STATE IT CLEARLY AND CONCISELY

A good business letter does not ramble on; it supplies all pertinent information in a clear and concise manner. Using 1"
margins and a serif font such as Times New Roman (12 point) or Georgia (11 point), your sentences should be no
longer than 2 % lines, preferably shorter. Conventional business correspondence contains the date, inside address,
salutation, etc., in addition to the body of the letter. The complete letter should still fit easily on one side of an 8 /2" x
11" sheet of paper. Pretend that you are on a limited budget and every word you use has a price tag. Consequently, you
must be frugal with the number of written words in every sentence.

STATE YOUR PURPOSE IN THE OPENING SENTENCE

14



Many professionals process large amounts of written material daily and learn how to skim their mail quickly and
effectively. There are really not enough hours in the day for a busy person to read each letter slowly, word for word.

For these reasons, it is necessary to state your purpose in the opening sentence of the letter. It is also best to use active

voice instead of passive voice. Passive voice requires longer verb forms, building longer sentences that are tiresome to
read.

USE A FORMAL TONE

Although it is important to write a letter that sounds natural and is not long-winded, remember that the tone of a
business letter should be more formal than normal, conversational English. If you are trying to impress someone with
your education and credentials, avoid using slang and idiomatic expressions. Run-on sentences may have a negative
effect on the reader as well. If you crowd too many ideas into one sentence, the reader may become lost in the tangle
of words. After skimming the first few sentences, a reader may slow down and read a well-written letter more closely,
but may quickly toss one into the "circular file" if it is difficult to read or unprofessional. You do not want to write a
letter that provokes confusion, annoyance, or amusement.

CORRECT SPELLING AND GRAMMATICAL ERRORS

Even though someone may be skimming your letter, do not assume that he or she won't notice any spelling or
grammatical mistakes. The most popular word-processing programs have writing tools such as spell checks,
dictionaries, and grammar tips. Make sure these features are activated in your program and learn how to use them.
Remember, however, that a spell check will not help if you spell the word correctly but use it incorrectly. For example,
the words "affect" and "effect" are often mistakenly interchanged. Consult a dictionary if you are unsure of your word
usage.

REREAD YOUR LETTER

Many people write an important letter, print it out and mail it without further consideration. If possible, let your
finished letter sit on the computer for an hour or two, then go back and reread it. Do not skim your letter. Read it
closely and you may be surprised at the number of simple mistakes you will find. If you do find mistakes, correct them
and read it again. Can you read it through without finding more mistakes or rewriting any sentences? Have you stated
your ideas as clearly and concisely as possible? If not, then your letter is not ready to mail. It takes patience to write a
good business letter. With time and experience, however, your letters will begin to flow more quickly and easily.

GET A SECOND OPINION

If you have a competent friend who is willing to help you, it is a good idea to get a second opinion on both your letter
content and structure. Your helper may read the letter silently or you can read the letter out loud and ask for his or her
reaction and comments. Even if you are alone, reading the letter out loud may still prove useful as your brain will
process the information differently than it would if you read the letter silently.

3aoanus onsn oyenku ymenuii

1. MoHoJiorH4ecKoe BbICKa3bIBAHUE:

Bapuanr 1

Speak on the topic: "OUR UNIVERSITY. MY RESEARCH WORK"

Use the following material:

South—Ural State Humanitarian Pedagogical University is one of the oldest educational establishments in the city.

It was founded in 1935. Every year hundreds of young men and women enter different faculties of the university.
There are full-time and part-time students who will get their Bachelor’s degree after graduation. Besides, there are
courses for postgraduates who are involved in research work and do their Master’s and Doctor’s Degrees. [ am a
postgraduate student. I am studying at the two-year Master’s Course at the Department of Mathematics and Physics.
The academic staff of the faculty, with the dean at the head, consists of professors, lecturers and assistants. They
deliver lectures and hold seminars on different subjects. The courses are continually being updated so the students
have a chance to receive the most up-to-date knowledge.

To enroll in the Master’s Course, I handed in my application in summer. I had to take entrance exams in Mathematics,
Physics, Pedagogics, and Philosophy. I did well and became a student.

My programme is research-oriented. I will have to present my thesis at the end of the Master’s Course.

With the support of my scientific supervisor, , I have chosen the topic of my research:

113 ER)

Here is a short abstract of the research.
It deals with the problem of

The factors influencing are discussed in the work.
The main features of are defined.

The classification of is presented in detail.

The peculiar character of is pointed out.

are/ is given special attention to.
The issues highlighted in the research are up-to-date and pressing.

BapuanT 2
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Speak on the topic: "MY SCIENTIFIC WORK"

Use the following material:

My major interest is in the field of....

The title of my future thesis is....

My tutor is ....

The research I am doing now is a part of a bigger work../ within the framework of the academic research
conducted by professor.../a group of scientists...

This work is devoted to an important problem into which too few scientists have researched until now.

Earlier studies of this subject show that the problem has not been yet properly explored.

My study deals in the problems of.../is devoted to the investigation of...

It touches upon the problems of...

The main purpose/goal/aim of it is..to find out/to define/to characterize/explore/toinvestigate/to
analyse/to gain/.....

It is aimed at .....

I set myself a task to/of...

the tasks that face us /that we are faced with/are as follows...

2. Ynpa:kHeHMs:

Bapuant 1

NUMERALS

YUCJIUTEJILHBIE

Ex. 1. Form, read and write ordinal numerals from the following cardinal numer-als: 1; 11; 100; 110; 2; 12; 20; 22; 3;
30; 300; 5; 15; 50, 8; 18; 80; 9, 90.

Ex. 2. Read and write the following.

a) numbers: 3, 64,75, 0, 18, 13, 21,189, 215, 742, 1 645, 5413, 9 307, 11 326,

81099, 55 000, 41 309 714, 119 500 000, 715 211894, 638409205;

b) dates: 1812; 56 BC; 100AD; May 9th 1945; 11th October 1066; 14th December 1825; September 11th 2001; 7
June 2016; September 1st 1939; 12th December, 2012; June 6th 2000;

c) fractions: 2.5; 3.164; 0.714; 0.009; 0.205; 48.332; V4; V4; 8%; 27%; %5;

d) Room 306; Note 3; house 13; bus 261; trolleybus 18; Picture 212; Ex. 19.

Ex. 3. Read and write the titles.

Peter I — Peter the First.

Henry VI, Elizabeth II, James I, Catherine 11, Charles V, Paul III.

Ex. 4. Count and read.

1)213 -245=

2) 2400 : 60 =

3)33x4=

4)2.5+3.5=5)7*-33=

6)75%: 5=

7) 6% -2V =

8)1,45x281=

Ex. 5. Translate into English.

1. Toicsiua yeTbIpecTa KUIOMETPOB. 2. Thicsiun Muib. 3. [14Th THICAY 10OJIApOB.

4. Cornu Jsiet. 5. Cro siet. 6. Muwummons! monei. 7. Tpu MIIIIIMOHA IBECTH MATHIECAT Thicsd pyoneid. 8. Tpu ¢
MOJIOBUHOM KUIIorpamma. 9. J[Baanars Tpu CaHTUMETPA.

10. [lectscoT BocembaecaT net. 11. Tpu uerBeptu ToHHBL 12. 0.75 npouenra. 13. Tpu uerBeptH yaca. 14. [learoe
sHBapd 2000 roza. 15. BoceMb B ueTBEpTOil cTene-HHU.

16. 39° C Bbiie Homs. 17. 5° C vmke Homs. 18. Crpanuna 375.

BapuanT 2
Numbers

Exercises
1. Write the words as numbers.

eleven —

ninety-nine —

four hundred and thirty-two —
six thousand —

16



eight —
2. Write the numbers as words.
20 —
62 —
3 -
17 —
300 —
3. What is the correct spelling?
14 —
15—
40 —
50 —
80 —
4. Write the numbers
462
2172
2,345
6.75
0.25
3173
1,250,000
10.04
52%
September, 10th = the
July, 3rd = the
602 8477 [phone number]
1903 [date]
1876 [date]
2-0 [football match]
13/4
3,000,000,000

2,000,000

3. UTreHue TEKCTOB Ha NHOCTPAHHOM fI3bIKE:

Bapuanr 1
IIpounTaiite u nepeBeIUTE TEKCT

BUSINESS CORRESPONDENCE
Business correspondence can be divided into several sections:
I. Commercial Correspondence

17



II. Business Trip Correspondence

III. Application Correspondence

I. Commercial Correspondence

Commercial Correspondence includes the following types of letters:

1) A letter of inquiry — mucpMo-3arpoc

2) A letter of offer — muceMo-nipesioxkeHwe

3) A letter of order — mucbMo-3aKa3

4) A letter of complaint — mICbMO-TIpeTEH3US

5) A letter of apology — nuceMo U3BHHEHHE

II. Business Trip Correspondence

Business trips are an important part of any business and need careful planning. Correspondence connected with
business trips usually concerns a hotel room reservation (booking a hotel room), a request to arrange a meeting, a
request to rent a car, confirmation of these activities and gratitude for help.

1) A letter of request — mrceMo-tipock0a (It contains the request itself in plain language, all the necessary data, such as
names, dates and necessary requirements, gratitude for the actions that will be taken, and a request for confirmation).
2) A letter of invitation — mucemo-nipuriamenue (It contains the date, the time, the place of the event to which the
addressee is invited. At the end of the letter the request to confirm coming is expressed).

3) A letter arranging a meeting — mucsMo o HazHaueHuH Berpeun (It contains the date, the time, the place of the
meeting, the list of the discussion points or the theme. There is also a list of the participants. At the end of the letter the
request to confirm coming is expressed.)

4) A letter of confirmation — muceMo-noaTeepkaenue (It usually starts with the reference to prior correspondence. It
is sent to confirm the sender’s coming to the event or meeting. In this case, you should thank the addressee for the
invitation. It can also be an answer to the request to rent a car or to book a room. In this case, you should describe the
actions you have taken and their result.

5) A thank-you letter — mucemo 6maromaprocTs. This kind of letter is an effective way of developing good
relationship. It must contain “thank you” at the beginning, and then express sincere gratitude and friendly attitude to
the addressee.

BapuanT 2
IIpouunraiite U nepeBeaUTE TEKCT

HOW TO WRITE A BUSINESS LETTER

WHAT'S YOUR POINT? STATE IT CLEARLY AND CONCISELY

A good business letter does not ramble on; it supplies all pertinent information in a clear and concise manner. Using 1"

margins and a serif font such as Times New Roman (12 point) or Georgia (11 point), your sentences should be no
longer than 2 % lines, preferably shorter. Conventional business correspondence contains the date, inside address,

salutation, etc., in addition to the body of the letter. The complete letter should still fit easily on one side of an 8 /2" x

11" sheet of paper. Pretend that you are on a limited budget and every word you use has a price tag. Consequently, you
must be frugal with the number of written words in every sentence.

STATE YOUR PURPOSE IN THE OPENING SENTENCE

Many professionals process large amounts of written material daily and learn how to skim their mail quickly and
effectively. There are really not enough hours in the day for a busy person to read each letter slowly, word for word.

For these reasons, it is necessary to state your purpose in the opening sentence of the letter. It is also best to use active

voice instead of passive voice. Passive voice requires longer verb forms, building longer sentences that are tiresome to
read.

USE A FORMAL TONE

Although it is important to write a letter that sounds natural and is not long-winded, remember that the tone of a
business letter should be more formal than normal, conversational English. If you are trying to impress someone with
your education and credentials, avoid using slang and idiomatic expressions. Run-on sentences may have a negative
effect on the reader as well. If you crowd too many ideas into one sentence, the reader may become lost in the tangle
of words. After skimming the first few sentences, a reader may slow down and read a well-written letter more closely,
but may quickly toss one into the "circular file" if it is difficult to read or unprofessional. You do not want to write a
letter that provokes confusion, annoyance, or amusement.

CORRECT SPELLING AND GRAMMATICAL ERRORS

Even though someone may be skimming your letter, do not assume that he or she won't notice any spelling or
grammatical mistakes. The most popular word-processing programs have writing tools such as spell checks,
dictionaries, and grammar tips. Make sure these features are activated in your program and learn how to use them.
Remember, however, that a spell check will not help if you spell the word correctly but use it incorrectly. For example,
the words "affect" and "effect" are often mistakenly interchanged. Consult a dictionary if you are unsure of your word
usage.

REREAD YOUR LETTER
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Many people write an important letter, print it out and mail it without further consideration. If possible, let your
finished letter sit on the computer for an hour or two, then go back and reread it. Do not skim your letter. Read it
closely and you may be surprised at the number of simple mistakes you will find. If you do find mistakes, correct them
and read it again. Can you read it through without finding more mistakes or rewriting any sentences? Have you stated
your ideas as clearly and concisely as possible? If not, then your letter is not ready to mail. It takes patience to write a
good business letter. With time and experience, however, your letters will begin to flow more quickly and easily.

GET A SECOND OPINION

If you have a competent friend who is willing to help you, it is a good idea to get a second opinion on both your letter
content and structure. Your helper may read the letter silently or you can read the letter out loud and ask for his or her
reaction and comments. Even if you are alone, reading the letter out loud may still prove useful as your brain will
process the information differently than it would if you read the letter silently.

3adanus 0na ouenku é1a0eHuil

1. MoHoJiorH4ecKoe BbICKa3bIBAHUE:

Bapwuant 1

Speak on the topic: "OUR UNIVERSITY. MY RESEARCH WORK"

Use the following material:

South—Ural State Humanitarian Pedagogical University is one of the oldest educational establishments in the city.

It was founded in 1935. Every year hundreds of young men and women enter different faculties of the university.
There are full-time and part-time students who will get their Bachelor’s degree after graduation. Besides, there are
courses for postgraduates who are involved in research work and do their Master’s and Doctor’s Degrees. I am a
postgraduate student. I am studying at the two-year Master’s Course at the Department of Mathematics and Physics.
The academic staff of the faculty, with the dean at the head, consists of professors, lecturers and assistants. They
deliver lectures and hold seminars on different subjects. The courses are continually being updated so the students
have a chance to receive the most up-to-date knowledge.

To enroll in the Master’s Course, I handed in my application in summer. I had to take entrance exams in Mathematics,
Physics, Pedagogics, and Philosophy. I did well and became a student.

My programme is research-oriented. I will have to present my thesis at the end of the Master’s Course.

With the support of my scientific supervisor, ,  have chosen the topic of my research:

13 2

Here is a short abstract of the research.
It deals with the problem of

The factors influencing are discussed in the work.
The main features of are defined.

The classification of is presented in detail.

The peculiar character of is pointed out.

are/ is given special attention to.
The issues highlighted in the research are up-to-date and pressing.

BapuanT 2

Speak on the topic: "MY SCIENTIFIC WORK"

Use the following material:

My major interest is in the field of....

The title of my future thesis is....

My tutor is ....

The research I am doing now is a part of a bigger work../ within the framework of the academic research
conducted by professor.../a group of scientists...

This work is devoted to an important problem into which too few scientists have researched until now.

Earlier studies of this subject show that the problem has not been yet properly explored.

My study deals in the problems of.../is devoted to the investigation of...

It touches upon the problems of...

The main purpose/goal/aim of it is..to find out/to define/to characterize/explore/toinvestigate/to
analyse/to gain/.....

It is aimed at .....

I set myself a task to/of...

the tasks that face us /that we are faced with/are as follows...

2. YnpakHeHHs:
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Bapuanr 1

NUMERALS

YUCJIUTEJILHBIE

Ex. 1. Form, read and write ordinal numerals from the following cardinal numer-als: 1; 11; 100; 110; 2; 12; 20; 22; 3;
30; 300; 5; 15; 50, 8; 18; 80; 9, 90.

Ex. 2. Read and write the following.

a) numbers: 3, 64,75, 0, 18, 13, 21,189, 215, 742, 1 645, 5413, 9 307, 11 326,

81099, 55 000, 41 309 714, 119 500 000, 715 211894, 638409205;

b) dates: 1812; 56 BC; 100AD; May 9th 1945; 11th October 1066; 14th December 1825; September 11th 2001; 7
June 2016; September 1st 1939; 12th December, 2012; June 6th 2000;

c) fractions: 2.5; 3.164; 0.714; 0.009; 0.205; 48.332; V5; V4; 8%; 27%; %5;

d) Room 306; Note 3; house 13; bus 261; trolleybus 18; Picture 212; Ex. 19.

Ex. 3. Read and write the titles.

Peter I — Peter the First.

Henry VI, Elizabeth II, James I, Catherine 11, Charles V, Paul II1.

Ex. 4. Count and read.

1)213-245=

2) 2400 : 60 =

3)33x4=

4)2.5+3.5=5)7*-33=

6)75%: 5=

7) 6% -2V =

8)1,45x281=

Ex. 5. Translate into English.

1. Teicsiua yeTbIpecTa KUIOMETPOB. 2. Thicsiun Muib. 3. [14Th THICAY OJIApOB.

4. Cornu siet. 5. Cro siet. 6. Muumons! monei. 7. Tpu MIIIIIMOHA IBECTH MATHICCAT ThIcd pyoneid. 8. Tpu ¢
MOJIOBUHOM KUITorpaMma. 9. JIBaanars Tpu CaHTUMETPA.

10. IlectecoT BocembaecaT net. 11. Tpu uerBeptu ToHHBL 12. 0.75 npouenra. 13. Tpu uerBeptH yaca. 14. [leparoe
sauBapd 2000 rozga. 15. BoceMb B ueTBEpTOil cTemne-HHU.

16. 39° C Boiie Homs. 17. 5° C vmke Homs. 18. Crpanuna 375.

BapuanT 2
Numbers

Exercises
1. Write the words as numbers.

eleven —

ninety-nine —

four hundred and thirty-two —
six thousand —

eight —

2. Write the numbers as words.

20—
62 —
3>

17 —
300 —

3. What is the correct spelling?
14 —

15—

40 —

50 —

80 —

4. Write the numbers

462

21/2

2,345
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3. UTreHue TEKCTOB Ha NHOCTPAHHOM fI3bIKE:

Bapuanr 1
IIpounTaiite u nepeBeIUTE TEKCT

BUSINESS CORRESPONDENCE

Business correspondence can be divided into several sections:

I. Commercial Correspondence

II. Business Trip Correspondence

II1. Application Correspondence

I. Commercial Correspondence

Commercial Correspondence includes the following types of letters:

1) A letter of inquiry — mucpmo-3anpoc

2) A letter of offer — nucemo-nipenokeHne

3) A letter of order — mucpmo-3aka3

4) A letter of complaint — mucbMO-TIpeTEH3US

5) A letter of apology — mrceMo U3BHHEHNE

II. Business Trip Correspondence

Business trips are an important part of any business and need careful planning. Correspondence connected with
business trips usually concerns a hotel room reservation (booking a hotel room), a request to arrange a meeting, a
request to rent a car, confirmation of these activities and gratitude for help.

1) A letter of request — mucemo-nipocs0Oa (It contains the request itself in plain language, all the necessary data, such as
names, dates and necessary requirements, gratitude for the actions that will be taken, and a request for confirmation).
2) A letter of invitation — mucemo-nipurnamenue (It contains the date, the time, the place of the event to which the
addressee is invited. At the end of the letter the request to confirm coming is expressed).

3) A letter arranging a meeting — nucsMo o Ha3HadeHuH BeTpeuH (It contains the date, the time, the place of the
meeting, the list of the discussion points or the theme. There is also a list of the participants. At the end of the letter the
request to confirm coming is expressed.)

4) A letter of confirmation — mucemo-nioarBepxaenue (It usually starts with the reference to prior correspondence. It
is sent to confirm the sender’s coming to the event or meeting. In this case, you should thank the addressee for the
invitation. It can also be an answer to the request to rent a car or to book a room. In this case, you should describe the
actions you have taken and their result.

5) A thank-you letter — mucemo 6maronaprocts. This kind of letter is an effective way of developing good
relationship. It must contain “thank you” at the beginning, and then express sincere gratitude and friendly attitude to
the addressee.

BapuanT 2
IIpounTaiite u nepeBeIUTE TEKCT

HOW TO WRITE A BUSINESS LETTER

WHAT'S YOUR POINT? STATE IT CLEARLY AND CONCISELY

A good business letter does not ramble on; it supplies all pertinent information in a clear and concise manner. Using 1"
margins and a serif font such as Times New Roman (12 point) or Georgia (11 point), your sentences should be no
longer than 2 ' lines, preferably shorter. Conventional business correspondence contains the date, inside address,

salutation, etc., in addition to the body of the letter. The complete letter should still fit easily on one side of an 8 /2" x

11" sheet of paper. Pretend that you are on a limited budget and every word you use has a price tag. Consequently, you
must be frugal with the number of written words in every sentence.

STATE YOUR PURPOSE IN THE OPENING SENTENCE

Many professionals process large amounts of written material daily and learn how to skim their mail quickly and
effectively. There are really not enough hours in the day for a busy person to read each letter slowly, word for word.

For these reasons, it is necessary to state your purpose in the opening sentence of the letter. It is also best to use active

voice instead of passive voice. Passive voice requires longer verb forms, building longer sentences that are tiresome to
read.

USE A FORMAL TONE

Although it is important to write a letter that sounds natural and is not long-winded, remember that the tone of a
business letter should be more formal than normal, conversational English. If you are trying to impress someone with
your education and credentials, avoid using slang and idiomatic expressions. Run-on sentences may have a negative
effect on the reader as well. If you crowd too many ideas into one sentence, the reader may become lost in the tangle
of words. After skimming the first few sentences, a reader may slow down and read a well-written letter more closely,
but may quickly toss one into the "circular file" if it is difficult to read or unprofessional. You do not want to write a
letter that provokes confusion, annoyance, or amusement.

CORRECT SPELLING AND GRAMMATICAL ERRORS
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Even though someone may be skimming your letter, do not assume that he or she won't notice any spelling or
grammatical mistakes. The most popular word-processing programs have writing tools such as spell checks,
dictionaries, and grammar tips. Make sure these features are activated in your program and learn how to use them.
Remember, however, that a spell check will not help if you spell the word correctly but use it incorrectly. For example,
the words "affect" and "effect" are often mistakenly interchanged. Consult a dictionary if you are unsure of your word
usage.

REREAD YOUR LETTER

Many people write an important letter, print it out and mail it without further consideration. If possible, let your
finished letter sit on the computer for an hour or two, then go back and reread it. Do not skim your letter. Read it
closely and you may be surprised at the number of simple mistakes you will find. If you do find mistakes, correct them
and read it again. Can you read it through without finding more mistakes or rewriting any sentences? Have you stated
your ideas as clearly and concisely as possible? If not, then your letter is not ready to mail. It takes patience to write a
good business letter. With time and experience, however, your letters will begin to flow more quickly and easily.

GET A SECOND OPINION

If you have a competent friend who is willing to help you, it is a good idea to get a second opinion on both your letter
content and structure. Your helper may read the letter silently or you can read the letter out loud and ask for his or her
reaction and comments. Even if you are alone, reading the letter out loud may still prove useful as your brain will
process the information differently than it would if you read the letter silently.

Paznen: Mapketunr
3aoanus 01 oyenKu 3HAHUL
3aoanusa 0na oyenKu ymenuii

1. MoHo0JIOTHYECKO€e BHICKA3LIBAHHE:

Bapwuant 1

Speak on the topic: "Motivation at work".
Use the following material:

What is important to you in choosing a job? What offers the greatest/the least job satisfac—tion in your opinion?
Consider the points below and put them in order of importance. Add anything else that is important to you. Explain
your answers to the rest of the group.
1. Challenge.

. Meeting people through work.

. Security.

. The respect of colleagues.

. Comfortable working conditions.

. Company car.

. Status in your organisation.

. Social status.

9. Learning something new.

10. Personal freedom.

11. Being part of a team.

12. Exercising power.

13. Helping other people.

14. Being praised by your superiors.
15. Being promoted.

16. Making money.

17. Interesting work.

18. Flexible working hours.

19. Short working hours.

20. Supportive boss.

21. Friendly colleagues.

22. Proximity to your home.

23. Good holidays.

24. Good pension.

25. Health insurance.

26. Responsibility.

0 3O\ D KW

BapuanT 2

Speak about planning your career. Use the following information
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The career planning process has four steps:
Step 1: knowing yourself

Step 2: finding out

Step 3: making decisions

Step 4: taking action

Step 1: knowing yourself
Begin by thinking about where you are now, where you want to be and how you’re going to get there.

Once you have thought about where you are at now and where you want to be, you can work on getting to know your
skills, interests and values.

Begin by asking yourself the following questions:

Where am I at now?

Where do I want to be?

What do I want out of a job or career?
What do I like to do?

What are my strengths?

What is important to me?

At the end of this step you will have a clearer idea of your work or learning goal and your individual preferences. You
can use this information about yourself as your personal ‘wish list” against which you can compare all the information
you gather in Step 2: finding out. Your personal preferences are very useful for helping you choose your best option at
this point in time, which you can do in Step 3: making decisions.

Step 2: finding out

This step is about exploring the occupations and learning areas that interest you. Once you have some idea of your
occupational preferences you can research the specific skills and qualifications required for those occupations.

Explore occupations that interest you and ask yourself how do my skills and interests match up with these
occupations?

Where are the gaps?

What options do I have to gain these skills or qualify for these occupations?

What skills do I need?

Where is the work?

At the end of this step you will have a list of preferred occupations and/or learning options.
Step 3: making decisions

This step involves comparing your options, narrowing down your choices and thinking about what suits you best at
this point in time.

Ask yourself:

What are my best work/training options?

How do they match with my skills, interests and values?

How do they fit with the current labour market?

How do they fit with my current situation and responsibilities?
What are the advantages and disadvantages of each option?
What will help and what will hinder me?

What can I do about it?

At the end of this step you will have narrowed down your options and have more of an idea of what you need to do
next to help you achieve your goals.
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Step 4: taking action
Here you plan the steps you need to take to put your plan into action.

Use all you have learnt about your skills, interests and values together with the information you have gathered about
the world of work to create your plan.

Begin by asking yourself:

What actions/steps will help me achieve my work, training and career goals?
Where can I get help?
Who will support me?

At the end of this step you will have:

a plan to help you explore your options further (e.g. work experience, work shadowing or more research); or
a plan which sets out the steps to help you achieve your next learning or work

2. TepMHHOIOTHYECKHIA CJIOBAPB/TI0CCAPHIi:

Bapuant 1

CocrasbTe rmoccapuit no reme "MapkeTunr"

1. Target market (ueneBas aynuropus) - the people that you are interested in selling your product to

2. Strategy(maH, ctparerus) - a plan how to achieve your objectives

3. Market research (psrHouHOE HccnenoBanue) — finding out about your costumers and how much and what they are
interested in buying and analyses of your competing products

4. Promotion (mpoxBmxenue) - ways of introducing the product into the market

BapuanT 2

CocraBbTe moccaopuii o TeMe "MapKkeTHHTOBBIN MHUKC"

1. Market entry. The way in which an organisation enters foreign markets either by direct or indirect export or
production in a foreign country.

2.Product strategy. A set of decisions regarding alternatives to the target market and the marketing mix given a set of
market conditions.

3. Inflation. A condition where demand outstrips supply or costs escalate, affecting an upward change in prices.

4. Advertising. Any form of marketing communication in the paid media.

3. Ynpa:xxHeHnus:

Bapwuant 1

Task 1. Match the word with its definition.

1) employee

2) employer

3) flextime

4) promotion

5) severance

a) activity that supports or provides active encouragement for the furtherance of a cause, venture, or aim
b) a person or organization that employs people

c) dismissal or discharge from employment

d) a person employed for wages or salary, esp. at nonexecutive level

e) a system of working a set number of hours with the starting and finishing times chosen within agreed limits by the
employee

Task 2. IlepeBeuTe Ha aHIIMHCKHUH S3BIK, HCHIONB3YSI MOJAIBHBIE TIIATOIBI CIIOCOOHOCTH, BO3MOXKHOCTH.
. OTo TpyaHO. S HE MOTY MEPEBECTH ITOT TEKCT.

. Tel ymeemib kataTbcs Ha KOHbKaX?

. MoxxHo MHe BoiTH?

. Joxnp koHumics. Mbl MOKEM MONTH MOTYJIATh.

. Moxems MHE TOMOYb?

. Henp3st mepecexars ynuiry nmocepeniHe KBapTania.

. OT0 He MOXKET OBbITh MpaBnoii! Pa3Be oH MOXKeT ATO 3HATH?

. OHa MoryIa TOBOPHTH, KOTJia e OblT 1 TogI.

. OH CMOT TIepeTUIBITh Yepe3 PEKy.

10. Ona cMor71a yCHYTH Ha BOCXOJIE.

11. Ona He cMoryIa cKa3aTh HU CJIOBA.

O 00 1N D KW=
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12. He Morii OBI BBI MHE TIOMOYE?

13. MBI MoryTi GBI OOCYAWTD ATO 3aBTpA.

Task 3. IlepeBenute Ha AaHIITUHACKUH S3BIK, HCIIONB3YS MOAIbHBIC TIIArOJIBI TIPEATIONIOKEHUS, pa3peIICHUSI.
1. 3mech MOYXKHO KypHTBH?

2. Moxere caauThCs.

3. Mory s 3agats BaM Botpoc?

4. Kakyro MamuHy THI cobupaemnibes KynuTh? - S mory kynuts Toitoty mnu Huccan. S emé He permmt.
5. Yto THI cobmpaembes 1enaTh Beuepom? — 51, MOXKeT, OCTaHyCh JoMa, HO 5 He YBEPEH.

6. Bbr MOTyIH OBI ¥ BEIYYHTH 3TO TPABHIIO.

7. ToI MOT OBI HOHECTH ATH CYMKH.

Task 4. IlepeBeuTe Ha aHIIMHCKHUH S3BIK, HCIONB3YSI MOJATBHBIE IIAr0NbI TOKCHCTBOBAHUS.
1. lety JOMKHBI XOPOLIO YYUTHCS B ILKOJIE.

2. MBI TOTDKHBI TOMOYb UM, 3TO HAIII JOMNT.

3. MHe npuXoIUTCs paHO BCTaBaTh, TAK KaK MOW oduc (MecTo pabOThl) HAXOMUTCS JATEKO OT JA0Ma.
4. Buepa MHE IPHIIUTOCH JOOHPATHCS Ha pabOTy Ha TAKCH.

5. Bam He HY»HO 3ay4uBaTh 3TOT TEKCT.

6. Bam He Hy)XKHO ITPUXOIUTH 3aBTPa paHO Ha PadoTYy.

7. Henp3s genarh 9TO OJOOHBIM 00pa3oM.

8. BBI He JOIDKHBI OTa3/IbIBATE.

9. BBI OIKHBI CXOTUTH K Bpady.

10. TsI MOIDKEH CAEaTh ITO ceryac.

11. Ve mo3aHo. OHM, TOKHO OBITH, TOMA.

12. OH, 10IDKHO OBITH, HE JTIOOUT CBOIO PabOTy, IIOTOMY YTO OH JiesiaeT e€ Tak HeOPEKHO.

13. MBI ZOIKHBI BCTPETUTBCA y TETpa B 6.

14. OHu OXHBI OBUTH TTOMTH TyIa BMECTE.

15. 51 nymaro, Tebe ciemyeT COrIaCuTHCS C HUMH.

Task 5. Choose the correct modal verb.

1. You ... ring the bell, the door is open.

a) mustn’t b) needn’t ¢) can’t d) couldn’t

2. You ... ring the bell, you might wake the baby.

a) mustn’t b) needn’t ¢) can’t d) oughtn’t

3. You ... ring the bell; you are too small to reach it.

a) mustn’t b) needn’t ¢) can’t d) oughtn’t

4. She is very rich, she ... to work for her living.

a) needn’t b) mustn’t ¢) doesn’t have d) oughtn’t

5. Have you fixed the time of the meeting? — Yes, we ... to meet at 7 tonight.

a) have b) are c) ought d)could

BapuanT 2

Exercises on Modal Verbs
1 BribGepuTe BepHBIi I71aroi

There are plenty of tomatoes in the fridge. You buy any.

It's a hospital. You smoke.

He had been working for more than 11 hours. He be tired after such hard work. He prefer to get
some rest.

I speak Arabic fluently when I was a child and we lived in Morocco. But after we moved back to Canada, I

had very little exposure to the language and forgot almost everything I knew as a child. Now, I just say a few

things in the language.

The teacher said we read this book for our own pleasure as it is optional. But we read it if we don't want

to.
you stand on your head for more than a minute? No, I
If you want to learn to speak English fluently, you to work hard.
Take an umbrella. It rain later.
You leave small objects lying around. Such objects be swallowed by children.
People walk on grass.
Drivers stop when the traffic lights are red.
I ask a question? Yes, of course.

You take your umbrella. It is not raining.

you speak Italian? No, |

2. IpeobpasyiiTe mpemToXKEHNS C MONAIHHBIMH IVIaroJlaMH B TIpOIIE[IIee BpeMs, Ha4WHAas C JAaHHBIX CIIOB.

HUcnonesyiite could, had to, was to, was allowed to.
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H-p: Bob can’t dive. (bo0 He ymeer HbIpsaTh.) — Last year Bob couldn’t dive. (B mpouutom rony bob6 ne ymen
HBIPSITS.)

You must show your identity card here. (TbI qoyKeH 1oKa3aTh yI0CTOBEpEHUE JIMYHOCTH 31€ech.) — Last night ...

We can’t buy a new car. (MBI He MO)KeM KYITUTh HOBYIO MamuHy.) — Last summer ...

Mike may take my laptop computer for a couple of hours. (Maiik MoxeT B34Th MOW HOyTOYK Ha mapy 4acoB.) — This
morning ...

Victor has to call his mother. (Bukropy Hy>kHO T03BOHHTE cBoel Mame.) — Yesterday ...

You don’t need to paper the walls. (Bam He Hy>kHO OKJIenBaTh CTEHBI 000siMH.) — Yesterday ...

She is to be at the office at 9 a.m. (Eit Hy>xHO OBITE B opuce B 9 yTpa.) — Last Friday ...

You must not tell lies. (Ter He momxeH nrate.) — Last night ...

3. TlIpeobpa3syiiTe MpeAIOKEHUS ¢ MOJATBHBIMU [IArojiaMu B Oy/Iyiiiee BpeMsl, HAUMHAs ¢ JaHHBIX CJI0OB. MCromnb3yiite
will be able to, will be allowed to, will have to.

H-p: The baby can talk. (Mansim ymeeT pasroBapuBarb.) — Soon the baby will be able to talk. (Ckopo MassIr cMoxer
pasroBapHBarh.)

He can’t get the tickets. (On He MoXxeT nocrars Omnetsl.) — I’'m afraid ...

You may use my camera. (Tbl MOXeIIb IOJB30BaThCS MOeH kamepoid.) — Tomorrow ...

I am to wait for him at the airport. (MHe HY>HO OOk IATh €ro B a3poropty.) — Next Sunday ...

You must tell me the truth. (Ter 00s13aH pacckaszath MHe mpaBmy.) — Very soon ...

I have to take these pills 3 times a day. (MHe Hy>HO TUTB 3TH TabJIeTKH 3 pa3a B AeHb.) — Tomorrow ...
I can read this book in Italian. (I Mory mpo4uTarh 3Ty KHUTY Ha UTaJIbLSIHCKOM si3bIKe.) — In two years ...

4. HepeBC}II/ITC aHIIMICKUE IIOCJIOBHIIbI, o6pa111aﬂ BHHMAaHUC Ha MOJAJIBHBIC IJIaroJibl. HOCTapaﬁTCCL BCIIOMHUTH
PYCCKHC 3KBUBAJICHTBI TOCJIOBUILI, TZIC 3TO BO3MOXKHO.

A man can do no more than he can.

Anyone who has to ask the price cannot afford it.

People who live in glass houses should not throw stones at their neighbours.
You must learn to walk before you can run.

He who falls today may rise tomorrow.

A bird may be known by its song.

He who laughs at crooked men should need to walk very straight.

Talk of the devil and he is to appear.

A tree must be bent while young.

The wind can’t be caught in a net.

5. Jlaiite coBeT, ncnonb3yst MoganbsHbIH riaron should. (Bo3MoXHBI HECKOJIBKO COBETOB. )
H-p: My eyes are tired. (Mon rma3a ycranu.) — You should go to bed. (TeGe cienyer mocmnars.)

I am cold. (Mue xonmomHo.)

I am thirsty. (I xouy nuTs.)

I am hungry. (I rononen.)

My life is too hectic. (Most )H3Hb CIIMIIKOM HaChIIICHHAs. )
I’ve caught a cold. (51 mpoctymuncs.)

Somebody has stolen my purse. (KTo-To ykpan Moii Komiesexk. )

4. UTteHHne TEKCTOB HA HHOCTPAHHOM fI3BIKe:

Bapwuant 1
IIpouunraiite U IepeBEaUTE TEKCT.

Marketing

Marketing as a discipline only appeared at the beginning of the 20th century. However, the word “market” and the
notion of a market have always existed.

Marketing means the movement of goods and services from manufacturer to customer in order to satisfy the customer
and to achieve the company’s objectives. Buying, selling, market research, transportation, storage, advertising are all
parts of marketing. The purpose of marketing is to create a situation in which sale can be made.

Marketing can be divided into four main elements that are known as the four P’s: product, price, placement and
promotion. These factors are not looked at in isolation. The combination of four P’s is called the “marketing mix”: the
right product at the right price available through the right channels of distribution (placement), presented at the right
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way (promotion).

The product element of marketing refers to the goods or services that a company wants to sell.

Next, a company considers the price to charge for its product. The company may take three pricing options: above,
with or below the prices that its competitors are charging. Most companies price with the market and sell their goods
or services for average prices established by major producers in the industry.

The third element of the marketing process — placement — involves getting the product to the customer. This takes
place through the channels of distribution. A common channel of distribution is: manufacturer — wholesaler —
retailer — customer. Wholesalers generally sell large quantities of a product to retailers, and retailers sell smaller
quantities to customers.

Finally, communication about the product takes place between a buyer and a sellerr and is known as promotion. There
are two major ways of promotion: 1) through personal selling, as in a department store or employing sales
representatives; 2) and through advertising, as in a newspaper or magazine, TV, the Internet.

In order to develop a successful marketing mix, researchers first ask two important questions: Who is going to buy the
product? What is the potential to sell this product?

To answer the first question we have to investigate our target market. Target market includes the people you want to
sell to: we have to learn about the age, sex and income of our would-be customers. Different products have different
target markets, e.g. Ferrari and Kia automobiles, Swatch and Rolex watches, designers’ clothes and footwear and mass
produced things. Give more examples of one product line which is aimed at different target markets. Think about the
food and drinks.

To answer the second question (What is the potential to sell this product?) we have to investigate the size of the market
and the product awareness. Product awareness shows what people know about my company’s products.

All this investigation of our target market, product awareness, the size of the market is called market research. Market
research uses interviews to find out about people’s attitudes and questionnaires to find out about their shopping habits.
When you know who your customers are and how big your market is, the next step is to set your objectives. The
marketing objectives can be: to increase sales, to increase market share or to win a new market share, to make your
product different from the competition and others. Next, we think about the strategy for meeting our objectives. If our
objective is to increase market share, what strategy could we use? What can we do to increase market share?

1) Find new customers by making your product more attractive (to create a more attractive design, e.g. of a lap top, to
give your product a new attractive feature like absence of noise in a vacuum cleaner, a hair drier which doesn’t burn
hair and so on)

2) Take customers from your competitors (saying that your product is better: e.g. or washing powder that washes off
spots better than competitors’ powders)

3) Persuade your customers to use more of your product (to wash your hair every day, to clean your teeth after each
meal and so on)

BapuanT 2
IIpounTaiite u nepeBeUTE TEKCT.
Product, price, promotion and place: the four pies of marketing.

There are four principal controllable factors that provide the most effective choice for the consumer - the Four P's:
product, price, placement and promotion. The owner of a factory manufacturing transportation equipment could
produce an economy car, a luxury car, track, tractor, motorcycles and apply different marketing techniques.
PRODUCT.The most controllable of these factors is the first "P" - product (or service). The product element of
marketing refers to the goods or service that a company wants to sell. This often involves research and development
(R&D) of a new product, research of potencial market, testing of the product to insure quality and then introduction to
the market.
All products and services have what have been traditionally called "product life cycles".
The stages of the product life cycle are: introduction, growth, maturity and decline.
The length of a product life cycle depends upon the
- intensity of the competition;
- extent to which the new product is an innovation, a modification of

an existing product;
- introductory timing of technologically superior products;
- marketing techniques.

PRICE. Price is another major part of marketing. Companies have to decide on a product price that will cover all
costs and also return a profit. Included in costs are such fixed expences are rent and insurance. Variable expences must
be anticipated too. Those include the costs of material and commissions.

PROMOTION. Promotion includes all forms of marketing communication (advertising, direct mail, customer service,
image, special events, sales and the product or service itself). Promotion is the most complex thing - how to select and
divide your market according to the type of product, its price and where it will be available. Each group of the
population has its own values to which you want to make your product appeal.

PLACE. Place is the final part of marketing. Placement includes location of production and distribution. The place to
see your product could be in dealers’ showrooms or directly from the factory or from catalogs, direct-mail coupons,
even telemarketing with telephone sales people or through computer shopping services.
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The four elements of marketing work together to develop a successful marketing operation that satisfies customers
and achieves the company’s objectives.

3aodanus 01a ouenku é1a0eHuil

1. MoHoJiorH4ecKoe BbICKa3bIBAHUE:

Bapuanr 1

Speak on the topic: "Motivation at work".
Use the following material:

What is important to you in choosing a job? What offers the greatest/the least job satisfac—tion in your opinion?
Consider the points below and put them in order of importance. Add anything else that is important to you. Explain
your answers to the rest of the group.
1. Challenge.

. Meeting people through work.

. Security.

. The respect of colleagues.

. Comfortable working conditions.

. Company car.

. Status in your organisation.

. Social status.

9. Learning something new.

10. Personal freedom.

11. Being part of a team.

12. Exercising power.

13. Helping other people.

14. Being praised by your superiors.
15. Being promoted.

16. Making money.

17. Interesting work.

18. Flexible working hours.

19. Short working hours.

20. Supportive boss.

21. Friendly colleagues.

22. Proximity to your home.

23. Good holidays.

24. Good pension.

25. Health insurance.

26. Responsibility.

0NN L AW N

BapuanT 2

Speak about planning your career. Use the following information
The career planning process has four steps:

Step 1: knowing yourself

Step 2: finding out

Step 3: making decisions

Step 4: taking action

Step 1: knowing yourself
Begin by thinking about where you are now, where you want to be and how you’re going to get there.

Once you have thought about where you are at now and where you want to be, you can work on getting to know your
skills, interests and values.

Begin by asking yourself the following questions:
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Where am I at now?

Where do I want to be?

What do I want out of a job or career?
What do I like to do?

What are my strengths?

What is important to me?

At the end of this step you will have a clearer idea of your work or learning goal and your individual preferences. You
can use this information about yourself as your personal ‘wish list” against which you can compare all the information
you gather in Step 2: finding out. Your personal preferences are very useful for helping you choose your best option at
this point in time, which you can do in Step 3: making decisions.

Step 2: finding out

This step is about exploring the occupations and learning areas that interest you. Once you have some idea of your
occupational preferences you can research the specific skills and qualifications required for those occupations.

Explore occupations that interest you and ask yourself how do my skills and interests match up with these
occupations?

Where are the gaps?

What options do I have to gain these skills or qualify for these occupations?

What skills do I need?

Where is the work?

At the end of this step you will have a list of preferred occupations and/or learning options.
Step 3: making decisions

This step involves comparing your options, narrowing down your choices and thinking about what suits you best at
this point in time.

Ask yourself:

What are my best work/training options?

How do they match with my skills, interests and values?

How do they fit with the current labour market?

How do they fit with my current situation and responsibilities?
What are the advantages and disadvantages of each option?
What will help and what will hinder me?

What can I do about it?

At the end of this step you will have narrowed down your options and have more of an idea of what you need to do
next to help you achieve your goals.

Step 4: taking action
Here you plan the steps you need to take to put your plan into action.

Use all you have learnt about your skills, interests and values together with the information you have gathered about
the world of work to create your plan.

Begin by asking yourself:
What actions/steps will help me achieve my work, training and career goals?
Where can I get help?
Who will support me?

At the end of this step you will have:

a plan to help you explore your options further (e.g. work experience, work shadowing or more research); or
a plan which sets out the steps to help you achieve your next learning or work

2. TepMUHOJIOTHYECKHUH CJIOBAPb/TJIOCCAPUIA:
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Bapuanr 1

CocraBsTe moccapuit no reme "MapkeTunr"

1. Target market (ueseBas aynuropusi) - the people that you are interested in selling your product to

2. Strategy(maH, ctparerus) - a plan how to achieve your objectives

3. Market research (psrHouHOE HccnenoBanue) — finding out about your costumers and how much and what they are
interested in buying and analyses of your competing products

4. Promotion (npoxBmxenue) - ways of introducing the product into the market

BapuanT 2

CocraBbTe roccaopuii no Teme "MapKkeTHUHTOBBIN MHUKC"

1. Market entry. The way in which an organisation enters foreign markets either by direct or indirect export or
production in a foreign country.

2.Product strategy. A set of decisions regarding alternatives to the target market and the marketing mix given a set of
market conditions.

3. Inflation. A condition where demand outstrips supply or costs escalate, affecting an upward change in prices.

4. Advertising. Any form of marketing communication in the paid media.

3. Ynpa:xxHeHnus:

Bapuanr 1

Task 1. Match the word with its definition.

1) employee

2) employer

3) flextime

4) promotion

5) severance

a) activity that supports or provides active encouragement for the furtherance of a cause, venture, or aim

b) a person or organization that employs people

c) dismissal or discharge from employment

d) a person employed for wages or salary, esp. at nonexecutive level

e) a system of working a set number of hours with the starting and finishing times chosen within agreed limits by the
employee

Task 2. IlepeBeanTe Ha aHITMHCKHUH S3BIK, HCIIOIB3YSI MOAAIBHBIC IVIAr0JIbI CIOCOOHOCTH, BO3MOXKHOCTH.

. OTo TpyAHO. Sl He MOTy MEPEeBECTH ITOT TEKCT.

. Tel ymeenIb kaTaTbcs Ha KOHbKax?

. MoxxHO MHe BoHTH?

. Jox b KoHUMICS. MBI MOXKEM MOMTU MOTyIATh.

. Moxems MHE TOMOYb?

. Henp3st mepecekars ynuily mocepeanHe KBapraia.

. DTo He MOXeT OBITh IpaBoii! Pa3Be OH MOXeET ATO 3HATH?

. OHa Mor1a roBOpUTH, Ko/ e 0611 1 rox.

9. OH cMOT NeperIbITh YEPE3 PEKY.

10. OHa cMorna yCHYTh Ha BOCXOJIE.

11. Ona He cMorTa cKa3aTb HU CIOBA.

12. He Moriu GBI BB MHE TOMOYB?

13. Mb1 Morin OBl 0OCYIUTB 3TO 3aBTpA.

Task 3. [lepeBeanTe Ha aHIIMHCKHUH SI3BIK, UCIIONB3YSI MOAAIBHBIC IVIar0JIbI TPEATIONOKEHUS, Pa3pEIICHHS.

1. 3aech MOXKHO KypUTh?

2. MoxxeTe caguThCsl.

3. Mory 4 3agats BaM Bompoc?

4. Kakyo MammHy Thl coOupaenibest Kynuth? - I Mory Kynuth ToioTy nnm Huccan. S emé He perumt.

5. YUro THI cobupaebcs aenarb BeuepoM? — 51, MOXKeT, OCTaHyCh JI0Ma, HO sl HE YBEPEH.

6. BBl MorIH GBI 1 BEIYYHTH 3TO PABHJIO.

7. Tbl MOT OBI IOHECTH 3TH CYMKH.

Task 4. IlepeBeanTe Ha aHITTMHCKHUH SA3BIK, UCIIOIB3YSI MOAAIBHBIC IVIAr0JIbI IOJKEHCTBOBAHMS.

1. JIeTn MOIKHBI XOPOIIO YYUTHCS B IIKOJIE.

2. MBI IOJKHBI TIOMOYb UM, 3TO HAIII JOJIT.

3. MHe npuxonuTcest paHo BCTaBaTh, TaK Kak MOH oduc (MecTo paboThl) HAXOANTCS AAJIEKO OT A0Ma.

4. Buepa MHe NpUIUIOCH JOOUPAThCs Ha paboTy Ha TaKcH.

5. Bam He HY>KHO 3ay4HBaTh 3TOT TEKCT.
6
7
8
9

0NN bW

. Bam He HY)XHO IpUXOIUTH 3aBTpa paHO Ha PadoOTYy.
. Henp3st nenarb 510 ogoOHBIM 06pazom.

. BBI He NOMKHBI OMAa3AbIBATE.

. BBI HO/mKHBI CXOANTH K Bpauy.
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10. TbI nOMKEH cAenarh 3To ceiuac.

11. ¥xe nmo3auo. OHH, JOIDKHO OBITh, IOMA.

12. OH, 10JKHO OBITH, HE JIIOOUT CBOIO paboTYy, TOTOMY YTO OH JiesaeT e€ Tak HeOPEexkHO.
13. MblI BOIKHBI BCTPETUTHCS Y TETpa B 6.

14. OHU OKHBI OBLTH MTOMTH TyJa BMECTE.

15. 51 nymaro, Tebe cieayeT COrllacuThesl C HUMHU.

Task 5. Choose the correct modal verb.

1. You ... ring the bell, the door is open.

a) mustn’t b) needn’t ¢) can’t d) couldn’t

2. You ... ring the bell, you might wake the baby.

a) mustn’t b) needn’t c¢) can’t d) oughtn’t

3. You ... ring the bell; you are too small to reach it.

a) mustn’t b) needn’t c¢) can’t d) oughtn’t

4. She is very rich, she ... to work for her living.

a) needn’t b) mustn’t ¢) doesn’t have d) oughtn’t

5. Have you fixed the time of the meeting? — Yes, we ... to meet at 7 tonight.
a) have b) are c¢) ought d)could

BapuanT 2

Exercises on Modal Verbs
1 BriOepuTe BepHbIit I1aron

There are plenty of tomatoes in the fridge. You buy any.

It's a hospital. You smoke.

He had been working for more than 11 hours. He be tired after such hard work. He prefer to get
some rest.

I speak Arabic fluently when I was a child and we lived in Morocco. But after we moved back to Canada, I

had very little exposure to the language and forgot almost everything I knew as a child. Now, I just say a few
things in the language.
The teacher said we read this book for our own pleasure as it is optional. But we  read it if we don't want
to.
you stand on your head for more than a minute? No, |
If you want to learn to speak English fluently, you to work hard.
Take an umbrella. It rain later.
You leave small objects lying around. Such objects be swallowed by children.
People walk on grass.
Drivers stop when the traffic lights are red.
I ask a question? Yes, of course.

You take your umbrella. It is not raining.

you speak Italian? No, I .
2. IlpeobpasyiiTe mnpemyiokeHHs C MOJAJIBHBIMH IJIarojlaMd B IIpOIIENIIee BpeMs, HauyMHas C JaHHBIX CIIOB.
HUcnonesyiite could, had to, was to, was allowed to.

H-p: Bob can’t dive. (bo0 He ymeer HbIpsATh.) — Last year Bob couldn’t dive. (B mpouutom rony bob6 ne ymen
HBIPSITS.)

You must show your identity card here. (TbI go/mkeH noka3ars yA0CTOBEpPEHHE JIMUHOCTH 31€ch.) — Last night ...

We can’t buy a new car. (MbI He MO’KEM KyIIMTh HOBYIO MalInHy.) — Last summer ...

Mike may take my laptop computer for a couple of hours. (Maiik MoxeT B3Th MOW HOyTOYK Ha mapy 4acoB.) — This
morning ...

Victor has to call his mother. (Buktopy Hy>kHO T03BOHHTH cBoel Mame.) — Yesterday ...

You don’t need to paper the walls. (Bam He Hy»XHO okJlenBaTh CTeHbI 0005iMH.) — Yesterday ...

She is to be at the office at 9 a.m. (Eii HyxHO OBITE B opuce B 9 yTpa.) — Last Friday ...

You must not tell lies. (Ts1 He nomken srare.) — Last night ...

3. TIpeobpa3syiiTe MpeAIOKEeHUS ¢ MOJATBHBIMU [IarojiaMu B OyjIyliiee BpeMsl, HAUMHAs ¢ JJaHHBIX CJIOB. Mcromnb3yiite
will be able to, will be allowed to, will have to.

H-p: The baby can talk. (Masnsim ymeeT pasroBapuBarb.) — Soon the baby will be able to talk. (Cxopo Masbin cMoxeT
pasroBapHBarh.)

He can’t get the tickets. (OH He MOXeT gocTarh OmieThl.) — I’'m afraid ...

You may use my camera. (Tl MOXKEIIIb TIOJNB30BATHCS MOCi kaMmepoit.) — Tomorrow ...

I am to wait for him at the airport. (MHe HY»HO MO0k ATk €ro B a3pomopty.) — Next Sunday ...
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You must tell me the truth. (Ter 06532 paccka3aTh MHE TIpaBy.) — Very soon ...
I have to take these pills 3 times a day. (MHe Hy»HO TUTh 3TH TabJIEeTKH 3 pasza B JeHb.) — Tomorrow ...
I can read this book in Italian. (SI MoTy mpoYuTaTh 3Ty KHUTY Ha HTAILIHCKOM S3bIKe.) — In two years ...

4. TlepeBenuTe aHTIUICKWE TOCIOBHUIIBI, OOpalias BHUMaHHE Ha MonajbHBIE Iyaroibl. IlocTapalTech BCIIOMHHTH
PYCCKHE SKBUBAJICHTHI IIOCIOBHIL, T/I€ 3TO BO3MOKHO.

A man can do no more than he can.

Anyone who has to ask the price cannot afford it.

People who live in glass houses should not throw stones at their neighbours.
You must learn to walk before you can run.

He who falls today may rise tomorrow.

A bird may be known by its song.

He who laughs at crooked men should need to walk very straight.

Talk of the devil and he is to appear.

A tree must be bent while young.

The wind can’t be caught in a net.

5. [aiiTe coBeT, HCmob3ys MomanbHbIN T1aron should. (Bo3MoXHBI HECKOIBEKO COBETOB.)
H-p: My eyes are tired. (Mou ma3a ycranm.) — You should go to bed. (Tebe cnexyer mocmars.)

I am cold. (Mue xomojHO.)

I am thirsty. (4 xogy nuTs.)

I am hungry. (4 romonen.)

My life is too hectic. (Most )KU3Hb CITMIITKOM HACHIIIICHHAS. )
I’ve caught a cold. (I mpocTymmncs.)

Somebody has stolen my purse. (Kto-To ykpan Moii KoIiemnex.)

4. YTeHHe TEKCTOB Ha NHOCTPAHHOM fI3bIKE:

Bapuanr 1
IIpounTaiite u nepeBeIUTE TEKCT.

Marketing

Marketing as a discipline only appeared at the beginning of the 20th century. However, the word “market” and the
notion of a market have always existed.

Marketing means the movement of goods and services from manufacturer to customer in order to satisfy the customer
and to achieve the company’s objectives. Buying, selling, market research, transportation, storage, advertising are all
parts of marketing. The purpose of marketing is to create a situation in which sale can be made.

Marketing can be divided into four main elements that are known as the four P’s: product, price, placement and
promotion. These factors are not looked at in isolation. The combination of four P’s is called the “marketing mix”: the
right product at the right price available through the right channels of distribution (placement), presented at the right
way (promotion).

The product element of marketing refers to the goods or services that a company wants to sell.

Next, a company considers the price to charge for its product. The company may take three pricing options: above,
with or below the prices that its competitors are charging. Most companies price with the market and sell their goods
or services for average prices established by major producers in the industry.

The third element of the marketing process — placement — involves getting the product to the customer. This takes
place through the channels of distribution. A common channel of distribution is: manufacturer — wholesaler —
retailer — customer. Wholesalers generally sell large quantities of a product to retailers, and retailers sell smaller
quantities to customers.

Finally, communication about the product takes place between a buyer and a sellerr and is known as promotion. There
are two major ways of promotion: 1) through personal selling, as in a department store or employing sales
representatives; 2) and through advertising, as in a newspaper or magazine, TV, the Internet.

In order to develop a successful marketing mix, researchers first ask two important questions: Who is going to buy the
product? What is the potential to sell this product?

To answer the first question we have to investigate our target market. Target market includes the people you want to
sell to: we have to learn about the age, sex and income of our would-be customers. Different products have different
target markets, e.g. Ferrari and Kia automobiles, Swatch and Rolex watches, designers’ clothes and footwear and mass
produced things. Give more examples of one product line which is aimed at different target markets. Think about the
food and drinks.

To answer the second question (What is the potential to sell this product?) we have to investigate the size of the market
and the product awareness. Product awareness shows what people know about my company’s products.
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All this investigation of our target market, product awareness, the size of the market is called market research. Market
research uses interviews to find out about people’s attitudes and questionnaires to find out about their shopping habits.
When you know who your customers are and how big your market is, the next step is to set your objectives. The
marketing objectives can be: to increase sales, to increase market share or to win a new market share, to make your
product different from the competition and others. Next, we think about the strategy for meeting our objectives. If our
objective is to increase market share, what strategy could we use? What can we do to increase market share?

1) Find new customers by making your product more attractive (to create a more attractive design, e.g. of a lap top, to
give your product a new attractive feature like absence of noise in a vacuum cleaner, a hair drier which doesn’t burn
hair and so on)

2) Take customers from your competitors (saying that your product is better: e.g. or washing powder that washes off
spots better than competitors’ powders)

3) Persuade your customers to use more of your product (to wash your hair every day, to clean your teeth after each
meal and so on)

BapuanT 2
IIpounTaiite u nepeBeUTE TEKCT.
Product, price, promotion and place: the four pies of marketing.

There are four principal controllable factors that provide the most effective choice for the consumer - the Four P's:
product, price, placement and promotion. The owner of a factory manufacturing transportation equipment could
produce an economy car, a luxury car, track, tractor, motorcycles and apply different marketing techniques.
PRODUCT.The most controllable of these factors is the first "P" - product (or service). The product element of
marketing refers to the goods or service that a company wants to sell. This often involves research and development
(R&D) of a new product, research of potencial market, testing of the product to insure quality and then introduction to
the market.
All products and services have what have been traditionally called "product life cycles".
The stages of the product life cycle are: introduction, growth, maturity and decline.
The length of a product life cycle depends upon the
- intensity of the competition;
- extent to which the new product is an innovation, a modification of

an existing product;
- introductory timing of technologically superior products;
- marketing techniques.

PRICE. Price is another major part of marketing. Companies have to decide on a product price that will cover all
costs and also return a profit. Included in costs are such fixed expences are rent and insurance. Variable expences must
be anticipated too. Those include the costs of material and commissions.

PROMOTION. Promotion includes all forms of marketing communication (advertising, direct mail, customer service,
image, special events, sales and the product or service itself). Promotion is the most complex thing - how to select and
divide your market according to the type of product, its price and where it will be available. Each group of the
population has its own values to which you want to make your product appeal.
PLACE. Place is the final part of marketing. Placement includes location of production and distribution. The place to
see your product could be in dealers’ showrooms or directly from the factory or from catalogs, direct-mail coupons,
even telemarketing with telephone sales people or through computer shopping services.

The four elements of marketing work together to develop a successful marketing operation that satisfies customers
and achieves the company’s objectives.

Paznen: JlenoBast koppeCHOHICHIUS
3aoanus 01 oyenKu 3HAHUTL
3aoanusa 0na oyenKu ymenuii

1. MoHoJIOTHYEeCKO€e BHICKA3LIBAHHE:

Bapwuant 1

Speak on the topic: «MIHTEpBBIO IPU YCTPOWCTBE HA pabOTY»

BcnomorarenbHbli MaTepuat:

Try to think of the questions that can be asked and the ways of answering them. Remember that both sides should be
friendly and polite.

The example of questions and answers:

1. What are your weaknesses?

* "What are your weaknesses" is one of the most popular questions interviewers ask. It is also the most dreaded
question of all. Handle it by minimizing your weakness and emphasizing your strengths. Stay away from personal
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qualities and concentrate on professional traits: "I am always working on improving my communication skills to be a
more effective presenter. I recently joined Toastmasters, which I find very helpful.”

2. Why should we hire you?

» Answer "Why should we hire you?" by summarizing your experiences: "With five years' experience working in the
financial industry and my proven record of saving the company money, I could make a big difference in your
company. I'm confident I would be a great addition to your team."

3. Why do you want to work here?

* By asking you, "Why do you want to work here?" the interviewer is listening for an answer that indicates you've
given this some thought and are not sending out resumes just because there is an opening. For example, "I've selected
key companies whose mission statements are in line with my values, where I know I could be excited about what the
company does, and this company is very high on my list of desirable choices."

4. What are your goals?

* When you're asked, "What are your goals?" sometimes it's best to talk about short-term and intermediate goals
rather than locking yourself into the distant future. For example, "My immediate goal is to get a job in a
growth-oriented company. My long-term goal will depend on where the company goes. I hope to eventually grow into
a position of responsibility."

5. Why did you leave (or why are you leaving) your job?

« If an interviewer asks, "Why did you leave (or why are you leaving) your job?" and you're unemployed, state your
reason for leaving in a positive context: "I managed to survive two rounds of corporate downsizing, but the third round
was a 20% reduction in the workforce, which included me."

* If you are employed, focus on what you want in your next job: "After two years, I made the decision to look for a
company that is team-focused, where I can add my experience."

6. When were you most satisfied in your job?

* The interviewer who asks, "When were you most satisfied in your job?" wants to know what motivates you. If you
can relate an example of a job or project when you were excited, the interviewer will get an idea of your preferences.
"I was very satisfied in my last job, because I worked directly with the customers and their problems; that is an
important part of the job for me."

7. What can you do for us that other candidates can't?

* Emphasize what makes you unique when you're asked, "What can you do for us that other candidates can't?". This
will take an assessment of your experiences, skills and traits. Summarize concisely: "I have a unique combination of
strong technical skills, and the ability to build strong customer relationships. This allows me to use my knowledge and
break down information to be more user-friendly."

8. What are three positive things your last boss would say about you?

« It's time to pull out your old performance appraisals and boss's quotes to answer the question, "What are three
positive things your last boss would say about you?". This is a great way to brag about yourself through someone else's
words: "My boss has told me that I am the best designer he has ever had. He knows he can rely on me, and he likes my
sense of humor."

9. What salary are you seeking?

* When you're asked, "What salary are you seeking?" it is to your advantage if the employer tells you the range first.
Prepare by knowing the going rate in your area, and your bottom line or walk-away point. One possible answer would
be: "I am sure when the time comes, we can agree on a reasonable amount. In what range do you typically pay
someone with my background?"

10. If you were an animal, which one would you want to be?

* Don't be alarmed if you're asked, "If you were an animal, which one would you want to be?" Interviewers use this
type of psychological question to see if you can think quickly. If you answer "a bunny," you will make a soft, passive
impression. If you answer "a lion," you will be seen as aggressive. What type of personality would it take to get the job
done? What impression do you want to make?

BapuanT 2

Speak on the topic: "Job interview mistake"
BcnomorarenbHbIi MaTepuait:
Top 50 interview mistakes

It's easy to make a mistake when you are at a job interview. In fact, sometimes you don't even know you're making a
mistake. I've spoken to several job seekers who didn't realize that it wasn't acceptable to walk into an interview with a
cup or coffee or a bottle of water.

I've also spoken to applicants who have erred on the side of being too early for a job interview or dressing too casually

or even too over-dressed for the job or the company. They thought they were doing the right thing. Instead, they ended
up not making the best impression.
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Some of the interview mistakesmade most frequently should be obvious, others aren't as clear, especially if you haven't
interviewed much or in a while. Here are the top 50 most common interview mistakes to review so you can avoid
making them.

+

Dressing inappropriately.

Not taking a phone interview as seriously as an in-person interview.

Leaving your cell phone on.

Chewing gum.

Bringing a cup of coffee or other drink with you.

Bringing another person with you to the interview.

Wearing sunglasses.

Showing up early.

Showing up late.

Showing up hangover and/or really tired.

Going to the interview if you are really sick.

Not knowing the interviewer's name.

Not introducing yourself.

Leaving a Bluetooth earpiece on.

Not smiling during the interview.

Interrupting the interviewer to take a call.

Have background noise (kids, pets, etc.) during a phone interview.

Wearing too much perfume or cologne.

Wearing a hat or cap to the interview.

Not bringing extra copies of your resume.

Not bringing a list of references.

Depending on the job, not bringing a portfolio of your work.

Playing with your hair.

Saying "ummm" or "you know" or "like" too often.

Mumbling and using poor grammar.

Talking too much.

Cutting off the interviewer's question.

Not talking enough.

Not smiling enough.
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Telling jokes and laughing too much.

Not making eye contact with the interviewer.

Criticizing your last company or boss.

Not remembering your work history.

Checking your notes for an answer to a question.

Not following directions if you're given a test.

Not being prepared to answer questions.

Not paying attention to the questions you're asked.

Not taking the time to research the company prior to the interview.
Forgetting the name of the company you are interviewing with.
Forgetting the names of the companies you've worked for in the past.
Not remembering the job you applied for.

Telling the interviewer that you really need the job.

Telling the interviewer that you need the money.

Not knowing enough about the company you are interviewing with.
Asking about time off in your first interview.

Asking about salary and benefits right away.

When asked "Why do you want to work for our company?" providing answers that are focused on you instead of on

how you will benefit the company.

2

Not have relevant questions to ask when asked, "What questions do you have?"

Neglecting to thank the interviewer for the opportunity to meet with him or her.

Not sending a thank you note after the interview.

. Ynpa:xHeHMs:

Bapuanr 1

I. Insert prepositions where necessary.

I.
2.

It was a pleasure to meet you ... (1) the Trade Fair (2) last month.

... (3) to unforeseen problems, we are unable to deliver your order ... (4) time. 3. We expect to be back ... (5)
normal (6) the end of this month. 4. I am sure that you will receive the goods ... (7) three weeks. 5. It was interesting
to hear your views ... (8) our new product. 6. Please pass ... (9) my best wishes ... (10) Mr. Lund. 7. I hope that he
has now recovered ... (11) flu. 8. I have pleasure ... (12) enclosing our brochure. 9. Thank you ... (13) your letter of
26 June, asking ... (14) details of our new product. 10. It was good to talk ... (15) you ... (16) the telephone today.
I1. Join the two halves of these sentences so that they make a good sense. The first is done for you as an example.

L.

I was wondering a) It was good to meet you when you

came here.

2.
3.
4.
5.

I hope b) if you could help us.

Due to unforeseen problems, c) to hearing from you.
It was good d) Yours sincerely

[ am sorry e) we are unable to deliver your order on

time.

6.
7.

I look forward f) that this information will help you.
We must apologize g) in connection with the above order.
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8. I am writing h) to hear that you’ve had some

problems.

9. Dear Mrs. Wilson 1) for the delay in shipping this order.

III. Choose the right variant.

1. It’s a British letter. Choose the right date.

a) 12 06 2004 b) 12 June 2004 c) 6th December 2004 d) 12/06/04

2. How would you open a letter to a married or unmarried woman, whose marital status is unknown (her surname is
Smith)?

a) Dear Madam b) Dear Miss Smith ¢) Dear Ms Smith d) Dear Mrs. Smith

3. How would you close a letter if you didn’t know the name of the addressee?

a) Best wishes b) yours sincerely c) Yours faithfully d) Best

4. Which word or phrase would you use when you put a heading, e.g. Order

No. 239?

a) The order I am writing to you about... 2) That order... c) The above order ... d) Order No. 239...

5. Most letters have:

a) 3 parts b) 4 parts c) 5 parts d) 2 parts

An opening The salutation The sender’s address The receiver’s name and

address

The main message The heading The body of the letter The main message

The close The complimentary close The close

The signature The signature The name and title of sender

6. How would you close a letter if you gave some information in it?

a) Looking forward to hearing from you.

b) Please feel free to contact me if you have any further questions.

c) Nice to be writing to you again.

d) Thank you for your telephone call today.

7. How would you open a letter of enquiry?

a) We are writing to advise you... b) We are writing to confirm the details ¢c) We are happy to accept your terms and
request ... d) We are writing to enquire if there are...

8. What would your write if you wanted to give some good news?

a) We regret to inform you that... b) We are delighted to advise you that ...

c¢) We are sorry to tell you that... d) We would be very pleased if...

9. Choose the best way to introduce the subject of the letter.

a) Further to... b) Owing to ... ¢) As a result of ... d) Because of...

10. How would you ask for something usual in the most direct way?

a) Please could you send us... b) We would appreciate if you could send us ... ¢) We would be grateful if you could
send us... d) We hope you will send us...

11. What phrase will you use if you want specific information?

a) Could you give us some further details about ... b) In particular, we would like to know... ¢) We would be grateful
if you could let us know...

d) Please could you inform us about...

12. Find the best continuation to the following complaint: Unfortunately, we have not yet received your payment...
a)Please could you send us your price-list as soon as possible? b)Please could you send us a bill as soon as possible?
c)Please could you send us your cheque before 30 June? d)We would appreciate if you could collect the money as
soon as possible.

13. Your new photocopier has broken down. You have to write to the company who sold it to you.

a) We would be grateful if you could send us the replacement. b) Please could you collect our new photocopier and
take it to your office? c) We would appreciate if you could send us a new photocopier. d) I hope that it is not necessary
to remind you that the photocopier we bought from you has broken down.

BapuanT 2

I. Choose the best answers to complete the quiz about business letters.

1. Experts recommend that Letters should use short sentences. More than words in a sentence reduces clarity.
a) 10 b) 15 c)25

2. Whenever possible, letters should fit on to side(s) of a standard sheet of paper.

a)3 b) 2 c) 1

3. Itis not a good idea to include: colloquial expressions, or jargon.

a) contractions b) grammar ¢) punctuation

4. If you start the letter with a contact name (e.g. Dear Ms Wells), then the closing expression used is Yours sincerely.
If you do not use a contact name (e.g. Dear Sir or Madam) the letter ends with:
a) Yours truly ~ b) Kind regards  c¢) Yours faithfully

II. Read the following statements and decide which are true and which are false.
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If a letter begins with the receiver’s name, e.g. Dear Mr Ross, it will close with Yours faithfully.

The abbreviation c.c. stands for ‘correct carbons’.

If you were writing a letter to Mr Peter Smith, you would open with Dear Mr Peter Smith.

The head of a company in the UK is known as The President’.

In the USA, it is correct to open a letter with the salutation Gentlemen.

The abbreviation enc or end means there are enclosures with the letter.

If you were writing to a Knight whose name was Sir Roger Dumont, you would open the letter Dear Sir Dumont.

Nk LW

EU
8. In the UK, the abbreviated date 2.6.95 on a letter means 6 February 1995. i
9. If a secretary signs her name on a letter and her signature is followed by p.p. (per pro) Daniel Harris, it means she
is signing on behalf of Daniel Harris. I El
10. A Managing Director in the UK is known as Chief Executive in the USA.
11. The term PLC after a company’s name, e.g. Hathaway PLC, stands for ‘Public Limited Corporation’.
12. The abbreviation for the term ‘limited liability’ in the UK, is Itd.
13. If you did not know whether a female correspondent was married or not, it would be correct to use the term Ms,
e.g. Ms Tessa Groves, instead of Miss or Mrs.
14. The following is an example of a blocked style:
Peter Voss
Oberlweinfeldweg 33
5207 Therwil
Switzerland
15. The above address is an example of ‘open punctuation’. i
16. The abbreviation in addressing a doctor, e.g. Doctor James Spock, would be Dt. Spock.
17. Rather than use the UK close of Yours sincerely/faithfully, Americans often choose Yours truly.
18. The abbreviation for ‘company’ is Co
III. Put the following names and addresses in order.
Example:
Search Studios Ltd./Leeds/LS4 8QM/Mr L. Scott/150 Royal Avenue
Mr L Scott Search Studios Ltd.
150 Royal Avenue Leeds LS4 8QM
1. Warwick House/Soundsonic Ltd./London/Warwick Street/SE23 1JF
Piazza Leonardo da Vinci 254/The Chief Accountant/I-20133/D. Fregoni/Fregoni S.p.A./Milano
Bente Spedition GmbH/Mr Heinz Bente/D-6000 Frankfurt 1 /Feldbergstr. 30/The Chairman
Sportique et cie./201 rue Sambin/The Sales Manager/F-21000 Dijon
Intercom/E-41006 Sevilla/351 Avda. Luis de Morales/The Accountant/Mrs S. Moreno
Miss Maria Nikolakaki/85100 Rhodes, Nikitara 541/Greece
Excel Heights 501/Edogawa-ku 139/7-3-8 Nakakasai/Japan/Tokyo/Mrs Junko Shiratori
301 Leighton Road/VHF Vehicles Ltd./London NWS5 2QE/The Transport Director/ Kentish Town

NNk WD

3. UTreHHe TEKCTOB HA HHOCTPAHHOM fI3BIKe:

Bapuanr 1
IIpounTaiite u nepeBeIUTE TEKCT

Application Correspondence includes the following types of letters:

1) CV/resume — pe3tome (Its parts can vary depending on the position. Some people include such parts as:
Interpersonal skills, Research and analytical skills, Professional membership, extracurricular activities, Awards
received)

2) A letter of application / a cover letter — conpoBoguTENILHOE MUCEMO, TUCBMO 00yCTPOWCTBE HA paboTy

The first paragraph must attract the employer’s attention to the applicant. It names the vacant position for which the
candidate is applying and the source of the information about it. It also says why the author has got interested in this
very company.

In the second paragraph, skills and experience relevant to the vacant position are described. They are proved by
fact-based examples and references to respected people.

In the closing paragraph the candidate’s personal qualities are listed. It is pointed out how these qualities can be useful
to the employer.

The author expresses his hope to be invited to the interview at the end of the letter.

3) A Recommendation / a reference — pexomenarensHoe nucbMo (It contains the description of the business qualities
and skills of the candidate. In the last phrase the author advises the addressee to offer a job to the person to whom the
letter is devoted).

4) A Job application form — 3asBieHue 00 ycTpoiicTBe Ha paboOTy

BapuanT 2
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IIpounTaiite u nepeBeIUTE TEKCT

STANDARD LETTER FORMAT AND STYLES

STYLES

1. BLOCK STYLE

All sections of the letter are flush against the left margin of the page. Each paragraph in the body of the letter begins
flush left margin, with a one space line dividing each paragraph.

2. SEMI-BLOCK STYLE

The date, signature, and address heading (if not on preprinted letterhead stationary) are aligned on the right side of the
page. All other sections are flush left margin. Paragraphs in the body of the letter begin flush left with a one space line
dividing each paragraph.

3. INDENTED STYLE

The date, signature, and address heading (if not on preprinted letterhead stationary) are aligned on the right side of the
page. The greeting is flush left. Paragraphs in the body of the letter are indented with no space line between
paragraphs. Postscript and notations are flush left.

4. MEMORANDUM STYLE

This is a business format that is best used for interoffice correspondence. Directly above the body of the memorandum,
are the following sections flush left:

* “Date:”

* “To:” Name or column of names of those people to whom memorandum is being sent. (listed in alphabetical order
by surname).

* “From:” Writer’s name. Title, if any, listed directly below name.

+ “Re:” or “Subject:” Subject line may be emphasized by underlining, bold font or all capital letters.

Body text may be indented or block format. Signature of writer not required on Memorandums.

FORMAT AND FONT

When writing business letters, you must pay special attention to the format and font used. The most common layout of
a business letter is known as block format. Using this format, the entire letter is left justified and single spaced except
for a double space between paragraphs. Another widely utilized format is known as modified block format. In this
type, the body of the letter is left justified and single-spaced. However, the date and closing are in alignment in the
center of the page. The final, and least used, style is semi-block. It is much like the modified block style except that
each paragraph is indented instead of left justified.

The following table shows examples of the different formats.

Another important factor in the readability of a letter is the chosen font. The generally accepted font is Times New
Roman, size 12, although other fonts such as Arial may be used. When choosing a font, always consider your
audience. If you are writing to a conservative company, you may want to use Times New Roman. However, if you are
writing to a more liberal company, you have a little more freedom when choosing fonts.

As far as punctuation after the salutation and closing is concerned, the standard is to use a colon after the salutation
(never a comma) and a comma after the closing (closed punctuation). There is also a less accepted format, known as
open punctuation, in which punctuation is excluded after the salutation and the closing.

3aoanusn ons oyenku 61a0eHull

1. MoHoJIOTHYECKO€e BHICKA3LIBAHHE:

Bapuanr 1

Speak on the topic: «/HTEpBEIO IpH yCTpOHCTBE HA paboTy»

BcnomorarensHslif Matepuan:

Try to think of the questions that can be asked and the ways of answering them. Remember that both sides should be

friendly and polite.

The example of questions and answers:

1. What are your weaknesses?

* "What are your weaknesses" is one of the most popular questions interviewers ask. It is also the most dreaded

question of all. Handle it by minimizing your weakness and emphasizing your strengths. Stay away from personal

qualities and concentrate on professional traits: "I am always working on improving my communication skills to be a

more effective presenter. I recently joined Toastmasters, which I find very helpful."

2. Why should we hire you?

» Answer "Why should we hire you?" by summarizing your experiences: "With five years' experience working in the

financial industry and my proven record of saving the company money, I could make a big difference in your

company. I'm confident I would be a great addition to your team."

3. Why do you want to work here?

* By asking you, "Why do you want to work here?" the interviewer is listening for an answer that indicates you've
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given this some thought and are not sending out resumes just because there is an opening. For example, "I've selected
key companies whose mission statements are in line with my values, where I know I could be excited about what the
company does, and this company is very high on my list of desirable choices."

4. What are your goals?

* When you're asked, "What are your goals?" sometimes it's best to talk about short-term and intermediate goals

rather than locking yourself into the distant future. For example, "My immediate goal is to get a job in a
growth-oriented company. My long-term goal will depend on where the company goes. I hope to eventually grow into
a position of responsibility."

5. Why did you leave (or why are you leaving) your job?

« If an interviewer asks, "Why did you leave (or why are you leaving) your job?" and you're unemployed, state your
reason for leaving in a positive context: "I managed to survive two rounds of corporate downsizing, but the third round
was a 20% reduction in the workforce, which included me."

* If you are employed, focus on what you want in your next job: "After two years, I made the decision to look for a
company that is team-focused, where I can add my experience."

6. When were you most satisfied in your job?

* The interviewer who asks, "When were you most satisfied in your job?" wants to know what motivates you. If you
can relate an example of a job or project when you were excited, the interviewer will get an idea of your preferences.
"I was very satisfied in my last job, because I worked directly with the customers and their problems; that is an
important part of the job for me."

7. What can you do for us that other candidates can't?

» Emphasize what makes you unique when you're asked, "What can you do for us that other candidates can't?". This
will take an assessment of your experiences, skills and traits. Summarize concisely: "I have a unique combination of
strong technical skills, and the ability to build strong customer relationships. This allows me to use my knowledge and
break down information to be more user-friendly."

8. What are three positive things your last boss would say about you?

« It's time to pull out your old performance appraisals and boss's quotes to answer the question, "What are three
positive things your last boss would say about you?". This is a great way to brag about yourself through someone else's
words: "My boss has told me that I am the best designer he has ever had. He knows he can rely on me, and he likes my
sense of humor."

9. What salary are you seeking?

* When you're asked, "What salary are you seeking?" it is to your advantage if the employer tells you the range first.
Prepare by knowing the going rate in your area, and your bottom line or walk-away point. One possible answer would
be: "I am sure when the time comes, we can agree on a reasonable amount. In what range do you typically pay
someone with my background?"

10. If you were an animal, which one would you want to be?

* Don't be alarmed if you're asked, "If you were an animal, which one would you want to be?" Interviewers use this
type of psychological question to see if you can think quickly. If you answer "a bunny," you will make a soft, passive
impression. If you answer "a lion," you will be seen as aggressive. What type of personality would it take to get the job
done? What impression do you want to make?

BapuanT 2
Speak on the topic: "Job interview mistake"
BcnomorarensHblif MaTepuan:
Top 50 interview mistakes
It's easy to make a mistake when you are at a job interview. In fact, sometimes you don't even know you're making a
mistake. I've spoken to several job seekers who didn't realize that it wasn't acceptable to walk into an interview with a
cup or coffee or a bottle of water.
I've also spoken to applicants who have erred on the side of being too early for a job interview or dressing too casually
or even too over-dressed for the job or the company. They thought they were doing the right thing. Instead, they ended
up not making the best impression.
Some of the interview mistakesmade most frequently should be obvious, others aren't as clear, especially if you haven't
interviewed much or in a while. Here are the top 50 most common interview mistakes to review so you can avoid
making them.

J’_

Dressing inappropriately.

Not taking a phone interview as seriously as an in-person interview.
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Leaving your cell phone on.

Chewing gum.

Bringing a cup of coffee or other drink with you.
Bringing another person with you to the interview.
Wearing sunglasses.

Showing up early.

Showing up late.

Showing up hangover and/or really tired.

Going to the interview if you are really sick.

Not knowing the interviewer's name.

Not introducing yourself.

Leaving a Bluetooth earpiece on.

Not smiling during the interview.

Interrupting the interviewer to take a call.

Have background noise (kids, pets, etc.) during a phone interview.
Wearing too much perfume or cologne.

Wearing a hat or cap to the interview.

Not bringing extra copies of your resume.

Not bringing a list of references.

Depending on the job, not bringing a portfolio of your work.
Playing with your hair.

Saying "ummm" or "you know" or "like" too often.
Mumbling and using poor grammar.

Talking too much.

Cutting off the interviewer's question.

Not talking enough.

Not smiling enough.

Telling jokes and laughing too much.

Not making eye contact with the interviewer.
Criticizing your last company or boss.

Not remembering your work history.

Checking your notes for an answer to a question.
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Not following directions if you're given a test.

Not being prepared to answer questions.

Not paying attention to the questions you're asked.

Not taking the time to research the company prior to the interview.
Forgetting the name of the company you are interviewing with.
Forgetting the names of the companies you've worked for in the past.
Not remembering the job you applied for.

Telling the interviewer that you really need the job.

Telling the interviewer that you need the money.

Not knowing enough about the company you are interviewing with.
Asking about time off in your first interview.

Asking about salary and benefits right away.

When asked "Why do you want to work for our company?" providing answers that are focused on you instead of on
how you will benefit the company.

Not have relevant questions to ask when asked, "What questions do you have?"
Neglecting to thank the interviewer for the opportunity to meet with him or her.

Not sending a thank you note after the interview.

2. Ynpa:kHeHHsI:

Bapuanr 1

I. Insert prepositions where necessary.

1. It was a pleasure to meet you ... (1) the Trade Fair (2) last month.

2. ... (3) to unforeseen problems, we are unable to deliver your order ... (4) time. 3. We expect to be back ... (5)
normal (6) the end of this month. 4. I am sure that you will receive the goods ... (7) three weeks. 5. It was interesting
to hear your views ... (8) our new product. 6. Please pass ... (9) my best wishes ... (10) Mr. Lund. 7. I hope that he
has now recovered ... (11) flu. 8. I have pleasure ... (12) enclosing our brochure. 9. Thank you ... (13) your letter of
26 June, asking ... (14) details of our new product. 10. It was good to talk ... (15) you ... (16) the telephone today.
I1. Join the two halves of these sentences so that they make a good sense. The first is done for you as an example.

1. I was wondering a) It was good to meet you when you

came here.

2. I hope b) if you could help us.

3. Due to unforeseen problems, ¢) to hearing from you.

4. It was good d) Yours sincerely

5. Tam sorry e) we are unable to deliver your order on

time.

6. I look forward f) that this information will help you.

7. We must apologize g) in connection with the above order.

8. I am writing h) to hear that you’ve had some

problems.

9. Dear Mrs. Wilson i) for the delay in shipping this order.

III. Choose the right variant.

1. It’s a British letter. Choose the right date.

a) 12 06 2004 b) 12 June 2004 c) 6th December 2004 d) 12/06/04

2. How would you open a letter to a married or unmarried woman, whose marital status is unknown (her surname is
Smith)?

a) Dear Madam b) Dear Miss Smith ¢) Dear Ms Smith d) Dear Mrs. Smith

3. How would you close a letter if you didn’t know the name of the addressee?
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a) Best wishes b) yours sincerely c) Yours faithfully d) Best

4. Which word or phrase would you use when you put a heading, e.g. Order

No. 239?

a) The order I am writing to you about... 2) That order... c) The above order ... d) Order No. 239...

5. Most letters have:

a) 3 parts b) 4 parts c) 5 parts d) 2 parts

An opening The salutation The sender’s address The receiver’s name and

address

The main message The heading The body of the letter The main message

The close The complimentary close The close

The signature The signature The name and title of sender

6. How would you close a letter if you gave some information in it?

a) Looking forward to hearing from you.

b) Please feel free to contact me if you have any further questions.

c) Nice to be writing to you again.

d) Thank you for your telephone call today.

7. How would you open a letter of enquiry?

a) We are writing to advise you... b) We are writing to confirm the details ¢) We are happy to accept your terms and
request ... d) We are writing to enquire if there are...

8. What would your write if you wanted to give some good news?

a) We regret to inform you that... b) We are delighted to advise you that ...

c¢) We are sorry to tell you that... d) We would be very pleased if...

9. Choose the best way to introduce the subject of the letter.

a) Further to... b) Owing to ... ¢) As a result of ... d) Because of...

10. How would you ask for something usual in the most direct way?

a) Please could you send us... b) We would appreciate if you could send us ... ¢) We would be grateful if you could
send us... d) We hope you will send us...

11. What phrase will you use if you want specific information?

a) Could you give us some further details about ... b) In particular, we would like to know... ¢) We would be grateful
if you could let us know...

d) Please could you inform us about...

12. Find the best continuation to the following complaint: Unfortunately, we have not yet received your payment...
a)Please could you send us your price-list as soon as possible? b)Please could you send us a bill as soon as possible?
c)Please could you send us your cheque before 30 June? d)We would appreciate if you could collect the money as
soon as possible.

13. Your new photocopier has broken down. You have to write to the company who sold it to you.

a) We would be grateful if you could send us the replacement. b) Please could you collect our new photocopier and
take it to your office? c) We would appreciate if you could send us a new photocopier. d) I hope that it is not necessary
to remind you that the photocopier we bought from you has broken down.

BapuanT 2

I. Choose the best answers to complete the quiz about business letters.

1. Experts recommend that Letters should use short sentences. More than words in a sentence reduces clarity.
a) 10 b) 15 c)25

2. Whenever possible, letters should fit on to side(s) of a standard sheet of paper.

a)3 b) 2 c) 1

3. Itis not a good idea to include: colloquial expressions, or jargon.

a) contractions b) grammar ¢) punctuation

4. If you start the letter with a contact name (e.g. Dear Ms Wells), then the closing expression used is Yours sincerely.
If you do not use a contact name (e.g. Dear Sir or Madam) the letter ends with:
a) Yours truly ~ b) Kind regards  c¢) Yours faithfully

II. Read the following statements and decide which are true and which are false.

If a letter begins with the receiver’s name, e.g. Dear Mr Ross, it will close with Yours faithfully.

The abbreviation c.c. stands for ‘correct carbons’.

If you were writing a letter to Mr Peter Smith, you would open with Dear Mr Peter Smith.

The head of a company in the UK is known as The President’.

In the USA, it is correct to open a letter with the salutation Gentlemen.

The abbreviation enc or end means there are enclosures with the letter.

If you were writing to a Knight whose name was Sir Roger Dumont, you would open the letter Dear Sir Dumont.

Nk L

EU
8. In the UK, the abbreviated date 2.6.95 on a letter means 6 February 1995. i
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9. If a secretary signs her name on a letter and her signature is followed by p.p. (per pro) Daniel Harris, it means she
is signing on behalf of Daniel Harris. I El
10. A Managing Director in the UK is known as Chief Executive in the USA.
11. The term PLC after a company’s name, e.g. Hathaway PLC, stands for ‘Public Limited Corporation’.
12. The abbreviation for the term ‘limited liability’ in the UK, is Itd.
13. If you did not know whether a female correspondent was married or not, it would be correct to use the term Ms,
e.g. Ms Tessa Groves, instead of Miss or Mrs.
14. The following is an example of a blocked style:
Peter Voss
Oberlweinfeldweg 33
5207 Therwil
Switzerland
15. The above address is an example of ‘open punctuation’. i
16. The abbreviation in addressing a doctor, e.g. Doctor James Spock, would be Dt. Spock.
17. Rather than use the UK close of Yours sincerely/faithfully, Americans often choose Yours truly.
18. The abbreviation for ‘company’ is Co
III. Put the following names and addresses in order.
Example:
Search Studios Ltd./Leeds/LS4 8QM/Mr L. Scott/150 Royal Avenue
Mr L Scott Search Studios Ltd.
150 Royal Avenue Leeds LS4 8QM
1. Warwick House/Soundsonic Ltd./London/Warwick Street/SE23 1JF
. Piazza Leonardo da Vinci 254/The Chief Accountant/I-20133/D. Fregoni/Fregoni S.p.A./Milano
. Bente Spedition GmbH/Mr Heinz Bente/D-6000 Frankfurt 1 /Feldbergstr. 30/The Chairman
. Sportique et cie./201 rue Sambin/The Sales Manager/F-21000 Dijon
. Intercom/E-41006 Sevilla/351 Avda. Luis de Morales/The Accountant/Mrs S. Moreno
. Miss Maria Nikolakaki/85100 Rhodes, Nikitara 541/Greece
. Excel Heights 501/Edogawa-ku 139/7-3-8 Nakakasai/Japan/Tokyo/Mrs Junko Shiratori
. 301 Leighton Road/VHF Vehicles Ltd./London NWS5 2QE/The Transport Director/ Kentish Town

0 O\ D bW

3. UTreHue TEKCTOB Ha NHOCTPAHHOM fI3bIKE:

Bapuant 1
IIpounTaiite u nepeBeIUTE TEKCT

Application Correspondence includes the following types of letters:

1) CV/resume — pe3tome (Its parts can vary depending on the position. Some people include such parts as:
Interpersonal skills, Research and analytical skills, Professional membership, extracurricular activities, Awards
received)

2) A letter of application / a cover letter — conpoBogUTEIFHOE MUCEMO, TUCEMO 00yCTPOWCTBE HA paboTy

The first paragraph must attract the employer’s attention to the applicant. It names the vacant position for which the
candidate is applying and the source of the information about it. It also says why the author has got interested in this
very company.

In the second paragraph, skills and experience relevant to the vacant position are described. They are proved by
fact-based examples and references to respected people.

In the closing paragraph the candidate’s personal qualities are listed. It is pointed out how these qualities can be useful
to the employer.

The author expresses his hope to be invited to the interview at the end of the letter.

3) A Recommendation / a reference — pexomenaarensHoe nucbMo (It contains the description of the business qualities
and skills of the candidate. In the last phrase the author advises the addressee to offer a job to the person to whom the
letter is devoted).

4) A Job application form — 3asBieHue 00 ycTpoiicTBE HAa PabOTy

BapuanT 2
IIpounTaiite u nepeBeIUTE TEKCT

STANDARD LETTER FORMAT AND STYLES

STYLES

1. BLOCK STYLE

All sections of the letter are flush against the left margin of the page. Each paragraph in the body of the letter begins
flush left margin, with a one space line dividing each paragraph.

2. SEMI-BLOCK STYLE
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The date, signature, and address heading (if not on preprinted letterhead stationary) are aligned on the right side of the
page. All other sections are flush left margin. Paragraphs in the body of the letter begin flush left with a one space line
dividing each paragraph.

3. INDENTED STYLE

The date, signature, and address heading (if not on preprinted letterhead stationary) are aligned on the right side of the
page. The greeting is flush left. Paragraphs in the body of the letter are indented with no space line between
paragraphs. Postscript and notations are flush left.

4. MEMORANDUM STYLE

This is a business format that is best used for interoffice correspondence. Directly above the body of the memorandum,
are the following sections flush left:

+ “Date:”

* “To:” Name or column of names of those people to whom memorandum is being sent. (listed in alphabetical order
by surname).

* “From:” Writer’s name. Title, if any, listed directly below name.

+ “Re:” or “Subject:” Subject line may be emphasized by underlining, bold font or all capital letters.

Body text may be indented or block format. Signature of writer not required on Memorandums.

FORMAT AND FONT

When writing business letters, you must pay special attention to the format and font used. The most common layout of
a business letter is known as block format. Using this format, the entire letter is left justified and single spaced except
for a double space between paragraphs. Another widely utilized format is known as modified block format. In this
type, the body of the letter is left justified and single-spaced. However, the date and closing are in alignment in the
center of the page. The final, and least used, style is semi-block. It is much like the modified block style except that
each paragraph is indented instead of left justified.

The following table shows examples of the different formats.

Another important factor in the readability of a letter is the chosen font. The generally accepted font is Times New
Roman, size 12, although other fonts such as Arial may be used. When choosing a font, always consider your
audience. If you are writing to a conservative company, you may want to use Times New Roman. However, if you are
writing to a more liberal company, you have a little more freedom when choosing fonts.

As far as punctuation after the salutation and closing is concerned, the standard is to use a colon after the salutation
(never a comma) and a comma after the closing (closed punctuation). There is also a less accepted format, known as
open punctuation, in which punctuation is excluded after the salutation and the closing.

2. OueHOYHbBIE cpeacrsa aJis HpOMe)KYTO'-IHOﬁ arreCcTaluu

1. 3auer
Bompockr k 3ageTty:
. Onpenenenne "MenemKkMeHT"
. OyHKIIMM MeHemKEpa
. Kauectna, xapakrepuzyronie COBpEMEHHOTO MEHEIKepa
. Ctpyktypa kommanuu. Ha3Banus v (yHKIIMH OT/IEIOB
. JomxHOCTHAS NepapXxusi KOMIAHUN
. Bunp! u HazBanus koMmnanuii B CoeTMHEHHOM KOPOJIEBCTBE
. Bunel n HazBanusa kommanuii B CLIIA
. MotuBanus cinyxauux. BaxkHsie cocraBnsioniye Tpyaa
. OpunmansHO-AETOBON CTHIIb. BHABI 1eTT0BOH KOPPECTIOHACHITHH.
10. TIponBrxeHHE 1O KAPHEPHOH JIECTHUIIE
11. 3apaboTHas 1aTa, JOTOJHUTEIBHEIE ILIOTHI
12. OdpurmanbHO-1eI0BOM CTHITb. JleioBast KOppECIOHISHITUS, CBSI3aHHAs ¢ KOMaHIMPOBKOH.
13. Onpenenenue "MeHnemkMeHT"
14. JlenoBble KauecTBa MEHEKepa
15. YerpoticTBo npennpusitust. HazBaHus U GyHKINN OTAEIIOB
16. JlomxHOCTHAS HepapXusi KOMITAaHUH
17. bu3nec-3TuKa MEHEKEpa
18. HoBbie Gpopmbl iepeaadn nHGopMaImn
19. llenoBast 3THKa
20. Buapl CTEMYJIUPOBAHUS CITYKaITAX

O 00 1 N L A W N —

2. DKk3aMeH
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9
1
1
1
1
1
1
1
1
1
1
2
2
2
2
2
2
2
2
2
2
3
3
3
3
3
3
3
3
3
3
4

Bompock! k sx3ameny:
. Onpenenenne "MapkeTrar"
. lenoBBIe yMEHUS U KaueCTBa MapKeTOJIora
. MapkeTHHTOBBIN MUKC
. Mos pabota u yuéba
. CiocoOb! IPOIBIKEHHMSI TOBApa
. Bugsr pexnambr
. llenooOpazoBarenpHast MOJUTHKA
. BiimsiHne peknamMbl Ha IOTpeOUTENS (TUTFOCHI 1 MHHYCHI)
. [lonck paGoTHI: TWIIOCH 1 MUHYCHI OH-JIAHH TONCKOBUKOB
0. [TakeT TOKyMEHTOB JIJIsl YCTPOKCTBA HA paboTy
1. Moli yHEBEpCUTET
2. Mos Hay9HO-HCCIieioBaTeNbcKas pabora
3. MapKeTHHT ¥ €T0 COCTABISAIINE
4. Kpocc-KynbTypHBIE 0COOCHHOCTH MPEANPUHIMATETHCTBA
5. YMenus, HeoOX0IUMBbIE COBPEMEHHOMY MapKETOJIOTY
6. Pexitama u €€ BUIBI
7. IlponBmxenue ToBapa u yciayr. bpeaaunr
8. LleHoBas MONHUTHKA
9. Paznensl pestome.
0. YHuBepcuTerT, 1€ 5 YIyCh
1. [IpoGnema, meau 1 3aa9 MOEH MaruCTEPCKOM TUCCepTalun
2. OcoOEHHOCTH JIEIIOBOTO dTUKETA B PA3HBIX CTpaHax
3. Mos pabora u yuéba
4. CocTaBiieHHE pe3foMe
5. OTBeTHI HAa BO3MOXKHBIE BOITPOCHI Ha COOECEIOBAHNY TIPU YCTPOMCTBE HA pabOTy
6. YeTsipe m. DIEMEHTHI MApKETHHTA
7. MapKeTUHTOBBIE€ CTPATETUH U TAKTHKHU
8. CoBpeMeHHEBIE CITIOCOOBI YCTPOHCTBA HA paboTy
9. Onpenenenne "MapkeTHHr"
0. leoBBIC yMEHHS U Ka9€CTBA MapPKETOJIOTa
1. MapKkeTHHIOBBIA MUKC
2. Mos pabota n yuéda
3. CrocoObI MPOIBUKEHUS TOBapa
4. Buap! pexnambl
5. llenooOpasoBarenbHas MOJIUTHKA
6. BriustHue pekiamMbl Ha TOTpeOUTENs (TUTFOCH 1 MHUHYCBI)
7. ITouck pabOTHI: TTFOCHI 1 MUHYCHI OH-JIAi{H ITOMCKOBUKOB
8. [TakeT MOKYMEHTOB IS yCTPOIMCTBA HA paboTy
9. Moli yHUBEpCUTET
0. Most Hay9HO-HCCIIeIoBaTeNbCcKas paboTa
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Paznen 4. Metoguueckne MarepHasbl, ONpedesiOMe NPOLeAyPbl OLCHHBAHHMS 3HAYHH, yMEHWIi,
HABBIKOB H (UJH) ONbITA AeSITETbHOCTH, XapAKTEPH3YIOIIHX 3Tanbl GOPMUPOBAHUS KOMIETeHIH I

1. Inst TeKkymero KOHTPOIIS HCIOIB3YIOTCS CIEAYIOIINE OIEHOUYHBIE CPENICTBA:

1. MoHoJiorH4ecKoe BbICKa3bIBAaHUE

MoHnosorndeckoe BBICKAa3bIBAHHE - 3TO WH(OPMAITUS, YaCTO KpaTKas Ha CPaBHHUTEIBFHO Y3KYIO TEMY, IJIaBHAs LENb
KOoTOpOoTO [ | 00HapomoBaTh (aKThI, TPEBAPUTEIBHBIE PE3YIbTAThl N3bICKAaHUH 0€3 MPETeH3MI Ha IIMPOKHUE U TITYOOKHE
Hay4IHbIE 000OIICHNUS.

B xoMmo3unmu cOOOMICHHUS BBIACNSAIOTCS TPH YAaCTH: BCTYIUIGHHE - BBICTYHAIONIMA Ha3bIBaeT TEMY COOOIICHUS,
OCHOBHAs 4acTh - COOOMIAIOTCS (PaKThl, JaHHBIC U T.11.; 3AKII0YEHHE - 0000IIaeTCs Bce CKa3aHHOE, JIETAl0TCS BHIBOIBI.
3apaHee poayManTe CBOE€ COOOIIEHNE, COCTaBhTE IPUMEPHBIHN TUTaH CBOETO BhICKa3bIiBaHUSA. OTpaboTaiiTe OTIebHbBIE
CJIOBA U YCTOHUYMBEIC (hpasbl B MaTeprae o TeMe.

MarepuanaoM ISl TTOATOTOBKH YCTHOTO BBICKA3BIBAHHSI MOTYT CIY)KHTH TOTOBBIE TE€MBI, KOTOPBIE MOKHO HAaWTH B
yaeOHbBIX mocoOmsax. JIroboe MOHOIOTHYECKOE BBICKA3bIBAHHE XAPAKTEPH3YeTCs IIETBIM pAIOM KadecTB. Bor Te m3
HUX, KOTOpBIE HanOoee CrieupuIHbl IMEHHO JJIS1 MOHOJIOTHIECKOTO BRICKA3bIBAHUS.

1. LlenenamnpasiaeHHocTh. OHA MPOSBIIIETCS B TOM, YTO Y TOBOPSIIIETO BCETJA €CTh ONpPEACICHHAS ENb.

2. Jlornmynocts. Ilom He TMOHWMAeTCSs TaKO€ CBOMCTBO  BBICKAa3bIBaHWS, KOTOpOe oOOecrednBaeTCs
MOCTIEIOBATEIIFHOCTHIO M3TI0KEHHUS MaTepHala.

3. CTpYKTYpHOCTH WU CBSI3HOCTD.

4. OTHOCHTENBHAS 3aBEPUICHHOCTD B COIEPKATEIEHOM, TEMAaTHIECKOM IIIaHE.

5. IIpoayKTUBHOCTS, T. €. IPOIYKIHS, a HE PETIPOIYKIIHS 3ayI€HHOTO.

6. HeripepBsIBHOCTS, T. €. OTCYTCTBHE HEHYKHBIX 11ay3, OCMBICTICHHAS! CHHTarMaTUIHOCTD BBICKA3bIBAHUS.

7. CaMOCTOSITeTBHOCTh. DJTO ONHO W3 BAXHEUIIMX Ka4deCTB BBICKA3BIBAHHS, KOTOPOE MPOSBISETCS B OTKa3e OT
BCSAYECKHX OTIOP — BepOaTIbHBIX, CXeMaTHIECKHX, MILTIOCTPAaTUBHBIX.

8. BrIpa3uTenbHOCTh — HaJH4YUe JOTHYSCKUX YIapeHH, MHTOHAINH, MAMHUKH, )KECTOB H T. II.

2. TepMUHOJOTHYECKHH CJI0BAPb/TJIOCCAPHIA

TepMHUHOJIOTUYECKHUIA CIOBAPH/TIIOCCAPHI — TEKCT CIIPABOYHOTO XapakTepa, B KOTOPOM MPEICTABICHbI B ajJ(paBUTHOM
MOPSJKE W Pa3bsCHEHbI 3HAYCHUsI CICIHMANbHBIX CJIOB, MOHATHIA, TEPMUHOB, UCIIOIb3yEMbIX B KakoW-mubo obmactu
3HAHMMA, TI0 KaKOW-T1O0 Teme (Tipobieme).

CocraBiieHHe TEPMHHOJOTHYECKOTO CIIOBapsi IO TeMe, paseldy IUCHUILIMHBL MPUBOJUT K OOPa30BaHHIO
YHOPSIOYEHHOTO MHOXECTBa 0a30BBIX W TepU(EPHHHBIX TOHATHH B (opMe ahaBUTHOTO WIM TEMAaTHIECKOTO
cioBaps, 4YTo o0ecreduBaeT CTYOeHTY CBOOOMy BBIOOpa palMOHANBHBIX TyTeH OCBOGHHWA WH(pOpMauu U
OZIHOBPEMEHHO OTKPBIBAET BO3MOXKHOCTH PETYJIHPOBATh TPYAOEMKOCTh MO3HABATEIBHON pabOTHI.

Orarbl paboThl HA/l TEPMUHOIOTHIECKUAM CIIOBAPEM:

BHUMATEJIBHO MPOYUTATH PaboTy;

OIIpE/IENUTh HanbOoJIee YacTO BCTPEYAIOIINECS TePMUHBI;

COCTaBHTh CIIMCOK TEPMUHOB, 00bEIMHEHHBIX 00IIeH TeMaTHKOM;

PacHoNIOKHUTh TEPMHUHBI B aI()aBUTHOM MOPSIIKE;

COCTaBHTh CTaThH NIIOCCAPUSI:

JIaTh TOUYHYIO (OPMYIHPOBKY TEPMHUHA B UIMEHUTEIBHOM MaJICKe;

00BEMHO PACKPBITH CMBICIT IAHHOTO TEPMHHA.

kW=

3. Ynpa:xxHeHus
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Jlekcuveckue W TpaMMaTHYCCKUE YIPAXKHEHUS MPOBEPSIOT CIOBAPHBIN 3alac CTYJCHTAa U YMCHHC ero 3(QEeKTUBHO
NPUMEHSTh, & TaKXKe TO, HACKOJBKO XOPOIIO CTYACHT YCBOWJI T'pPaMMAaTHYECKHE SIBJICHHs, pa30upacMbic B
COOTBETCTBYIOLIEM CEMECTPE, U MOXKET MCIIOJIb30BaTh UX JJISl TOCTHXKEHUSI KOMMYHHUKATUBHBIX LIEJIEH.

YopaxxHeHHEe — CICHHaIbHO OPraHU30BAHHOE MHOTOKPATHOE BBITIOJIHCHHUE SI3BIKOBBIX (PEUCBBIX) OMEpAIMid HIIH
JICACTBUH ¢ 1eNbio0 (POPMHUPOBAHUSI HJIH COBEPIICHCTBOBAHMUS PEUCBBIX HABBIKOB M YMEHUI, BOCIPUATHS PEUH HA CIYX,
YTCHUS U MTUChMA.

Tumnonorus ynpaxHeHu# st GOPMUPOBAHUS JICKCUKO-TPAMMATHYCCKUX HABBIKOB!

1) BoctpusTue (yrpaKHCHUS Ha y3HABaHHE HOBOTO IPAMMAaTHUYCCKOTO SIBJICHUS B 3HAKOMOM KOHTEKCTE);

2) umuranus (ynpaKHCHHs Ha BOCIIPOU3BEICHUE PEUEBOr0O 0Opasia 6e3 n3MEeHeHHN);

3) monacTaHOBKa (XapaKTEPU3YKOTCS TEM, YTO B HUX MPOUCXOAUT IMOJCTAHOBKA JICKCHUCCKUX CIUHHIl B KAKOH-THOO
peuceBoii oOpaserr);

4) Tpancopmarus (rpaMMaTHYECKOE H3MEHEHHE 00pa3ia)

5) penpoaykius (BOCIPOU3BEICHNE IPAMMATHYECKUX (POPM CAMOCTOSITENBHO U OCMBICIICHHO);

6) KoMOMHIpOBaHUE (COCAUHCHHE B PEUU HOBBIX U PAHEE YCBOCHHBIX JICKCHKO- TPAMMATHYECKUX 00pa3IoB).
Tumnonorust ynpaxxHeHu! 17151 POPMUPOBAHUS KOMMYHHKATHBHBIX YMCHHUN

1) sA3BIKOBBIC YHPAKHEHUSI — TUI YIPaXHEHUH, MPEANONArallini aHajdnu3 W TPEHUPOBKY SA3bIKOBBIX SIBICHUI BHE
YCJIOBUH peueBON KOMMYHHKAIIUH;

2) YCIOBHO-PEYEBBIC YIPAXKHEHUS — TUI YIPAKHCHHS, XapaKTCPUIYIOIIUICA CUTYaTUBHOCTBHIO, HATHMYHEM pPEUCBOU
3a/la4¥l ¥ TpeHA3HAYCHHBIN ISl TPSHUPOBKU YYeOHOTO MaTepralia B paMKax yueOHOM (YCIIOBHON) KOMMYHUKAIIHUY;

3) pedeBbie YIIPAKHEHUS — THIT YIIPAXKHEHUH, UCTIONIE3yEeMBbIN ISl pa3BUTHS YMEHHIA TOBOPECHUSI.

4. YTreHHne TEKCTOB HA HHOCTPAHHOM fI3bIKE

B 3aBHCHMOCTH OT LIEJIH UCTIONB3YIOT CJIEIYIOIINE BUABI YTCHHUS:

1. HenoxroroBneHHOE YTeHKE (Y4EOHBINH B YTEHUSI, IIPOBEPSIOIINHA TEXHUKY);

2. MOATOTOBJIIEHHOE YTEHHE (PparMEeHTOB TEKCTa JUIl OTPaOOTKU NMPAaBHIBHOTO MPOM3HOLICHUS, YIAPEHHUs, May3aluH,
MHTOHALMOHHBIX CTPYKTYD;

3. 03HaKOMHTEJIFHOE, M3ydarollee, IPOCMOTPOBOE U ITOMCKOBOE YTEHHE B 3aBHCUMOCTH OT YCTAHOBKM Ha CTENEHb
TOHMMAaHHMS TEKCTa.

PexomeHiaumu 1o oBJ1aeHUIO HAaBBIKAMU YTCHHUS:

1. onpenenuTe OCHOBHOE CO/IEPXKAHHE TEKCTA 10 3HAKOMBIM OINOPHBIM CJIOBaM, MHTEPHALMOHAIBHOH JIEKCHKE U C
MIOMOILBIO JIMHIBUCTUYECKOTO aHai3a (MOp(OIOrn4ecKoil CTPYKTYphI CII0BA, COOTHOIICHHS YWICHOB IPE/UIOKEHHS U
T.1.);

2. IOHSTH 3HAUYCHHE CJIOB 110 KOHTEKCTY MJIM MHTEPHAMOHAIBHOM JIEKCHKE;

3. BBICJINTH CMBICIIOBYIO CTPYKTYpPY TEKCTa, TVIaBHYIO U BTOPOCTENEHHYIO HH(POpPMAILIHIO;

4. 0600mMTH (haKThI, IPUBEACHHbIE B TEKCTE;

5. yMeTb czienarb nepeBojl BCero TEKCTa MM ero )parMeHTa ¢ IOMOIIBIO CIIOBapsi;

6. M3IIOXKUTDH PE3YNBTaThl CBOEH PabOTHI B YCTHOW MIIM MUCbMEHHOM (popMe (B 3aBUCUMOCTH OT 3a7aHMs).

2. Onmcanue npoueaypbl HpOMe)KyTO‘IHOﬁ arrecranun

OrieHka 3a 3a4eT/3K3aMEeH MOXKET OBITh BBICTABJIEHA MO pe3yjbTaraM TEKYILEero pedTHHra. TeKymuid pedTHHT —
9TO pe3yJbTaThl BHIIOJHEHUS NMPAKTHYECKUX PadOT B Xoi€ O0O0ydeHUs, KOHTPOJIBHBIX PadoT, BBHIIOIHEHUS 3aJaHui K
JeKuusaM (IpH HAJIMYKMK) U JIP. BUIOB 3aJaHuUi.

PesynbTarel TeKyIIero peiTuHra J0BOAATCS 10 CTYACHTOB A0 Hadaja SK3aMEHAllMOHHOW CECCHH.

Ilens 3ayera — mpoBepKa M OLIEHKA YPOBHS MOJYYCHHBIX CTYJICHTOM CIICHMANBHBIX 3HAaHMH MO y4eOHOH
JUCIUIUIMHE U COOTBETCTBYIOIINX UM YMEHHH M HaBBIKOB, a TAK)K€ YMEHUs JJOTHYECKH MBICINTD, apryMEHTHPOBATh
M30paHHYI0 Hay4yHYIO IIO3ULMIO, pearupoBarh Ha JONOJHUTEIbHBIE BONPOCHl, OPHUEHTHUPOBATHCS B MAacCHUBE
uHpopmaImH.

3aueT MOXKET MPOBOIAUTHCS Kak B (hopMare, aHAJOTMYHOM IIPOBEICHUIO DK3aMEHa, TaKk W B JpYrux (opmax,
OCHOBaHHBIX Ha BBIIOJIHEHUHM WHAMBHIYAJIFHOTO WJIM TPYIMIIOBOTO 3a/IaHMs, TTO3BOJISIOIIETO OCYIIECTBUTH KOHTPOIb
3HAHHUH U TIOJyYESHHBIX HaBBIKOB.

[ToaroroBka K 3a4eTy Ha4MHAETCS C MEPBOTO 3aHATHS 110 JAUCLUIUIMHE, HA KOTOPOM OOydarolyecs IMOoJTydaroT
IpeIBapUTENBHBIN MepeueHb BONPOCOB K 3a4€Ty M CHHCOK PEKOMEHYEMOH JIMTepaTyphl, UX CTaBAT B U3BECTHOCTD
OTHOCHUTEJIFHO KPUTEPHEB BBICTABICHMS 3au€Ta M crieuu@uKe TeKylieil u urorooil arrecraunu. C camMoro Havaia
JKEJaTeJIbHO IUTAHOMEPHO OCBaWBaTh MaTe€puall, PYKOBOACTBYSCh IIEPEYHEM BONPOCOB K 3a4€Ty M CHHCKOM
PEKOMEHIYEMOW JIMTEpaTypbl, a TakXKe IyTEM CaMOCTOSTEIBHOTO KOHCIICKTHPOBAHHMS MaTEpPHUAIOB 3aHATHH H
PE3yBTaTOB CAMOCTOSITEIEHOTO U3Y4YEHHS YYEOHBIX BOIIPOCOB.

ITo pe3ynpraram caaum 3a4eTa BBICTABISIETCS OLICHKA «3aU4TEHO» WM «HE 3a4TECHOY.
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DK3aMeH TIpeclieNyeT IIelb OIEHUTh pabdoTy OOydJaromerocs 3a ONpeNeieHHBIH Kypce: TONyYeHHBIS
TEOpEeTHYECKHUEe 3HAHUSI, X HPOYHOCTh, PA3BUTHE JIOTUYECKOTO M TBOPYECKOTO MBIIUICHUS, TPUOOPETEHHE HABBIKOB
CaMOCTOSITENIbHOW pabOThl, YMEHUSI aHAIN3UPOBATh M CHHTE3UPOBATh MOJIYYCHHbIC 3HAHHS M MPUMEHATh UX IS
peLICHUsI IPAKTUYECKUX 3a/1a4.

DK3aMeH MPOBOIUTCS B YCTHOM MM MUCBMEHHON Gopme 1o OuieTam, yTBEp KIEHHBIM 3aBEAYIOMUM Kadenpoi
(wm B hopMe KOMIBIOTEPHOTO TECTUPOBAHKS). DK3aMEHAIIMOHHBIN OWieT BKIIIOYaeT B ce0sl 1Ba BOTPOCA ¥ 3a/Ia4H.
@DopMynMpoBKa BOMPOCOB COBMAJaeT € (OPMYJIHPOBKOM IEpeyHs BOMPOCOB, MJOBEICHHOIO [0 CBEICHHUS
00yuaronuxcs He MO3/IHEE YeM 3a OJIMH MECSILL 10 IK3aMEHAIMOHHOH CECCHH.

B mporiecce MOArOTOBKH K dK3aMEHY OpraHM30BaHa MpeIdK3aMeHAI[OHHAS KOHCYJIbTAIHs Ui BCeX YYeOHBIX
rpyI.

ITpu mo6oii (GopMe MpoBeaeHMS] IK3aMEHOB 10 OMJIeTaM 3K3aMEHATOpy MpPEIOCTaBIISIETCS IIPABO 3aaBaTh
CTYACHTaM JIOTIOJHUTENbHBIE BOIPOCHI, 33124 U MPUMEPHI 110 MPOrpaMMe AaHHOH NUCUMIUIMHBIL. J[OMOMHUTEIbHbIC
BOITPOCHI TAK)Ke, KAK 1 OCHOBHBIE BOMPOCHI OMIieTa, TPeOYyIOT pa3BepHYTOro OTBETA.
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