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Bsenenue
Meroauueckue  ykasaHus K I[PAKTMYECKUM  3aHATHUAM  CTYJEHTOB 10  JAWCLUILUIAHE
«VIHOCTpaHHBIN S3BIK» pa3padOTaHbl B COOTBETCTBUH C paboyeil MporpaMMOi AWCIUILINHBI 110
HanpasJieHUIO MoAroToBKU 38.04.08 — @uHAHCHI U KPEIUT.
Lenpto  ocBOEHHMsS]  TUCHMIUIMHBI ~ «MHOCTpaHHBIM  s3BIK»  sBISETCS  (DOpPMHUpPOBAHUE
YHUBEPCAIbHON KOMIIETEHIIMU Y CTYICHTOB MO HampapieHUIo moArotoBku 38.04.08 «DuHaHCHI
u Kkpeaut». OCHOBHAs 1€JIb Kypca 3aK/II0YaeTcsl B IMOBBILICHHE HWCXOJHOTO YPOBHS BJaJEHUS
WHOCTPAHHBIM SI3BIKOM M OBJIQJICHHE CTYJCHTaMH HEOOXOAWMBIM M JIOCTaTOYHBIM YPOBHEM
KOMMYHUKAaTHBHOH ¥  NPO(eCCHOHANBHOW KOMIETEHIUH JUIsi pElmIeHHs  COIMAajbHO-
KOMMYHHUKATHBHBIX 33/1a4 B PA3IIUYHBIX 00JIACTSIX OBITOBOM, KYIBTYPHOMU, MPO(hecCHOHATBHON U
Hay4YHOU AEATEIbHOCTU MPU OOIIEHUHU C 3apyOeXKHbIMU MapTHEPaMU, a Takke JJIs JaJbHENUIIero
caMmo00pazoBaHMsI.
3agauu UCIUIUTUHBI «IHOCTPaHHBIN SA3BIK» COCTOST B CIEAYIOIIEM:
- pa3BUBATh YCTOMYMBBIM HHTEPEC K N3YUEHUIO HHOCTPAHHOTO S3bIKA;
- CTHUMYJIMPOBATh TBOPYECKYO AKTUBHOCTb CTYJEHTOB;
- CTUMYJIMPOBATh HAyYHO-UCCIIEI0OBATEIBCKYIO IEATEIBHOCTD CTYICHTOB.



Pa3paboTku npakTHYECKUX 3aHATHH
3aganud

Tema 1. Electronic correspondence and documents

Lenp 3aHATHA: TPOBEPHUTH OOIIEEC MMOHUMAHWE MPOYUTAHHOTO, CHOpPMHpPOBATH yMEHUE H
HABBIKHU I/I3y11a10mer0 YTCHHU, HAaBBIKU U YMGHI/IFI YCTaHaBJ'II/IBaTB JJOTMYCCKUE CBsA3HU B TCKCTC,
OIIPENENATh OCHOBHYIO TEMY IIPOYUTAHHOTO TEKCTA.

3agaum 3aHATHA:

-O3HAKOMMUTBCA C HOBOfI J'IeKCI/IKOI‘/JI II0 TEMC, paBBI/IBaTI) nu COBCpIHCHCTBOBaTB HABBIKHW YTCHUIA
TEKCTAa C LCJIbKO ACTAJIBHOI'O ITOHHUMAHUA CO}Iep)KaHI/IfL — aKTI/IBI/I3I/IpOBaTI) HOSH&B&TCJ’IBHYIO
WHULMATUBY CTYJIEHTOB U (POPMHPOBATH UX COLIMATBHYIO KOMIIETEHTHOCTb.

— COJICHCTBOBAaTh YCTAaHOBJICHUIO B CO3HAHWM CTYJIEHTAa YCTOWYMBBIX CBSI3€M MEKIY
HAKOIIJICHHBIM U HOBBIM OIIBITOM HOSH&B&TGJ’IBHOﬁ nu HpaKTI/I‘-ICCKOI\/’I JCATCIIBHOCTH,

— (opmupoBaTh U pa3BUBATh Y4eOHO-OpPraHU3ALMOHHBIE YMEHHSI U HAaBBIKU (B3aMMOKOHTPOJIb,
CaMOCTOSITeIIbHAS Pab0Ta, KOJUIEKTUBHAS JCSITEIILHOCTD).

B pesynbTate ocBOeHUS TeMbI OPMUPYIOTCS] KOMIIETEHIIUN:

YK-4 CniocobeH npuMeHsITh COBpPEMEHHBIE KOMMYHHUKATHBHBIC TEXHOJIOTHH, B TOM YHCIIE Ha
WHOCTpPaHHOM(BIX) s3bIKe(axX), I aKaJIeMHUIECKOTO U MPo(eCCHOHATHFHOTO B3aUMOJICHCTBUS

Electronic correspondence and documents

YCTpOﬁCTBO Ha pa60Ty BKIIFOYACT HCCKOJIBKO 3TAIlOB: IMOATOTOBKY M OTIIPABKY
PE3OME, NMOATOTOBKY K HMHTCPBBIO M HCIIOCPCACTBCHHO CaMO CO6€C€,IIOBaHI/I€, 3a
KOTOPBIM B CIy4ac yaauu IOCJICAYCT IMTOAIIMCAHUC KOHTPAKTA.

IIpumep aHKeTHI
(Sample of Application Form)

Personal NAME Victor Balashov

ADDRESS 10 Obrucheva St, Ap. 7  PHONE (095) 313-26-11
(home)

DO YOU HAVE A VALID DRIVER'S LICENCE Yes No

MARITAL STATUS married /single ~ Ne OF DEPENDENTS 1
daughter

EDUCATION higher

Name of School Year graduated Course Taken or Degree
Moscow University 1990 M.Sc in Economics
LANGUAGES

Russian Excellent Good Fair

English Excellent Good Fair

EXPERIENCE (Give present or last position first)




COMPANY Victoria ADDRESS
St.

TYPE OF BUSINESS INDUSTRY
EMPLOYED (Month & Year)
POSITION(S) HELD
SUPERVISOR'S NAME

DESCRIBE YOUR DUTIES
equipment

WHY DID YOU LEAVE
Petersburg

17 Sedova

Information Technologies
From March 1990 to July 1995
Manager

Alexander Novikov
Negotiations, purchase of

The company has moved St

IIpumep popmMbI 3anpoca/cONPOBOAUTEIBHOI0 NUCHMA

(Sample Inquiry / Cover Letter Format)




Date JHara

Dr., Mr., Ms. I-p, r-H, r-xka

Title J10KHOCTD, 3BaHUE

Company, Institution dupma/ yupexaeHue

Address Anpec

Dear Sir/Madam: VBaxxaeMblii T-H, r-Ka!

State your reason for writing. Cdopmynupyiite 11e7b MUChMa.

You will either inquire whether any Bbl 3ampammnBaere, HUMEIOTCS JH B
positions are available or you will say wanmuuun kakue-nu00 BakaHCHH JIHOO
which position you are applying for.  cooOrmaere, kakum paboOYUM MeCTOM

If Ber  unTepecyetech.  Ecim Bac
you are applying for a specific UHTEpeCyeT KOHKPETHOE MECTO,
position HA30BUTE  HUCTOYHUK  HMH(MOPMAIUH
identify the source of the information  (uemoBek, o0OBsBIEHHE B Ta3eTe C
(a person, a newspaper, including yKa3aHUEM JaThl U T.]1.)

date, etc.) Onummre Bame  oOpa3oBanue u
Describe your educational npodeccuonanpubiii  ombit.  Ocoboe
background and professional BHHMaHWE yIEIUTE TEM MOJOKCHHUSIM

experience. Focus on those things Barmiero pesiome, KOTOpbIe HAUTYUIIHM
from your resume that best relate to o0Opa3om cBsi3aHbl ¢ MecTOM, Ha
the position you are applying for. KoTopoe BbI npeTeHayeTe.

VYkaxure, yto Bbl npumaraere cBoe
Say you are enclosing your resume pesioMe HW/HIH APyrde HEOOXOIUMBIE
and/or other supporting material. Mmarepuabl. Beipasure  kemanue

State your willingness to provide mpemocTaBUThH JOTTOJIHUTEIBHY O
more information and to be wunHpopmamio u IPONTH
interviewed. cobecenoBanue. IloOmaromapure 3a

Thank them for their consideration. Brumanue. CooOIIUTE, YTO HAIEETECH
Say you look forward to hearing momyYuTh OTBET.

from them. Wckpenne Bam (moamuce)
. ] Bamre ums u hamumnms
Sincerely Yours, (signature) Anpec
Your name Tenedon
Address Onuce mpugaraéMbiX MaTepuaIoB
Phone
Enclosure

Mpl npuBOAMM 3[€Ch IPUMEP JOBOJBHO IPOCTPAHHOTO CONPOBOJUTENIBHOIO IHCHMA,
noJKpersitomiero pesome. OOBIYHO OHO 3HAYUTEIBHO KOPOUYE, OJJHAKO HEKOTOphle (pasbl u
00OpOTHI M3 HEro BIOJHE MOTYT OBITh HMCIIOJIb30BaHBI MPU HAMHUCAHUM (DYHKIIMOHAIBHOTO (C
packpbITHEM Balnx HaBBIKOB) pe3IOME.



Tema 2. CVs and interviews

Leap 3aHATHA: TPOBEPHUTH OOINEee MOHUMAHHWE MPOYUTAHHOTO, CHOPMHPOBATH YMEHUE U
HABBIKHU I/I3y‘-IaIOIJ_ICI‘O YTCHHA, HABBIKHU U yMeHI/Iﬂ yCTaHaBJII/IBaTB JJOTH4YCCKUEC CBA3HU B TCKCTC,
OIIPENEINIATE OCHOBHYIO TEMY IIPOYUTAHHOTO TEKCTA.

3agaum 3aHATHA:

-O3HAKOMMUTBCA C HOBOfI J'IeKCI/IKOI‘/JI II0 TEMC, paBBI/IBaTI) nu COBCpIHCHCTBOBaTB HABBIKHW YTCHUIA
TEKCTAa C LOCJIIBbKO ACTAJIBHOI'O ITOHHUMAHUA COI[ep)KaHI/IfL — aKTI/IBI/I3I/IpOBaTI) H03HaBaT€.HI)Hy}O
WHULMATUBY CTYJIEHTOB U (POPMHUPOBATH UX COLUAIbHYI0 KOMIIETEHTHOCTD.

— COJICHCTBOBAaTh YCTAaHOBJICHUIO B CO3HAHMU CTYIEHTAa YCTOWYMBBIX CBSI3€H MEXIYy
HAKOIIJICHHBIM U HOBBIM OIIBITOM HOSH&B&TGJ’IBHOﬁ nu HpaKTI/I‘-ICCKOI\/’I JCATCIIBHOCTH,

— (opmupoBaTh U pa3BUBATh Y4eOHO-OpPraHU3ALMOHHBIE YMEHHSI U HAaBBIKU (B3aMMOKOHTPOJIb,
CaMOCTOSITeNIbHAS Pab0Ta, KOJUICKTUBHAS JESITCIIHHOCTB).

B pesynbTate ocBOeHUS TeMbl (POPMUPYIOTCS] KOMIIETEHIINHN:

YK-4 Cniocob6eH npuMeHsITh COBPEMEHHBIE KOMMYHHUKATUBHBIC TEXHOJIOTHH, B TOM YHCIIE Ha
WHOCTPaHHOM(BIX) sI3bIKe(aX), VI aKaJIeMHIEeCKOTO ¥ MPo(eCCHOHATHFHOTO B3aMOICHCTBHS

CV’s and interviews
Aunanor
TST Systems was looking for candidates for an opening position of a Commercial
Director. Three applicants came for an interview after they had submitted their
Cover Letters and Resumes. The third and the most successful was Mr Balashov.

Here we are presenting the interview with him.

- Good morning, sir.

- Good morning. Come in, come right
in. Please take a seat. You will have to
excuse me a moment while | finish
signing these letters. Meanwhile please
fill in the application form... . There,
that’ll do. Now | can concentrate on
you, Mr Balashov. Tell me, how long
were you in your last job with Victoria?

- Five years. | am only leaving
because the firm is moving to
St.Peterburg, but | think a change will
do me good.

- What do you know about our
company? Have you got any questions
to me?

- | know that this is a very promising

- lo6poe yTpo, cap.

- Job6poe ytpo. Bxomurte, BXomuTE
cMelJIee. Canurecs, noXxanyicra.
[lomoxxauTe TMOKAa s HE 3aKOHYY
NOANMUCHIBATh 3T  NOHChbMaA. Tem
BPEMEHEM  3allOJHUTE, [OXKaJIyICTa,
3Ty aHkery... . Hy, Temepp Bce, u
Mory 3aHsaTecsa Bamu, M-p banamos.
Ckaxute, kak gojaro Bel pabGortanu B
dbupme Bukropus?

- [IaTe net. S yXxoxy TOJBKO MOTOMY,
yTo Hama ¢upma nepeesxaer B C.-
[letepOypr, HO nymaro, 4TO MepeMeHa
MOWJIET MHE HA MOJIb3Y.

- Uro Brl 3Haete o Hame gupme? VY
Bac ectb kakue-mubO BOIMPOCH KO
MHE?

- Ilonarato, uro Bama ¢upma umeer



company, so I’d like you to inform me
what will be the major focus of efforts
In the next few years?

- We plan to expand our activities with
English-speaking countries, mainly on
England, to buy equipment and
technologies from them and run training
programs here. We need a team of
creative persons to make our company
competitive in the world market.

- What responsibilities and obligations
do you suggest during the first year?

- Well, first of all to be responsible for
our contacts with English partners, to
buy good equipment and generally to be
skillful in negotiations. You will have to
travel very much. Besides, we are
expecting a new fair in London soon
and maybe you will have a chance to go
there.

- Yes, | see.

- So tell me what are your three main
strengths?

- | think they are: reliability, loyality,
energy.

-OK. Do you work well under pressure?

- Yes. | am accustomed to work under
pressure.

- Are you a leader, an entrepreneur by
nature?

- Yes, | think so, because |
contacts with people very easily.

make

- All right. Now, Mr Balashov, | am

OonplMe TmepcrneKkTUBbl. S xoTen Obl
y3HaTb OT Bac, Ha 4yem Bul
coOUpaeTech  COCPEJOTOYUTh  CBOM
yCcwIus B OnuxKalime rojapl?

- Mbl  nnanupyeM — pa3BepHYTh
JeSATENbHOCTD B AHTJIOS3BIYHBIX
CTpaHaXx, B OCHOBHOM B AHIINH,
3aKyMnaTh Tam o0opya0BaHueE,
TEXHOJIOTUH, a TaKKe OpPraHu30BaTh
31ech o0yuyeHue crnenuaiucToB. Ham
HY’KHa CWJIbHasi TBOpuYecKash KOMaHJa,
4yroOBbl Hama ¢upMa co BpeMEHEM
CTaJla  KOHKYPEHTOCIOCOOHOW  Ha
MHUPOBOM PBIHKE.

- 3a 4yTo 5 Oyay OTBEYaTh M KaKUC Yy
MeHs OyayT OOSI3aHHOCTH B TIIEpPBBIH
roJl padoThI?

- B mepByro ouepenp Bbel Oyaete
OTBEYaTh 3a HAaIIM KOHTAaKTBHl C
AHTJIMACKUMH  TTApTHEPAaMHU, 3aKyIaTh
Xopoliee 000pylIOBaHHME U BOOOIIE
YCIIENITHO BECTHU TMEPEeroBopsl. Bam
HY)KHO OyZeT MHOTO IyTeUIECTBOBATh.
Kcratu, Bckope B JIOHZOHE COCTOMTCS
spMapka ¥, BO3MOXHO, y Bac Oymer
IIAaHC TyJa TIOeXaTh.

- Jla, noHMMaro.

- HUrak, ckaxure, KakoBbl Bamu Tpu
OCHOBHBIC JIOCTOMHCTBA?

- Jlymaro, dYTO 3TO: HAJIEKHOCTD,
JIOSITTBHOCTb, SHEPTHUSL.
- JlagHo, Bsl Xxopomo mnepeHocure

MTOBCETHEBHBIC HAPY3KHU?

- 51 mpuBbIK HaNPSHKEHHO pabOTaTh.

- Bbl o Hatype nauaep,
npeAnpUHUMATENb?

- Jlymaro, 4To Ja, Tak Kak s JIETKO
HaJa)XUBal0 KOHTAKTHI C JIIOAbMH.

- Xopomo. Teneps, Mm-p banamos, s
rOTOB MPETI0KUTh Bam paborats ¢



quite prepared to offer you a job with
us. You have excellent references from
your previous job. What do you find a
fair salary?

- Equivalent of $ 900.

- [ think we’ll begin you from $ 700 for
the experimental period and if you do
well we’ll review it in three months.
Hours are from nine to five thirty, with
an hour for lunch and a fortnight’s
holiday. Does that suit you?  Any
questions?

- What about travel: length, where?

-Mostly to England for not longer than a
month.

- All right. | suppose supportive
environment here. When do you want
me to start sir?

- In a week, if possible.

- | am afraid | can begin working only
since October 10.

- No problem. We’ll be seeing you on
the 10" then?

- Yes, certainly. Thank you very much.
Goodbye.
- Goodbye.

Hamu. Y Bac OTan4YHbIE OT3BIBBI C
npenbayuiei padotsl. Kakyro
3apruiaty Bel cunTaere JOCTOMHON
Bac?

- OkBuBajeHT 900 goyIapos.

- Jdymato, uto mbl Hau"eM ¢ 700
JI0JIJIapOB HA UCIIBITATENbHBIN CPOK, a
eciu Bbl ce0s1 XOpoI1Io NoKaxkeTe, TO
yepe3 3 Mecdlla Mbl IEPECMOTPUM
Bamry 3aprutaty. Msl pabotaem ¢ 9 1o
5.30 ¢ yacoBbIM MepepbHIBOM Ha 00e U
JBYXHEJIETBbHBIM OTITyCKOM. Bac 310
ycTpauBaet? Bonpock! ecTb?

- HacueT xoMaHIUPOBOK, UX
MPOAOJKUTENBLHOCTD, KyJa?

- B ocHOBHOM B AHTIJINIO, I HE JIOJIBIIIE
YyeM Ha MECSIII.

- Xopowo. ‘A HanerCh HAaUTH 3]1€Ch
XOPOIIYyI0 pabouyro 0OCTaHOBKY.
Korna Brel xoTute, 4TOOBI 1 Ha4all
paboTaTh?

- 1o BO3MOXHOCTH ucpe3 HCACIITO.

- Borock, 4TO 51 MOT'Y Ha4aTh TOJBKO C
10 oxTs0ps.

- 910 HeBaxHO. UTak, yBUAMMCS
ecaToro?

- Jla, xoneuno. bonpmmoe cracu6o. Jlo
CBUJIaHUS.

- Jlo cBU1aHuMs.

IMucbmo. 3anucaTh CIOBA U BEIPAKEHUE 10 TEME.



— Position
— opening position
— application

—job

— promising

— effort

— Creative

— competitive

—I0JKHOCTh
— BakaHcus. CHHOHUM: vacancy

— 1) 3asBneHHWe, 3asBKa, oOpallcHue,
npocs0a;  written  application —
nuckMeHHoe 3asBienue; application for
the  position —  3asgBieHHE O
3a4MCIICHUHU Ha JOJDKHOCTR; application
to smb — 3asBiIeHME HaA YBE-TO MM,
applicant — npeTeHaeHT, 3asBUTEIID; 2)
npumMenenue; to apply — 1) 3asBisTh,
oOpaiartbesi; 2) MPUMEHSITh

—pabora  (kak  MecTo  pabOTHI,
KOHKPETHOE 3aJlaHhe H Pe3yJbTatT
pabotei). Cunonumsl: piece of work,
task. OcHoBHOE paznuune Mexay job u
WOrk 3akirodaeTcst B TOM, 9T0 WOrk —
HEHCYKCIISIEMOE CYIECTBUTEIbHOE, a
job — wucuucnsemoe. Iloaromy 00bem
paboTHI JTydIie OIMCBIBACTCS
CylIecTBUTENbHBIM WOrK, Hampumep: |
have a lot of work as a secretary — VY
MEHSI MHOTO CEKpEeTapcKod padoTHI.
Kpome toro, Work Mosket BBICTYNaTh B
pOJIH TJ1aronia

— MEePCIEKTUBHBIN,
MHOTI'000€IAOIIHI, TOJAOIINI
Hagexapl. CHHOHUM:
prospective

—YyCHIINE, HaNPsDKCHUE, TTOTBITKA; 10
make efforts — npunoxuts ycnnws, to
make an effort — cnenats
ONBITKY; constant efforts to attain
one's end — mocrosiHHas OophOa 3a
JOCTHKCHUE 1IN

— TBOPYECKUW,  CO3UJATEIIbHBIM.

[IpousBoankie: t0 create — co3upgats,
TBOpUTH;,  Creation —  co3maHue
(mpomecc): creator —  co3maTenb;

creature — cosnaHue, KUBOE CYLIECTBO

— 371€Ch: KOHKYPEHTOCITOCOOHBIH.
Jpyrue 3HaYeHHWsT 3TOro cjaoBa —



— responsibility

— obligation

— skillful

— entrepreneur

— fair

— strength

— reliability

— tension

COINEPHUYAIOLINN,  COPEBHYIOLIUNCH,
KOHKYPUPYIOLIUH, KOHKYPCHBIN;
competitive examination —
KOHKYPCHBIN DK3aMEH

— 1) orBeTcTBEHHOCTH; tO assume (to
accept, to take) a responsibility —
B3ITh Ha ce0s OTBETCTBEHHOCTH, tO
decline all responsibility for smth —
CHSATB C ce0s BCAKYIO OTBETCTBEHHOCTD
3a 4yT0-TO; the responsibility rests with
the author — oTBeTcTBEHHOCTH HEcCET
aBTOoD; 2) 0053aHHOCTB; 3)
J1aTeKECOCOOHOCTh (amep.)

— 00s13aTenbCeTBO; contractual (treaty)
obligations — JIOTOBOPHBIC
obs3arennscTBa; under (an) obligation
to smb

— 00s3aHHBIA KOMY-TO; 2) 00s-
3aHHOCTh. CrHOHUM: duty

—VyMEJIbIi, HUCKYCHBIA,  OIIBITHBIM.
CHUHOHMM: experienced —
NEPEroBOPHI, 00CYXKJIEHHE YCIOBHIA; tO
conduct (to carry out, to hold)
negotiations — BecTH MEPETrOBOPBHI.
Cunonum: talks

— NpEeANpPUHUMATEND, BIaJENel]
NPEANPUATHUS, IPOCTO
MpEANPUUMYUBBIN YeI0oBeK. B
HEKOTOPOM CMBICJIE CU- HOHUMOM
MOXKET CITY>KUTh businessman

—1) YECTHBIM, CIIPaBEJIUBBIN,
3akoHHBIH, fair employment practices
— mpueM Ha  pabotry = 06e3
JUCKpUMUHALIMU (aMep.); 2) sipMapkKa;
3) OeNnoKypbIid, CBETIBIN

— 1) cuna, 2)noctonHcTBO. CHHOHUM:
accomplishment, advantage

— HaJIe)KHOCTH; to rely on (upon) smb
- ToJIaraThCsl Ha KOTO-TO, HaJCSThCH,
JIOBEPSATH

— HanpskeHue (34ech B MEPEHOCHOM
cmbicie). CuHonum: pressure. | work



— reference

— experimental period
— length

— environment

CJi0Ba ¥ BbIpa:KeHHs 1O TeMe:

You have excellent references from
your previous job
What do you find a fair salary?

Superior, supervisor
subordinate

senior

junior

officer

connections

to earn
to discharge
compensations

charge

salary

wages

fee, honorarium
fringe benefits

bonus

red tape (pasze.)
deadline

labour (legal)contract

under pressure. — S paboraro TOx
JaBJICHUEM (HAIPSIKEHHO).

1) ccbuika, 2) pexKOMeHalus,
omsiB. To have good references -
HMCTb XOpPOIIHEC OT3LIBLI; WhO are your

references? — xrto Moxer 3a Bac
HOPYYUTHCS (pekoMeH10BaTh)?
CHHOHHMMBI PEKOMEHIaTEILHOT O

mucbMma: Letter of Recommendation,
Testimonial

HcneITaTeNnbHBIN
CunonumM: term of probation

CPOK.

— 1) nnunHa, 2) TPOIOIKUTEIIBHOCTD.
Cunonum: duration

— Oxpyxarorias 00CTaHOBKA,
OKpy)keHue, cpema; one's home
environment — cemMeiiHas 00CTaHOBKA

Y Bac mpekpacHbl€ OT3BIBBI C
npeabayIieil paboThl.
Kakyto 3apriaty Bwi
noctoitHoi Bac?

— HavyaJbHUK

— IMOTYNHEHHBIN

— cTapuui (1Mo JTOIKHOCTH)
— MJIQIINNA (M0 TOJIKHOCTH)

— JIOJDKHOCTHOE JTUIIO

— CBSI3M; JIIOIH, 00JIaJarolIne CUJIOHN,
9TOOBI ITOMOYb

— 3apabaTbIBaTh (IC€HBIN)

— YBOJIMTb, BBITHATH C paOOTHI

— o0miee Ha3BaHHWE OTUIATHI
POJICTaHHON PabOTHI

— o0l1ee Ha3BaHUE OIUIAThl JIFOOBIX
ycIyr

— 3aprUiaTa CIIyKalmux

— 3apriaTa pabounx

— FOHOpPAp TBOPYECKUX PAOOTHUKOB
— pa3JIMYHOrO poja JIbIOThI Ha padboTe
— MpeMHust

— KaHuenspckas (Oymaxknas) padbora
— KOHEYHBIN CPOK MOJIa4u YErO-TO

— TPYJOBOE COTJIAlIEHUE

CHuTacTeC



IMucbmo. 3anucatb BBIPaKEHUS IO TEME.

Kiaume n BBIPAKCHUSA COIIPOBOAUTECIBHOI'O IMCbMaA

With reference to your advertisement in
«Moscow-Post» of Tuesday, February 7, |
would like to apply for the position of... in
your company.

I recently heard from... that there is a
vacancy in your sales department.

I am used to work on my own.

| appreciate the opportunity to work on
my own initiative and to take on a certain
amount of responsibility.

During the training at my present job, |
took courses in marketing.

Since my present position offers little
prospect for advancement, | would prefer
to be employed in an expending
organization such as yours.

At present | am earning... per month.

Thank you for the

post/position of...

offering me
| accept this position with pleasure.

I am looking forward to commencing
work on March 4.

Ccplnasich Ha OOBSIBIICHHUE B
«MockoBCKoO razete» ot 7 deBpals,
BTOPHUK, sl XOTEJ ObI IPETEHI0BATh HA
JOJDKHOCTD B Barei pupme.

A HCIAaBHO YCJbIIIAJI OT... O BAKAaHCHUU
B BallIECM TOProBOM OTACIJIC.

S npuBbIK paboTaTh CAMOCTOSITENIBHO.

Sl BBICOKO IIEHO  BO3MOXKHOCTb
paboraTh c JOJKHOM Mepou
OTBETCTBEHHOCTH, IIPOSIBIISAS

CO6CTB€HHyIO HWHUIIUATUBY.

Bo Bpems oOyueHus uisi MONTYyYEHUS
JOJDKHOCTH, KOTOPYIO 3aHUMal B
HACTOSIIIIUIA MOMEHT, 5 OKOHUMJI KYPCHI
MapKEeTHHTA.

Tak kak Mosi HacTosIIas JOJKHOCTh HE
JaeT MHE OOJIBIIUX BO3MOXKHOCTEH ISt
MIPOJIBIXKEHUS, sI XOTea Obl paboTaTh B
TaKOW TEPCIEKTUBHOM OpraHu3allni,
KaK Balla.

B Hacrosmee Bpems s moiy4ar ... B
MeCsILL.

bmaromapro Bac 3a T1O, uto BhI
MPEVIOKWIN MHE JTIOJIKHOCTD ...

C yIOBOJNBCTBUEM MPUHUMAIO
JOJIKHOCTb.

Ty

C HereprieHHEM KAy Hauyana padboThl 4
Mapra.

IIucbMeHHBIN 0TKA3 OT NMpPeAI0KeHHOH padoThI
| regret to inform you that | am unable to | C coxayienuem coobmraro Bam, uro He
accept the position, since | have received | mory 3aHsTh 3Ty JOJDKHOCTH, TaK Kak

another, more attractive one.

nosyyun apyroe, Oozee
TETBHOE MPEIIOKECHHE.

MIpUBJIEKA-



| feel, that my experience in this field will
not be used in full capacity in above
position. Therefore | have to decline your | momHoit Mepe, TMMO3TOMY BBIHYXIEH

proposal.

OTKJIOHUTD INPECATIOKCHUC

Pe3slome (Resume)

Tax Ha3pIBaeTCs MNHUChbMEHHAs CBOAKAa Bammx JIWYHBIX, 00pa3oBaTENbHBIX H
npodecCUOHANbHBIX JaHHBIX. OHO Kak Obl MUCHMEHHO MPEICTABISET «TOBapy,
npenjaraemMbiii Oyaymemy paboroaarento. Pe3tome NOKHO OBITH JOCTATOYHO
NOAPOOHBIM, HO KpaTKuM (OOBIYHO HE TPEBBIINIATh OJHOW CTPAHUIIBI) U HMETh
«TOBapHbIit» BuJ. PopMa ero yacto npousBosibHa. Hampumep:

Name:
Address:

Tel.:

Date of birth:
Marital status:
Nationality:

OBJECTIVE

SUMMARY

QUALIFICATIONS

EXPERIENCE
2000 - 2005

1995 — 2000

EDUCATION

OTHER SKILLS &

OCCUPATIONS

REFERENCES

John H.Mill
38 Park Avenue, Ap. 50
New York, N.Y. 11298
Tel. (312)493-8332
15 July 1975

Married, one child
British

A position as a bookkeeper.

10 years of experience in every routine work in this
field. Perfect knowledge of computers and statistics.

Make up all kinds of financial reports, balances and
production planning.

FRISCO DOCKS. Inc. San Francisco, California.
Deputy Chief of Planning, Commerce Dpt. In
charge of account books, statements, new ideas in
planning.

SAKHA Co, Ltd. New York. Accountant. Prepared
accounts and balance sheets of every Kind.

LONDON SCHOOL OF ECONOMICS
London, Great Britain, Bachelor (EC).

Now | work regularly as a volunteer for the Red
Cross. I also have clean driver’s licence and a good
knowledge of Spanish and French. My personal
interests include classical literature reading,
independent traveling, modern jazz and swimming.

UyBCTBYIO, 4YTO MOW OMBIT PpabOTHI B
ATOM 00acTH HEe OyAEeT MCHOJb30BaH B




Available upon request.

Kuzneonucanume (Curriculum vitae (CV))

B ocHOBHOM OHO OT/IMYaeTCs OT pe3loMe TOJIBKO oO0beMoM (110 6-8 cTpaHuIl) U
MpeIHAa3HAYCHO TSI KaHAWAATOB HA BBICOKME JODKHOCTH WM Il paboOThl 3a
rpanunieii. [loTeHnmanbpHbIE  paboTOMATENh JKENAeT TOMYYUTh JETANIbHYIO
unpopmarmio. OObraHO Bel mpenocrtaBisiere Qororpaduro, cBom aapec u
TeneoH, TUYHBIE W TACIOPTHHIE JaHHBIE W Oojiee MOAPOOHO XapaKTepHU3yeTe
Bammu oOpazoBanne wu kBanudukamnuio. [lpuBegem mnsa mnpumepa OaHy U3
dbyaknroHanpHBIX dacTteld CV deloBeka, MPETEHIYIOMET0 Ha PYKOBOJSIIYIO
JOJKHOCTB B 00J1aCTH MaIlIMHOCTPOCHMUSL.
Objective: Senior position in engineering management

HIGHLIGHTS OF QUALIFICATIONS
- Business oriented; able to understand and execute broad corporate policy.
- Strength in analyzing and improving engineering and administrative methods.
- Effective in facilitating communication between management and project team.
- Proven ability to manage both large and small groups and maintain productivity
- Successful in negotiating favorable design and construction contracts.




[Tocne cobecenoBanusi, MpoaHAIM3UPOBAB CBOE MOBEJEHUE, MOAyMaiiTe, Kak Bri
MOXKETe YIY4YlIUTh BHeyaTieHue o cede. Ecnu Bbl momere OnaronapcTBeHHOE
MMCBMO HMHTEpPBbIOEPY, 3TO Oyner Oosbllle, YEeM BEXJIUBBIA KecT. OITO
MOJIOKUTENIBPHOE HAaOMUHaHWEe O Bac craHeT d9acTpio Mep, CIOCOOCTBYIOIIUX
Bamemy npuemy Ha paboTy.

Oo0pa3en 0J1aroIapCTBEHHOI0 MUCbMA
(Sample of Thank-You Letter)

Ms. Lori Roberts

Director of Personnel
Corporation

Austin, Texas 78777

Dear Ms Roberts:

Thank you for your time and attention
during my interview with you last
week.

| appreciated the opportunity to discuss
my qualifications and aspirations with
you.

Johnston

| hope that all questions were answered
to your satisfaction, but, of course, |
would be happy to supply any further
information you may need.

| am very interested in the growth
potential of the position we discussed,
and | hope you will consider me as a
serious candidate.

I am looking forward to hearing from
you soon.

Sincerely Yours,

Jeanne Nguyen

1730 Green Street Austin, Texas 78776
(512)554-1730

I"-xe Jlopu PoGeptC

Menemxepy nmo Kaapam KOpIopauuu
JI>KOHCTOH

Octun, Texac 78777

VYBaxkaemas r-xa Po6eptc!

biaronapro Bac 3a Bpems u BHHUMaHue,
KOTOpble Bbl ynenuin Ha UHTEPBBIO CO
MHOM Ha Npouuion Heaene. biaromapro
Bac Takxke 3a nIpegoOCTaBICHHYIO
BO3MOXKHOCTh 00CyauTh ¢ Bamm moro
KBTM(UKAIIUIO U )KU3HCHHBIC TICITH.

S wmageroch, uTo BBl yIOBIETBOpEHBI
MOMMH OTBETaMU Ha BCE BOIPOCHI, U
roToBa NpenocTaBuTh Bam mr00yro
JOTIOJTHUTENbHYI0 HH(POpMAIIHIO,
KOTOpasi MokeT Bam moHamoOuThes.

Sl  Obl oueHb XOTe€Ia  3aHATH
JOJKHOCTb, PO KOTOPYIO MBI ¢ Bamu
TOBOPWJIM, W HAACKOCh, 4YTO BbI
paccMaTpuBacTe MEHS KaK CEPbE3HOr0
KaHIMIaTa.

C HeTeprieHHEM KOy OTBETA.

Nckpenne Bamia,

’Kanna Hryen

78776 Texac Octun, ['pun ct., 1730
(512)554-1730

I'oBopenue. BeinonHuTe cieayromue ynpaxHeHHUS.

3amanue 1. Bbl siBisieTeCch HayaJdbHUKOM OTAeNa KaapoB (upmbl. Bam HyxkHO
3alOJIHUTh BAaKAHCUU CEKpeTaps, OyxraiaTepa, TOPrOBOrO areHTa W HayalbHUKa
otnena cObrta. [To3HakoMbTECh ¢ KaHUJATAMH.

HpOI/I3HCCI/ITC CBOM PCIINIMKHW M OTBCThI HA HUX MO-aHTJIUMCKH:



— 3napaBcTByiiTe. Bame nms?

— I'ne Bel panbiie paboranu?

— Ha xaxoi1 nomxHoCcTH?

— Ecnm nu y Bac 0T3bIBBI ¢ IPEABIAYILETO MECTa pabOThI?
— Ha kakux s3p1kax Bel ropopurte, numere?

— 3anojHuTe, MOKAIYHCTa, aHKETY.

— IIpuxoaure nociesasTpa.

3ananue 2. Bel npunsiiau Bcex Ha paboty. IIpeacTtaBbTe HOBBIX COTPYIHUKOB
nupexTopy ¢upmsl. Hampumep:

— This is our new secretary. Her name is Ms Gray. She can operate a computer.
Her English is fluent. Earlier she was working for Rugby & Co.

— Nice to meet you.

3a}IaHI/IC 3. Huxe MNEPCUNCICHBI UMCHA COTPYAHUKOB, HA3BAHUA UX }IOH}KHOCTGﬁ )41
BUABI ACATCIBHOCTH. COOTBGTCTByIOT JIn CJIy)K€6HI)IC 00s3aHHOCTH KaXa0ro
COTpYAHHUKA CT'O )IOJI}KHOCTI/I?

Names & Job Titles Activities

a) Mr Black (Clerk) prepare invoices

write reports

b) Miss Quest and Mr Sikorsky write computer programs
(Computer operators) operate the computer

¢) Mrs Lyons and Mrs Gibbs write reports
(Typists) type letters

d) Miss Frost answer inquiries
(Receptionist) welcome visitors

e) Mr Sommer monitor cashflow
(Accountant) prepare regular financial statements

f) Mrs Bee and Miss Shriver operate the computer
(Secretaries) write telexes, faxes, letters

welcome visitors
answer telephone

g) Mr Luckins meet clients
(Manager) write telexes
answer inquiries
write reports
3amanue 4. Huke mnepeuyucieHbl MpuiaraTeibHble, OMUCHIBawoIMe Bac kak
pabotHuka. Beibepure u3 HUX cioBa, HanboJee aneKkBaTHO, o Bamemy MHEHMIO,
XapaKTEePU3YIOIIHE:
a) Bac camux r) Toprosoro arenra
0) Cekperaps n) upektopa
B) byxranrepa



active diplomatic methodical

attentive disciplined realistic
constructive energetic sincere
cooperative extroverted systematic
creative independent tactful

3amanue 5. CocTtaBbTe CBOE pE3IOME, COTTIACHO CIEAYIOIIUM PYOpUKaM:
PERSONAL

OBJECTIVE

QUALIFICATIONS

EDUCATION

LANGUAGES

WORK HISTORY

3ananue 6. Hamumure 3asBieHue ¢ mnpockOod mnpuHATH Bac Ha paGorty
MeHepkepoM. [Ipu 3TOM cokpatuTe COMpPOBOIUTEIBLHOE MUCHMO 0 MUHUMAIBHO
BO3MOXKHBIX pa3MepoB U CJlieJlaliTe ero YHUBEPCAIbHBIM, YTOOBI OHO MOTJIO
CIIy’KUTh Bammmm conpoBOAUTENbHBIM TUCEMOM.

3amanue 7. [lo3BoHuTEe Ha 3auHTEepecoBaBiyio Bac dupmy. He 3abyabre 3anaTh
CICAYIOIMINUEC BOIIPOCHI:

1)Have you received my Cover letter and Resume?

2) When is the deadline for application?

3) Do you need a letter of recommendation or any other references?

4) Whom can | contact for further information?

5) Is it necessary for applicants to have commercial experience?

Tema 3. Appointments, introductions

Lenp 3aHATHA: TPOBEpPUTH OO0INee MOHUMAHHE MPOYUTAHHOTO, cHOpMHpPOBATH yMEHUE U
HaBBIKM HM3y4alOlIero YTCHUs, HABBIKM W YMEHHUS YCTaHABJIMBAThH JIOTUYECKUE CBS3H B TEKCTE,
OTIPEIeNIATh OCHOBHYIO TEMY IMPOYUTAHHOTO TEKCTA.

3amauu 3aHATHA:

-03HAaKOMHTHCS C HOBOM JIGKCMKOHN 1O TeMe; pPa3BHBATh M COBEPIICHCTBOBATH HABBIKM UTCHUS
TEKCTa C IENbI0 JETAIBHOTO MOHUMAaHUS COAEpPKaHUA. — AKTUBU3UPOBATh IO3HABATENIbHYIO
WHUIMATUBY CTYJEHTOB U (DOPMHUPOBATh UX COIUATBHYIO KOMIETEHTHOCTD.

— COJEWCTBOBaTh YCTAaHOBJIEHUIO B CO3HAHWU CTYJEHTAa YCTOWYMBBIX CBSI3€M MEKIY
HAaKOIUJICHHBIM U HOBBIM OIBITOM ITO3HABATENbHOM U MPAKTUYECKOU JESATENbHOCTH;

— (opmupoBaTh U pa3BUBaTh Y4eOHO-OpPraHU3AIMOHHBIE YMEHHSI U HABBIKUA (B3aMMOKOHTPOJIb,
camMocCTosITeNIbHAsA PaboTa, KOJUIEKTUBHAS JeSITENEHOCTD).

B pesynbprarte ocBOeHUS TeMbl (POPMUPYIOTCS KOMIIETEHIIMU:

YK-4 Cnocoben MNPUMCHATH COBPEMCHHBIC KOMMYHHKATHBHBIC TCXHOJIOTUH, B TOM YHCJIC HA
I/IHOCTpaHHOM(BIX) }ISBIKC(aX), JJI aKaAEMHUYICCKOTO U HpO(bCCCI/IOHaJIBHOFO B3aHMMOJICHCTBUS



Dialogue: Making appointments

- When can you come to our office tomorrow?

- Will ten o’clock be convenient to you?

- Fine. Then I’ll pick you up at a quartet to ten in the lounge of the hotel.
- OK. Thanks a lot. See you tomorrow then.

- Good-bye.

I'oBopenue. BrIonHuTe ynpakHEHU IOCIIE JAAIIOTA.
3ananue 1. Mark the intonation of the sentences and read them:

Will 10 o'clock be convenient to you? OK.
11 o'clock be OK? OK. Thanks a lot.
this time suit you? It's OK with me.
it be OK with you? Fine.

3amanue 2. Read the dialogue paying attention to the intonation.
I'pammaruka. Beionnure ciieayromuye ynpaxHeHUs..

3aganue 3. Translate into English:

Korzaa Bel Moriiu 661 IpUATH K HAM?

Bac yctpout 9 wacos ytpa?

A 3aeny 3a BaMu B BaIl oguc.

JlaBaiiTe BCTpETUMCS B BECTUOOJIC TOCTHHHUIIBI.
5. Mo BcTpeuwn 3aBTpa.

el NS

3amanue 4. Mark the intonation and read the following dialogue:

_ - I'd like to discuss the IBM contract with you one of these days.

- Yes, of course. When can you come and see me?

- Is four on Monday OK?

_- Four o'clock on Monday. Let me see. No, I'm sorry. I'm interviewing a new
secretary then.

_- Well, could I come at a quarter past nine on Friday?

__- Yes, that'll be fine. I'll see you then.

- Good. | look forward to seeing you. Goodbye.

3amanue 5. Insert words or phrases you find appropriate and read the dialogue:

—Well, the thing is: is it OK if | come in and see you during my
visit to..?

— I see. Yeah, all right.

—Now, what about the morning of Tuesday the fifteenth of April,



Is that OK? Say ... at about eleven.

—I'll just see if | can find my diary. Yes, here we are. April the
fifteenth at eleven you said?

—That's right. Now, is that OK? Is that convenient for you?

—The next day might be better. Just after lunch for preference.

—Right. In fact, that'll suit me fine, that's great. Now, shall we
say two fifteen?

—Good. A guarter past two. Goodbye then.

— Goodbye, Mr. ... And I'll write to you to confirm the arrangements

just to make quite sure we have got everything absolutely right.

3amanue 6. Imagine you are having a business talk.

a. Complete and read these sentences:

I'll just check my appointment book. Yes,...

I'm afraid | can't manage Tuesday. I'm going to ... on Tuesday.
Could I suggest ...

| look forward to seeing you ...

b. How would you respond to these questions:

When do you want an appointment?

When would be convenient to/for you?

Would it be possible to postpone our meeting?
Could you send me confirmation of the appointment?

Dialogue: Arriving at a company

- Good morning. My name is Pike.

- Good morning. May | help you?

- Yes, | have an appointment with Mr Kingslake.

- What time is your appointment?

- It is ten thirty.

- Just a minute. I'll check if Mr Kingslake is available. ... Everything is OK. Mr
Kingslake's secretary is coming down to take you to the office.

- Thank you.

- Mr Pike? Good morning. Mr Kingslake is expecting you. Follow me please. This
way ... Here is the escalator. We are going up to the second floor. ... Go in please.
Thank you for your help.

I'oBopenue. BeinonHuTe ynpaxHEHUE.



3ananue 1. Read the dialogue and answer the questions:
Who(m) did Mr Pike have an appointment with?
What time was the appointment?

Who was the person Mr Pike met first in the building?
Who accompanied Mr Pike to Mr Kingslake's office?
Was there anything unusual about this procedure?

abrwOdE

Letter: Making an appointment

Dear Mr Grane

Our Chief Buyer, Mr. Norman Luman, would like you to contact us with a view to
discussing the possibility of setting up a contract with your company to supply us
with steel over the next year. He will be in his office all next week, and if you
could write or phone him on 081—573 6621 he would be glad to arrange a
meeting with you. Yours sincerely, ...

TI'oBopeHne. BoINoJHUTE CAEAYIOLIIAE YIIPAKHEHHUS.

3aganue 1. Read the letter and answer the questions:

1. Who wrote the letter, to your mind?

2. What question did Mr Luman want to discuss with Mr Grane?
3. What was the request of the writer?

4. What do you think Mr Grane did after he received the letter?

3aganue 2. Translate into English:

1. OH XoueT, 4YTOOBI BBI CBA3AJIMCH C HAMM.

2. OH HajeeTcs 3aKII0UYUTh KOHTPAKT Ha HECKOJIBKO JIET.

3. OH x04eT 00CYAUTHh BO3MOKHOCTD 3aKITIOYUTH KOHTPAKT C Balie Gpupmoii.
4. Mbl 1OTOBOPUIIUCH O BCTpEUE.

Tema 4. Telephone conversations and negotiations

Lenp 3aHATHA: TPOBEpPUTH OO0IIee MOHUMAHHE MPOYUTAHHOTO, cHOpMHpPOBATH yMEHUE U
HABBIKM HM3yYarollero YTCHHsI, HABBIKM U YMEHHS YCTaHABIUBATh JIOTUYECKUE CBSI3U B TEKCTE,
ONpeIesATh OCHOBHYIO TEMY IPOUUTAHHOTO TEKCTA.

3amauu 3aHATHA:

-03HAaKOMHUTHCSI C HOBOM JIEKCMKOM MO TeMeE; pa3BUBaTh M COBEPIICHCTBOBATH HABBIKM UTEHUS
TEKCTa C IENbI0 JETAIBHOTO MOHUMAaHUS COAEpPKaHUA. — AKTUBU3UPOBATh IO3HABATENIbHYIO
WHUIMATUBY CTYJIEHTOB U (POPMHUPOBATH UX COLIMATHHYIO KOMIIETEHTHOCTb.

— COJIEHCTBOBAaTh YCTAaHOBJICHUIO B CO3HAHWU CTYJEHTAa YCTOWYUBBIX CBSI3€M MEKIY
HAaKOIUJICHHBIM U HOBBIM OINBITOM IO3HABATENbHOM U MPAKTUUYECKOU JESATENbHOCTH;

— (opmupoBaTh U pa3BUBATh Y4eOHO-OPraHU3ANMOHHBIE YMEHHUS U HABBIKU (B3aMMOKOHTPOIb,
caMocCTOsITeNIbHAs PaboTa, KOJUIEKTUBHAS JESITENLHOCTD).

B pesynbprare ocBOeHUS TeMbl (POPMUPYIOTCS KOMIIETEHIIMU:



YK-4 CnocoOeH MpUMEHSITh COBPEMEHHBIE KOMMYHUKATUBHBIE TEXHOJIOTHH, B TOM YUCIIC Ha
WHOCTpPaHHOM(BIX) SI3bIKE(axX), Ul aKaIEMUIECKOTO U MPO(PECCHOHATBHOTO B3aUMOICHCTBUS

Victor Balashov, the new commercial director of TST Systems, is going to England
on business. He is telephoning John Cartwright. Victor is asking John to reserve a
room at a hotel. After that Victor is buying an air ticket to London.

Telephone Conversation with the

English Firm
— Continental Equipment. Can | help
you?
— I’d like to speak to Mr Cartwright,
please.
— Mr Cartwright? What is your name,
please?
— This is Victor Balashov, from TST
Systems.
— Hold on, please. I’ll find out if
he is in.
— What is it? Miss Elliot?
— Mr Balashov wants to talk to you,
Sir.
— I’m very busy at the moment. Ask
him to phone later.
—Yes, sir.
— Oh ... wait a minute, Miss Elliot.
What is Mr Balashov?
— He said he was from TST Systems.
— From TST Systems? ...Oh, ask him
what his telephone number is. I’ll ring
him back.
— Hello? This is Mr Cartwright’s
secretary speaking.
— Yes, ... Balashov, here.
— I’m sorry Mr Cartwright’s very busy
at the moment. Can you tell me your
telephone number, Mr Balashov?
Mr Cartwright will call you later.
— Of course. Double five-nine-three-
six-four-two.
—... and where are you calling from?
— From Moscow, Russia.
— Could you tell me the code for
Moscow?
— four-nine-five.
— Thank you, Mr Balashov.

TenedoHHBI pa3roBop ¢
AHIJIMHACKOU (pupMou
— Continental Equipment. Yem mory
ObITh BaM mone3na?
— 4 xoten Okl MOTOBOPUTH C M-POM
Kaprpaiitom.
— C m-pom Kaprpaiitom? [IpocTute, a ¢
KEM 51 pa3roBapuBaro?
— Ot10 Bukrop banamoB u3 koMnaHuu
TCT Cucremsi.
— Opny MUHYTY, oxanyicra. 5
y3Haro, Ha MECTE JIU OH.
— B yem nemno, mucc 9amn0T?
— C Bamu xo4eT NOroBOPUTH M-p
banamos.
— 41 ceituac ouens 3aHaT. [lonpocure
€r0 MO3BOHUTH MOMO3XKE.
— Xopolio, c3p.
— O...Mog0XAUTE OJJHY MUHYTY, MUCC
DnuoT. A KTO OH — 3TOT M-p banaios?
— OH cka3ai, uto oH u3 TCT Cucrems.
— U3 komnanuu TCT Cuctemsr?...
VY3naiiTe ero tenedonHbli HOMep. S
MO3BOHIO EMY CaM.
— AJ1o. DTO TOBOPUT CEKpETaph M-pa
Kaptpaiira.
— Ma... bamamos ciymaer.
— 4 mpoury npouieHusi, HO M-p ceryac
oueHb 3aHAT. He Mmornm Ob1 Ber MmHE
Ha3BaTh CBOU Tell. HoMep? M-p
KaptpaitT nepe3Bonut Bam nmomno3z:xe.
— Koneuno. 559-36-42.

— ...a oTKy1a Bw1 3BoHUTE?

— M3 Mocksbsl, u3 Poccuu.

— He Mmorau 061 BeI Ha3BaTh MHE KO
MocCKBBI?

— 495
— bmarogapro Bac m-p banamos.



— Hello. Is it TST Systems?

— Yes.

— This is John Cartwright from
Continental Equipment speaking. May |
talk to M-r Balashov?

— Yes Balashov speaking...

— Did you want to speak to me?

— Yes, Mr Cartwright. I’m the new
Commercial Director of TST Systems. |
have a pleasure in informing you that we
carefully studied your materials and
decided to accept your proposal.

— Thank you, M-r Balashov.

— | 'am going to come to Brighton and
discuss with you the main points of our
agreement in detail.

— When are you going to come?

— On Wednesday, next week.

— That’s fine. Are you going to travel
by air?

— Of course. The Russia International
Airlines Flight from Moscow arrives in
Gatwick Airport at about 10 o’clock, as
far as | know.

— O.K. There is the 12.20 train from
London to Brighton. If you take a train
or a bus to the railway station, you’ll be
in time to catch this train. We’ll meet
you at the station in Brighton.

— Thank you, Mr Cartwright. What
hotel in Brighton may | stay at?

— I’d recommend the Nothern Star
Hotel. It’s very nice and it isn’t very
expensive. Shall we reserve a room for
you?

— Yes. If it isn’t too much trouble. I’d
like to book a single room with private
bathroom for three nights.

— 0.K. Remember me to Mr Pospelov.

—Amno, 3to —kommanusa TCT Cucrems?
— Na.

— T'oBoput JI>)xoH KapTpailt u3
xommnanuu Continental Equipment.
Mory s IOroBOpUTH C M-POM
banamoBsim?

— Jla. banamos cnymaer...

— BbI X0T€nM MOroBOPUTH CO MHOW?
— Ha, m-p Kaptpaiit. I HOBBII
KOMMEPYECKUN TUPEKTOP KOMIaHUU
TCT Cucrems. IMero y10BOJIBCTBUE
coo0muTs BaM, 4TO MBI BHUMATEIHLHO
M3ydnsii Baim matepuabl U pemviu
npuHTH Bamie npennoxenue

— bnaronapro Bac, m-p banamos.

— 41 cobuparock npuexats B bpaiiton u
noApoOHO 00cyauTh ¢ Bamu ocHOBHBIE
MTOJIOKEHUS HAIIeTO COTJIAIICHUS.

— Korpaa Bbl cobupaerech npuexarh K
Ham?

— Ha cnenyromeit Henene, B cpeny.

— OtnuyHo. Bel nojetute camosieTom?

— Koneuno. Hackoinbko MHE M3BECTHO,
peric  MexayHapOOHBIX  aBHAJMHUU
Poccun w3 MockBbl NpuHiIeTacT B
asporniopt I@TBUK rHe-To0 oxoio 10
4acoB yTpa.

— Ilpexpacno. U3 Jlonnona B bpaiiton
ectp noe3n B 12.20. Eciu Bwl noenete
Ha BOK3aJ Ha T0e€3/ie WM Ha aBToOyce,
To Bbl ycnmeere Ha 3TOT moe3n. Ha
BOK3aJie B bpaiiTtone Mbl Bac BcTpeTum.

— bnaromapro Bac, m-p Kaprpaiir. B
KaKOW TOCTHHUIIE B bpailtoHe s mory
OCTaHOBUTHCS?

— S nopekomeHmoBaa Obl  Bawm
roctuauiy Northern Star. Ona BmosHe
MpUIMYHas U Hegoporas. 3aka3aTe Bam
Tam Homep?

— Ecnu Bac ne 3atpynuur. S Ob1 xoTen



— Certainly.

— Goodbye, Mr Balashov. Have a good
trip.

— Goodbye, Mr Cartwright. See you
next week.

Reserving aroom at the hotel

— Hello. Nothern Star Hotel. Can | help
you

— Yes, I’d like to reserve a single room
with bathroom, for three nights, from
Wednesday, the 12th of February, to
Friday, the 14th of February, inclusive.
— Let me see... Yes, sir. A single room
for three nights with English breakfast,
is that right?

— Yes, that’s right.

— What is your name, please?

— It’s not for me, it’s for Mr Balashov.
— Could you spell it, please?

— Yes, of course, B-A-L-A-S-H-O-V.
— Thank you, sir.

Buying a ticket
— Good morning. What can | do for
you?
— I want to fly to London. Are there
any seats available on Wednesday, next
week?
— Are you flying alone, sir?
— Yes.
— What class?
— Economy.
— Just a moment, sir... I’ll check...
yeah... there are a few seats left.
— Fine.
— What’s your name, sir?

— Victor Balashov.

3aKa3aTh OJHOMECTHBIM HOMEDP C BAHHOU
Ha TpU JHS.

— Xopowo. [lepenaite OT MeHs IpUBET
M-py Ilocrienony.

— Koneuno.

— Jlo cBunanus, M-p banamos. JKenato
INPUATHOTO ITYTH.

— Jlo cBunanus, m-p Kaprpair. Jlo
BCTPEUU Ha CIEAYIOLEU HEaee.

3aka3 HOMepa 8 2ocmuHuye

— Anno. l'octuauna Nothern Star. Yem
s Mory ObITh Bam nosnesen?

— S GBI XOTEN 3aKa3aTh OJTHOMECTHBIN
HOMEp C BAaHHOW Ha TPU JHS, CO CPEIbI,
12-ro ¢espains, 1o naTHUIBL, 14
¢deBpats, BKIIOYUTEITBHO.

— Opnny MunyTy... [a, cap. Ognomect-
HBIA HOMEp Ha TPHU JIHS C aHTJIMUCKUM
3aBTpakoM, Bce nmpaBUiibHO?

— Jla, Bce mpaBUIIBHO.

— HazosBwure, nmoxaiyiicra, CBOXO
bamumro.

— DTOT HOMEP HE JJISI MEHS, a JJIsl M-pa
banamosa.

— He mornu 651 Bol Ha3BaTh ero
dbammmro o 6ykBam, cap?

— Ja, koneuyno. b-A-JI-A-11I-O-B.

— bmarogapro Bac, cap.

lMokynka 6unema

— Jlo6poe yrpo. Uem s mory ObITh Bam
nosie3eH?

— 4 cobuparoch nereth B JIonm0oH. ECTh
au 'y Bac cBoOogHBIC MecTa Ha cpey, Ha
caeayroliei neaene?

— Bpl netute ogun?

— Ja.

— Kakum ximaccom?

— DKOHOMHYECKHUM.

— OaHy MUHYTY, C3p...s POBEPIO. ..



— As a rule, we sell Russian citizens
return tickets. You can buy an open-date
ticket for a journey back.

— O.K. How much is it?

— It’s one thousand, one hundred and
fifty-five roubles, including airport
taxes.

— May | pay cash?

— Certainly, sir. Here you are. Flight
PS501.

— What time is the flight due to depart?
— It leaves at 8.55 a.m., but you must
check in one hour prior to departure, sir.

— And what time does it arrive in
London?
— 10.30 local time. There’s two hours

time difference, you know.

— Thank you very much.

to speak to smb

7a. .. HECKOJIbKO MECT OCTajOCh.
— OTnuHoO.

— Hazosure, nmoxainyiicra, CBOIO
bamununio.

— Bukrop banamos.

— Kak npaBuio, Mbl npogaem
rpaxxaanam Poccuu 6uiietsl B 00a
koH1a. Ha oOpatHblii peiic Bel moxeTe
KyIUTbh OMJIET C OTKPBITOM J1aTOM.
— Xopoo. CKoJIbKO 3TO OyeT
CTOUTH?

— 1155 pyb6uei, Bkitouast cOOpsbI B
a’poropry.

— MoO>XHO 3aIJIaTUTh HAJTUYHBIMU?

— Koneuno, cap. Bor Bamm 6uetsr.
Peiic Homep PS 501.

—Kaxkoe Bpems oTipaBiieHUs camosieTa?
— 8:55 ytpa. Ho Bbl noimkHbI
3apEeTUCTPUPOBATHCS B adPOIIOPTY 3a Yac
110 OTIIPABJICHHS.

— A Korja camoJieT npuObIBaeT B
Jlogmon?

— B 10:30 mo MmectHOMY BpeMeHU. Brl
HAaBEPHOE 3HAETE, YTO Pa3HUIIA BO
BPEMEHH JIBa Yaca.

— Bonbimoe crnacu6o.

— TFOBOPUTH ¢ KeM-u0o0. O6paTure BHUMaHHUE Ha

pa3Inuus B YIIOTPEOJICHUH CICAYIOMINX OJTU3KUX
10 3HAYEHHUIO TJIar0JIOB:

a) to speak

— pasroBapHBaTh, FTOBOpPHUTH; t0 speak English —

TOBOPHUTH To-aHTIHiCcKY; t0 speak to (with) smb
about smth —pasroBapuBatk ¢ KeM-JIH00 0 YeM-II.

b) to talk

— pasroBapuBaTh, OOATATH (PA3TUUMSI MEKITY

aHrMickuMu riarojgamu to speak u to talk
3HAYUTEILHO MEHBIIIEC YeM MKy PYCCKUMHU
rJlarojiaMiu «rOBOPHUTH» M «Oontathy); to talk to
smb about smth — pasroBaputs ¢ keM-11H00 O

yem-1u00; to talk business (music)

— T'OBOPUTH

0 zene (My3bIKe);

c) to tell

— CKa3aTh, PaCCKa3blBaTh, MPUKA3bIBATH;

to tell smb smth — ckasatp komy-1160 uTO-THOO; 1O
tell smb to do smth — ckazate komy-110OO0 crenaTh



d) to say
e) to inform smb,

to let smb know
f) to find out

to be in

to (tele)phone

He said he was from TST

Systems

to ask

Ask him what his telephone
number is

Double five-nine-three-
Six-four-two
(559-36-42)

to spell smth
deposit

Are you flying alone?

return ticket

yr0-1100; 10 tell stories— pacckassiBaTh HCTOPHUH,
— ckasarb; to say smth, to say smth to smb —

CKa3aTh KoMy-1u00; to say that— ckasars, uto...;

— uH(OPMUPOBATH KOT0-JIH00, COOOIIATH

KOMY-JTH00 0 4eM-T100;

— 1) y3HaTh, BBISICHUTD; 2) pPacKphITh(TaliHy, OOMaH);

— ObITh Ha MecTe. CpaBuute: to be out (away, off) -

BBINTH.

— 3BOHMTS (10 Teaedony). Cunonumsr: to ring (up),

to call. Habupars tenedonnsiii Homep — to dial
the number

— Ecau B rmaBHOM MMPCAJIOKCHUU TJIaroJI CTOUT B

npomeamem Bpemenu (He said ...), mis 0o603Ha-
YCHHMSI JICHCTBHS, OJTHOBPEMEHHOTO C JICHCTBUEM
TJIABHOTO MPEIOKCHHMS, B TIPUIATOYHOM YIIO-
TpeOJIseTcst MpocToe mpoieaiiee Bpems (...he
was from TST Systems)

1) ciiparmmBaTh; 2) mpocuTh; t0 ask a question —
3agaBath Borpoc; to ask about smth (smb) —
CIIpaIIuBaTh 0 4eM-JIr00 (KOro-iuoo)
BONPOCUTENbHBIC MPEAJIOKEHUS B KOCBEHHOMN
peYH B aHTJIUICKOM SI3bIKE UMEIOT MPSIMOM
MOPSAZIOK CJIOB (CKa3yemMoe CTOUT Mociie
TIOJIJIe)KAIIErO)

Korja tejaedOHHbIM HOMEP HAa3bIBACTCS BCIYX,
KaXk7asi ero 1nudpa mpou3HOCUTCS OTAEIBHO.
[udpa «O» npousHocUTCS Kak OykBa o [0ul].
Ecnu B TenedoHHOM HOMEpE IBE OJJUHAKOBBIC
U@ psl CAEAYIOT OJHA 3a APYTOM, TO ATU JBE
APl TPOU3HOCATCS OOBIYHO C MUCTIONb30BAHUEM
ciosa double:55 - double five, 33 - double three u
T.11. TenedhoHHBIN HOMEP MOXKHO HAa3bIBATh TAKKE
u creayronm oopasom: five-five-nine-thirty-six-
forty-two.

TOBOPHUTH YTO-IUOO0 MO OyKBaM

1) 3agarok; 2) Bkiaj B OaHk, aenosut; to place
money on deposit — BHOCUTH IEHbIH HA JCTIO3UT

B QHTJIMHACKOM SI3BIKE JJISI BBIPXKCHHUS ICHCTBUS B
OyIyllleM Y4acTO UCIOIb3YETCs] HACTOSIIIIEE BPEMSI).
Cpasuure: | am flying next week. — 4 yneraro Ha
CIICYIONIEH HEEeTIE.

OWIeT «Tyaa U 00paTHO». AMEPUKAHCKUM
CHHOHHUM 3TOro ciioBa: two-way (round-trip)
ticket. buner B omun xone: Single ticket (anen.),



one-way ticket (amep.). Obpammulii Ounem:
return half.
— NpUOBIBaTh (MOXKET YNOTPEOIATHCSA € MPEATIOTaAMHU

to arrive at wim in); arrival — mpu6sitre. Haamnucs B
a’poropTy (Ha BOK3aJie) C yKa3aHUEM BPEMEHU
npuObITHs peiicoB: ARRIVALS

— oTmpaBAThCs, departure — otmpasieHue.
to depart Hanmnucsk B aponiopTy (Ha Bok3alie) ¢ yKka3zaHHEM

BpeMeHn otipasieHus pericoB: DEPARTURES
Cnoea u evipasxicenus no meme:

Can I help you?

Is it (that) TST Systems?

I’d like to speak to Mr White,
please.

This is Mr White speaking
Klimenko, here...

What is it?

Hold on (hold the line), please.
to be in

to be out (away, off)

to be busy at the moment

to study smth carefully

to accept smb’s proposal

As far as I know ...

to be in (on) time

If it isn’t too much trouble.
Remember me to Mr Pospelov.
Single (double) room available

Inclusive

It isn’t necessary

There are a few seats left
As arule...

Open-date ticket

Airport taxes

to pay cash

Flight

to check in one hour prior to ...
Time difference

The Flight leaves at ...

UYewm s mory ObITh BaMm nonesen?
910 — komnanusi TCT Cucrems?
S O6B1 XOTEJ MOTOBOPUTH C M-POM
Yaurom.

I'oBoput M-p Yair

Knumenko ciymaer...

B uewm neno?

He Bemaiite TpyoOKy, moxanyicra
beiTh Ha MecTe

Brrittu

beITh celuac 3aHATBIM

N3yuuth 4T0-1100 BHUMATEIHHO
[TpuHATH Ybe-Tu00 MpeIoKEHUE
Hackosibko MHE M3BECTHO ...
Yeners

Ecnu Bac He 3aTpyIHUT.
[lepenaBaiite oT MeHs nipuBeT M-py llocnenoBy
OnHO(IBYX)MECTHBIN HOMEP UMEIOIIUNCS
B HAJIMYUU

BxirountenbsHO

B sTOoM HET HEOOXOTUMOCTH.
Heckonpko mect octanoch

Kaxk npasuio ...

bunet ¢ oTKpbITON HaTon

COopsbl B adpomopty

[InaTuTh HaAMUYHBIMU

Peiic, momer

3apeructpupoBaTthcs 3a yac J0...
Pa3nuna Bo BpeMeHuU

Peiic oTmpaBisieTca B ...



Tema 5 Business Trips (airports, hotels)

Heanb 3aHaTHS: TpOBepuUTh OOIIEe MOHWMAHHE IPOYUTAHHOTO, CPOPMUPOBATH yMEHHE H
HABbIKM M3Y4alolllero YTEHMsI, HABbIKM U YMEHHS YCTAHABIMBATh JIOTUUECKUE CBSI3U B TEKCTE,
OIPEEIATh OCHOBHYIO TEMY IIPOUYUTAHHOTO TEKCTA.

3agauu 3aHATHA:

-O3HAaKOMHTHCSI C HOBOM JIEKCMKOHM IO TEME; Pa3BHBaTh M COBEPLICHCTBOBATH HABBIKM YTCHUS
TEKCTa C LENbI0 JETAIbHOTO IOHUMAHUSA COJCP/KAHMS. — AKTMBU3MPOBATh II03HABATEIBHYIO
MHULMATUBY CTYJIEHTOB U (POPMHPOBATH UX COLIMATBHYIO KOMIIETEHTHOCTb.

—  COJEUCTBOBAThH

YCTAaHOBJICHUIO B CO3HAaHUU CTYACHTAa YCTOMYMBBIX CBSI3€d MEXAY

HAaKOIUICHHBIM U HOBBIM OIIBITOM ITI03HABATEIbHOW U ITPAKTUYECKOU JEATENBHOCTH;
— (opmupoBaTh U pa3BUBATh Y4eOHO-OPraHW3ALMOHHBIE YMEHUS U HaBBIKU (B3aUMOKOHTPOJIb,
camocTosiTeNIbHasg paboTa, KOJUIEKTUBHAS JESITEIbHOCTD).

B pesynbTate ocBOeHUS TEMbI OPMUPYIOTCSI KOMIIETEHIINHN:

YK-4 Cniocob6eH npuMeHSITh COBPEMEHHbIE KOMMYHHUKATUBHBIC TEXHOJIOTHH, B TOM YHCIIE Ha
WHOCTpaHHOM(BIX) sA3bIKe(aX), I aKaJIeMHUUECKOTO M TTPO(EeCCHOHATEHOTO B3aUMOACHCTBUS

Aunanor
John Cartwright, a Sales Manager of one of the English companies has just arrived in
Sheremetyevo Airport from London He is visiting a Russian company that wants to buy
equipment produced by his company. We are presented here some dialogues between him and
the staff of the Russian company.

At the airport
- Excuse me... Are you
Mr.Cartwright?
- Yes.
- I’m Vladimir Ivanov,
Systems. How do you do?
- How do you do?
- Have | kept you waiting?
- Oh, no... the plane’s just arrived.
Thank you for coming to meet me.

from TST

- Not at all. Did you have a good trip?

- Yes, thank you. | was airsick a bit,
but now I’'m O.K.

- My car’s just outside the airport.
Shall my driver take your suitcase?

- Oh, yes...thank you.

In the car
- We are going to our office in the
center of the city. It’ll take us about half an
hour to get there. Mr Pospelov is waiting for
you.

- What is Mr Pospelov? Remind me,
please.

- He’s our General Director. He is
going to discuss with you some details of our

B asponopry
- IIpocture... Bl m-p Kaprpaiir?
- Ha.
- A Baaguvup HBaHOB U3 KOMIIAHMHU
TCT Cucrems. 3apaBcTByiiTe.
- 3apaBcTBYiiTE.
- 1 3acraBua Bac xaaTn?
- 0O, HeT...CaMOJIeT TOJBKO qT0
npujeres. Cnacu0o, 4To NPUILIN BCTPETUTH
MeHsl.
- He 3a uTo. [ToJieT npouies HOpMAJIbHO?
HMa, Oaaromaprw Bac. MeHsi HeMHOro
yKa4aJjio, HO ceiyac sl y’ke B HOpMe.
- Mos mamuHa o:xugaer Bac. Mo:kHo
MOl BOAUTEJ]b IOMOKET BaM HECTH Ball
yeMoaan?
- Ha, ... oaarogapio Bac.

B mamune
- Meb1 HanpasiasiemMcs B Ham  odwuc,
KOTOpPBIIi HAXOAMTCHA B LeHTpe ropoaa. s
TOr0 4T00BI 100pPaTHCA TyAa, HAM NOTpPedyeTcs
0K0.10 noJy4yaca. Bac :xaer m-p Ilocnesios.

- Kro Takoii m-p [locienos? Hanomumure
MHe, I0KaJyHCTAa.

- JT0 Hall reHepaybHbIil aupekTop. OH
codupaercssi oOcyautb ¢ Bamm HekoTopbie
AeTaJIM Haulero Oyayuero corjameHms.

- B kakoi  rocruHMpme A MOry



future agreement.

What hotel may | stay at?

- We reserved for you a single room
with private bathroom at a hotel near the
center.

- That’s O.K. Thank you very much.
At the office
- I’d like you to meet Mr Pospelov, our
General Director.

Glad to meet you Mr Pospelov.

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

No, it’s my first visit to Moscow.

- What are your first impressions of
Moscow?

- I like Moscow, it’s a very beautiful city and
quite different from London.

- I hope you’ll enjoy your visit, Mr
Cartwright.

- Let me introduce my staff to you. This is
my secretary. Miss Belyaeva.

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

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

What does Mr lvanov do?

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

Yes. Thank you.

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

OCTAHOBUTLCHA?

- Mpb1 3aka3zaau ajasa Bac ogHOMecCTHBINH
HOMEpP ¢ BAaHHOH B TOCTHHHUIE HeAAJeKO OT
LeHTpa.

- OtsimyHo. Boabuioe cnacudo.
B oduce
- Pa3pemmre no3nakomuts Bac ¢ M-pom
IMocne0BBLIM, HAIMM TFeHepPaTbHbIM
JAUPEKTOPOM.

- Pag mo3nakomurtbesi ¢ Bamu, m-p Ilocnesios.
- $1 Toxe. Bbl ObLiIM KOTA2-HUOY AL B MocKkBe?
- Het, 310 M0i1 nepBbIii BU3UT B MOCKBY

- Kakue Bamm nepBbie BneyatJjieHus 0
Mockse?

- MockBa MHe IOHPABWIACH, 0Y€Hb
KPACUBBI rOPOJ U COBCEM He MOXO0K HA
JlonnoH.

- Hapnerocn, Bam nonpasurcest y Hac, M-p
Kaprpaiir.

- Pazpemnre MHe npeacTtaButh Bam moux
COTPYAHMKOB. JTO MOH CeKpeTapb, MHCC
BeasieBa.

- IIpussTHO Mo3HaKoMHUTHCS ¢ Bamu, Mucc
BeasieBa.

- MHe Toxe. Mo:KeTe Ha3bIBaTh MEHSI MPOCTO
AHHAa.

- 51 Xouy TaK’Ke NO3HAKOMHUTBH Bac C
Bukropom BoJiruabiM, HAIIMM MeHeIKepOM
o cobiTy. C M-pom UBaHOBbIM BbI yike
3HAKOMBI.

- Yem 3anumaercs M-p UBanos?

- OH pa0oraeT y HAC MEHeIKepPOM I10
IKCIOPTY U UMIIOPTY. ... [Ipuca:xkuBaiitech, M-
p Kaprpaiir. Curapery?

- [a, 6aropapio Bac.
- He xoTute 11 4ero-HuOyab BHIMUTH?

- J... la. Ecin MokHO, YamIKy Kode,
MosKaJyucra.

- AHHa, ThI He MOIJIa ObI IPUTOTOBUTH HAM
Kode?

- Koneuno. Kakoii koge Bl npeanouyuraere,
M-p Kaprpaiir, € MOJIOKOM HJH 0e3?

- be3 moa0ka, moxkaJyicra.



- Ann, could you make coffee for us, please?

- Certainly, sir. What coffee do you prefer,
Mr Cartwright, black or white?

- Black, please.
- With sugar?
- No, thanks.

- By the way, Mr Cartwrighrt,
what are you by profession?

- I'm an engineer. But at
Continental Equipment | work as a Sales
Manager. Here's my card.

- Let's get down to business, Mr
Cartwright. We are extending our
business and want to buy equipment for
producing in Russia some goods we are
importing now from western countries.
We know some companies, like yours,
that produce the sort of equipment we
need. Your company provides advanced
technology and efficient service, which
small companies can't provide. That's
why we are interested in your equipment.

- Yes. | see You'll be pleased to
find out that service life of our
equipment was considerably extended,
moreover, we reduced its price.

- Would you mind speaking a bit
slower, Mr Cartwright? I’m not very
good at English.

- Sure. | said we had improved
the performance of our equipment.

- It's very interesting. But first of
all I would like to know if it's possible to
adapt your equipment to our needs.

C caxapom?

Het, 01aroaapio.

- Kcratn, m-p Kaprpaiit, k10 BHI
1o npogeccun?

- Sl wunxenep. Ho B kommanun
Continental Equipment s paboTaro
MeHepkepoM 1o cObiTy.  Bor  Mos

BHU3WTHAA KapTOUKa.

- [laBalite mnepengeM K A€y, M-p
Kaprpaiit. Mbl pacumupsiem cdepy Hauien

NEATeIbHOCTA M XOTUM  3aKyNuTh
o0opyaoBaHue i  NPOU3BOJCTBA B
Poccun  HEKOTOpBIX TOBAapOB, KOTOpPHIC

MBI ceiyac UMIOPTUPYEM W3 3alajHbIX
ctpaH. Msbl  3HaeM psAJ  KOMIIaHWH,
noI00HbIX Bameit, koTopbie MPOU3BOIAT
TOT THUI OOOPYJOBaHHS, KOTOPHIA HaM
Hy)kKeH.  Bamia kommnanusi BHeIpsieT
NepeoBble TEXHOJIOTMU U o0OecreynBaeT
b PeKkTUBHYIO CUCTEMY  CEpPBHCHOM
HOJJICPKKH,  YTO HE TIOI  CHIY
HEOONBIIMM KOMMaHUSIM. BoT mouemy
MBI 3aMHTEPECOBAINCH O000PYIOBaHUEM
Bamei kommanum.

- Ha, s mnonumaro. Jlymaro, dTO
Bam npustHO Oyner y3HaTh, YTO MBI
3HAYMTENIPHO YBEIUYWIM CPOK CIIYKOBI
Halero oOOpyAOBaHUS M, KPOME TOTO,
CHU3WJIM €0 LICHY.

He w™mormum 661 Bwel  TOBOpPUTH
yyTh noMmemsienuee, M-p Kaprtpaiit? A He
OYEHb XOPOIIIO 3HAO AHTJIUUCKUU SI3BIK.

Koneuno. S roBopwi, 4YTO MBI
VIAYYIIATIA ~ XapaKTEPUCTHKWA  HAIIETo
000pya0BaHMUS.

Ot1o OYEHb WHTEPECHO. Ho

MIPEXkKJE BCEro s XOTea Obl 3HATH, MOXKHO
JU ajanTupoBaTh Barie obopymoBaHHe K
HAIIUM TPEOOBAHUSM.

- Jas Toro, 4yTo0bl 0TBeTUTH HA Bam Bonpoc,

M-p Ilocnenos, 1 10/:KeH ocMOTpeTh Bamry
¢padpuky u n3yunts Bamu tpedoBanus.



- To answer your question, Mr
Pospelov, I have to visit your factory and
study your requirements.

- 1 will show you your factory tomorrow.
- What time?

- Let me see... I have an appointment with
my lawyer at 9 a.m. How about 10
o’clock?

- That’s fine.

- Now we are seeking a Commercial
Director for this project so in the future
you’ll have to deal with him. If we decide to
buy your equipment, he’ll visit your
company and you’ll discuss with him the
main principles of the contract in detail.

- Fine. I’ve got some advertising materials so
you’ll be able to study the main
characteristics of our equipment yourself.

- Thank you, Mr Cartwright. Our driver is
at your disposal during your visit. His name
is Oleg.

- Thank you very much, Mr Pospelov.

- Well. That’s all... our driver’s waiting for
you. He’ll take you to your hotel. You need a
rest.

- Goodbye, Mr Pospelov.

- Goodbye, Mr Cartwright. See you
tomorrow.

- 51 noxaxy Bam namy ¢padpuxy
3aBTpAa.

- B xotopom uacy?

- JlaiiTe MHe HOAYMaTh. Y MeHsl HAa3HAYEHA
BCTpPeYa ¢ IOPUCTOM Ha 9 yacoB yrpa. /laBaiiTe
Berperumcest B 10 yacos.

- Xopowo.

- Ceifyac MbI HIIIeM YeJI0BeKa HA JOJKHOCTh
KOMMEpP4YeCKOro AMpeKTopa JaHHOI0 NMPOEKTAa,
no3romy B Oyayiem Bbl Oyaere umers ei1o ¢
HuM. Eciin MBI npuMeM pelnleHue o 3aKynke
Bamero o6opynoBaHus, oH npueaetr kK Bam u
Bbl noapoOHO 006cyAnTE C HUIM OCHOBHbBIE
MOJI02KEeHNS] KOHTPaKTa.

- OrauyHo. SI npuBE3 ¢ c000i1 HEKOTOPBIE
peKJIaMHble MaTepHaJIbl, TaK YTO BbI cMoxkeTe
CaMHU U3YYUTH OCHOBHBIC XapPaAKTCPUCTUKHU
Hamero 000pya0oBaHMsl.

- baaroaapro Bac, m-p Kaprpaiit. Bo Bpemst
Bamero Bu3ura Ham BoauTeJib OyaeT B
Bamem pacnopsizkenunu. Ero 3oByT Outer.

- boabmoe cnacu6o, m-p Iocnesos.

- Hy uto x. Toraa Bce... Ham BoauTesib kaer
Bac. On oTBe3er Bac B roctunuiy. Bam ny:xHo
OT/JAOXHYTH € I0POTH.

- Jlo ceunanus, M-p Ilocnesnos.

- Jlo ceunanus, M-p Kaprpaiir. /lo 3aBTpa.

IIucemo. 3anucaTn cjioBa u BBIPAKCHHSA IO TEME.

Excuse me

to be airsick

Shall my driver take your suitcase?

npocrure — 00bI4HasA gopma odpamieHus B
AHIJIOA3BIYHBIX CTPAHAX, CJYKAIIAsS A
NpHUBJICYCHUs K cede BHMMaHus. B ciy4yae
1

€CJIM YeJ0OBEK X04eT H3BHHUTHCS 32 CBOH
HeajJleKBaTHbIE el CTBHS, Yalie
HCIoJib3yeTcs Bbipaxkenue: 1’m (so/awfully)

sorry

- IJI0X0 YyBCTBOBATH cefsl B camMoJIeTe.
Cpasuure: to be sick- 6os1eTb.

- BOINPOCHTEJbHBIC NPEAJI0KCHUSA C



It’ll take us about half an hour to get there.

to wait for smb (smth)

What is Mr. Pospelov?

to be going to do smth

agreement

I’d like (I would like) you to meet...

Soam |

MoaaIbHbIM Tiarojiom shall ucmonbs3yrores
JJIs1 TOJIyYeHHs] UHCTPYKIMA U YTOUHEHUsI
JaJbHeHIINX JeiicTBHIi:

Shall I send the letter? — Iucbmo
ornpasaaTk? Shall | sign the contract? —
JoskeH 1M 1 MOANMUCATH KOHTPAKT?

JdaHHAaA KOHCTPYKIUA HCIIOJIB3YCTCs
JUIL  yKasaHus  BPEMEHH, KOTOpOeE
TpeOyeTcsi Ha BBIMOJHEHHE TOTO WU
uHoro neiictBus. Hampumep: It takes
them two days to effect payments. — Ha
OCYIICCTBIICHUC IaTeKeu OHU TPaTAT
asa gus. It’ll take me three hours to
draw up the contract. — Ha cocraBiaeuue
KOHTpPaKTa MHE OTpedyeTcs TpH yaca.

- JKJaTh KOro-1m0o (4to-aubo).
Cunonum: to await smb (smth).
bim3koe mo cmbicny cioBo: t0 expect
smb (smth) — oxunars.

- Kro Takoit muctep Ilocnenos? (mo
npodeccun, IOHKHOCTH M T.M.) (CM.
JIMHTBOCTpaHOBEUECKUM
KOMMEHTapHil K ypOKY)

- cobuparbcsi caenaTh 4YTO-JHOO.
JlaHHBI O00OpPOT CIYXXHT TaKKe IS
BBIpKCHUS OyayIIEero BPeMEHHU.

- corjamenue, gorosop; to conclude an
agreement — 3akirodaTrh  JOrOBOD,
cormamenue; to come to an agreement —
IIPUWATH K COTJIALLICHUIO

- B JTAHHOM IPEITIOKCHUH
UCIIOJIb3yeTCS KOMILJIEKC C
uHGUHUTUBOM. [l0O0OHBIE KOMILIEKCHI
OOBIYHO TIEPEBOMSTCS HA PYCCKUM SI3BIK
NPUIATOYHBIMA  TPEUIOKEHUSIMUA €
COI030M «4TOOBI»:

| want you to send the fax immediately.
— S xody, 4TOOBI THI OTHpaBUI (haKcC
HememenHo. Tell him not to sign the
contract. — Ckaxute emMy, 4TOObI OH HE
TIOIMTUCHIBATT KOHTPAKT.

- 5 roxe. Cpasnure: 1) | am Marketing
Manager. — So am |. — S paboraro



Let me introduce my staff to you.

to be interested in smth.

Equipment

Would you mind speaking a bit slower?

to have (have got) an appointment with
smb

9a.m.

to seek smb (smth)

If we decide to buy your equipment,
he’ll visit your company ....

MEHEHKEPOM o BOIpOCaM
mapkerunra. — S Ttoxe. 2) | work in a
bank. So do I. — 4 paGorato B GaHke. —
A toxke. 3) | don’t like traveling.
Neither do I. -5 He mobmI0
IIyTELIeCTBOBATh. — S TOXe.

- Ecim B 1aHHOM  NIpEeJIOKEHUU
VU3MEHUTH IMOPAIOK CIIOB, TO €r0 CMBICII
u3menures: Let me introduce you to my
staff. — Paspemmte mnpencraButh Bac
MOUM coTpyaHukaM. Eciau Bel xoTtute
IIPEACTaBUTBCS  CaMH, TO  HYXHO
ckazatb: Let me introduce myself.

- HWHTEpecoBaThcs ueM-nubo; to be
interesting — ObITh UWHTEpPECHBIM; It
interests me (us, you, etc.) — 31O
UHTEpecyeT MeHs (Hac, Bac u T.11.)

- obopymoBanme; to equip smth -
obopynoBath 4To-1100 (hadpuky, oduc
u  Ta); to re-equip smth -
nepeodopy10BaTh YTO-TU00.

- (hopma BexmBOM TpochObl. Ecim xe
BBl X0THTE MOMPOCUTH y coOeceTHUKa
paspeieHue  celath 9To-JIH00, TO
ciemyer TIOCTPOUTH BOIIPOC
cienyromum oopazom: Do you mind if |
close the door? Would you mind my
smoking?

- UMETh JICJIOBYIO BCTpPEUy C KeM-JIHOO;
to make an appointment with smb —
Ha3HA4aTh BCTPEUY C KEM-IUOO

- 9 gacoB ytpa (a.m. — ante meridiem —
no mnonynus); 11 p.m. — 11 w4acos
Bedepa (P.m. — post meridiem — mocie
TIOJTY/THS )

- HCKaTh  KOro-nmubo  (4to-nubo).
Cunonum: to look for smb (smth)

B AHTJIMMCKOM S3BIKE IIOCJIE paga
coros3os (if, when, after, before, until) B
MpUaAaTOYHbIX NpCaAJIOKCHUAX HEC
ynoTpeosercs Oynyiee BpeMs.
Hanpumep: When you write the letter,



to be at smb’s disposal

send it by fax — Korma nHamumrems
UChbMO, OTIpaBb ero mo dakcy. If the
delivery is delayed, | will pay penalty —
Ecaun mocraBka OymeT 3aaepikaHa, sl
3amiauy mrpad.

- OBITb B Ub€M-TTUOO PACIOPSIKEHUU

CJ10Ba ¥ BbIpa:KEHHS 110 TEMe:

Excuse me
I’m sorry.
I am from... (He is from...)

to reserve, to book

Let me introduce you to Mr White.
Let me introduce Mr White to you.
I’d like you to meet Mr White

Glad to meet you. — So am I.

staff, personnel

Would you like something to drink?
By the way ...

Let’s get down to business.

That’s why ...

First of all ...

I have an appointment with ...

At your disposal

IIpocture ...

[Ipoctute (coxanero)... .

Awuz ... (O u3 ...) (cTpansl, ropoja,
KOMIIaHHH ).

3aKa3biBaTh, PE3EepPBUPOBATH (HOMEP B
TOCTHUHHUIIE, OMJIET Ha CaMOJIET U T.II.)
Pazpemnre mnpencraButh Bac  M-py
VYaury.

Pazpemure npeacraBute Bam M-pa
Vaiira.

s OBI XOTell, YTOOBI Bru1
MTO3HAKOMUWJIUCH C M-pOM Y allTOM

Pan mo3znakomuthcs. — S Toxe.

HITaT, IEPCOHAN, COTPYAHUKHU

He xotuTte yero-uHuOyap BHIMUTH?
Kcratn ...

JlaBaiiTe nepeniem K aemy.

Bot nouemy ...

[Ipexne BCero ...

YV MeHs Ha3HaYeHa JIeJioBasi BCTpeda

B Bamem pacnopsbkeHun

Yrenue. [lepenalite cogepkanvue Ha aHTJIMHCKOM SI3BIKE.

1. IlpuBetcTBus (Greetings)

B aHrnos3pIuHBIX cTpaHaxX Hanboyiee «HEUTPAIbHBIMIY MPUBETCTBUIMH, KOTOPHIC
yHOOTPEOJIAIOTCA TPH OOpaIIeHHMH KaK K XOPOIIO 3HAKOMBIM, TaK W K Majo

3HaKOMBIM JIIOAAM, ABJIAKOTCA:

"Good morning!" («lobpoe yrpo» — 1o 12: 00),

"Good afternoon!" («1o0psrii nerp» — ¢ 12:00 mo 17:00) u
"Good evening!" («lo0Opsrit Beuep» — 1o 20:00).

OTBeTHI Ha 9TU IPUBETCTBUS SABIISAIOTCS TEMU K€ CAMBIMH.

Haubonee ¢popmanbHOil Pppa3ol, UCMONB3yeMOi MPU MPEACTaBICHUU JIOJEH APYyT
apyry, sBisercs ¢pasza: "How do you do?". DTo mpUBETCTBHE Mpeirojaraet
Takoii sxe otBeT. Yacto ynorpedinsercs ¢pasa: "Pleased (wm glad) to meet you. —
So am I" («Panx moznakomuThesi ¢ Bamu. — S Toxkey). HacTo HCTIOIB3YyETCS TaKKe
dpaza: "(It's) nice to meet you".



Haumenee ¢popmanbabpiMu ipuBeTcTBUsAME siBisitorest: "Hello!" («3mpaBctByii!»)
"Hi!" («[IpuBet!»), KoTOphie B AMEPHKE YacTO YIOTPEOIISIOTCS PU 00paIleH!H K
HE3HAKOMBIM M €]IBa 3HaKOMBIM JIIOAsIM. CIIPOCUTH YeJIOBEKa O TOM, KaK y HEro
o0cToAT Jena, MOXKHO clienyromumM oopazom: "How are you?" unu "How are you
getting on?". OTtBeTsl Ha 3TH Bopockl MoryT ObITh Takumu: "(1'm) all right. Thank
you" («Xopomo. Bbmaromapio Bac»), "(I'm) fine. Thanks" («IIpekpacHo.
Cnacuboy), "S0-s0" («Taxk cebe»).

2. Mpomanmue (Saying Goodbye)

Camoe HewTpansHoe mporianue: "Goodbye" («/lo cBunanus»). [lpu npoimanuu c
XOPOIIIO 3HAKOMBIMH JIFOJbMHU MOKHO TOBOPHTH:

"Bye-Bye" («Iloka») m "So long" («Bcero»). Yacto mpu MpoOIIaHWH TaKKe
rosopsrt:"See you later" («Jlo ckoporoy), "See you tomorrow" («Jlo 3aBTpa») u T.
.

3. BaronapuocTu u orBeThl HA HUX (Thanks and Possible Answers)

HauGomnee pacnpocTpaHeHHBIMU (Dpa3amMu, CIy>KalTAMU ISl BBIPAKCHUS
0J1aroIapHOCTH, SIBJISTFOTCS:

"Thank you very much" («Ouens Bam Onarogapen»), "Thank you" («bmarogapro
Bac») u "Thanks" («Cracu6o»).

OTBeThI Ha cioBa 0JIAr0IAPHOCTU MOTYT OBITh TAKHUMH:

"Not at all" («He crtout. Iloxkanyiictay), "My pleasure", "Anytime',! "You are
welcome" («Iloxanyiictay» — amep.), "Don't mention it" («He crouty), "That's
nothing" («IlycTaxuny).

Crnemyer OTMETHTH, YTO PYCCKOMY CIIOBY «IIOKAIyHCTa» B aHTIMHCKOM SI3BIKE
COOTBETCTBYET HECKOJIBKO Pa3IMIHBIX CIIOB:

A. Give me the letter, please. A. JlaiiTe MHe, OKaayicTa, MHUCHMO.
B. Here you are. B. IToxanyiicta (BOT BO3bMUTE).

A Thanks. A.Cnacu6o

B. Not at all B. Ioxanyiicta ( HE CTOUT).

4. ®opmbl oopamenns (Forms of Address)

OOpaieHre K My XK4uHE: Mister (Mr) Johnson, Mr Sage
3aMyKHEH )KCHIIUHE: Mistress (Mrs) Joseph, Mrs Green
HezamyxxHel neBymike: Miss Lee, Miss White

Xenmuue He3aBUCHUMO OT ee ctaryca:  Ms Lee, Ms White [miz]

Yesoseky, umerorieMy yuenyro crenenb: Doctor (Dr) Sage, Dr White

(Doctor of Philosophy (Ph.D.), Doctor of Laws (LL.D.), Doctor of
Medicine (M.D.)u 1.11.);

Knuenty B pectopane, Mara3uHe u T.II. Sir (k mysrcuune), madam (ma'am)
(wacto Tak oOpamalTcid Jaxe K (k oicenwune)

HE3HAKOMOMY Y€JIOBEKY):

Aynutopuu Ha coOpaHuM, KOH(DEPEHIHH Ladies and Gentlemen u m.n.:



5. Bonpocsi 0 npodeccun (T0KHOCTH) U MMEHHU YeJIOBEKA

Bompocer Tuma: What are you? What iS he? w T.m., HaunHarommecs C
BorpocuTeasrHoro ciosa What, otHocsTcs kK Tpodeccuu, JODKHOCTH JIHOO
COLIMATPHOMY TIOJIOKEHHUIO 4eloBeka. [lpyrue BapuaHTBI BOIPOCOB MOJ00HOTO
THIIa MOTYT OBITh TAKUMHU:

What does he do? YeM oH 3aHUMAETCS?

He is a CEO of a large corporation = OH WCHOJHUTEIBHBIA JTUPEKTOP
(chief executive officer) OOJIBIIION KOPIOpALIUH.
What is your occupation? Yem Brl 3annMaeTech (kakas y Bac
| am a businessman. npodeccus)? S OusHecMeH.
What is Miss Jane by profession? Krto mucc JIxxeiin mo mpodeccun?

She's a secretary. OHa cekperapb.

B otauume ot BompocoB ¢ BompocuTelnbHbIM ciioBoM What, Bompochsi,
HaYMHAIONIMECS ¢ BompocureabHoro ciaosa WHho, oTHoOcATCS K HMEHH
(bamunun), cTeneHu poACTBa U T. II.

Who is she? She is Mrs Baker.

Who is he? He is my brother.

Bonpoc mogo0Horo THma, obOparieHHbiii ko BTopomy juny (Who are you?),
3BYYHT HE COBCEM BEXJIMBO. [103TOMY eciii B a’pomopTy, Ha BOK3aJie MU Ha
npuemMe Bac xyomHeT 1o riedy He3HaKOMbIH Bam uenoBek, BOMpPoc 0 TOM, KTO
OH, JIy4Ille 3aJ1aTh B 00Jiee BEXKIMBOM (opme:

I am sorry... Do | know you? [Ipocture,... MbI 3HAaKOMBI?
Bonpoc 06 nmenu (pamunnn) 4enoBeka MOKHO 3371aTh B 00Jiee KOHKPETHOM
dbopme:

What is your name Kak Bac 30ByT (Kakoe y Bac

(first name, surname)? umsi, hamums)?

PYCCKI/IG CJIOBa «HUMs», (<(1)aMI/IJII/I$I», «OTYECTBO» HMMCIOT B AHTJIMHMCKOM SI3BIKE
CICAYIOMNC SKBUBAJICHTHI:

umst — name, first name, given name;

damumus — surname, family name, last name, second name;

otryectBo — Middle name, patronymic.

I'oBopenmue. BrirmonHuTe ynpaxHEeHHUS.

3amanue 1. IlpeacrtaBbre, uyto BBl BCTpeuaere mNpeACTaBUTENS AHTIMNCKOM
KoMnanuu. B aspomopty Bbl yBuaenu MyX4YuMHY, BHEIIHUM BHUJ KOTOPOTO
COOTBETCTBYET OMMCAHUIO TOI'O YEJIOBEKA, KOTOPOro BbI NOKHBI BCTPETHUT.
BrinosiauTe cnenyoomme qerCcTBUs:

a) oOpaTUTeCh K HEMY Ha aHTIUHCKOM SI3BIKE M Y3HAUTE, TOT JIK ATO YEIOBEK,
KOTOpbIM BaMm HyXeH;

0) npeicTaBbTe ce0s (HA30BUTE CBOE UMS U (haMHITHIO, a TAK)KE KOMITAaHUIO,
KoTopyto Bel pencrasinsere);

B) W3BUHUTECH 32 CBOE ONO3/IAHUE;

r) CIIPOCHUTE, KaK OH JOJIETEII,



1) [IPEUIOKUTE eMy IIPOUTH K Baieit Mammnne;

€) CIIPOCHUTE €T0, HE IOMOYb JIK €MY JOHECTU €ro YeMOJIaH;

) IIpeJICTaBbTE ce0e, UTO ITOT YEJIOBEK OKA3aJICs HE TEM YEIIOBEKOM,

koTopbiii Bam HyxeH. [lompocute y 3TOro yenoseka npoIieHue 3a 0€CoKoMCTBO.

3ananue 2. [IpencraBpre, 4TO K BaM B KOMITAHUIO MTpUEXai MPEACTABUTEID
MHOCTpaHHOM (upMbl. BelnonHUTE crneayomnue 1eicTBUS:

a) MpeACTaBbTECh CAMHM U NPEJACTaBbTE €My COTPYIHUKOB Baieil koMmanuu c
MCIIOJIb30BAaHUEM CIIEIYIOLIUX BhIPAXKEHUM:

Let me introduce myself. | am ... . Let me introduce my staff to you. This is ... . He
(she) is ... . I'd like you to meet... . He (she) is ... . May I introduce ... to you. He
(she) is ....

0) cmpocuTe y HEro, Kakyl KOMIIAHWIO OH TMPEJCTaBIISICT, Kakas y HEro
JOJIKHOCTb, U3 KAKOT'0 FOpPO/ia OH IIpHUexa;

B) CIIPOCUTC Yy HCIro, HC XOTCII Obl OH I{el"O-HI/I6yI[I> BBIIIUTDL, MPCIIOXUTC CMY
CUTapeTy, 4Yamiky kode, 4asi, cCOKa U T. I.; CIIPOCUTE y HEro, He OyJeT Ju OH
BO3pa)arh, eciiv Bl 3akypure.

I') HA3HaYbTE €MY BCTPEUY Ha 3aBTpa U MONPOLIANTECH C HUM.

I'pammaTuka. BeinonHute cieyromuii TecT.

|. Beibepume Hy)XHoe:

1. (I work in a bank.) - A Toxe.

a) So am | b) also | c) Sodo |
2. (I don’t like traveling) — A Toxe.
a) So not I b) NeitherdoI ¢) So don’tI

3. I an appointment with my business partner at 11 a.m.
a) take b) have C) give
4, It’11 us about an hour to get to the airport.
a) make b) spend c) take
d. I’d like you my wife. This is Olga.
a) meet b) to meet C) see
6. We for you a single room with private bathroom for three nights.
a) asked b) organized C) reserved

7. Would you speaking a bit louder?

a) think b) make ¢) mind

Il. Omeemni Ha crioea bnazodapHocmu — “Thank you very much” 3-4
gapuaHma.

P



[ll. @opmbl 0bpawieHus:
1. K 3amyXHel )XEHIINHE -
2. K He3aMyKHEH KEHIIUHE -

3. K xeHIlnHEe He3aBUCUMO OT €€ cTaTyca -

IV. Bbibepume HYXXHoe:

1. Bompoc k : He is my brother.

2. OT4YeCTBO :

name
3. I’d like you ... Mr. White.
4. If we ... to buy your equipment,

we’ll visit your company.

5. Let’s get ... to business.

6. All my textbooks are
disposal.

... your

7. That’s why we’re interested ...
your company.

Tema 6. Small Talk

a) Miss
b) Ms
c) Mrs

a) What is he? b) Who is he?

a) lastname  b) middle name c) given
a) meet b) may meet c) to meet
a) to decide b)will decide  c)decide

a) along b) down c) out

a) for b) in c) at

a) in b) at c) of

Lenp 3aHATHA. TPOBEpPUTH OOIllee MOHUMAaHHE MPOUYUTAHHOrO, CHOPMHUPOBATH YMEHHE U
HABBIKM HM3YyYalolllero YTEHMsI, HABBIKM U YMEHHS YCTaHABIMBATh JIOTUYECKUE CBSI3U B TEKCTE,

OIpCACIATh OCHOBHYIO TEMY IIPOYUTAHHOI'O TCKCTA.

3agaun 3aHATHS:

-03HAaKOMUTKLCS C HOBOM JIEKCUKOH II0 TEMC, pa3BHBATbhb U COBCPHICHCTBOBATH HABBIKHM YTCHHA
TEKCTa C LCJIbI0 ACTAJIBbHOI'O IMOHMMAHHA COACPKAHHA. — AKTUBU3HWPOBATH IIO3HABATCIIBHYIO

HMHHUIUATUBY CTYACHTOB U (bOpMHpOBaTB X COONUATIBHYHO KOMIICTCHTHOCTD.

- CO,[[GIZCTBOB&TB YCTaHOBJICHUKO B CO3HAaHUM CTYyJACHTaA YCTOﬁqHBBIX CBs3EH MCIKOY

HaKOIJICHHBIM U HOBBIM OIIBITOM ITO3HABAaTEIIHLHON U HpaKTquCKOﬁ JCATCIIBHOCTH,

— (1)OpMI/IpOBaTI> M pa3BHBATb y‘le6HO'0praHI/ISaHI/IOHHLIe YMCHUS U HABBIKA (BSaI/IMOKOHTpOJ'IL,

CaMOCTOATCIIbHAA pa60Ta, KOJIJICKTUBHAasA )IeHTeJ'IBHOCTL).

B pesynbTate ocBoeHUS TeMbI (POPMUPYIOTCS KOMIIETEHIINH:

YK-4 Crnocoben MPUMCHATH COBPEMCHHBIC KOMMYHHKATHBHBIC TCXHOJIOTUH, B TOM YHCJIC HA
I/IHOCTpaHHOM(BIX) H3BIK€(8.X), I aKaACMHUYCCKOTO U HpO(bCCCHOHaHBHOFO B3aHMOJICHCTBHUS

1. AT THE FIRM



Mr Balashov is at the office of
Continental Equipment. He is having an
appointment with the managers of this
company.— Good morning, gentlemen!
How are you?

Fine, thanks. And how are you

getting on?
—Very well, thank you.
—Let me tell you about our

company. As you know, Mr Balashov,
we produce processing equipment. Our

firm consists of 6 departments:
Production, Sales, Export, Financial,
Personnel and Research &

Development. The last one is the newest
at the company. It was created five
years ago... We are managed by the
Meeting of Shareholders and the Board
of Directors. Earlier the Chairman of
the company was one of the senior
partners, bur now it is Mr Rogers, as
you know. Currently we employ about
1,600 people. Our turnover is more than
£ 300 million.

—You will work with our Export
Department. We export our equipment
to 5 countries. We also have two
subsidiary companies in Holland and
Germany with headquarters in those
countries.

—Are they your subsidiaries or
branches?

—They are our subsidiaries. Each
company trades under its own name.
We are looking for new partners in
Eastern Europe as well, as we would
like to expand our activities. That’s why
Mr Cartwright went to Moscow to
establish personal contacts with your
company. Have you read all our
correspondence with your director?

—JloOpoe yTpo, rocroja.
Kak noxuBaere?
Cnacu6o, xopomo. A Bei?

Hopmanbho, 6narogapto Bac.

[lo3BosbTe MHE pacckasaTb O
¢upme. Kak Brr 3naere, M-p banamos,
MBl  TPOU3BOAUM  TEXHOJOTHYECKOE
o0opy-aoBanue. Hama ¢upma cocrout
U3 6 OTHENOB: IPOU3BOJICTBEHHBI,
TOPIOBBIM, 3KCIIOPTHBIM, OTAEI KaJIpOB
U OTHE] HAyYHO-HCCIENOBATENbCKUX M
ONBITHO-KOHCTPYKTOPCKUX pabor.
[locnennuit U3 HUX camblil HOBBIM. OH

ObUl co3/laH MATh JieT Haszan... Hame
PYKOBOACTBO  —  3TO0  coOpaHue
aKIMOHEPOB U  COBET JUPEKTOPOB.

Panee npesupenTomM ¢Gupmbl ObUT OJIUH
U3 CTapIIuX KOMIIAHBOHOB, a TeMeph
3TO0, Kak Bam m3BectHO, M-p Pomxepc.
Ha ¢upwme 3ansaT0 okoso 1 600 denoBexk.
Harmr o6opot coctaBisier 6omee 300 MitH

GbyHTOB.
—BbB1  Oynmere paboTath ¢ HAIIUM
OKCIOPTHBIM ~ OTIEJIOM. MBI  IKCIOp-

TUpYeM 000py/IOBaHUE B 5 CTpaH MUpa.
Kpome Toro, y Hac ecTb ABE AOYEpHUE
dbupmbl B l'ommanguu u ['epmanum co
mTa0-KBapTUPAMU B STUX CTPAHAX.
—Tak 3TO HoYepHUE KOMIAHUU WU
bunnans?

—0310 nouepuue (upmbl. Kaxnas us
HUX UMEET CBOE COOCTBEHHOE Ha3BaHHUE.
MpbI Takke HIIEM HOBBIX MAPTHEPOB B
Bocrounoii EBpomne, NOCKOJBKY MBI
XoTenu Obl pacmupuTh cepy Hameu
nesarensbHocTh. [loatomy m-p Kaprpaut
noexall B MoOCkBY, 4TOObI yCTaHOBUTH
JMYHBIE KOHTAKThI ¢ Bameit ¢upmoii.

Ber YUATAIU BCIO Haly
KOPPECTIOHICHIIUEIO c Bammm
TTUPEKTOPOM ?

—/lymaro, yto pma. Mpbl THIATEIBHO

M3y4dnsia Baiiie 1enoBoe npeaioKeHue.



—Yes, | think so. We investigated your
business proposal thoroughly.

—Have you got our price-lists and
catalogues with you now or shall I ask
Miss Elliot to bring a copy?

—Thank you, but | have them with me
as well as copies of your letters. | expect
to make the Draft Contract here, maybe
by the end of this week, and to conclude
the Contract with you after discussing it
with my Director by phone.

—All right. Let us get down to business.
Today and tomorrow we are going to
talk about terms of payment and
delivery.

—Right. And the day after tomorrow
we’ll be talking about packing and
transportation.

—Then | plan to go to London for three
days. As you know, there will be an
exhibition. Will you join me?

—Yes, with pleasure. It would be very
helpful for the purpose of my visit.

—1I hope so. And after that you’ll have
enough time for a visit to our factory
and to go sight-seeing.

—That suits me fine. | expect to submit
the Draft Contract to my Director by fax
not later than next Wednesday.

—Y Bac ¢ co0oil HamM NpercKypaHThI
U Karajoru wiM s mnompomy Mucc
DIIMOT NPUHECTHU UX Croa?

—Cmnacu6o, OHU y MeHA ¢ cO00l BMecTe
¢ xonusAmu Bamux nucem. Jlymaro, 4to
MbI COCTaBHM IPOEKT KOHTPaKTa 3/€ECh,
OBITb MOXKET, K KOHIly ATOH HeIenu, a
OKOHYATEJIBbHO 3aKIIOYUM KOHTPAKT C
BaMHU Tocie €ero OoOCYXIEHHS IO
TeNe(POHY C MOUM JUPEKTOPOM.
—Xopoo, /laBante nepernsieM K Aeiy.
CeronHs 1 3aBTpa Mbl 00CYANM yCIIOBUS
OIIAThI U TOCTABKH.

—Xopoto. A mociie3aBTpa MOroBOPUM
00 ymakoBKe U TPAaHCTIOPTUPOBKE.

—3aTteM s [UIAHUPYIO T[oeXaTh B
Jlonmon Ha 3 gusa. Kak Bam m3BecTHO,
TaM oyner BBICTaBKa. Bl
MPUCOETUHUTECH KO MHE?

—Jla, ¢ yaOBOJBCTBUEM. JTO KakK pa3
COOTBETCTBYET LIEJIM MOETO BU3HTA.
—Haneroch, 4To Tak. A mocie 3Toro y
Bac Oymer mgoctaTodyHO BpeMEHU ISl
MOCEIICHUSI HAIIUX MPOU3BOJACTBEHHBIX
MIOMENICHUA W OCMOTpAa JOCTONPH-
Me4YaTeJIbHOCTEH.

—Mens 3To ycrpauBaer. M 1 Hameroch
nepeaaTb IMPOEKT KOHTPAKTA MOEMY
TUpPEKTOpy 1Mo (akcy He T03kKe
CIICIYIOIIEH CPEIBI.

ITucemo. 3anucarp cjaoBa u BBIPAYKCHHUS IO TEME.

company, firm, group, —dupma;
organization, corporation, mpomaxei,
association

department —1)

OTJIeN,

0 JIIOMSX, 3aHUMAIOIIMXCS KYyIUJIeH-
pacnpocTpaHeHWEeM  TOBapoOB |

OKa3aHUEM YCIYT

OTHEeJieHHe; 2)  yIpaBlICHHUE,

nemapramenT, Hanpumep: factory department —

MIPOMBIIUIEHHOE  YIPABICHUE;
HaIrpumep:

3) mex, marasuH,

fancy  goods department  —

raJaHTePEeUHBIN Mara3suH



production

sales

financial

turnover

research

development

subsidiary company

branch

Meeting of Shareholders
(Stockholders)
Board of Directors

business proposal

contact

Draft (of)Contract

to join

—IPOU3BOJICTBO,  W3TOTOBJICHHE,  TPOAYKIIHS;
mass production — wmaccoBoe MPOHM3BOJCTRO,
production and consumption — mpou3BOACTBO H
notpebmenne, mode of production — cmoco6
npou3BoACcTBa.  IIpomsBoxmbie:  productive  —
NpPOAYKTUBHBIN, 3bdekTuBHb;  productivity —
POAYKTHBHOCTb

—cOpIT. IlpomsBomusie: Salesgirl — mpomasmiua,
sales representative — TOproBeiii TPEICTABUTEIb,
sales manager — menemkep mo cowiTy; to be on sale
- IPOJaBaThCs, OBITH B MPOJAKE

—¢unancossnii;  financial  (fiscal) year -
¢unancoseiit (otuetHsiit) rox; financial standing —
(bHUHAHCOBOE MOJIOKECHHE

—1) ob6opor; turnover of capital — o6opor
Kanurama. 2) TeKydecTh, labour turnover -
TEeKy4eCTh paboydeil CUIIbI

—muccrnenosanne; Research Institute — mayuno-
uccienoBareabckuii mHCTUTYT. R & D (Research &
Development) — HUOKP (HaydHO-HCCIIEAOBATEID-
CKHE M ONBITHO-KOHCTPYKTOPCKHUE paOOTHI)
—pa3BUTHE, POCT, OCBOEHHE, pa3paboTka; developer
- pa3paboTInK

— TOYCPHSISI dupma, rae
XOJITMHTOBAas/pOIUTENbCKAS ~ KOMITAHHUS ~ BJIAJIeeT
0oJjiee YyeM MOJIOBHHOW HOMHHAJIBHONW CTOMMOCTH €€
aKIIMOHEPHOT'0 KaluTajJla M KOHTPOJIUPYET COCTaB
coera jaupektopoB. CuHonumbr:  Subsidiary,
affiliate

—dbunuan, otraeneHue (MECTHBIM oduC WU
MarasuH, COCTAaBJISIOLINMI 4acThb OoJbIICH
OpraHU3aIliU ¢ TJIaBHBIM O(HCOM B IPYTOM MECTE)
—co0paHne aKIMOHEPOB

—CcoBeT AupeKTopoB (mpasieHue). Y ciosa board
MHOro  3Havenumii:  Examination  Board -
IK3aMEHAIIMOHHAST ~ KOMHUCCHS, keyboard -
KJIaBHATypa

—nenoBoe mnpemnoxenne. Cunonmm: oOffer. To
propose (to offer) smth to smb — npeamarate komy-
TO YTO-TO

—KOHTAaKT, cBa3b. CuHOHMM riaroja to contact — to
get in touch. Hanpumep: Please contact Mr Smith. —
CBsbxuTeCh, MOXKAIYyHCTa, ¢ M-poM CMHUTOM.
—IpOoeKT KoHTpakTa. Draft — mpoekt Tekcra



JTOKYMEHTA
—COEIUHSITh, MPHCOCIUHATECA. IIpHiiaratenbHOe
joint gacto ymoTpeOisiercss B TepMmuHax: joint
account — o6beIMHEHHBIH cueT, joint stock company
— aKmWoHEepHas KoMmaHus, joint venture —
COBMECTHOE MPEANPHUITHE

Tema 7. Presentations and Speeches

Lean 3aHATHSA: TPOBEPUTH 00IIEe MOHMMAaHHE MPOYUTAHHOTO, CHOpMUPOBATH YMEHHE U
HaBBIKM M3y4alOlIEro YTEHUsS, HABBIKA M YMEHHUSl yCTAHABIIMBAThH JIOTMUECKHE CBSI3U B TEKCTE,
OTIPENIETISATh OCHOBHYIO TEMY ITPOUYUTAHHOTO TEKCTA.

3amauu 3aHATHS:

-03HAaKOMHTHCSI C HOBOM JIGKCMKON TIO Te€Me; pPa3BHBATh M COBEPIIECHCTBOBATH HABBIKH UTEHUS
TEKCTa C TENBI0 JIETATHPHOTO TMOHUMAHUS COJEPKAHMS. — AKTHBU3MPOBATH IMO3HABATEIHHYIO
WHUIMATHBY CTYICHTOB M (JOPMUPOBATH UX COIUATHHYIO KOMIIETEHTHOCTb.

— COJICHICTBOBATh YCTAaHOBJICHWIO B CO3HAHWW CTYJEHTAa YCTOWYMBBIX CBSI3€H MEKITY
HaKOTUICHHBIM ¥ HOBBIM OIBITOM ITO3HABATEIHPHOM U MTPAKTUUYECKON JCATEIHHOCTH,

— ¢opMHUpOBATh U Pa3BUBATh yU4eOHO-OPraHW3AIMOHHBIE YMEHHUS M HABBIKH (B3aMMOKOHTPOJIb,
CaMOCTOSITeNIbHAs pa0oTa, KOJUICKTUBHAS ACSITCIILHOCTBD).

B pesynbTare ocBOeHUS TeMbI (OPMUPYIOTCS] KOMIIETEHIIUU:

YK-4 CnocobeH NpuMeHsITh COBPEMEHHbIE KOMMYHUKATUBHbBIE TEXHOJIOTUH, B TOM YHCJIE HA
MHOCTPaHHOM(BIX) sI3bIKE(ax), VISl aKaIEMUYECKOTO U TPO(ECCHOHATBLHOTO B3aUMO/ICHCTBUS

ITHCHMO-IIPE/IVIOKEHHE (Offer)

[MTucemoMm-tipeioskeHuemM moctaBmuk (the Supplier) oObuHO oOTBewaeT Ha
nucekMo-3amnpoc. OTBeuas Ha OOIMIA 3ampoc, OH OJaroJapwT 3a MPOSBICHHBIHN
WHTEpEC W OOBIYHO TpHJIaraeT mperckypaHTthl (price-lists), karamoru (catalogues)
wi ycnoBusi TumoBoro jgorosopa (Typical Contract). OtBer Ha crnenmMambHBIN
3ampoc MpeycMaTPUBAET OTBETHI HA BCE BOTPOCHI MOTEHITMATHHOTO KIHECHTA.
Cmpykmypa nucema-npeoioiHceHus:

1. TloBox HanucaHus.

2. OTBeTH HA BONPOCH MOTEHIINATHLHOTO 3aKa3uuKa.

3. JlomomHUTETBHBIC IPEAJIOKCHUS.
4

BBIpa)KeHI/Ie HaOCKAbI HA 3aKas.



OtBeyasi Ha BOIPOCHI, CIEAYET JaTh TOYHOE OMHMCAHUE TOBApa, MO BO3MOXHOCTH
CONMPOBOJAUTh €ro (oToMarepualamMu W/ WIM PUCYHKAMH W/HIUM oOpa3uaMu
(samples). Ilpu ompeneneHun IeHbl (PriC€) yYUTHIBAIOTCS BO3MOKHBIE CKHIKH
(discounts). OtaenpHO peImarOTCs BOMPOCHI PacxoioB Ha ymakoBKy (packing),
TPaHCIIOPTHBIX pacxomoB (transportation costs), ycmosuit mocraBku (terms of
delivery) u omnatsr (terms of payment).

[MrchMa-TipeITIoKEHHs MOCHUTAIOT Takke 0e3 MPEIIIeCTBYIONIEr0 3ampoca, €Ciu
MOCTABIIUK KEJAeT MPHUBJICYh BHUMAHHE MOTCHIMATBHBIX KIMEHTOB WM HANTH
HOBBIX 3aKa3YMKOB Ha KOHKpeTHble mnpoaykTel (Special products) wmm wux
accoptumenT (range). Teepmoe mpemmoxenue (firm offer) npemxycmarpusaer
ocoOble yclioBHs, Hampumep, KoHeuHblid cpok (deadline) momyduenust 3akaza u

CUCTCMY CKHIOK B 3dBUCHMMOCTH OT KOJIMYCCTBA TOBApa U APYyrux YCJIOBI/If/i.

Oo6pasen nucbma-npemaoxkenns  (Sample Letter of Offer)



Mr. Fred North
Purchasing Manager
Broadway Autos
November 11, 19
Dear Mr. North,

Thank you very much for your enquiry. We are of course very familiar with
your range of vehicles and are pleased to inform you that we have a new line
of batteries that fit your specifications exactly.

The most suitable of our products for your requirements is the Artemis 66A
Plus. This product combines economy, high power output and quick charging
time and is now in stock.

| enclose a detailed quotation, specifications and delivery terms. As you will
see from this, our prices are very competitive. | have arranged for our agent
Mr. Martin of Fillmore S.A. to deliver five of these batteries to you next week,
so that you can carry out the laboratory tests. Our own laboratory reports,
enclosed with this letter, show that our new Artemis 66A Plus performs as well
as any of our competitor's product and, in some respects, outperforms them.

If you would like further information, please telephone or telex me: my
extension number is 776. Or you may prefer to contact Mr. John Martin of
Fillmore S.A. in M - his telephone number is 01 77 99 02.

I look forward to hearing from you.

Yours sincerely,

F.Stock
Fred Stock

Kaume n BbIPAKCHHUA MUCBMA-NIPECAJOKCHUSA:
Kn.l:
—We were pleased to learn your interest in... — Ham Obu10 IpHATHO y3HATh O
Bameli 3auHTEpECOBaHHOCTH B ...
—We are most pleased that you want to buy... — Mg o4eHb TOBOJBHBL, YTO BBI
IIOXKCJIAJIN KYIIUTD ...
—We are glad to say that we can reserve you ... — MsbI pagbl COOOIINUTH, YTO
MOXEM OCTABUTH 3a BaAMHU ...
— It is good of you to take so much interest in our work ... — BeI10 OueHBb

mo0e3Ho ¢ Baield cTopoHbI IPOSIBUTH TAKOW UHTEPEC K Halel padore ...
—We take pleasure in sending you the desired samples and offer... — C

YAOBOJIbCTBUEM MOCHLIIAEM BbIOpaHHBIE BaMU 00pa3ilbl U MPEJJIAraem ...




—As to your inquiry of... we are informing you that... — Ha Bamur 3ampoc oT... MbI
coob1raeMm Bawm, 4o ...

Kn. 2:

—We enclose our catalogue with the latest price-list. — Mp1 npunaraem Hai
KaTajor C HOBEUILINM IIPEUCKYPAHTOM.

—  Our detailed catalogue will demonstrate the wide range of our products.

— Ham nonpoOHbIN mpeiickypaHT yOenIuT Bac B pa3HOOOpPa3UM HAIIEro

aCCOPTUMEHTA.
—  Our proposal is valid till... — Hamie npenioxenne aeiCTBUTEIBHO JI0...
—We deliver our goods on CIF terms. — Mgsl mocTaBiseM Ha YCIOBHSX

CUD(CroumocTs, CTpaxoBaHUe, ppaxr)

—The price covers packing and transportation expenses. — Ilena BkiIOYaeT
YIHAKOBKY U TPAHCIIOPTHBIC PACXOAbI.

—  We can give you a 5 per cent discount. — Mgl MOKeM IIPEIOCTABUTH BaM 5
% CKUAKY.

— As you can see from our price-list, our prices are at least 3 % lower than
market prices. — Kak BUIHO M3 HAIIEro MpeiCcKypaHTa, HAIIK IEHBI 110 KpaiHeh
Mmepe Ha 3% HUXKE PHIHOYHBIX.

Kn. 3:

— | especially call your attention to... — I ocobenno o6palar Baiie
BHUMAHUCEC HaA...

—  Besides the above mentioned goods our company also produces (see ...)

— KpoMe ynoMsiHyTHIX BBITIIE TOBApOB Halia ¢pupma IpOU3BOIUT TaKKe (CM. ...)
—The model... will meet most of your requirements. — Jlns Bammx
[eJIEH BaM JIy4llI€ BCEro MOJAOUAET MOJAED ...

K n. 4:

—We ask you to consider our proposal once more and let us know if we can expect
your order. — MpI mpocuM Bac eiie pa3 OOCYIuTh HaIllle MPEIIOKEHUE H
COO6IIII/ITB HaM, MOXHO JIM paCCUHUTbhIBATh HA IIOJIYUCHHUC 3aKa3a.

— | encourage you to order as soon as possible as the quantity of this product



available at our warehouse is limited. — $I mporry Bac 6picTpee 0hOpMUTH 3aKas,
TaK KaK KOJIMYCCTBO 3TOI'0 TOBAapa Ha CKJIaJC OIrpaHUYCHO.

—  We would appreciate if we get the order from you as soon as possible. —
Mpb1 ObutH ObI OYEHB PaJIbl OJYYUTH OT BAac 3aKa3 KaK MOKHO CKOpEe.

— If you are not happy with our proposal please let us know why. — Ecau Bac
HE yCTpauBaeT Hallle MPEJJI0KEHUE, TPOCUM COOOIIUTh HaM O MPUYUHE.

—We are looking forward to hearing from you soon. — C HeTeprneHuemM  aem

OTBECTA.

3amanue 1. Bel — pykoBoauTenbs (UPMBI, cXema KOTOPOM TMpejcTaBiieHa Ha

pucyske. Pacckaxure o cBoeii prpme, OTBETUB Ha BOMPOCHI:

Research and Development
Manager
President Marketing Research
Manager
Chief of the Credit Executive Product Research
Department Vice-President Manager
| |
Sales Production Controller
Manager Manager

—How many departments are there at the company?
—Yow many managers work at the company?
—What is in your opinion the most important department?

—Are there any overseas branches?

3amanue 2. Pacckaxxure O CTPYKType W NESITEIbHOCTH (DUPMBI, B KOTOpOil Bwr

pabotaere. BrimenpuBeieHHas cxema u cienyromnye Gpasbl MOTYT TOMOYb Bawm.

The company is based in ... My company specializes in ...
The head office is in ... Our main products are...

Our office is located in ... We produce...



It employs... Its annual turnover is ...
Our firm consists of We also have subsidiary companies in
The strength of the firm liesin ~ The disadvantage of our firm is

We export our equipment to

3amanue 3. Crnenytouiye msiTh GYHKIUN SBISIOTCS OCHOBHBIMU B paboTe J1H000ro

MeHeKepa:

a) Planning

b)  Organizing

C) Staffing

d)  Directing

e) Controlling

Kak Bbl nX moHMMaeTe U Kak OHU OTpakeHbl B Bareit aestenbHoCTH? BhICKaxkuTe

CBOC MHCHHUC O TOM, KaKHMC TpPH KAa4YCCTBA M3 IMCPCUHHCICHHBIX HHUXKC B IICPBYIO

oucpeab H€06XOI[I/IMBI MCHCIIKCPY.

General education Motivation to work Foreign languages
Flexibility Can cope under pressure  Ability to make decisions
Communication skill Punctuality Fantasy

3amanue 4. IlepeBenuTe HaA POJHOM S3BIK ATaIlbl MpoOIecca PANMOHAIBHOTO

npuHATHS pemennid. Cormacusl i Bei ¢ 3T0i cxemoii? O60cHyiTE CBOe MHEHHE.

Investigate the situation Develop alternatives
—Define the problem — Seek creative alternatives
—Ildentify decision objectives — Do not evaluate yet
Implement and Monitor Evaluate alternatives and
A .

—Implement the plan select the best one available
—NMonitor implementation and —Evaluate alternatives

make necessary adjustments — Select the best alternative




3aganue 5. IlepeBenutre Ha POAHOMN SA3BIK MUCBMO-TIpPEeANIOkeHUE. OTBETHTE Ha

CJICAYIOIIKUC BOIIPOCHI:

a) What does the manager advertise?

b) What does the buyer look for, besides a good price?
c) Will anybody test the batteries?

d) Who can the buyer contact?

3ananue 6. CocraBbTe NUCHBMO MpejuioxkeHue ¢upmbl Ha 50 XOJIOAMIBHUKOB

(mpeanoxute 2% CKUIKY).
p y

Tema 8. Companies

Lean 3aHATHSA: TPOBEPUTH 00IIEe TMOHMMAaHHE MPOYUTAHHOTO, CcHOpMUpOBATH YMEHHE U
HaBBIKM M3y4alOIero YTEHUsS, HABBIKA M YMEHHUS yCTAHABIIMBATh JIOTMUECKHE CBS3U B TEKCTE,
OTIPENIETISATh OCHOBHYIO TEMY TPOUYNTAHHOTO TEKCTA.

3anayu 3aHATUA:

-03HAKOMHTHCSI C HOBOM JIEKCUKOHM 1O TeMe; pa3BUBaTh M COBEPLICHCTBOBATH HABBIKM UTEHUS
TEKCTa C LENbI0 JETAIbHOTO MOHUMAHMS COJIEpXKaHUS. — aKTUBU3MPOBATH IMO3HABATEIHHYIO
WHUILMATUBY CTYJIEHTOB U (POPMHUPOBATH UX COLUANTBHYIO KOMIIETEHTHOCTb.

— COJEHCTBOBAaTh YCTAHOBJIICHWIO B CO3HAHMHM CTYJEHTA YCTOMYMBBIX CBSI3€H MEKIY
HAKOIUICHHBIM M HOBBIM OIBITOM IO3HABATEIbHON M MPAKTUYECKOM NEATENbHOCTH;

— (opmupoBaTh U pa3BUBATh Y4eOHO-OPraHMW3ALMOHHBIE YMEHUS U HABBIKU (B3aMMOKOHTPOJIb,
camocTosiTeNIbHasA paboTa, KOJUIEKTUBHAS JESITEIbHOCTD).

B pesynbTare ocBOeHUS TeMbI (POPMUPYIOTCS] KOMIIETSHIIUU:

YK-4 CnocobeH NpuMeHsITh COBPEMEHHbIE KOMMYHUKATUBHbBIE TEXHOJIOTUH, B TOM YHCJIE HA
MHOCTpPaHHOM(BIX) sI3bIKe(ax), UTsl aKaJIEMUYECKOTO U MPO(EeCcCHOHAIBHOTO B3aUMOACHCTBUS

1. The Partnership

Partnerships are voluntary combinations of from 2 to 20 persons formed for the
purpose of carrying on business with a view of profit. The motive, however, may
not be financial and partnerships are often formed in order to bring new ability and
enterprise into the business.

The partners usually share in the task of running the business, but a partner need
not play an active role. A person who joins a partnership, supplying capital and
sharing in the profits, but taking no part in the management is known as a dormant
or sleeping partner. Partnerships are a common form of business organization in
such professions as law, accountancy, surveying, and medicine.

The advantages of this type of firm are similar to those of the one-person business.
It is a flexible organization which allows a greater degree of specialization than the
one-person business.



The great disadvantage, like that of the one-person business, is the fact that the
liability of the partners is unlimited and they are all fully liable for the acts of the
other partners. There are, however, some limited partnerships which have to be
registered with the Registrar of Companies. In such firms some partners may have
their liability limited to some specified sum, but at least one of the partners must
have unlimited liability.

The survival of a partnership depends upon the continued harmonious relationship
between a number of people in situations which often give much cause for
disagreement. Thus, where trading risks are very great, the partnership is not a
very stable type of organization.

2. The Joint Stock Company

The most important form of business organisation in the UK is the joint stock
company. Basically, it consists of an association of people who contribute towards
a joint stock of capital for the purpose of carrying on business with a view to
profit. A company may be defined as a legal person created to engage in business,
capable of owning productive assets, of entering into contracts, and of employing
labour in the same way as an individual. There are two kinds of Joint Stock
Company, the private company and the public company. In general, private
companies are small firms, often consisting of the members of one family. Both
public and private companies must have at least 2 members. A public company
must have a minimum allotted share capital of 50 000 pounds (sterling) of which
at least one-quarter has been paid up. A private company must include the word
limited” in its name while a public company must have the words "public limited
company" at the end of its name although this can be abbreviated to “plc”. All
companies must file annually, with the Registrar of Companies, details of their
turnover, profits, assets, liabilities and other financial information about their
structures and activities.

3. The Sole Proprietor

The different types of business organisation can be found in the UK and Sole
Proprietor is one of them.

This is the simplest and the oldest form of business enterprise and often referred to
as the one- person business. A single person provides the capital, takes the
decisions, and assumes the risks. He or she is solely responsible for the success or
failure of the business and has, therefore, the sole rights to such profits as may be
made, or, alternatively, bears the sole responsibility for such losses as may accrue.
The one-person business is still far more numerous than any other types of
business organization, but in terms of total output employment, value of capital
employed, or value of total output, it is relatively unimportant compared with the
joint stock company.

The strength of this type of firm lies in the direct personal interest of the proprietor
in the efficiency of his enterprise. Ownership and control are vested in one person
who enjoys all the fruits of success and hence has a great incentive to run the firm
efficiently. Since the proprietor is the sole decision — taker and has no need to



consult colleagues when changes of policy are required we should expect this type
of organisation to be extremely flexible and capable of quick and easy adjustment
to changes in market conditions.

The great disadvantage of the sole proprietor from an enterprise lies in the fact that
the owner is personally liable for the debts incurred by his firm and his liability is
unlimited. All his personal possessions are at risk and may be seized to meet
creditors demands in the event of the business becoming insolvent. Another
disadvantage of this type of firm is the strict limitation of its ability to acquire
capital for expansion. Finance is restricted to the amounts which the entrepreneur
is able to provide from his own resources and whatever sums he can borrow on his
own security.

We find the one-person business prevalent in farming, retailing, building, repair
and maintenance work, and personal services such as hairdressing.

I'oBopenue. BrimonHuTe ynpaxHEHUs 11OCIIE TEKCTOB.

3aganuel . IIpounTaiite TeKCTHI 1, 2, 3 1 OTMETHTE MPEITI0KEHUSI, KOTOPHIE
COOTBCTCTBYIOT COACPKAHUTIO TCKCTOB:

1)  Asleeping partner takes an active part in the management.

2)  Partnerships are formed for the purpose of carrying on business with a view
of profit.

3)  The most important form of business organization in the UK is the Sole
Proprietor.

4)  The strength of the Sole Proprietor lies in the direct personal interest in the
efficiency of his enterprise.

5)  The great advantage of the sole proprietor lies in the fact that the owner is
liable for the debts incurred by his firm and his liability is unlimited.

Text: What sort of company is it?

There are many types of business organization, and the different terms can be
confusing. The left-hand column below gives various types of organization, and

the other column contains short descriptions of each type.

company (UK) -
organization operating to make profit

corporation (US)

society - friendly association of people; for example, a sports society
enterprise - new commercial activity; for example: How is your new enterprise?

Also in some company names; for example: Smiths Enterprises



limited company - firm where shareholders' liability is limited
cooperative - democratic firm owned by its workers
multinational - organization operating in several countries
parent company - company which owns another

subsidiary - firm owned by a parent company

holding company - firm, usually without commercial activity, created to be parent

to other companies
public company - company whose shares are publicly available

private company - company whose shares are not publicly available
nationalized company - company owned by the state

government agency - organization which is part of the state administration
charity - organization to relieve poverty, advance religion or education, etc;
benefits from some financial concessions

offshore company - firm based in a tax haven to avoid higher taxation

minority interest - company in which another firm has less than a 50 per cent
interest

operation - general word for a company, usually a small one, and part of a large
group. It also means activity; for example: our commercial operation

partnership - two or more partners working together for profit, without limited
liability.

I'oBopenue. BrinonHure cneayomuye ynpaxHeHHUs .

3anmanue 1. A) Read both columns. Then, cover the left-hand column, and from the
description try to name the type of organization described.

B).  Translate the text into Russian.

Tema 9. Sales

Leap 3aHATHA: TPOBEPHUTH OOIIee MOHUMAHHE MPOUYUTAHHOTO, CHOPMHUPOBATH YMEHUE U
HaBBIKM M3y4alOLIEro YTEHUS, HABBIKM M YMEHHUSl YCTAHABIMBATh JIOTUYECKUE CBSI3U B TEKCTE,
ONpeIesATh OCHOBHYIO TEMY IPOUNTAHHOTO TEKCTA.

3agaum 3aHATHA:




-O3HAaKOMUTHCS C HOBOM JIEKCMKOHM IO TEME; Pa3BUBaTb M COBEPLICHCTBOBATH HABBIKM YTCHUS
TEKCTa C LEJIbI0 JCTAIBHOIO NOHMMAaHUSA COACPKAHUA. — AKTUBU3UPOBATh ITO3HABATEIIBHYIO
WHUIMATUBY CTYACHTOB M (DOPMUPOBATH UX COLUAIBHYIO KOMIIETEHTHOCTb.
— COJICHCTBOBATb YCTAaHOBJICHUIO B CO3HAHUM CTYIEHTAa YCTOWYUBBIX CBS3€M MEKIY
HAaKOIUICHHBIM U HOBBIM OIIBITOM II03HABATEIbHOU U ITPAKTUYECKOU JEATENBHOCTH;
— (hopMupoBaTh M pa3BUBATh y4yeOHO-OPraHM3AMOHHBIC YMEHHUS M HABBIKU (B3aHMOKOHTPOJIb,
camocCTosiTeNIbHasA paboTa, KOJUIEKTUBHAS JESITEIbHOCTD).

B pesynbTare ocBOEHUS TEMbI (POPMUPYIOTCSI KOMIIETEHIIUHN:

YK-4 CniocoOeH MpUMEHSITh COBPEMEHHBIC KOMMYHUKATUBHBIE TEXHOJIOTHH, B TOM YUCJIC Ha
WHOCTPaHHOM(BIX) S3bIKe(aX), VIS aKaJeMHUYECKOTO U TPO(PECCHOHATIEHOTO B3aUMOICHCTBUS

DISCUSSION OF THE PRICES
The next day M-r Balashov discusses the prices and terms of payment with the top

management.
—Let’s discuss the commercial side of
our transaction. We were inclined to
consider the prices today.
—You find them attractive, don’t you?

—Unfortunately, no. Comparing them
with those of your competitors they are
5-10 % higher.

—I’'m afraid [ can’t agree with you
there. Don’t you know that we’ve made
some modifications and reduced the
power consumption of our equipment?
—Sure, | know that. However, our main
requirements are reliability and trouble-
free performance of the equipment. It
involves the problem of Test and
Guarantee.

—We can assure you, M-r Balashov,
that we won’t let you down.

—1 see. We are informed that other
companies can quote lower prices. We
expect your understanding of our good
will and the fact that our company is
rather new and intends to have long-
term relations with yours.

—Right, but business is business. What
are your reasons for a discount?

—1I’ve  already  mentioned  your
competitors’ prices. Besides, your price

—Hy, a Tenepp naBaiTe nepenneM K
KOMMEPYECKON CTOPOHE HAIIEW CHEIKH.
CeroiHss Mbl XOTEJIM TMOTOBOPUTH O
IeHax

—Bn1 HaXOJUTE nXx
MIPUEMJIEMBIMHU, HE TaK JIN?
—K coxanenuro, Het. [lo cpaBHEHHUIO €
1eHaMu Bamux KOHKYpEeHTOB OHM Ha 5-
10% BrIIIIE.

—He wmory cormacutecs ¢ Bamu. Bl
BeJlb 3HAETE, YTO Mbl MOAUPUIIMPOBAIIN

BIIOJIHC

KOHCTPYKITHIO u CHUBUITU
DHEPTOIOTPEOICHHE HAaIIIETo
obopynoBaHus?

—Koneyno, 3mHaro. OnpHako HamH

OCHOBHBIC TpeOOBaHUS — HAJIC)KHOCTh H
OecniepeboitHas paboTa 00OpyIOBaHHUS.
210 IIPEAIOIaraeT MIPOBE/ICHUE
UCIIBITAHUM, a TAKXKE TapaHTHH.

—M1 yBepsiem Bac, m-p banamos, 4To
He nmoaseaeM Bac B aTom Bompoce.
—Ilonumaro. Ham  wm3BecTHO, dYTO
JIpyrue bupmbl npearatoT
o0opytoBaHuUE 1O 00JIee HU3KUM IICHAM.
MEbI OkMIaeM OT Bac MOHMMAaHUS HalIeH
J00poM BOJIM, a TaKXe TOTO, YTO Hala
KOMIIAHUSI ~ JIOBOJBHO  MOJIOJla |
HaMepeHa YCTaHOBUTH JOJITOBPEMEHHBIC
KOHTAKTHI C Balel GupMonu.

—Xopomro. Ho 6usnec ects 6usHec. Ha
KaKOM OCHOBAHUH BbI IIPOCUTE CKUAKY?



must depend on the amount of the
Contract.

—Well, if you increase your order to ...
pounds we’ll be able to give you a 2 %
discount.

—It’s better, but we expected at least a
4 % discount.

—Let us make some calculations. ...3
% and no more, M-r Balashov.

—But I’'m afraid, Mr Rogers, that at this
time we can’t raise the sum of the
Contract. Would you take risks and sign
our first contract at this price if we find
you new customers in CIS countries?

—Well, that’s reasonable. We always
give our partners a square deal. But this
price is final. Now about the terms of
payment. We accept: Cash, Letter of
Credit, Telex transfer, Certified Check.

—Unfortunately, cash is out of
question. It isn’t allowed in our country
for foreign trade. The Letter of Credit is
the most acceptable.

—All right. What currency can you pay
in: sterling or dollars? We insist on
pound sterling.

—It’s possible.

—Good. To sum it up let me show you
the sample of L/C. We could meet
tomorrow after you look through it
closely.

—Then see you tomorrow. Goodbye.

—4  yxe  rosopui 0 LIeHaxX
KOHKYypeHTOB. Kpome Ttoro, Bama nena
JIOJI’KHA 3aBUCETh OT CYMMbI KOHTPAKTA.

—Hy, ecnu BBl yBenM4uTe CBOW 3aKas
70 ... (YHTOB, TO MBI CMOXXEM JIaTh BaM
2%-Hy10 CKUJIKY.

—0T0 Jyurie, HO Mbl PACCUUTHIBAIIN 110
KpaitHen mepe Ha 4 %.

—/laBaiiTe  TIPOM3BEAEM  HEKOTOpPHIE
pacyeTsl. 3 % u He Oomnbuie, M-p
banammos.

—Onnako 60tock, M-p Pomxkepc, uto Ha
3TOT pa3 Mbl HE CMOXEM YBEIUYHUTh
CymMMy KoOHTpakta. He morim Obl BbI
PUCKHYTh M TOJANKCATH HAIl TMEPBbIM
KOHTPAKT 10 OTOH II€HE, €CIH MBI
HalileM BaM HOBBIX 3aKa34MKOB B
ctpanax CHI'?

—3JT0 pa3ymMHO. Mbl Bcerja BeaeM
YECTHYIO UTPY CO CBOMMH MAPTHEPAMH.
A Temepb HAacyeT YCIOBHM IUIaTeXka.

Jns Hac TpueMIJIEMBbl:  HaJIUYHBIE,
aKKpEJIUTUB, TIEPEBOJ IO TEJIEKCY,
3aBEPECHHBIN YEK.

—K COKaJICHHUIO, HaJIMYHBIC

UCKIOYaroTcss. B Hamen crtpane mist
MEXKIYHAPOJHOU TOPrOBIM TaKOM BHJ
pacueToB He paspemeH. Hawubonee
MIPUEMJIEM aKKPEJIUTHB.

—Xopoio. B kakoi BaitoTe Bbl MOTJIU
Obl TIpoM3BeCTH OIUIaTy: B (yHTaX
cTepiauHrax wid  jaojuapax?  Mul
HacTanmBaeM Ha (yHTax.

—3TO BO3MOXKHO.

—Xopomo. [logBoass UTor, Mo3BOJIbTE
MHE MOKa3aTh Bam obpa3zer
aKKpEeJIMTUBA. Mu1 MOTJIH ObI
BCTPETUTHCS 3aBTPa MOCJIE TOTO, Kak Brl
BHUMATEJILHO €TI0 MPOCMOTPHUTE.
—Torna YBUJIUMCS 3aBTpa.
CBUJIQHMS.

o

IMucbMo. 3anrcaTh CI0Ba U BBIPAXKEHUS 11O TEME.



to pay

pay on demand

pay at sight

pay to order

payable

payment

part-payment

progress payment

payment in advance, prepayment

price

asking~
attractive~
reasonable~
acceptable~
cost~
quoted~

cut~

final~
transaction
trouble-free performance
to be inclined

to assure
to let smb down

long-term relations

to take risks

to be out of the question
square deal

to quote lower prices

—IUIATUTh, BHIIIAYUBATh, OTUIATUTD;
OIUIATUTH MO MEPBOMY TPEOOBAHUIO,
OIUIATUTh MO MPEIbSABICHUIO,
OIUIATUTh MO TPEOOBAHMIO,
MOAJICKAIIMM OIIaTe,

IUIaTeX, OIIaTa,
YacTHYHas OIUIaTa,
no3TarHas oIiara,
npeiBapuTeIbHas oriaTa

—IIeHa
3arpaniuBaeMas 1eHa
IpPHUBJICKATEIbHAS

pazymHas

npreMiIeMast

ce0eCTOMMOCTh

npeaiaracMmasi / Ha3HauYeHHas

CO 3HAYUTEIbHOU CKUIKOM
OKOHYaTEJIbHAas

—cJeJKa

—~OecnepeboitHas paborta
—HaMepeBaThCs, CKIIOHATHCS K 4eMY-TO.
Cunonum: to intend

—YBEPSATH, 3aBEPSTh.

—TOJIBOJINTh, CTABUTH B HEMIPHUSATHOE
[IOJIOJKEHHE

—JIOJITOCPOYHBIC OTHOIICHUS
—Opath Ha cebOs pUCK

—5TO UCKIIIOYAETCS

—vYecTHas CIelKa

—TpoJiaBaTh 1o 0oJIee HU3KOH IIeHe

I'pammaruka. BeinonHure cieayromue ynpaxHeHHUs.
3amanue 1. Fill in the gaps with the phrases listed below:

— Well, that takes care of the financial details.

— Yes, | think so, I'll complete the order form on your behalf and our

accounts department will send a proforma invoice...

— Well, I think that's everything; it's been an interesting meeting.

— Yes, indeed. Now, regarding..., I'll arrange for our service department to
contact your technical people to agree a timetable for inspection and maintenance

VISits.

— Will you be coming to see us yourself?



— Well, | expect to be visiting your country..., but... I'll make sure our
local agent calls in... We will send you a... and details of any... direct
from the head office.

— Fine.

— Well, it's been a pleasure doing business with you and | look
forward to seeing you again...

Product-range update
In due course
After-sale service
Price movements
From time to time

In the meantime

In the very near future
On a regular basis

3amanue 2. Match the above phrases to these synonymous expressions:
Very soon
follow-up maintenance replacement or repairs
every week or every month or every three months etc.
now and again
while we are waiting
price increases or cuts
changes in the product available
at the proper time

3amanue 3. Translate into English:

1. [To-moemy, y HUX OBLJIO MaJjo 3aKa30B.

2. MBI BBITOJTHUIN BCE pabOThI B YCTAHOBJIICHHBIE KOHTPAKTOM CPOKH.
3. MHe kaxercs, ceiigac Majao KTo pa30oupaeTcs B 3TUX BOIIPOCaXx.

4. MbI OTIIpaBUM BaM MPEJJIOKCHHUE B OJIFDKAMIIIME TPU JTHS.

5. OHM pa3MeCTHIM Y HAaC HECKOJIbKO 3aKa30B.

6. MBI cooOImMIN UM 00 H3MEHEHHH IIEH.

Pexomenayemas jureparypa u MHTepHeT-pecypcesl
Cnmcox mreparypbl
1. OcHoBHas JinTeparypa:
1. leeneBa, C.A. JlenoBoit anrnuiickuii DIEeKTpOHHBIN pecypce : yueOHoe mocobue / C.A.
[lleBenena. - Jenosoii anrnuiickuii,2020-10-10. - Mocksa : KOHUTHU-JIAHA, 2017. - 382
C. - Kuura naxoautcs B 6azoBoit Bepcun D5C IPRbooks.
2. lHocTpaHHBIN S3BIK MTPO(HECCHOHAIBHOTO OOIIEHUS (aHTTTUICKHM A3bIK) DIEKTPOHHBIH
pecypc : yueoHoe nmocodue / JI.O. Psackuna / C.B. ITaBnosa / U.b. Komesaposa / E.H.



Mupomauuenko / E.A. Monoapix. - MHOCTpaHHBIN S3bIK MPO(HECCHOHAIBHOTO OOIISHUS
(anrnuiickuit s361k),2021-05-04. - Boponex : BopoHexckHii rocy1apcTBeHHBIH
YHHUBEPCUTET MHKEHEPHBIX TexHoJoruii, 2018. - 140 c. - Kuura naxoaurcs B 6a30Boi
Bepcun IBC IPRbooks.

2. JlonmoJHMTEIbHAS JJUTEpaTypAa:

- 1. JlenoBoil WHOCTpaHHBIM S3bIK (aHIVIMICKMI) : ydeOHOe mocolue K
MIPAKTUYECKUM 3aHATHSAM 10 JUCHUIUIMHE "J[eTOBOM HWHOCTpPaHHBIA  S3BIK
(aHTTIUICKUIA) JJ1s1 CTYJIGHTOB HAMpaBJICHUS MOATOTOBKU Maructpatypsl / coct. I
3. MapkocsH ; Ces.-Kas. ¢penep. yu-1- CraBponois : CKOVY, 2018. - 59 c.

- 2. JlenoBoii anrnuiickuii : yueOnuk / [Auapeea H. A. u np.] ; ots. pen. JI. C.
IInukoBa. - Mockga : IIpocnekrt, 2015. - 998 c. : wi. - Ha tur. 1.: DnekTpoHHbIE
BEPCUU KHHT Ha caiite WWw.prospekt.org.

- 3. JlenoBoii aHTIMIICKUH A3BIK : yueOHOoe mocodue / coct. M. H. HoBocénos.
- [Iepmb : IlepMcknii rocy1apCTBEHHBIM I'YMaHUTAPHO-TIEAArOTMYECKU I
yuusepcuteT, 2014. - 47 c. - Kaura Haxoaurcs B 6a3oBoii Bepcun DbC IPRbooks.

3 MeToaunueckas JuTeparypa:
1. MeTOHquCKHe YKazaHugd 110 BBINIOJIHECHUIO TPAKTHYCCKUX pa60T II0 JUCIHUIININHE
«HOCTpaHHBIN s3BIK» - pa3zpaboTaHo KadeApoil MHOCTPAHHBIX SI3BIKOB JUISI TYMaHUTApHBIX U
€CTCCTBCHHOHAYYHBIX CHCHH&J’IBHOCTGIZ.
2.MeTomuyeckue YyKa3aHUsI IO OPraHM3allid CaMOCTOSITEIbBHOW pabOThl CTYIEHTOB IO
mucuuiuinHe «/HOcTpaHHBI A3BIK» - pa3paboTaHo Kadeapold HHOCTPAHHBIX SI3BIKOB JUIS
r'yMaHUTApHBIX U €CTECTBEHHOHAYYHBIX CIIelUaTbHOCTEN
4 lnTepHET-pecypchbl
1 http://nightflight.com/foldoc/
http://www.ora.com/reference/dictionary/
http://management-issues.com

2 http://www.euronews.net
http://www.guardian.co.uk

3 http://www.market-leader.net
4 https://en.wikipedia.org/wiki/Innovation_management
5 https://www.cleverism.com/brainstorming-techniques-for-idea-generation/

6 https://www.hackerearth.com/blog/innovation-management/10-must-read-books-on-
innovation/
7/ http://www.innovationmanagement.se/2018/11/21/innovation-insights-from-the-
founder-of-sony/



https://www.hackerearth.com/blog/innovation-management/10-must-read-books-on-innovation/
https://www.hackerearth.com/blog/innovation-management/10-must-read-books-on-innovation/
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BBenenue

enpro ocBoeHMs AMCUUIUIMHBI «/IHOCTpaHHBIA A3BIK»  SABIAETCS IOBBIIIEHUE HCXOIHOIO
YPOBHS BIAJACHUS HWHOCTPAHHBIM  S3BIKOM, JOCTUIHYTOTO Ha IMpEeAbLAyLIEHd CTYIEHHU
oOpa3oBaHusi, ¥ OBJAJEHHE CTYACHTAMH HEOOXOJMUMBIM H JIOCTaTOYHBIM  ypPOBHEM
KOMMYHUKAaTHBHOH ¥  NPO(eCcCHOHAIbHOW KOMIETEHIMH Ui PEUIeHHS COLMAIBHO-
KOMMYHHUKATHBHBIX 33/1a4 B PA3IIUYHBIX 00JIACTSIX OBITOBOH, KYIBTYPHOMU, MPO(HecCHOHATBHON 1
Hay4YHOU AEATEIbHOCTU MPU OOIIEHUHU C 3apyOeKHbIMU MapTHEPaMU, a Takke JJIs JaJbHENUIIEero
caMo00pa3oBaHUS.

3aa4y TUCUUIUIMHBI COCTOST B CIEIYIOIIEM:

° pa3BUBATh YCTOWYMBBIA HHTEPEC K U3YUEHUIO HHOCTPAHHOTO SI3bIKA;
° CTUMYJIMPOBATh TBOPYECKYIO AKTUBHOCTh CTYACHTOB;
° CTUMYJIMPOBATh HAYYHO-NUCCIEA0BATENBCKYIO ACSITENBHOCTD CTYACHTOB.

[Ipy ocBoeHMUM JaHHON JAMCHUMIUIMHBI HEOOXOAMMO YBEPEHHOE 3HAHHE OO0ydaroluMucs
OCHOBHBIX (DOHETHYECKHX U I'paMMaTHYECKHX CTPYKTYp; BIaJ€HHE HEOOXOIUMBIM aKTUBHBIM
JeKcu4eckuM 3anacoM. CTyIEeHT TakKe IOJDKEH yMeThb: NPUMEHSITh HABBIKM YCTHOW pedd Ha
WHOCTPAHHOM SI3bIKE; BBITIOJIHATH JIEKCUKO-TPAMMaTHYECKHUE 3aJaHusl.

B pesynbTare 0CBOEHHUS AWCHUIUIMHBI y CTYAEHTA JOJDKHBI OBITh COPMHUPOBAHBI CIIETYIOLIUE
KOMIIETEHIIUU:

Nupexc DopMyIIUPOBKA:

VK-4 CnocobeH MpUMEHSATh COBpEMEHHBIE KOMMYHUKATUBHBIC TEXHOJIOTHH, B TOM YHCJIC HA

MHOCTPaHHOM(BIX) SA3bIKe(axX), I aKaJIeMUIECKOT0 U Tpod eCCHOHAIBHOTO
B3aUMOJCHCTBHS

CTyneHT TakKe JT0JDKEH:

[Tnanupyemsble pe3ynbTaThl 00ydeHHs 10 AUCHUILIIMHE, XapaKkTepu3ymomiue 3tansl | Dopmupyembie
(hopMHpOBaHUS KOMITETEHITHI KOMIIETEHIUH
CocTaBnaTh B COOTBETCTBUM C HOPMaMHU I'OCy1apcTBEHHOrO s3bika PD u nnoctpannoro  [YK-4
SI3BIKA IOKYMEHTEHI (ITMChMa, 3cce, pedepaTsl U Ap.) A aKaAeMUIeCKOTO 1
podecCHOHANBHOIO B3aUMOAEHCTBUS
[IpencTaBnaTh pe3ynbTaThl aKaIEMIIECKON U MPOGECCUOHATBHON IeSITeThHOCTH Ha YK-4
MEPOIPUATHUIX PA3TMYHOr0 opMaTa, BKIIOUYAsT MEXIyHAPOAHBIE
[Ipunumate yuyacTue B akaJeMH4YeCKMX M HpodeccHoHalbHBIX AMCKyccusx, B ToM |YK-4
YHCIie HA MTHOCTPAHHOM(BIX) SI3bIKe(aX)

O0mas XxapaKkTepucTHKAa CAMOCTOSITEIbHON PadoThl CTYICHTA IPU M3YYEeHHH AN CHHUIIIMHbI
«HOCTpPaHHBIN A3BIK»

CamocrostenbHas paboTa CTYIEHTOB 3aHUMaeT Ba)XHOE MECTO B Y4eOHOH M Hay4dHO-
HCCIIEI0BATENILCKOM /IeATEIbHOCTH CTYAEHTOB. be3 camocTosATenbHOM paboThl HEBO3MOXKHO HE
TOJIKO OBJaJIeHHE JI000H BY30BCKOM AMCIUIUIMHON, HO M ()OPMHPOBAHUE CIELUANINCTa Kak
npogeccuonana. B mMpokoM cMbICiie TOJ CaMOCTOSTENbHON paboToil cienyeT MOHUMATh
COBOKYITHOCTb BCEH CaMOCTOSITEJIbHON JESITEIbHOCTH CTYICHTOB KaK B YUeOHOUH ayAUTOpUH, TaK
U BHE HEE, B KOHTAKTE C MPENOJaBaTeIeM U B €I0 OTCYTCTBUE.
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CamocrosTenpHas paboTa CTYyICHTOB 10 MHOCTPAHHOMY SI3BIKY B HES3BIKOBOM BY3€ SIBIISICTCA
0coboit popmoii camoobpazoBanusi. OHa HOCUT MHOTO()YHKIIMOHAIBHBIA XapaKTep U MOMOTaeT
OBJIAZIETh HMHOCTPAHHBIM SI3BIKOM KaK HE0OXOAMMOI mNpodecCHOHANbHONW —COCTaBISIOMEH
COBPEMEHHOTO  CHEIHAINCTa, CHOCOOCTBYeT (POPMHUPOBAHUIO HABBHIKOB  aBTOHOMHOTO
nproOpeTeHus 3HAaHUK M PAa3BUTHIO HH(POPMAITMOHHON KYIbTYPHI.

Llenv camocmosamenvholi pabomuvl cmyoenmos B MPOILIECCe U3YUCHUS TUCHUTIIUHBI — HAYIUThCS
OCMBICJICHHO W CaMOCTOSITEILHO paboTaTh:

1) ¢ yueOHBIM MaTepHaIoOM IO TUCIHILINHE,

2) ¢ OpUrMHAJILHOW JIUTEPATYpOi MO CIIELUAIbHOCTH.

Hcxons n3 mOCTaBICHHOM 1I€ITH, OTIPE/ICIICHBI CIIeTYONTNE 3a1auM:

1. 1|
OBBICUTbH YPOBEHb YU€OHOM aBTOHOMHOM CIIOCOOHOCTH K caMO0OpPa30BaHHUIO;

2. p
a3BUBATb KOTHUTHUBHBIC U UCCIICIOBATCIILCKUC YMCHHUA,

3. 3
AKpENUTh JEKCHYECKUIM U TPaMMAaTUYECKUN MaTeprall MPH MTOMOIIH Pa3JINYHbIX YIIPAKHEHUH;

4, B

bIpaboOTaTh yMEHUS AUCKYTUPOBATh Ha MPEJIOKEHHYIO TEMY;

OcHoBHBIMH (pOpMaMH PAOOTHI M KOHTPOJISI CTYACHTOB ABJISIIOTCS:

MOArOTOBKA K TMPAaKTHYEeCKHM 3aHATHSIM - OJHA U3 OCHOBHBIX ()OpPM OpraHu3aluu
CaMOCTOSITENIbHOM pabOThl, 3aKIIOYAIOLIASCS B BBINOJHEHUM CTYICHTaMHU KOMIUIEKCA y4eOHBIX
3aJJaHUH C LIeTIbI0 YCBOEHUS YU€OHOM AMCIUIUINHBI, TPUOOPETEHUSI YMEHUNA U HABBIKOB.

Ilenbs caMOCTOATENBHOM NMOATOTOBKY K IMPAKTHYECKUM 3aHATHAM: IPUBUTUE YMEHUN M HABBIKOB
IIPAKTUYECKON JEATEIbHOCTH 10 U3Yy4aeMOU NUCHUIIIMHE.

3agauu caMOCTOSITENbHOM MOATOTOBKU K MPAKTHYECKUM 3aHATHUAM: 3aKpeIuIeHue, yriyOJeHue,
pacIIMpeHue W JeTaJn3alys 3HAHWW NPU BBINOJHEHUHW 3aJaHHN; Pa3BUTHE INO3HABATEIIBHBIX
CIOCOOHOCTEM, caMOCTOSITEIbHOCTH MBIIUIEHUS, TBOPUECKON aKTMBHOCTH; OBJIAJICHHE HOBBIMU
METOJaMM M METOJMKAaMM M3Y4EHHUs JUCLUIUIMHBL, BBIPAOOTKA CIIOCOOHOCTH JIOTHYECKOTO
OCMBICIICHHS MOJy4YEHHBIX 3HAHUM AJIs BBIIOJIHEHUS 3a/aHuif; oOecriedeHne MHAMBMYalbHOMN
(hopmMbI 00yUICHUSI.

co0ecejoBaHNe — YCTHas IPOBEPKAa 3HAHWI CTYICHTA IO ONPEACICHHOMY pa3feily, TeMe,
npobiemMe U T. M., HO3BOJISIONIAs OLEHUTh UX YMEHHUE apryMEHTHPOBAaTh COOCTBEHHYIO TOUKY
3peHMsl, MPEearoaraoas BCECTOPOHHEE 00CYXJICHHE KaKoro-iubo Bompoca, MpoOieMbl WM
COIOCTaBJICHUU UH(DOPMALUK, UAEH, MHEHUH, IPEI0KEHUI.

3agaun

- OCO3HaHUE CTyJIEHTaMU IPOTUBOPEUYMH U TPYAHOCTEH, CBSI3aHHBIX C OOCyKIaeMoi
poOJIEeMOit;

- aKTyaJM3alys paHee NOJyYCHHbIX 3HaHUM;

- TBOPYECKOE NIEPEOCMBICIICHUE BO3MOKHOCTEN IPUMEHEHMS 3HAHUM.

3. Ilnan-rpaguK BBINOJHEHHS CAMOCTOSITEIbHOM PadoThI

Koot CpenctBa u OO0BeEM 4acoB, B TOM YHCIIE
TEXHOJIOTUH CPC | KonrakrtHas | Bcero
peann3yeMbIx Buj nearensHOoCTH
N OLIEHKH pabora c
KOMITIETEHIIHH, CTYJICHTOB DeIOaBaT
WHIKaTOPOB Peroi
eJeM
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2 _ ceMecTp

nJI-1 YK-4 CamMocTrosTensHoe CobecenoBanue, 13,5 6.0 19.50
NJ-2 YK-4 | usyuenne nureparypsl
UJI-3VK-4
-1 YK-4 | IlepeBon crareu u3 | CobecenoBanue 13.5 6.0 19.50
NJ-2 YK-4 | yrocrpannOTO
VI-3YK-4 MCTOYHHUKA IO 3aIaHHOM

TEMaTUKe
N-1 YK-4 | CocraBieHue [TpoBepka 13.5 6.0 19.50
NA-2 VK-4 | rnoccapus no Tekcty rioccapus
NJI-3YK-4 CobecenoBanue
NJ-1 YK-4 | AHHOTHpOBaHHE, CobecenoBanue 13.5 9.0 22.50
NA-2 VK-4 | pedepupoanne

V-3VK-4 JAUTEpaTypsl, MOA00p M

CUCTEMAaTH3aIns
HWCTOYHHKOB MaTepuarna,

COCTaBJICHUE
O6ubnnorpaguueckux
CIIHCKOB, WHTEpHET-
HCTOYHHUKOB TI0 TEME
HNrtoro3a 2 cemectp 54 27 81
Hroro | 54 27 81

J1J1s BBIMOTHEHUSI CAMOCTOSITENIbHOI paboThl HEOOXOIMMO TMOJIB30BATHCA JINTEPATYPOIl, KOTOpast
MpeIioKeHa B CIHCKE PEKOMEHIyeMOW IuTepaTyphl, MHTepHeT-pecypcaMu WM APYTUMU
MCTOYHUKAMU 0 YCMOTPEHHIO CTY/ICHTA.

CamocTosarenbHas paboTa paccyMTaHa Ha pa3HbIe YPOBHH MBICIUTEIBHON JEATEIbHOCTH.
Brinosinennas pabota mo3BojUT NPHOOPECTH HE TOJBKO 3HAHUSA, HO U YMEHUS, HABBIKH, a TAKKe
BBIPA0OTATh CBOIO METOJUKY MOATOTOBKH, YTO OYEHb BAXHO B JAJbHEUIIIEM IMPOLIECCe HAy4YHOU
JeSITeIbHOCTH.

[Ipyn wu3ydyeHUM AUCUUIUIMHBI TPEIyCMaTPUBAIOTCA Cieayromue (QopMbl CaMOCTOATEIbHON
paboTHI CTy/IEHTA:

CaMOCTOSITEIIbHOE U3YUCHUE TUTEpaTypbl, Online Bugeo-marepuaos;

MOATOTOBKA K 00CYK/IEHUIO MTOCTABJIEHHOM MPOOIEeMBbI;

CaMOCTOSITENIbHOE PEIICHNE KOMMYHUKAaTUBHO-PEUEBBIX 33/1a4;

MOATOTOBKA COOOIICHHUS,;

BBITIONTHEHNE (POHETUUECKHX, JIEKCUKO-TPAMMATUYECKUX yIPAKHEHUI, TUCbMEHHBIX 3a/IaHUH;
MOJATrOTOBKA MPE3EHTALNH.

5. Meroan4eckue yKa3aHHs 0 H3YYEeHHIO TCOPETHYECKOI0 MaTepuaJia

UreHne OCHOBHOM M JOIOJIHUTENBHON JIMTEPATyphl O KypCy C KOHCIIEKTHMPOBAaHMEM IIO
pazaenam.

CamocrostenbHas padoTa Mpy YTEHUH y4eOHOU JIUTEpaTyphl HAUMHAETCS C U3YYEeHUSI KOHCTIEKTa
MaTepuala, MOoJIy4eHHOTO IpPHU CIyIIaHUM JeKIUi nmpenoaaBaTens. [lonydyeHHy0 HHPOpMAaLNIO
HE00X0AUMO OCMBICIUTh. [IpM HEOOXOAMMOCTH, B KOHCIEKT JIEKLUH MOTYT OBITh BHECEHBI
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CXEMBI, Apyras JONOJHHUTENbHAs nHpopManus. [Ipu n3ydeHnn HOBOro MaTepualia COCTaBIAETCS
KoHcIeKT. CxaTo u3aaraercsi caMmoe CylnieCTBEHHOE B JaHHOM MaTepHale.

PaboTa ¢ a51eKTpOHHBIMH pecypcamu B ceTH MHTepHeT.

Jnist moBbIeHust 3(p(peKTHBHOCTH CaMOCTOSATENFHON PabOThI CTYACHT JOJKEH YMETh paboTaTh B
IIOMCKOBOW cuctemMe certu VHTepHEeT M UCHONAB30BaTh HaWJIEHHYIO HHQOpPMaLMIO IpU
MOJATOTOBKE K 3aHATHAM. [loMcK WH(pOpMAmmMu MOXHO BECTH IO aBTOPY, 3arjlaBUIO, BUIY
W3JlaHus, TOAY W3JAaHMsI WM U3JaTeNnbCcTBY. Takke B ceTu VHTepHeT nocTtymHa yciyra o
CKauMBaHUIO METOJIMYECKUX YKa3aHWH M Y4eOHBIX mocoOuil, moadopy HEOOXOqUMMON HAyIHOMH
JIUTEPATYPHI.

Koncnexmuposanue u  peghepuposanue nepeoucmouHuxa U  HAYYHO-UCCAEO08AMENbCKOU
Jaumepamypbl.

KoHncnexkt mpencraBisier co0oil JOCIOBHBIE BBINMCKM W3 TeKCTa HCTOYHMKA. [lpum sTOM
HEO0OXOJIMMO MOHHMMATh, YTO KOHCIEKT — 3TO HE IOJHOE IMEepPENUChIBAHUE YYKOTO TEKCTa.
Heo06xo1umo 3HaTh, YTO NP HANMCAHUU KOHCIIEKTa CHavyasla IPOYUTHIBAETCS TEKCT — UCTOYHUK,
B HEM BBIJIEJISIOTCSI OCHOBHBIE MOJIOXKEHHS, MOJAOMPAIOTCS NPUMEPHI, UAET MEPEKOMIIOHOBKA
Marepuana, a yke 3areM 0popMIIsieTcsl TEKCT KoHcekTa. KoHCIeKT MoKeT ObITh OJHBIM, KOT1a
paboTa UAET CO BCEM TEKCTOM MCTOYHMKA WIJIM HETIOJIHBIM, KOT'/Ia MHTEpEC MPECTaBIIAET KaKoil-
7100 OJIMH WIJIM HECKOJIBKO BOIIPOCOB, 3aTPOHYTHIX B UCTOUHHUKE.

PedepupoBanre — 3TO CIIOKHBIM TBOPYECKUU MPOIECC, B OCHOBE KOTOPOTO JICKHT YMEHHUE
BBIJICINTh TJIABHYIO MH(POPMAIMIO M3 TEKCTa TMEPBOMCTOYHMKA. PedepupoBanue — mpoiecc
AHATUTUYECKU-CUHTETUYECKOTO 00paboTKM WH(OpMannu, KOTOpas 3aKII0YaeTCs B aHAIHM3e
MEPBUYHOTO JOKYMEHTA, HAXOXKJCHUH 3HAYUMBbIX B CMBICJIOBOM OTHOILIEHUH JAHHBIX (OCHOBHBIX
MOJIOKEHUH, (PaKTOB, NOBEAUTE IECHb, PE3yJIbTATOB, BHIBOJOB). PedepupoBanue nmeer nenbro
COKpaTUTh (QU3NYECKHil 00bEeM MEPBUYHOIO JOKYMEHTa IMpPU COXPAaHEHUU €ro OCHOBHOTO
CMBICJIOBOTO COJICp)KaHHUs, HWCIHOJIb3yeTCs B HAy4YHOW, HW3MATEIbCKOW, WH(GOPMAIIMOHHOW |
onbmmorpadgIecKoil 1eATeTbHOCTH.

6. Meroanueckne ykazaHus (1o BuaaM pador, mpeaycCMOTPEHHbIX padoueil mporpamMmoin
JUCHMIIJINHBbI)

[IpenmonaratoTcs CleayOUUe 8U0bl CAMOCTOATEIBHON PadOTHI:

CamocmoamenvHoe eHeayOumopHoe umeHue.

DTOT BUJ CaMOCTOSITENILHOM paboThl MpeanoaraeT YTeHHe TEKCTOB, KaK U3 aJalTHPOBAHHBIX,
TaK U U3 OPUrHHANIbHBIX (HeaJanTHPOBAHHBIX) HCTOUHUKOB.

BueaynuropHoe uTeHue CHocoOCTBYeT BBIPAOOTKE CaMOCTOSITENIbHOTO NMOHMMaHHUs TEKCTa.
PaGora mo BHeayAUTOPHOMY UTEHHIO NpecienyeT CIeAYIOIIHE [EeNu: MPUYYUTh CTYIEHTOB
K CaMOCTOSITeNbHOW paboTe Haj IJUTEepaTypod Ha MHOCTPAHHOM SI3bIKE; pa3BUTh U
COBEPIICHCTBOBATh PEUYEBbIC HABBIKHM, PACHIUPUTH AKTHBHBIA CIOBAaph CTYAEHTOB; YYUTHIBAs
WX CIeUUaIu3alio, BBISIBUTh M Pa3BUTh UX HWHAMBUAyaAIbHbIE TBOPYECKHE CHOCOOHOCTH;
MPUBUTH yMEHHE CBOOOJHO MOJIb30BAThCA CIEHUANBHON JUTEpaTypoll Ha aHTIUHCKOM
SI3BIKE; MPOBOJUTh TEMATUYECKUE Oecenpl; paciupuTh KpYrosop CTYACHTOB,
CHOCOOCTBYIOUIUI TTTyOOKHM TMO3HAHUSM.

BreaynuTtopHOe uTeHHE SIBISETCS AKTHUBHBIM CpPEJICTBOM HM3ydeHHUs s3blka B 1enoM. OjHa
M3 OCHOBHBIX 3a7jau OOy4YeHHs S3bIKY — BbIpaOOTKAa HABBIKOB CHHTETUYECKOTO YTEHHS, T.C.
MOHUMAaHM TEKCTa KaK €IMHOTO CMBICIOBOTO IIeToro 0e3 MocpeicTBa MepeBoja Ha POIJHOMN
S3bIK. BHeayauTOpHOE  UYTEHHE  CTYACHTOB CIOCOOCTBYET pAa3BUTHIO OecrepeBOIHOTO
MMOHMMAaHHUSI TEKCTa HA aHTJIMHCKOM S3BIKE.

MHoOroKkpaTHoe yIpaXXHEHWEe ¢ CHCTEeMaTHYeCKO€ TMPOBEJECHUE BHEAYAUTOPHOTO UTEHUS
ciyxar 0a30id W OCHOBOW 1JIsi BBIPAaOOTKHM TaKOTO pOJia HABBIKOB, KOTOPBHIE CBOJSAT Ha HET
HEO0OXOIMMOCTh BO BHYTPEHHEM TIEPEBOJEC, CYXKAIOT PACCTOSIHHE MEKIY MEPEeBOTHBIM U
OecriepeBOIHBIM TMMOHUMaHHEM. becnepeBoHOe TOHMMaHWE — KOHEUYHBIA 3Tam paboThl HAJ
SI3BIKOM.

B nmpomecce paboTel Han MaTepuaJoM MBI TpeuiaraeM  Cleayromue TpeOoBaHUS K
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BHCAYAUTOPHOMY YTCHUIO:

1. BHuMaTeapHO MPOYHUTATH TEKCT U YCBOUTD €T0 COJEPKAHUE.

2. Hay4duThCsl YCTHO TepenaBaTh COAEPKaHUE MPOYUTAHHOTO TEKCTa.

3. Bremucate Haumboliee aKTUBHBIE CJIOBA U BBIPpAXKCHUSA HeﬁTpaJIBHOFO WM CIICNUaJIbHOI'O
XapakTepa.

BoinosiHuB BhIlIEyKa3aHHbIE TPeOOBaHMS, CTYACHT CIAaeT BHEAYIUTOPHOE YTCHHUE.

[IpakTuka mokasana, 4yTo HamOojee IenecooOpasHO HAuWHATh IPOBEPKY BHEAYAUTOPHOTO
YTCHHUA C CO6CCCIIOB3.HI/I$I [0 MPOYHUTAHHOMY TCKCTY. PCKOMCHII}’CTCﬂ 3aIlIMChIBaTh OCHOBHBIC
nacu dYuracMoro TEKCTa B cBOCi HHTCpIpETal HWJIM HNOepcaarb <€ro CoACpKaHuc B
MHUCBMEHHON (1)0pMe CBOMMM CJIOBaMH, HpI/I 9TOM BaXHO IaTb CTYACHTY BBLICKA3aThbCs IIO
3aTPOHYTOMY BOIIPOCY, OJHOBPEMEHHO, Ha Ha4YaJlbHOM OJTale, OH MOXET TI0Jb30BaThCs
KOHCTIEKTOM WJIM COCTAaBJICHHBIM IUTAHOM TIepecka3a TpW IOATOTOBKe. B Xome mnepeckasa
MpernojaBaTeslb HMCHOpPABIIAET OIIMOKM B YCTHOW pedd CTyaeHTa. B mepeckase CTyAeHT
JIOJKEH YIOTPEOIIATh HOBBIE CIIOBA M BBIPAKCHUSI.

CamocrosiTeTpbHOE JTOMAalIHEEe YTEHHE OOIIEro Ui BCEW TPYIIBI TEKCTa W HHIUBHIyaTbHOE
YTCHUC HC AOJDKHBI MCKIIIOYATh APYr Apyra. Cnez[yeT YUYUTBIBATH, YTO JOMAIIHEC YTCHHC I10
€IMHOMY TOCOOUI0 SIBJISIETCS OCOOEHHO YIOOHBIM JUIs MpEnojaBaTreis, KOTOPbIH IMOJIydaeT
BO3MOXHOCTE Ha OAHOM TCEKCTC IMOKAa3aTb ITPUCMBI pa6OTI)I U 3aTCM IMPOBEPUTH ITOHHMAHUEC
MPOYUTAHHOTO.

K wHOuBHIyadbHOMY UTEHHIO IIeJIecOOOpa3HO TMEepexoiuTh Ha Oojee TO3JHEH CTaauu
O6y‘-IeHI/I5I HHOCTpAaHHOMY SA3BIKY , KOTJa CTYACHTHI YK€ OBJIAACIIM IIpUEMaMU UTCHUA U HX
SI3BIKOBBIN YPOBCHBL IMO3BOJIACT MNPOBCPUTH CTCIICHb IMOHUMAHHWA MMPOYHUTAHHOTIO.

[IpoBenenne BHEAyIUTOPHOTO YTEHHS TpeOyeT OOJbIION paboThl HE TOJBKO CaMOTo
CTyIeHTa, HO W TnpenogaBaTens. IlpermomaBarens MOJDKEH TIIATENFHO —aHAIM3HPOBATH
npeayaraeMblid IS IOMAITHETO YTEHHS TEKCT , TAK KaK €ro COAEp)KaHWe M S3bIK OINPEIEISIOT
e YTEHUS, KOTOPBIE, B CBOIO OYEpEb, OMPEICNII0T W METOAMKY paboTsl. B 3aBucmMocTH
OT BUIOB YTEHHS CJIEIyeT OpPraHW30BaTh W padOTy CTYAEHTOB HaJ HOBBIMH cioBaMu. MM
HeNmb3s paspelaTh MOJIb30BAaThCsA IOATOTOBICHHBIM —3apaHee IHCHbMEHHBIM  IIEPEBOJIOM
Tekcta. [lpu mpoBepke dYTeHHs ¢ OOIIMM OXBAaTOM COJEPXKAHUS TEKCTa 3HAYUTEIBHOTO 10
0o0beMy Helb3sl TpeOOBaTh OT CTYJCHTOB BBIMHCHIBATH HE3HAKOMBIE CIIOBA, TAK KAK B JITAHHOM
clly4ae 4YTEHHE C IIeJIbI0 YCTAaHOBJICHHSI OCHOBHOTO CMbIC/IA OyJeT MOJMEHEHO pacuIn(poBKOMi
OTAETBbHBIX TPEUIOKEHUH W CBENeTCs K MEXaHMYECKOM BBINMCBIBAHMIO W3  cJoBaps (B
JAydIIeM ciydae), a TO U K MEepPeNHChIBAHUIO CIIOB. [IpW 4TeHHM OTHENBHBIX TEKCTOB C
SNMIEMEHTAMU aHajM3a MOKHO pPa3pelIdTh I0Jb30BaThCA CJIOBApHBIMH  TETPAAsIMH  C
BBIIMMCAHHBIMU ~ ClIOBaMH. ['71e TpeOyercst OecriepeBOJHOE MOHUMAHUE, HEJNb3S IMOJIb30BATHCS
BBIITMCAHHBIMH CIIOBaMH.

Takum oOpa3oM, mnpenogaBaTeib, OpPraHU3ysl BHEAYJUTOPHOE YTEHHE, BCErJa IpecieayeT
OCHOBHYIO IIelb — Hay4YWThb CTYJICHTOB CMOTpPETh Ha 4YTEHHE KaK Ha HMCTOYHHUK
uHQOpPMalMY, NPUYYIUTh HUX K YTCHUIO TEXHUYECKOW JIUTepaTypbl M JUTEPATyphl II0
CIIEIATIbHOCTH.

CobOeceoBanme - 3TO CPEJACTBO KOHTPOJIA, OPraHM30BaHHOE KakK CIelualibHas Oecena
MperoiaBaTelis CO CTYJACHTOM Ha TEMbl, CBS3aHHBIE C UW3y4aeMOH JUCHMIUIMHON, W
paccurTaHHOE Ha BBISIBJIICHHE O00beMa 3HAHWW CTYIEHTa TI0 OINPEICICHHOMY pPa3lielly, TeMe,
npoOieMe u T.1I.

[IpoGnemarrka, BEIHOCHMasi Ha coOeceIoBaHHE ONPEJICICHa B 3aJaHUSX U CAMOCTOSITEIBHOM
paboOThI CTY/ICHTA, a TAKXKE MOXKET ONPENCIATHCS IMPENoJAaBaTesieM, BEAYIIUM MPAKTUYCCKHE
3aHATUS. Bo Bpemsi mpoBeleHUs COOECEIOBAaHUS CTYIEHT JOJDKEH YyMeTh OOCYIHTh C
MPEI0/1aBaTeNIeM COOTBETCTBYIOIIYIO MPOOIEMATHKY Ha YPOBHE JTHAJIOTA.
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TunoBble 3a7aHusI TSI CAMOCTOSATEIHHOU PAOOTHI CTY/ICHTOB:

1. O3HaKOMBTECH C MAaTEPHUATIOM TI0 TEME; COCTABbTE AHHOTALINIO, PE3IOME; MOHOJIOTHYECKOE HIIH
MOJIMJIOTHYECKOE BBICKA3bIBAHUE IO MPEJIOKEHHON TEME; COCTABBTE IUIaH COAEP)KaHUSA, CIUCOK
KJIFOYEBBIX TTOHATHIA.

2. BeimonHuTe 3a7aHUS-OPUEHTHUPHI: - OTBETHTE Ha 3apaHee IMOCTABJIEHHBIC BOIPOCHI IO
COJIEPKAHUIO; - BEIOCPUTE MPABUIIBHBIN OTBET U3 PsiAa JAHHBIX; - MOIUMDUIUPYUTE, TOTIOJTHUTE
JTAHHBIC ONPEIEIICHUS; - TPUBEINUTE MYHKTHI IUIaHA B COOTBETCTBUU C JIOTUKOUW BBICKa3bIBaHUS; -
WCIIOJIB3YHTE MOUCKOBOE, M3Yy4Yarollee, MPOCMOTPOBOE, O3HAKOMUTEIHHOE UTEHHE MpHU padboTe
HaJl ICTOYHUKAaMHU 110 TEME.

IMpunoxenne 1. Bonpockl 1i1s codecegoBanus
Bomnpocsl 1u1st codeceroBaHust

Electronic correspondence and documents.
CVs and interviews.
Appointments, introductions.
Business trips (airports, hotels).
Small talk

Sales

Letter of Order

Job Interview

Arriving at a Company

10. At the airport

11.  Atthe firm

12.  Discussion of the prices

©CoNoOR~ONE

Kpurepun ouenuBanusi codece10BaHus

OHeHKa KOTJIHUYHO» BBICTABIIACTCA CTYACHTY, €CJIU Yy HEI'O C(bOpMI/IpOBaHbI KOMIICTCHILINH yK'4,
1 OH 3HACT Q)OHCTH‘IGCKI/IG, I'paMMaTHYC€CKUC, JICKCUYCCKUEC CTPYKTYPhI YCTHOﬁ A IMMChbMEHHOM
pcuu B OHpCI[CJ'IéHHOM 00BéMe. YMeer PpCaIN30BbIBATH OCHOBHBIC KOMMYHHUKATHUBHBIC CTPATCTUU
Ha MHOCTPAHHOM A3BbIKEC, OPraHU30BbIBATh MHAUBUAYAJIBHYIO CAMOCTOSATCIIbHYIO, I'PYIIIIOBYIO U
KOJIJICKTHUBHYIO pa60Ty Mo PCIICHHUIO MHOA3BIYHBIX y‘le6HLIX " INPAKTUYCCKHUX 3ala4 B paMKax
JIeI0BOM KOMMYHUKaAIHUU. OtnyHo BJIAZICCT A3BIKOBBIMU U TPCAMETHBIMU, MCKIIMYHOCTHBIMU U
MCXKKYJIbTYPHBIMU 3HAHUSAMU, HeO6XO,[[I/IMI>IMI/I AJIL OCYIICCTBJICHU A WHOSI3BIYHON JEJIOBOM
KOMMYHI/IKaTI/IBHOI\/’I ACATCIIBHOCTH, croco0amMu TOITOJHEHHS 3HAHUK Ha OCHOBE UCITOJIb30BaHUS
OpUTHHAJIBHBIX UCTOYHUKOB, B TOM YHCJIC JJICKTPOHHBIX U Ha HHOCTPAHHOM A3bIKC, U3 PA3HBIX
obOmactei 3HaHPIfI; HaBbIKaMHU, CBA3aHHBIMH C pallUOHAJILHBIMU IIpHUEMaMH YMCTBCHHOI'O TpyJa,
Ipru OCYIICCTBJICHHUU JIEIIOBOM HHOS3BIYHOM KOMMYHUKaAIIlUKM B paMKax MCKIMYHOCTHOTO U
MCXKKYJIbTYPHOTO B3aMMOACHCTBUSI

OLICHKE[ «XOpomio»  BBICTABIIACTCA  CTYHCHTY, €CJIn  XOpoHIo  3HACT (I)OHCTI/ILICCKI/IC,
rpaMMaTU4YCCKUC, JICKCUYCCKHUE CTPYKTYPEL YCTHOﬁ U MHCbMEHHOM peun B OHpCIlCJ'IéHHOM
o0BEMeE. XOpOI_HO YMECT pCaiu30BbIBATH OCHOBHBIC KOMMYHUKATUBHBIC CTPATCIUHA Ha
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WHOCTPAaHHOM SI3bIKE, OpPraHU30BBIBATH WHJIMBHUIYAIbHYIO CAMOCTOSTEIbHYIO, TPYHIOBYIO M
KOJUIGKTHBHYIO pa00OTy MO PEHICHUIO WHOS3BIYHBIX YUEOHBIX M MPAKTUYECKHUX 3a/1ad B paMKax
JIEJIOBOM KOMMYHHUKALIUKU. XOPOIIIO BJIAJICET S3bIKOBBIMHU U MIPEIMETHBIMU, MEXIMYHOCTHBIMUA U
MEXKYJIbTYPHBIMH 3HAHUSMH, HEOOXOJUMBIMHU I OCYIIECTBICHHUS WHOS3BIYHON JIEIOBOM
KOMMYHUKATUBHOMW JEATEIBLHOCTH; CIIOCOOaMU TIOTOJHEHUS 3HAHUW Ha OCHOBE HCIOJb30BaHUS
OPUTMHAJIBHBIX UCTOYHUKOB, B TOM YHCJI€ JIEKTPOHHBIX U HAa MHOCTPAHHOM S3BIKE, U3 Pa3HBIX
oOractell 3HAHMIA, HABBIKAMH, CBSI3aHHBIMU C PAMOHAILHBIMY IPUEMaMH YMCTBEHHOTO TPY/A,
MPU OCYIIECTBJICHUH JIEJIOBOM MHOS3BIYHON KOMMYHHUKAIIMM B pPaMKaxX MEXKIWYHOCTHOTO U
MEXKYJIBTYPHOTO B3aUMOJCHCTBUS

OreHKa «YIOBJIETBOPUTEIILHO» BBICTABISICTCS CTYNIEHTY, €CIM YaCTUYHO 3HAeT (POHEeTHUYEeCKue,
rpaMMaTHYEeCKUe, JIEKCUYECKHE CTPYKTYPbl YCTHOM M MHCHbMEHHOW peYd B OMpeAeIEHHOM
00bEMe. Y IOBIIETBOPUTEIHHO YMEET PEaIn30BHIBATH OCHOBHBIE KOMMYHHUKATHUBHBIE CTPATETUU
Ha MHOCTPAHHOM SI3bIKE, OPTraHW30BBIBATh MWHIWBHUAYAIBHYIO CAMOCTOSITEIbHYIO, TPYIIIOBYIO U
KOJUIEKTUBHYIO PaOOTy MO PEIICHHI0 MHOS3BIYHBIX YYEOHBIX M MPAKTHYECKUX 3a/lad B pamMKax
JIEJIOBOM KOMMYHUKAIIMHU. Y IOBJIETBOPUTEIBHO BIAJCET SI3BIKOBBIMU W TIPEIMETHBIMU,
MEXKJIUYHOCTHBIMA M MEXKKYJIbTYPHBIMU 3HAHUSIMH, HEOOXOIUMBIMHU JIJISi OCYIIECTBICHUS
WHOSI3BIYHOM JIETTOBOM KOMMYHHMKATUBHOM JEATEIHLHOCTH; CIIOCOOAMHU TOTIOJHEHUS 3HAHUW Ha
OCHOBE WCTIOJb30BAaHUSI OPUTHHAIBHBIX HMCTOYHHUKOB, B TOM YHCJIE DJEKTPOHHBIX W Ha
WHOCTPAHHOM SI3BIKE, U3 Pa3HBIX 00JacTel 3HAHUI; HABBIKAMH, CBSI3AaHHBIMU C PAIlMOHATLHBIMU
MpueMaMHi YMCTBEHHOTO TPY/a, MPU OCYIIECTBICHUHU JIETOBOM WHOS3BIYHOW KOMMYHHKAIIUHA B
paMKax MEeXJIUIYHOCTHOTO U MEKKYJIBTYPHOTO B3aUMOICUCTBUSI.

OrneHKa «HEYIOBJIETBOPUTEIBLHO» BBICTABISCTCS CTYIACHTY, €CIH y HEro He C(HOpMHUPOBAHBI
komneteHmu YK-4, I[1K-1 u oH 3HaeT mioxo (GoHETHYECKHEe, TPaMMaTUYECKHUE, JIEKCUUECKHUE
CTPYKTYpBI YCTHOM M NMHUCBMEHHOMW peur B ompenenéHHoM oOnéMe. He ymeer peann3oBbIBaTh
OCHOBHbIE KOMMYHUKATUBHBIE CTpaTe€rud Ha HMHOCTPAHHOM  f3bIKE, OPraHU30BBIBATH
WHJIMBUIYAIBHYIO CaMOCTOSTEIbHYIO, TPYIIOBYI0O W KOJUIGKTHBHYIO palOTy TO PEHICHHUIO
WHOSI3BIYHBIX YU4E€OHBIX M MPAKTUUYECKUX 3a]lad B paMKax JeJI0BOM KoMMyHHKanuu. He Biameer
SI3BIKOBBIMM M MPEIMETHBIMH, MEXIMYHOCTHBIMM W MEXKYJIbTYPHBIMU  3HAHUSAMH,
HEOOXOUMBIMH JJISI OCYIIECTBJICHHUS WHOS3BIYHON JIEJIOBOM KOMMYHHKATUBHOM JIEATEIILHOCTH;
crioco0aMHu TOTIOJTHEHUsI 3HAHUM Ha OCHOBE MCIIOIb30BAHMS OPUTHMHAIBHBIX HCTOYHUKOB, B TOM
YHUCJIe AJIEKTPOHHBIX W HAa WHOCTPAHHOM s3bIKE, W3 Pa3HBIX 00JacTe 3HAHWI; HaBBIKAMHU,
CBSI3aHHBIMU C pallMOHAJbHBIMH MPUEMaMH YMCTBEHHOI'O TpyZAa, IPU OCYIIECTBICHUU JE€I0BOM
WHOSI3bIYHON KOMMYHHMKAIIMHU B PAMKaX MEKJIMYHOCTHOTO M MEKKYJIBTYPHOTO B3aUMOICUCTBHUS.
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3. JlenoBoil aHTIMIICKUH S3bIK : yueOHOe ocodue / coct. M. H. HoBocénos. -
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	Цель занятия: проверить общее понимание прочитанного, сформировать умение и навыки изучающего чтения, навыки и умения устанавливать логические связи в тексте, определять основную тему прочитанного текста.
	Задачи занятия:
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	В  результате освоения темы формируются компетенции:
	УК-4 Способен применять современные коммуникативные технологии, в том числе на иностранном(ых) языке(ах), для академического и профессионального взаимодействия
	Electronic correspondence and documents
	Устройство на работу включает несколько этапов: подготовку и отправку резюме, подготовку к интервью и непосредственно само собеседование, за которым в случае удачи последует подписание контракта.
	Пример формы запроса/сопроводительного письма
	(Sample Inquiry / Cover Letter Format)
	Мы приводим здесь пример довольно пространного сопроводительного письма, подкрепляющего резюме. Обычно оно значительно короче, однако некоторые фразы и обороты из него вполне могут быть использованы при написании функционального (с раскрытием Ваших на...
	Тема 2. CVs and interviews
	Цель занятия: проверить общее понимание прочитанного, сформировать умение и навыки изучающего чтения, навыки и умения устанавливать логические связи в тексте, определять основную тему прочитанного текста. (1)
	Задачи занятия: (1)
	-ознакомиться с новой лексикой по теме; развивать и совершенствовать навыки чтения текста с целью детального понимания содержания. – активизировать познавательную инициативу студентов и формировать их социальную компетентность. (1)
	– содействовать установлению в сознании студента устойчивых связей между накопленным и новым опытом познавательной и практической деятельности; (1)
	– формировать и развивать учебно-организационные умения и навыки (взаимоконтроль, самостоятельная работа, коллективная деятельность). (1)
	В  результате освоения темы формируются компетенции: (1)
	УК-4 Способен применять современные коммуникативные технологии, в том числе на иностранном(ых) языке(ах), для академического и профессионального взаимодействия (1)
	CV’s and interviews
	Диалог
	TST Systems was looking for candidates for an opening position of a Commercial Director. Three applicants came for an interview after they had submitted their Cover Letters and Resumes. The third and the most successful was Mr Balashov. Here we are pr...
	Письмо. Записать слова и выражение по теме.
	Письмо. Записать выражения по теме.
	Клише и выражения сопроводительного письма
	Письменный отказ от предложенной работы
	Резюме     (Resume)
	Так называется письменная сводка Ваших личных, образовательных и профессиональных данных. Оно как бы письменно представляет «товар», предлагаемый будущему работодателю. Резюме должно быть достаточно подробным, но кратким (обычно не превышать одной стр...
	Жизнеописание    (Curriculum vitae (CV))
	В основном оно отличается от резюме только объемом (до 6-8 страниц) и предназначено для кандидатов на высокие должности или для работы за границей. Потенциальный работодатель желает получить детальную информацию. Обычно Вы предоставляете фотографию, с...
	Objective: Senior position in engineering management
	HIGHLIGHTS OF QUALIFICATIONS
	- Business oriented; able to understand and execute broad corporate policy.
	- Strength in analyzing and improving engineering and administrative methods.
	- Effective in facilitating communication between management and project team.
	- Proven ability to manage both large and small groups and maintain productivity
	- Successful in negotiating favorable design and construction contracts.
	После собеседования, проанализировав свое поведение, подумайте, как Вы можете улучшить впечатление о себе. Если Вы пошлете благодарственное письмо интервьюеру, это будет больше, чем вежливый жест. Это положительное напоминание о Вас станет частью мер,...
	Образец благодарственного письма
	(Sample of Thank-You Letter)
	Говорение. Выполните следующие упражнения.
	Задание 1. Вы являетесь начальником отдела кадров фирмы. Вам нужно заполнить вакансии секретаря, бухгалтера, торгового агента и начальника отдела сбыта. Познакомьтесь с кандидатами.
	Произнесите свои реплики и ответы на них по-английски:
	— Здравствуйте. Ваше имя?
	— Где Вы раньше работали?
	— На какой должности?
	— Если ли у Вас отзывы с предыдущего места работы?
	— На каких языках Вы говорите, пишете?
	— Заполните, пожалуйста, анкету.
	— Приходите послезавтра.
	Задание 2. Вы приняли всех на работу. Представьте новых сотрудников директору фирмы. Например:
	— This is our new secretary. Her name is Ms Gray. She can operate a computer. Her English is fluent. Earlier she was working for Rugby & Co.
	— Nice to meet you.
	Задание 3. Ниже перечислены имена сотрудников, названия их должностей и виды деятельности. Соответствуют ли служебные обязанности каждого сотрудника его должности?
	Names & Job Titles                                  A c t i v i t i e s
	a) Mr Black (Clerk)                                   prepare invoices
	write reports
	b) Miss Quest and Mr Sikorsky                write computer programs
	(Computer operators)                            operate the computer
	c) Mrs Lyons and Mrs Gibbs                    write reports
	(Typists)                                               type letters
	d) Miss Frost                                             answer inquiries
	(Receptionist)                                       welcome visitors
	e) Mr Sommer                                           monitor cashflow
	(Accountant)                                             prepare regular financial statements
	f) Mrs Bee and Miss Shriver                     operate the computer
	(Secretaries)                                          write telexes, faxes, letters
	welcome visitors
	answer telephone
	g) Mr Luckins                                             meet clients
	(Manager)                                               write telexes
	answer inquiries
	write reports (1)
	Задание 4. Ниже перечислены прилагательные, описывающие Вас как работника. Выберите из них слова, наиболее адекватно, по Вашему мнению, характеризующие:
	а) Вас самих                          г) Торгового агента
	б) Секретаря                          д) Директора
	в) Бухгалтера
	active                                   diplomatic              methodical
	attentive                               disciplined             realistic
	constructive                         energetic                sincere
	cooperative                          extroverted            systematic
	creative                                independent           tactful
	Задание 5. Составьте свое резюме, согласно следующим рубрикам:
	PERSONAL
	OBJECTIVE
	QUALIFICATIONS
	EDUCATION
	LANGUAGES
	WORK HISTORY
	Задание 6. Напишите заявление с просьбой принять Вас на работу менеджером. При этом сократите сопроводительное письмо до минимально возможных размеров и сделайте его универсальным, чтобы оно могло служить Вашим сопроводительным письмом.
	Задание 7. Позвоните на заинтересовавшую Вас фирму. Не забудьте задать следующие вопросы:
	1)Have you received my Cover letter and Resume?
	2) When is the deadline for application?
	3) Do you need a letter of recommendation or any other references?
	4) Whom can I contact for further information?
	5) Is it necessary for applicants to have commercial experience?
	Тема 3. Appointments, introductions
	Цель занятия: проверить общее понимание прочитанного, сформировать умение и навыки изучающего чтения, навыки и умения устанавливать логические связи в тексте, определять основную тему прочитанного текста. (2)
	Задачи занятия: (2)
	-ознакомиться с новой лексикой по теме; развивать и совершенствовать навыки чтения текста с целью детального понимания содержания. – активизировать познавательную инициативу студентов и формировать их социальную компетентность. (2)
	– содействовать установлению в сознании студента устойчивых связей между накопленным и новым опытом познавательной и практической деятельности; (2)
	– формировать и развивать учебно-организационные умения и навыки (взаимоконтроль, самостоятельная работа, коллективная деятельность). (2)
	В  результате освоения темы формируются компетенции: (2)
	УК-4 Способен применять современные коммуникативные технологии, в том числе на иностранном(ых) языке(ах), для академического и профессионального взаимодействия (2)
	Dialogue: Making appointments
	- When can you come to our office tomorrow?
	- Will ten o’clock be convenient to you?
	- Fine. Then I’ll pick you up at a quartet to ten in the lounge of the hotel.
	- OK. Thanks a lot. See you tomorrow then.
	- Good-bye.
	Говорение. Выполните упражнения после диалога.
	Задание 1.  Mark the intonation of the sentences and read them:
	Will 10 o'clock be convenient to you?                           OK.
	11 o'clock be OK?                           OK. Thanks a lot.
	this time suit you?                           It's OK with me.
	it be OK with you?                           Fine.
	Задание  2. Read the dialogue paying attention to the intonation.
	Грамматика. Выполните следующие упражнения.
	Задание 3.  Translate into English:
	1. Когда вы могли бы придти к нам?
	2. Вас устроит 9 часов утра?
	3. Я заеду за вами в ваш офис.
	4. Давайте встретимся в вестибюле гостиницы.
	5.    До встречи завтра.
	Задание 4. Mark the intonation and read the following dialogue:
	_ - I'd like to discuss the IBM contract with you one of these days.
	- Yes, of course. When can you come and see me?
	- Is four on Monday OK?
	_- Four o'clock on Monday. Let me see. No, I'm sorry. I'm interviewing a new secretary then.
	_-  Well, could I come at a quarter past nine on Friday?
	__-  Yes, that'll be fine. I'll see you then.
	- Good. I look forward to seeing you. Goodbye.
	Задание 5. Insert words or phrases you find appropriate and read the dialogue:
	— Well, the thing is: is it OK if I come in and see you during my visit to..?
	— I see. Yeah, all right.
	— Now, what about the morning of Tuesday the fifteenth of April, is that OK? Say ... at about eleven.
	— I'll just see if I can find my diary. Yes, here we are. April the fifteenth at eleven you said?
	— That's right. Now, is that OK? Is that convenient for you?
	— The next day might be better. Just after lunch for preference.
	— Right. In fact, that'll suit me fine, that's great. Now, shall we say two fifteen?
	— Good. A quarter past two. Goodbye then.
	—     Goodbye, Mr. ... And I'll write to you to confirm the arrangements just to make quite sure we have got everything absolutely right.
	Задание 6.  Imagine you are having a business talk.
	a. Complete and read these sentences:
	I'll just check my appointment book. Yes,…
	I'm afraid I can't manage Tuesday. I'm going to ... on Tuesday.
	Could I suggest ...
	I look forward to seeing you ...
	b. How would you respond to these questions:
	When do you want an appointment?
	When would be convenient to/for you?
	Would it be possible to postpone our meeting?
	Could you send me confirmation of the appointment?
	Dialogue: Arriving at a company
	- Good morning. My name is Pike.
	- Good morning. May I help you?
	- Yes, I have an appointment with Mr Kingslake.
	- What time is your appointment?
	- It is ten thirty.
	- Just a minute. I'll check if Mr Kingslake is available. ... Everything is OK. Mr Kingslake's secretary is coming down to take you to the office.
	- Thank you.
	- Mr Pike? Good morning. Mr Kingslake is expecting you. Follow me please. This way ... Here is the escalator. We are going up to the second floor. ... Go in please. Thank you for your help.
	Говорение. Выполните упражнение.
	Задание 1.  Read the dialogue and answer the questions:
	1. Who(m) did Mr Pike have an appointment with?
	2. What time was the appointment?
	3. Who was the person Mr Pike met first in the building?
	4. Who accompanied Mr Pike to Mr Kingslake's office?
	5. Was there anything unusual about this procedure?
	Letter: Making an appointment
	Dear Mr Grane
	Our Chief Buyer, Mr. Norman Luman, would like you to contact us with a view to discussing the possibility of setting up a contract with your company to supply us with steel over the next year. He will be in his office all next week, and if you could w...
	Говорение. Выполните следующие упражнения. (1)
	Задание 1. Read the letter and answer the questions:
	1. Who wrote the letter, to your mind?
	2. What question did Mr Luman want to discuss with Mr Grane?
	3. What was the request of the writer?
	4. What do you think Mr Grane did after he received the letter?
	Задание 2.  Translate into English:
	1. Он хочет, чтобы вы связались с нами.
	2. Он надеется заключить контракт на несколько лет.
	3. Он хочет обсудить возможность заключить контракт с вашей фирмой.
	4. Мы договорились о встрече.
	Тема 4.  Telephone conversations and negotiations
	Цель занятия: проверить общее понимание прочитанного, сформировать умение и навыки изучающего чтения, навыки и умения устанавливать логические связи в тексте, определять основную тему прочитанного текста. (3)
	Задачи занятия: (3)
	-ознакомиться с новой лексикой по теме; развивать и совершенствовать навыки чтения текста с целью детального понимания содержания. – активизировать познавательную инициативу студентов и формировать их социальную компетентность. (3)
	– содействовать установлению в сознании студента устойчивых связей между накопленным и новым опытом познавательной и практической деятельности; (3)
	– формировать и развивать учебно-организационные умения и навыки (взаимоконтроль, самостоятельная работа, коллективная деятельность). (3)
	В  результате освоения темы формируются компетенции: (3)
	УК-4 Способен применять современные коммуникативные технологии, в том числе на иностранном(ых) языке(ах), для академического и профессионального взаимодействия (3)
	Victor Balashov, the new commercial director of TST Systems, is going to England on business. He is telephoning John Cartwright. Victor is asking John to reserve a room at a hotel. After that Victor is buying an air ticket to London.
	Слова и выражения по теме:
	Тема 5   Business Trips (airports, hotels)
	Цель занятия: проверить общее понимание прочитанного, сформировать умение и навыки изучающего чтения, навыки и умения устанавливать логические связи в тексте, определять основную тему прочитанного текста. (4)
	Задачи занятия: (4)
	-ознакомиться с новой лексикой по теме; развивать и совершенствовать навыки чтения текста с целью детального понимания содержания. – активизировать познавательную инициативу студентов и формировать их социальную компетентность. (4)
	– содействовать установлению в сознании студента устойчивых связей между накопленным и новым опытом познавательной и практической деятельности; (4)
	– формировать и развивать учебно-организационные умения и навыки (взаимоконтроль, самостоятельная работа, коллективная деятельность). (4)
	В  результате освоения темы формируются компетенции: (4)
	УК-4 Способен применять современные коммуникативные технологии, в том числе на иностранном(ых) языке(ах), для академического и профессионального взаимодействия (4)
	Диалог (1)
	John Cartwright, a Sales Manager of one of the English companies has just arrived in Sheremetyevo Airport from London He is visiting a Russian company that wants to buy equipment produced by his company. We are presented here some dialogues between hi...
	Письмо. Записать слова и выражения по теме.
	Слова и выражения по теме: (1)
	Чтение. Передайте содержание на английском языке.
	1. Приветствия (Greetings)
	В англоязычных странах наиболее «нейтральными» приветствиями, которые употребляются при обращении как к хорошо знакомым, так и к мало знакомым людям, являются:
	"Good morning!" («Доброе утро» — до 12: 00),
	"Good afternoon!" («Добрый день» — с 12:00 до 17:00) и
	"Good evening!" («Добрый вечер» — до 20:00).
	Ответы на эти приветствия являются теми же самыми.
	Наиболее формальной фразой, используемой при представлении людей друг другу, является фраза: "How do you do?". Это приветствие предполагает такой же ответ. Часто употребляется фраза: "Pleased (или glad) to meet you. — So am I" («Рад познакомиться с Ва...
	Наименее формальными приветствиями являются: "Hello!" («Здравствуй!») и "Hi!" («Привет!»), которые в Америке часто употребляются при обращении к незнакомым и едва знакомым людям. Спросить человека о том, как у него обстоят дела, можно следующим образо...
	2. Прощание (Saying Goodbye)
	Самое нейтральное прощание: "Goodbye" («До свидания»). При прощании с хорошо знакомыми людьми можно говорить:
	"Вуе-Вуе" («Пока») и "So long" («Всего»). Часто при прощании также говорят:"See you later" («До скорого»), "See you tomorrow" («До завтра») и т. п.
	3. Благодарности и ответы на них (Thanks and Possible Answers) Наиболее распространенными фразами,  служащими для выражения
	благодарности, являются:
	"Thank you very much" («Очень Вам благодарен»), "Thank you" («Благодарю Вас») и "Thanks" («Спасибо»).
	Ответы на слова благодарности могут быть такими:
	"Not at all" («He стоит. Пожалуйста»), "My pleasure", "Anytime','  "You are welcome" («Пожалуйста» — амер.), "Don't mention it" («He стоит»), "That's nothing" («Пустяки»).
	Следует отметить, что русскому слову «пожалуйста» в английском языке соответствует несколько различных слов:
	A. Give me the letter, please. А. Дайте мне, пожалуйста, письмо.
	B. Here you are. В. Пожалуйста (вот возьмите). A Thanks.                                                  А.Спасибо
	В. Not at all В. Пожалуйста ( не стоит).
	4. Формы обращения (Forms of Address)
	Обращение к мужчине: Mister (Mr) Johnson,  Mr Sage
	Замужней женщине: Mistress (Mrs) Joseph, Mrs Green
	Незамужней девушке: Miss Lee, Miss White
	Женщине независимо от ее статуса:     Ms Lee, Ms White  [miz]
	Человеку, имеющему ученую степень:  Doctor (Dr) Sage, Dr White (Doctor of Philosophy (Ph.D.), Doctor  of Laws   (LL.D.), Doctor   of   Medicine (M.D.)и т.п.);
	Клиенту в ресторане, магазине и т.п.        Sir (к мужчине),  madam  (ma'am)
	(часто    так    обращаются    даже    к        (к женщине)
	незнакомому человеку):
	Аудитории на собрании, конференции       Ladies and Gentlemen и т.п.:
	5. Вопросы о профессии (должности) и имени человека
	Вопросы типа: What are you?  What is he? и т.п., начинающиеся с вопросительного слова What, относятся к профессии, должности либо социальному положению человека. Другие варианты вопросов подобного типа могут быть такими:
	What does he do?                                  Чем он занимается?
	Не is a CEO of a large corporation Он   исполнительный   директор
	(chief executive officer)                     большой корпорации.
	What is your occupation?                    Чем Вы занимаетесь (какая у Вас
	I am a businessman.          профессия)? Я бизнесмен.
	What is Miss  Jane by profession?        Кто мисс Джейн по профессии?
	She's a secretary.                                   Она секретарь.
	В отличие от вопросов с вопросительным словом What, вопросы, начинающиеся с вопросительного слова Who, относятся к имени (фамилии), степени родства и т. п.
	Who is she? She is Mrs Baker.
	Who is he? He is my brother.
	Вопрос подобного типа, обращенный ко второму лицу (Who are you?), звучит не совсем вежливо. Поэтому если в аэропорту, на вокзале или на приеме Вас хлопнет по плечу незнакомый Вам человек, вопрос о том, кто он, лучше задать в более вежливой форме:
	I am sorry... Do I know you? Простите,… Мы знакомы?
	Вопрос об имени (фамилии) человека можно задать в более конкретной форме:
	What is your name Как Вас зовут (Какое у Вас
	(first name, surname)? имя, фамилия)?
	Русские слова «имя», «фамилия», «отчество» имеют в английском языке следующие эквиваленты:
	имя — name, first name, given name;
	фамилия — surname, family name, last name, second name;
	отчество — middle name, patronymic.
	Говорение. Выполните упражнения.
	Задание 1. Представьте, что Вы встречаете представителя английской компании. В аэропорту Вы увидели мужчину, внешний вид которого соответствует описанию того человека,  которого Вы должны  встретить. Выполните следующие действия:
	а) обратитесь к нему на английском языке и узнайте, тот ли это человек, который Вам нужен;
	б) представьте себя (назовите свое имя и фамилию, а также компанию, которую Вы представляете);
	в) извинитесь за свое опоздание;
	г) спросите, как он долетел;
	д) предложите ему пройти к Вашей машине;
	е) спросите его, не помочь ли ему донести его чемодан;
	ж) представьте себе, что этот человек оказался не тем человеком, который Вам нужен. Попросите у этого человека прощение за беспокойство.
	Задание 2. Представьте, что к Вам в компанию приехал представитель иностранной фирмы. Выполните следующие действия:
	а) представьтесь сами и представьте ему сотрудников Вашей компании с использованием следующих выражений:
	Let me introduce myself. I am ... . Let me introduce my staff to you. This is ... . He (she) is ... . I'd like you to meet... . He (she) is ... . May I introduce ... to you. He (she) is ....
	б) спросите у него, какую компанию он представляет, какая у него должность, из какого города он приехал;
	в) спросите у него, не хотел бы он чего-нибудь выпить; предложите ему сигарету, чашку кофе, чая, сока и т. п.; спросите у него, не будет ли он возражать, если Вы закурите.
	г) назначьте ему встречу на завтра и попрощайтесь с ним.
	Грамматика. Выполните следующий тест.
	I. Выберите нужное:
	1.  (I work in a bank.) -  Я тоже.
	a) So am I       b) also I               c) So do I
	2. (I don’t like traveling) – Я тоже.
	a) So not I         b) Neither do I    c) So don’t I
	3. I   ______  an  appointment with my business partner at 11 a.m.
	a)  take              b) have                c)  give
	4. It’ll  _____ us about an hour to get to the airport.
	a)  make            b) spend               c) take
	5. I’d like you _____  my wife. This is Olga.
	a) meet              b) to meet            c) see
	6. We _____ for you a single room with private bathroom for three nights.
	a) asked            b) organized         c) reserved
	7.  Would you  ______ speaking a bit louder?
	a) think            b) make                c) mind
	II. Ответы на слова благодарности – “Thank you very much”: 3-4 варианта.
	1.
	2.
	3.
	4.
	III. Формы обращения:
	1. К замужней женщине     -                               a)     Miss
	2. К незамужней женщине  -                               b)    Ms
	3. К женщине независимо от ее статуса   -        c)    Mrs
	IV. Выберите нужное:
	1. Вопрос к :  He is my brother.         a) What is he?   b) Who is he?
	2. Отчество :                                      a) last name      b) middle name   c) given name
	3.  I’d like you  …  Mr. White.           a) meet             b) may meet        c) to meet
	4.  If we  … to buy your equipment,   a) to decide    b)will decide       c)decide
	we’ll visit your company.
	5.  Let’s get  … to business.                a)  along           b) down               c) out
	6.  All my textbooks are  …  your       a) for                b) in                     c) at
	disposal.
	7.  That’s why we’re interested  …      a) in                 b)  at                     c) of
	your company.
	Тема 6.  Small Talk
	Цель занятия: проверить общее понимание прочитанного, сформировать умение и навыки изучающего чтения, навыки и умения устанавливать логические связи в тексте, определять основную тему прочитанного текста. (5)
	Задачи занятия: (5)
	-ознакомиться с новой лексикой по теме; развивать и совершенствовать навыки чтения текста с целью детального понимания содержания. – активизировать познавательную инициативу студентов и формировать их социальную компетентность. (5)
	– содействовать установлению в сознании студента устойчивых связей между накопленным и новым опытом познавательной и практической деятельности; (5)
	– формировать и развивать учебно-организационные умения и навыки (взаимоконтроль, самостоятельная работа, коллективная деятельность). (5)
	В  результате освоения темы формируются компетенции: (5)
	УК-4 Способен применять современные коммуникативные технологии, в том числе на иностранном(ых) языке(ах), для академического и профессионального взаимодействия (5)
	1. AT THE FIRM
	Письмо. Записать слова и выражения по теме. (1)
	Тема 7. Presentations and Speeches
	Цель занятия: проверить общее понимание прочитанного, сформировать умение и навыки изучающего чтения, навыки и умения устанавливать логические связи в тексте, определять основную тему прочитанного текста. (6)
	Задачи занятия: (6)
	-ознакомиться с новой лексикой по теме; развивать и совершенствовать навыки чтения текста с целью детального понимания содержания. – активизировать познавательную инициативу студентов и формировать их социальную компетентность. (6)
	– содействовать установлению в сознании студента устойчивых связей между накопленным и новым опытом познавательной и практической деятельности; (6)
	– формировать и развивать учебно-организационные умения и навыки (взаимоконтроль, самостоятельная работа, коллективная деятельность). (6)
	В  результате освоения темы формируются компетенции: (6)
	УК-4 Способен применять современные коммуникативные технологии, в том числе на иностранном(ых) языке(ах), для академического и профессионального взаимодействия (6)
	ПИСЬМО-ПРЕДЛОЖЕНИЕ (Offer)
	Письмом-предложением поставщик (the Supplier) обычно отвечает на письмо-запрос. Отвечая на общий запрос, он благодарит за проявленный интерес и обычно прилагает прейскуранты (price-lists), каталоги (catalogues) или условия типового договора (Typical C...
	Структура письма-предложения:
	1. Повод написания.
	2. Ответы на вопросы потенциального заказчика.
	3. Дополнительные предложения.
	4. Выражение надежды на заказ.
	Отвечая на вопросы, следует дать точное описание товара, по возможности сопроводить его фотоматериалами и/или рисунками и/или образцами (samples). При определении цены (price) учитываются возможные скидки (discounts). Отдельно решаются вопросы расходо...
	Письма-предложения посылают также без предшествующего запроса, если поставщик желает привлечь внимание потенциальных клиентов или найти новых заказчиков на конкретные продукты (special products) или их ассортимент (range). Твердое предложение (firm of...
	Образец письма-предложения     (Sample Letter of Offer)
	Клише и выражения письма-предложения:
	К n.1:
	— We were pleased to learn your interest in... — Нам было приятно узнать о Вашей заинтересованности в ...
	— We are most pleased that you want to buy... — Мы очень довольны, что вы пожелали купить ...
	— We are glad to say that we can reserve you ... — Мы рады сообщить, что можем оставить за вами ...
	— It is good of you to take so much interest in our work ... — Было очень любезно с Вашей стороны проявить такой интерес к нашей работе ...
	— We take pleasure in sending you the desired samples and offer... — С удовольствием посылаем выбранные вами образцы и предлагаем ...
	— As to your inquiry of... we are informing you that... — На Ваш запрос от... мы сообщаем Вам, что ...
	К n. 2:
	—We enclose our catalogue with the latest price-list. — Мы прилагаем наш каталог с новейшим прейскурантом.
	— Our detailed catalogue will demonstrate the wide range of our products.      — Наш подробный прейскурант убедит вас в разнообразии нашего ассортимента.
	— Our proposal is valid till... — Наше предложение действительно до...
	—We deliver our goods on CIF terms. — Мы поставляем на условиях СИФ(Стоимость, страхование, фрахт)
	—The price covers packing and transportation expenses. — Цена включает упаковку и транспортные расходы.
	— We can give you a 5 per cent discount. — Мы можем предоставить вам 5 % скидку.
	— As you can see from our price-list, our prices are at least 3 % lower than market prices. — Как видно из нашего прейскуранта, наши цены по крайней мере на 3% ниже рыночных.
	К n. 3:
	— I especially call your attention to... — Я особенно обращаю ваше внимание на...
	— Besides the above mentioned goods our company also produces (see ...)        — Кроме упомянутых выше товаров наша фирма производит также (см. ...)
	—The model... will meet most of your requirements. — Для ваших целей вам лучше всего подойдет модель ...
	К n. 4:
	—We ask you to consider our proposal once more and let us know if we can expect your order. — Мы просим вас еще раз обсудить наше предложение и сообщить нам, можно ли рассчитывать на получение заказа.
	— I encourage you to order as soon as possible as the quantity of this product available at our warehouse is limited. — Я прошу вас быстрее оформить заказ, так как количество этого товара на складе ограничено.
	— We would appreciate if we get the order from you as soon as possible. — Мы были бы очень рады получить от вас заказ как можно скорее.
	— If you are not happy with our proposal please let us know why. — Если вас не устраивает наше предложение, просим сообщить нам о причине.
	—We are looking forward to hearing from you soon. — С нетерпением    ждем ответа.
	Задание 1. Вы – руководитель фирмы, схема которой представлена на рисунке. Расскажите о своей фирме, ответив на вопросы:
	—How many departments are there at the company?
	—Yow many managers work at the company?
	—What is in your opinion the most important department?
	—Are there any overseas branches?
	Задание 2. Расскажите о структуре и деятельности фирмы, в которой Вы работаете. Вышеприведенная схема и следующие фразы могут помочь Вам.
	The company is based in ...          My company specializes in ... The head office is in ...               Our main products are...
	Our office is located in ...             We produce...
	It employs...                                   Its annual turnover is ...
	Our firm consists of                       We also have subsidiary companies in
	The strength of the firm lies in      The disadvantage of our firm is
	We export our equipment to
	Задание 3. Следующие пять функций являются основными в работе любого менеджера:
	a) Planning
	b) Organizing
	c) Staffing
	d) Directing
	e) Controlling
	Как Вы их понимаете и как они отражены в Вашей деятельности? Выскажите свое мнение о том, какие три качества из перечисленных ниже в первую очередь необходимы менеджеру.
	Задание 4. Переведите на родной язык этапы процесса рационального принятия решений. Согласны ли Вы с этой схемой? Обоснуйте свое мнение.
	Задание 5. Переведите на родной язык письмо-предложение. Ответьте на следующие вопросы:
	a) What does the manager advertise?
	b) What does the buyer look for, besides a good price?
	c) Will anybody test the batteries?
	d) Who can the buyer contact?
	Задание 6. Составьте письмо предложение фирмы на 50 холодильников (предложите 2% скидку).
	Тема 8.  Companies
	Цель занятия: проверить общее понимание прочитанного, сформировать умение и навыки изучающего чтения, навыки и умения устанавливать логические связи в тексте, определять основную тему прочитанного текста. (7)
	Задачи занятия: (7)
	-ознакомиться с новой лексикой по теме; развивать и совершенствовать навыки чтения текста с целью детального понимания содержания. – активизировать познавательную инициативу студентов и формировать их социальную компетентность. (7)
	– содействовать установлению в сознании студента устойчивых связей между накопленным и новым опытом познавательной и практической деятельности; (7)
	– формировать и развивать учебно-организационные умения и навыки (взаимоконтроль, самостоятельная работа, коллективная деятельность). (7)
	В  результате освоения темы формируются компетенции: (7)
	УК-4 Способен применять современные коммуникативные технологии, в том числе на иностранном(ых) языке(ах), для академического и профессионального взаимодействия (7)
	1. The Partnership
	Partnerships are voluntary combinations of from 2 to 20 persons formed for the purpose of carrying on business with a view of profit. The motive, however, may not be financial and partnerships are often formed in order to bring new ability and enterpr...
	The partners usually share in the task of running the business, but a partner need not play an active role. A person who joins a partnership, supplying capital and sharing in the profits, but taking no part in the management is known as a dormant or s...
	The advantages of this type of firm are similar to those of the one-person business. It is a flexible organization which allows a greater degree of specialization than the one-person business.
	The great disadvantage, like that of the one-person business, is the fact that the liability of the partners is unlimited and they are all fully liable for the acts of the other partners. There are, however, some limited partnerships which have to be ...
	The survival of a partnership depends upon the continued harmonious relationship between a number of people in situations which often give much cause for disagreement. Thus, where trading risks are very great, the partnership is not a very stable type...
	2. The Joint Stock Company
	The most important form of business organisation in the UK is the joint stock company. Basically, it consists of an association of people who contribute towards a joint stock of capital for the purpose of carrying on business with a view to profit. A ...
	3. The Sole Proprietor
	The different types of business organisation can be found in the UK and Sole Proprietor is one of them.
	This is the simplest and the oldest form of business enterprise and often referred to as the one- person business. A single person provides the capital, takes the decisions, and assumes the risks. He or she is solely responsible for the success or fai...
	The strength of this type of firm lies in the direct personal interest of the proprietor in the efficiency of his enterprise. Ownership and control are vested in one person who enjoys all the fruits of success and hence has a great incentive to run th...
	The great disadvantage of the sole proprietor from an enterprise lies in the fact that the owner is personally liable for the debts incurred by his firm and his liability is unlimited. All his personal possessions are at risk and may be seized to meet...
	We find the one-person business prevalent in farming, retailing, building, repair and maintenance work, and personal services such as hairdressing.
	Говорение. Выполните упражнения после текстов.
	Задание1 . Прочитайте тексты  1, 2, 3 и отметьте предложения, которые соответствуют содержанию текстов:
	1) A sleeping partner takes an active part in the management.
	2) Partnerships are formed for the purpose of carrying on business with a view of profit.
	3) The most important form of business organization in the UK is the Sole Proprietor.
	4) The strength of the Sole Proprietor lies in the direct personal interest in the efficiency of his enterprise.
	5) The great advantage of the sole proprietor lies in the fact that the owner is liable for the debts incurred by his firm and his liability is unlimited.
	Text: What sort of company is it?
	There are many types of business organization, and the different terms can be confusing. The left-hand column below gives various types of organization, and the other column contains short descriptions of each type.
	company (UK)   -
	organization operating to make profit
	corporation (US)
	society  -     friendly association of people; for example, a sports society
	enterprise - new commercial activity; for example: How is your new enterprise?                   Also in some company names; for example: Smiths Enterprises
	limited company - firm where shareholders' liability is limited
	cooperative - democratic firm owned by its workers
	multinational -  organization operating in several countries
	parent company - company which owns another
	subsidiary - firm owned by a parent company
	holding company - firm, usually without commercial activity, created to be parent to other companies
	public company - company whose shares are publicly available
	private company - company whose  shares  are  not publicly available
	nationalized company - company owned by the state
	government agency - organization which is part of the state administration
	charity - organization to relieve poverty, advance religion or education, etc; benefits from some financial concessions
	offshore company - firm based in a tax haven to avoid higher taxation
	minority interest - company in which another firm has less than a 50 per cent interest
	operation - general word for a company, usually a small one, and part of a large group. It also means activity; for example: our commercial operation
	partnership - two or more partners working together for profit, without limited liability.
	Говорение. Выполните следующие упражнения. (2)
	Задание 1. А) Read both columns. Then, cover the left-hand column, and from the description try to name the type of organization described.
	В). Translate the text into Russian.
	Тема 9.  Sales
	Цель занятия: проверить общее понимание прочитанного, сформировать умение и навыки изучающего чтения, навыки и умения устанавливать логические связи в тексте, определять основную тему прочитанного текста. (8)
	Задачи занятия: (8)
	-ознакомиться с новой лексикой по теме; развивать и совершенствовать навыки чтения текста с целью детального понимания содержания. – активизировать познавательную инициативу студентов и формировать их социальную компетентность. (8)
	– содействовать установлению в сознании студента устойчивых связей между накопленным и новым опытом познавательной и практической деятельности; (8)
	– формировать и развивать учебно-организационные умения и навыки (взаимоконтроль, самостоятельная работа, коллективная деятельность). (8)
	В  результате освоения темы формируются компетенции: (8)
	УК-4 Способен применять современные коммуникативные технологии, в том числе на иностранном(ых) языке(ах), для академического и профессионального взаимодействия (8)
	DISCUSSION OF THE PRICES
	The next day M-r Balashov discusses the prices and terms of payment with the top management.
	Письмо. Записать слова и выражения по теме. (2)
	Грамматика. Выполните следующие упражнения. (1)
	Задание 1. Fill in the gaps with the phrases listed below:
	— Well, that takes care of the financial details.
	— Yes, I think so, I'll complete the order form on your behalf and our accounts department will send a proforma invoice...
	— Well, I think that's everything; it's been an interesting meeting.
	— Yes, indeed. Now, regarding..., I'll arrange for our service department to contact your technical people to agree a timetable for inspection and maintenance visits.
	— Will you be coming to see us yourself?
	— Well, I expect to be visiting your country..., but... I'll make sure our local agent calls in... We will send you a... and details of any... direct from the head office.
	— Fine.
	— Well, it's been a pleasure doing business with you and I look forward to seeing you again...
	Product-range update
	In due course
	After-sale service
	Price movements
	From time to time
	In the meantime
	In the very near future
	On a regular basis
	Задание 2. Match the above phrases to these synonymous expressions:
	very soon
	follow-up maintenance replacement or repairs
	every week or every month or every three months etc.
	now and again
	while we are waiting
	price increases or cuts
	changes in the product available
	at the proper time
	Задание 3.  Translate into English: (1)
	1. По-моему, у них было мало заказов.
	2. Мы выполнили все работы в установленные контрактом сроки.
	3. Мне кажется, сейчас мало кто разбирается в этих вопросах.
	4. Мы отправим вам предложение в ближайшие три дня.
	5. Они разместили у нас несколько заказов.
	6. Мы сообщили им об изменении цен.
	Рекомендуемая литература и Интернет-ресурсы (1)
	Список литературы
	1. Основная литература:
	2. Дополнительная литература:
	- 1. Деловой иностранный язык (английский) : учебное пособие к практическим занятиям по дисциплине "Деловой иностранный язык (английский) для студентов направления подготовки магистратуры / сост. Г. Э. Маркосян ; Сев.-Кав. федер. ун-т- Ставрополь : СК...
	- 2. Деловой английский : учебник / [Андреева Н. А. и др.] ; отв. ред. Л. С. Пичкова. - Москва : Проспект, 2015. - 998 с. : ил. - На тит. л.: Электронные версии книг на сайте www.prospekt.org.
	- 3. Деловой английский язык : учебное пособие / сост. М. Н. Новосёлов. - Пермь : Пермский государственный гуманитарно-педагогический университет, 2014. - 47 с. - Книга находится в базовой версии ЭБС IPRbooks.
	3 Методическая литература:
	1. Методические указания по выполнению практических работ по дисциплине «Иностранный язык» - разработано кафедрой иностранных языков для гуманитарных и естественнонаучных специальностей.
	2.Методические указания по организации самостоятельной работы студентов по дисциплине «Иностранный язык» - разработано кафедрой иностранных языков для гуманитарных и естественнонаучных специальностей
	4 Интернет-ресурсы
	МИНИCTEPCTBO НАУКИ И ВЫСШЕГО ОБРАЗОВАНИЯ РОССИЙСКОЙ ФЕДЕРАЦИИ Федеральное государственное автономное  образовательное учреждение высшего образования «СЕВЕРО-КАВКАЗСКИЙ ФЕДЕРАЛЬНЫЙ УНИВЕРСИТЕТ»
	Методические указания для обучающихся по организации и проведению самостоятельной работы по дисциплине
	«Иностранный язык»
	Направление подготовки 38.04.08 Финансы и кредит (1)
	Направленность (профиль) Финансы устойчивого развития (1)
	Год начала обучения  2025 (1)
	Форма обучения               Очная (1)
	Реализуется в семестре  2 (1)
	Ставрополь
	2025
	Введение (1)
	Целью освоения дисциплины «Иностранный язык»  является повышение исходного уровня владения иностранным языком, достигнутого на предыдущей ступени образования, и овладение студентами необходимым и достаточным уровнем коммуникативной и профессиональной ...
	● развивать устойчивый интерес к изучению иностранного языка;
	● стимулировать творческую активность студентов;
	● стимулировать научно-исследовательскую деятельность студентов.
	При освоении данной дисциплины необходимо уверенное знание обучающимися основных фонетических и грамматических структур; владение необходимым активным лексическим запасом. Студент также должен уметь: применять навыки устной речи на иностранном языке; ...
	В результате освоения дисциплины у студента должны быть сформированы следующие компетенции:
	Студент также должен:
	Общая характеристика самостоятельной работы студента при изучении дисциплины «Иностранный язык»
	Самостоятельная работа студентов занимает важное место в учебной и научно-исследовательской деятельности студентов. Без самостоятельной работы невозможно не только овладение любой вузовской дисциплиной, но и формирование специалиста как профессионала....
	Самостоятельная работа студентов по иностранному языку в неязыковом вузе является особой формой самообразования. Она носит многофункциональный характер и помогает овладеть иностранным языком как необходимой профессиональной составляющей современного с...
	Цель самостоятельной работы студентов в процессе изучения дисциплины – научиться осмысленно и самостоятельно работать:
	1) с учебным материалом по дисциплине,
	2) с оригинальной литературой по специальности.
	Исходя из поставленной цели, определены следующие задачи:
	1. повысить уровень учебной автономной способности к самообразованию;
	2. развивать когнитивные и исследовательские умения;
	3. закрепить лексический и грамматический материал при помощи различных упражнений;
	4. выработать умения дискутировать на предложенную тему;
	Основными формами работы и контроля студентов являются:
	подготовка к практическим занятиям - одна из основных форм организации самостоятельной работы, заключающаяся в выполнении студентами комплекса учебных заданий с целью усвоения учебной дисциплины, приобретения умений и навыков.
	Цель самостоятельной подготовки к практическим занятиям: привитие умений и навыков практической деятельности по изучаемой дисциплине.
	Задачи самостоятельной подготовки к практическим занятиям: закрепление, углубление, расширение и детализация знаний при выполнении заданий; развитие познавательных способностей, самостоятельности мышления, творческой активности; овладение новыми метод...
	собеседование – устная проверка знаний студента по определенному разделу, теме, проблеме и т. п., позволяющая оценить их умение аргументировать собственную точку зрения, предполагающая всестороннее обсуждение какого-либо вопроса, проблемы или сопостав...
	Задачи
	- осознание студентами противоречий и трудностей, связанных с обсуждаемой проблемой;
	- актуализация ранее полученных знаний;
	- творческое переосмысление возможностей применения знаний.
	3. План-график выполнения самостоятельной работы
	Для выполнения самостоятельной работы необходимо пользоваться литературой, которая предложена в списке рекомендуемой литературы, Интернет-ресурсами или другими источниками по усмотрению студента.
	Самостоятельная работа рассчитана на разные уровни мыслительной деятельности. Выполненная работа позволит приобрести не только знания, но и умения, навыки, а также выработать свою методику подготовки, что очень важно в дальнейшем процессе научной деят...
	При изучении дисциплины предусматриваются следующие формы самостоятельной работы студента:
	самостоятельное изучение литературы, online видео-материалов;
	подготовка к обсуждению поставленной проблемы;
	самостоятельное решение коммуникативно-речевых задач;
	подготовка сообщения;
	выполнение фонетических, лексико-грамматических упражнений, письменных заданий;
	подготовка презентации.
	5. Методические указания по изучению теоретического материала
	Чтение основной и дополнительной литературы по курсу с конспектированием по разделам.
	Самостоятельная работа при чтении учебной литературы начинается с изучения конспекта материала, полученного при слушании лекций преподавателя. Полученную информацию необходимо осмыслить. При необходимости, в конспект лекций могут быть внесены схемы, д...
	Работа с электронными ресурсами в сети Интернет.
	Для повышения эффективности самостоятельной работы студент должен уметь работать в поисковой системе сети Интернет и использовать найденную информацию при подготовке к занятиям. Поиск информации можно вести по автору, заглавию, виду издания, году изда...
	Конспектирование и реферирование первоисточника и научно-исследовательской литературы.
	Конспект представляет собой дословные выписки из текста источника. При этом необходимо понимать, что конспект – это не полное переписывание чужого текста. Необходимо знать, что при написании конспекта сначала прочитывается текст – источник, в нём выде...
	Реферирование – это сложный творческий процесс, в основе которого лежит умение выделить главную информацию из текста первоисточника. Реферирование – процесс аналитически-синтетического обработки информации, которая заключается в анализе первичного док...
	6. Методические указания (по видам работ, предусмотренных рабочей программой дисциплины)
	Предполагаются следующие виды самостоятельной работы:
	Самостоятельное внеаудиторное чтение.
	Этот вид самостоятельной работы предполагает чтение текстов, как из адаптированных, так и из оригинальных (неадаптированных) источников.
	Внеаудиторное  чтение  способствует  выработке  самостоятельного понимания  текста.  Работа  по  внеаудиторному  чтению  преследует  следующие цели:  приучить  студентов  к  самостоятельной  работе  над  литературой  на иностранном  языке;  развить  и...
	Внеаудиторное  чтение  является  активным  средством  изучения  языка  в целом.  Одна  из  основных  задач  обучения  языку –  выработка  навыков синтетического  чтения,  т.е.  понимания  текста  как  единого  смыслового  целого без  посредства  перев...
	Многократное  упражнение  и  систематическое  проведение  внеаудиторного чтения  служат  базой  и  основой  для  выработки  такого  рода  навыков,  которые сводят  на  нет  необходимость  во  внутреннем  переводе,  сужают  расстояние между  переводным...
	В  процессе  работы  над  материалом  мы  предлагаем  следующие  требования к внеаудиторному чтению:
	1.  Внимательно прочитать текст и усвоить его содержание.
	2.  Научиться устно передавать содержание прочитанного текста.
	3.  Выписать  наиболее  активные  слова  и  выражения  нейтрального  или специального характера.
	Выполнив  вышеуказанные  требования,  студент  сдает  внеаудиторное чтение.
	Практика показала, что наиболее целесообразно начинать  проверку  внеаудиторного  чтения  с  собеседования  по  прочитанному тексту.  Рекомендуется  записывать  основные  идеи  читаемого  текста  в  своей интерпретации  или  передать  его  содержание ...
	Самостоятельное  домашнее чтение общего для всей группы текста и индивидуальное чтение не должны исключать друг друга. Следует учитывать, что домашнее чтение по единому пособию  является  особенно удобным для преподавателя, который получает возможност...
	К индивидуальному  чтению  целесообразно  переходить  на  более  поздней стадии  обучения  иностранному  языку ,  когда  студенты  уже  овладели  приемами чтения  и  их  языковый  уровень  позволяет  проверить  степень  понимания прочитанного.
	Проведение  внеаудиторного  чтения  требует  большой  работы  не только самого студента, но и преподавателя. Преподаватель должен тщательно анализировать  предлагаемый для домашнего чтения текст , так  как  его содержание  и  язык  определяют  цели  ч...
	Таким  образом,  преподаватель,  организуя  внеаудиторное  чтение,  всегда преследует  основную  цель —  научить  студентов  смотреть  на  чтение  как  на источник  информации,  приучить  их  к  чтению  технической  литературы  и литературы по специал...
	Собеседование - это средство контроля, организованное как специальная беседа преподавателя со студентом на темы, связанные с изучаемой дисциплиной, и рассчитанное на выявление объема знаний студента по определенному разделу, теме, проблеме и т.п.
	Проблематика, выносимая на собеседование определена в заданиях для самостоятельной работы студента, а также может определяться преподавателем, ведущим практические занятия. Во время проведения собеседования студент должен уметь обсудить с преподавател...
	Типовые задания для самостоятельной работы студентов:
	1. Ознакомьтесь с материалом по теме; составьте аннотацию, резюме; монологическое или полилогическое высказывание по предложенной теме; составьте план содержания, список ключевых понятий.
	2. Выполните задания-ориентиры: - ответьте на заранее поставленные вопросы по содержанию; - выберите правильный ответ из ряда данных; - модифицируйте, дополните данные определения; - приведите пункты плана в соответствии с логикой высказывания; - испо...
	Приложение 1. Вопросы для собеседования (1)
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