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1. TIEPEYEHh KOMIIETEHIIM C YKA3BAHMEM 3STAIIOB X ©®OPMHPOBAHI B
I[MPOLECCE OCBOEHM OBPA3OBATEJIbHOUM ITPOI'PAMMBI

B pesynbrare ocBoenuss OIIOIl mo wampaBnenuto moaroroBku 38.04.02 MeHemKMeEHT,
oOyJaromuicss JOJDKEH OBJalNeTh CISAYIOIIMMH pe3ylbTaTaMH OOYYCHHUs 10 IUCIHMILINHE
«MHOCTpaHHBI S3bIK B cpepe nMpodhecCHOHATBHON KOMMYHUKAITHHY!

Tabmuna 1.1 — TpeboBanus k pe3yapTaTaM OCBOCHHUS IUCITUTUTMHBI

Kon u HaumeHnoBanue Kon u HaumeHoBaHue [Iepeuenb mIaHUPyEMBIX pe3yJIbTATOB
KOMIICTCHIIU HHJUKATOpa JOCTHIKCHUA 06yLI€HI/I}I 10 AUCHUITIINHE
KOMIETEHIINH

YK-4 CriocobeH npuMeHATh COBPEMEHHbIE KOMMYHUKATHBHBIC TEXHOJIOTUH, B TOM YHCJIE HA
WHOCTpaHHOM (bIX) sI3BIKE (aX), 7151 aKaJIEMUUECKOTO B MPo(hecCHOHaTLHOTO

B3aMMO/ICUCTBUS
YK 4.1 Ucnone3yet 3HATL: METOIBI U

KOMMYHHUKATHBHBIC TEXHOJIOTUU  aKaJIeMHUUYECKOU U
TEXHOJIOTHUHI i | mpodeccuoHabHON KOMMYHHUKALIUY Ha
aKaJIEeMUUECKOro U | ”THOCTPAHHOM (- bIX) SI3BIKE (aX).
npodeccunoHaIbHOTO YMeThb: HCTIONIB30BATh
B3aMMOJICHCTBUS Ha | COBpeMeHHbIe HH(OPMAITMOHHO-
WHOCTPAHHOM (- BIX) KOMMYHUKATUBHBIE CPEJICTBA HA
SI3BIKE (aX) WHOCTPAHHOM (BIX) SI3BIKE(AX).

Bnaners: HOpMamu U paBUIIaMU
aKaJeMHYecKoro U mpoheCcCHOHATBLHOTO
B3aUMOJICHCTBHUS Ha MHOCTPAHHOM (BIX)
s3bIKe(ax).




2. OITUC AHME ITOKA3ATEJIEM U KPUTEPUEB OLIEHWMBAHWA KOMITETEHIIUM HA PA3JIUYHBIX TAITAX UX ®OPMHUPOBAHIA,

OITMCAHME IIKAJI OHEHMBAHUWA

Tabnuua 2.1 — ITokasaTenu 1 KPUTEPUH ONPENEICHUS YPOBHS C(POPMHUPOBAHHOCTH KOMITETCHLIUH

Kogu
HAUMCHOBAHHC
HHIUKATOpa
KOMIICTCHITHHI

IMnanupyembre
PpE3yIbTaThI

Kpurepuu oLicHHBAHHS PE3y TbTATOB 00YUCHHUS

HCYAOBJICTBOPUTCIIBHO

Y IOBICTBOPUTEIEHO

XOPOLIO

OTJIIMIHO

YK-4. CnocodeH npuMeHsITh COBpeMeHHble KOMMYHUKATHBHbIE TEXHOJOTHH, B TOM YHCJe HA HHOCTPAHHOM (bIX) si3bIKe (aX), AJIs1
aKaeMH4Y€CKOro U Npo(hecCHOHAILHOI0 B3aUMOACHCTBUS

VK-4.1
Hcnoassyer
KOMMYHHKATHB
HBIC
TCXHOJIOTHH TSI
aKaIEeMHUIECKOT
0 "
npod)eCCHOHATb
HOTO
B3aUMOJAECUCTBU
o Ha
HHOCTPaHHOM (-
BIX)

SI3BIKE (ax)

3uamn:

MCTOZBI i TCXHOJIOTHH
AKaACMUYICCKOH, U
mpo(heCCHOHATLHOH
KOMMYHHKAWH HA
HHOCTPAHHOM (- BIX)
SI3BIKE (aX).

YpOBEHDb 3HAHUMI
OCHOBHBIX IPHUHIIUIIOB
Ooprasu3anuu JCJI0BbIX
KOHTAKTOB, MCTOAbI H
TCXHOJOTHH
aKAACMUYCCKOH, U
mpo(hCCCHOHATFHOH
KOMMYHHUKAIIHU HA
HHOCTPAHHOM (- BIX)
SI3BIKE (AX) HIDKE
MHHHUMAJIBbHBIX
TPcOOBAHUH, HIMCJTH MCCTO
TpyObIc OITHOKH

MuHIMATBHO TOIYCTHMBII
YPOBEHb 3HAHHI OCHOBHBIX
TMPHUHIUIIOB OPTAHU3ALHA
JICTIOBBIX KOHTAKTOB, MCTOIbI
H TCXHOJIOTHH
aKAACMUYCCKOH, U
mpo(hCCCHOHATFHOH
KOMMYHHKAI[HH HA
HHOCTPAHHOM (- BIX) SI3BIKE
(ax) HIKE MHHHMAJIbHBIX
TPcOOBAHUH, HIMCJTH MCCTO
TpyOblc OIMHOKH

YPOBEHb 3HAHUNH OCHOBHBIX
NPUHOHUIIOB OPTaHU3AIUH
JACITOBBIX KOHTAKTOB,
MCTOABI H TCXHOJIOTHH
aKaACMHUYCCKOH, U
mpo(hCCCHOHATEHOH
KOMMYHHUKAIIUH HA
HMHOCTPAHHOM (- BIX) SI3bIKE
(ax) ¢ HEKOTOPBIMU
HCAOUCTAMH

YpOBEeHb 3HAHHH OCHOBHBIX
TMPHHLIUTIOB OPTAHU3AIHH
JICTIOBBIX KOHTAKTOB MCTOBI H
TEXHOJOTHH aKaJACMHICCKOH, H
mpodeccHoHaTEHOH
KOMMYHHKAIUH HA HHOCTPAHHOM
(- BIX) A3BIKE (aX) B 00BEME,
COOTBCTCTBYHOIIEM TPOTPAMME
MMOJATOTOBKH, 0¢3 OmHO0K

Ymemn: ucnonb3oBarsb
COBPEMCHHBIE
HH(POPMAITHOHHO -
KOMMY HHKATHBHBIC
CpeacTBa Ha
HHOCTPAHHOM (bIX)
SI3BIKE(AX).

ITpu pemeHnn
CTAaHAAPTHBIX 327134 110
HCIIOJIb30BAHHIO
COBPEMEHHBIX
HH()OPMATHOHHO -
KOMMYHHUKATHBHBIX
CpeACTB HA HHOCTPAHHOM
(BIX) A3BIKE(AX).HE
TIPOJIEMOHCTPHPOBAHBI
OCHOBHBIC YMCHUSI, HMETIH
MECTO TpyObIc OIHOKH

ITpoaeMOHCTPHPOBAHBL
OCHOBHBIC YMCHHSI OCHOBHBIC
TIPHUHIMIIBI HCIIOI30BAHMUS
COBPEMEHHBIX
HH()OPMATHOHHO -
KOMMYHHKATHBHBIX CPE/ICTB
HA UHOCTPAHHOM (BIX)
SI3BIKE(AX), C HETPyObIMHA
OIIMOKAMH, BBIIOJTHCHBI BCC
3a7aHUS, HO HE B TIOJTHOM
o0BeME

ITpoaeMOHCTPHPOBAHEI BCE
OCHOBHBIC YMCHHS,
TMPUHIUITH HCTIOTB30BAHHSA
COBPEMCHHBIX
HH()OPMAHOHHO -
KOMMYHHKATHBHBIX CPCACTB
HA UHOCTPAHHOM (BIX)
SA3BIKE(AX)., C HETPyOBIMHA
OIMMOKAMH; BBHITOJTHCHBI BCE
3a1aHUS B TIOJTHOM 00BEME,
HO HCKOTOPHIC C
HCAOUCTAMH

ITpoaeMOHCTPHUPOBAHBI BCE
OCHOBHBIC YMCHI ITPUMCHATH
TIPHHIUIIBI UCITOJIb30BAHUA
COBPEMCHHBIX HH(OPMAIITHOHHO -
KOMMYHUKATUBHBIX CPCACTB HA
HMHOCTPAHHOM (bIX) SI3bIKE(AX).,
BBIIIOJITHCHBI BCC 3a0dHHS B
TTOJTHOM 00BEME

Bnaoemw: HOpMaMu 1
MPABUJIAMH

I'Tpu pemennu no
MPUMEHCHHEO OCHOBHBIX

HmMeercsa MUHIMAIBHBIH
HA00P HABBIKOB ITQ

ITpoaeMOHCTPHPOBAHBL
6a30BbIC HABBIKH II0

ITpoaeMOHCTPHUPOBAHBI HABBIKH
mo




Koo m
HAHMCHOBAHHE
HHIUKATOpa
KOMITCTCHITHH

IMnanupyembre
PpE3yIbTaThI

Kpurepuu oLicHHBAHUS PE3y TbTATOB 00YUCHHS

HCYAOBJICTBOPUTCIIBHO

Y IOBICTBOPUTEIEHO

XOPOLIO

OTJIIMIHO

AKAICMHIYICCKOTO H
mpo(heCCHOHATEHOTO
B3AaUMOJCHCTBUS HA
HHOCTPAHHOM (bIX)
SI3BIKE(Ax).

HOPM H IPABUT
AKaICMHICCKOTO H

PO (hSCCHOHATFHOTO
B3aUMOJCHUCTBUS HA
HMHOCTPAHHOM (BIX)
SI3pIKE(ax), HE
MPOACMOHCTPHPOBAHBI
0a30BbIc HABBIKH, TMCJTH
MECTO TpyObIc OIHOKH

NPUMCHCHHUK) OCHOBHBIX HOPM
U IPAaBUJT AKAACMHUYICCKOTO H

PO (hSCCHOHATFHOTO
B3aUMOJCHUCTBUS HA

HHOCTPAHHOM (bIX) SI3bIKE(AX),
C HEKOTOPBIMH HEAOUETAMH

TMPUMEHECHHUIO OCHOBHBIX
HOPM H IPABHII
AKQICMHYECKOTO H
mpo(heCCHOHATLHOTO
B3AUMOJCHCTBUS HA
HHOCTPAHHOM (bIX)
SI3bIKE(aX), C HEKOTOPBIMH
HEJOYETAMH

TIPUMCHCHHUIO OCHOBHBIX HOPM H
MPABHIT AKAACMHYICCKOTO H
mpo(PecCHOHATEHOTO
B3aUMOJCHCTBUS HA
HHOCTPAHHOM (bIX) SI3bIKE(AX),
0¢3 0mMOOK H HCIOUCTOB




OnucaHue MIKaIbl OLICHHUBAaHUA

1. OL[eHKa CHECYAOBJICTBOPUTCIIBHO» CTABUTCA CTYACHTY, HC OBJIQACBIIEMY HU OOHHUM H3
JJIEMCHTOB KOMIICTCHLIMH, T.C. O6Hapy}KI/IBH_IeMy CYyHICCTBCHHBIC Hp06e.]'[bl B 3HAaHHUKU OCHOBHOI'O
NporpaMMHOIO Marc€puaja Mno AUCHUILUIMHEC, AJONMYyCTHUBIICMY MNPUHLIUIIHAJIbBHBIE OILITNOKH npu
MNPUMEHCHUN TCOPCTUUCCKHUX 3HaHPIfI, KOTOPBIC HE TO3BOJIAKOT €MY MPOAOJIKUTH o6yquI/Ie 50)041
NPUCTYIIUTh K MPAKTUYECKOH MeATeNbHOCTH O€3 MOMONHUTENbHOW MOATOTOBKH IO JaHHOU
IUCLHUIIJINHE.

2. OL[eHKa «YAOBJICTBOPUTECIIBHO»  CTABUTCA CTYACHTY, OBJIAQACBIICMY JSJICMCHTAMU
KOMITETeHL[MH «3HaTbh», T.€. MPOSBUBIIEMY 3HAHUS OCHOBHOIO MPOrPaMMHOIO MaTepHaia o
OUCUUIUIMHE B oO0beMe, HEoOXOIMMOM sl TMOCHenyromero OOydeHHs: W MPencTosLIen
NPAKTHYECKOH [esITeIbHOCTH, 3HAKOMOMY C OCHOBHOH PEKOMEHIOBAaHHOH JUTEpaTypoi,
ZOMY CTUBLIEMY HETOUYHOCTH B OTBETE Ha SK3aMeHe, HO B OCHOBHOM 00JiafaroieMy HeOOXOIUMbIMH
3HAHUSIMHU [UJI UX YCTPAHEHUs! IIPU KOPPEKTUPOBKE CO CTOPOHBI 3K3aMEHATOPA.

3. OL[eHKa «XOpommo» CTaBUTCA CTYACHTY, OBJIQACBHIEMY JSJICMCHTAMU KOMIICTCHLIUN
«3HATh» U «YMETbY», MPOSBUBIIEMY MOJHOE 3HAHHE MPOrPAMMHOrO MaTepuaja Mo AUCLHILUIMHE,
OCBOMBLIEMY OCHOBHYIO PEKOMEHIOBAHHYIO JINTEPATYPy, OOHAPY KUBLIEMY CTAOWIbHBIH XapakTep
3HAHUH U YMEHHMH M CIIOCOOHOMY K HUX CaMOCTOSITENIbHOMY MPUMEHEHHIO M OOHOBJICHHIO B XOHE
HOCIIEYIOIIEro OOy4eHHs M IIPAKTHUECKOH AeATEIbHOCTH.

4. OL[eHKa COTJIMYHO» CTABUTCA CTYACHTY, OBJIAACBLICMY JJCMCHTAMHU KOMIICTCHLUHU
«3HATBb», KYMETb» U «BJAACTb», MPOABUBIIEMY BCCCTOPOHHUEC U FJ'IY6OKI/IG 3HAHUSA MMPOrpaMMHOrO
Marepuana IO [OUCUUIUIMHE, OCBOMBIIEMY OCHOBHYKO U JIOTIOJHUTENbHYIO JIHTEPaTypy,
O6Hapy}KI/IBH_IeMy TBOPUYECCKUEC CIIOCOOHOCTH B NMOHUMAHWN, M3JIOXKCHUNU W MNPAKTUICCKOM
HCIOJIb30BAHHUH YCBOCHHBIX 3HAHWMH.

5. OueHka «3a4T€HO» COOTBETCTBYET KPUTEPHUSIM OLCHOK OT «OTJIMYHO» [0
«YOAOBJICTBOPUTEIIBHO .

6. OLeHKa «He 3a4TEHO» COOTBETCTBYET KPUTEPUIO OLIEHKH «HEYIOBJIETBOPHUTEILHOY .
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3. TUIIOBBIE KOHTPOJIBHBIE 3A TAHUA NJIN UHBIE MATEPUAJIBI,
HEOBXO/IUMBIE JI)IsI OIEHKH 3HAHWI, YMEHWI, HABBIKOB W (IJIH)
OIIBITA JEATEJBHOCTH, XAPAKTEPU3YIOIINX 3TAIIBI ®OPMUPOBAHUA
KOMIIETEHIIAM B IPOIIECCE OCBOEHUS OBPA3OBATEJIBLHOMN
IMPOTPAMMBbI

Tabmuuma 3.1 — TumoBble KOHTPOJBHBIE 3aJaHUS, COOTHECEHHBbIE C HHAMKATOPAMHU
JOCTHXKEHUS] KOMIIETEHLUI MAarucCTpPOB.

NeNe 3anmanuii (BOpoCoOB, OUIETOB, TECTOB U
Tp.) AJIsl OLIEHKH Pe3yJIbTaToB O0yUeHHs MO
COOTHECCHHOMY HMHAUKATOPY JOCTUKCHUSA

KOMIICTCHLIU

HuaukaTop 1OCTUKEHUS KOMIETEHLIMN

YK-4.1 Tect (Bonpocs! 1-240)

Hcnone3yeT KOMMYHUKATUBHBIE TexHONOrHH s | Jluckyccus (Bompocer 1-25)
aKaJCMHICCKOTO u npodeccnonansHoro | Jenosast urpa (1-4)
B3aUMOJCHCTBHS HA HHOCTPAHHOM (- BIX) IpesenTanus (temsl 1-10)

A3bIKE (ax) Cocrasnenue nucem (nucbma 1- 6)

Tunosbie TeCTbI

You are calling a company and need to be put through to your colleague. What do you say?
Hi! Mr Smith, please!’

Hello. Please could you put me through to Mr Smith?’

Good day. Would it be at all possible for you to connect me to the office of Mr Smith?’
Smith! Now!

You are phoning a friend’s house and a relative picks up the phone. Which of the following is
the most appropriate?

Hello. Could I speak to Mike, please?’

Mike? Mike? Is that you?’

[ wanna speak to Mike.’

Could you possibly draw Mike’s attention to the fact that I am calling him?’

How would you ask someone politely to speak less quickly?
Slow down, for God’s sake. I can’t understand you!’

I can’t hear what you’re saying!’

Would you mind speaking more slowly, please?’

Don’t speak so fast!’

You ring to speak to your colleague but his secretary says he has gone out. What do you say?
Oh, blast. Never mind.’

Could I leave him/her a message, please?’

Get him to phone me back a.s.a.p.’

Nothing — you just hang up.

You’re phoning the operator to find out the number of a branch of your company. What do you
say?
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Hello. Could you give me the number of VJ-Study in Pskov, please?’
Hi. I need this number and, err, maybe you could help?’

Hello there. I require the number of VJ-Study in Pskov. Now.’

I want the number for VJ-Study in Pskov.’

The person on the phone is providing you with an address that you need but you don’t know how
the name of the road is spelt. What would you say?

What? Is that English?’

Could you spell out the name of the road, please?’

What was that again?’

I’'m afraid I can’t spell that.’

The person on the other end of the phone is being rude to you. What do you do?
Slam the phone down.

Ask the person to calm down and be rational.

Get angry and start swearing.

Ask him/her to explain why they are unhappy.

You’re phoning a company in order to get a refund or replacement for something you’ve bought.
What do you say?

I’'m really upset with this vacuum-cleaner. What are you going to do about it?’

Give me a refund or you’ll be hearing from my lawyer’

I bought a vacuum-cleaner from your branch in Oxford Street and it appears to be faulty. What’s
your policy on refunds?’

One bought a vacuum-cleaner from yourselves recently. One was wondering what one could do
in order to gain a refund for said item.’

You phone your friend but you get the answer phone, and need to leave a message. How do you
begin?

It’s me. Phone me a.s.a.p.’

You just hang up.

John. John. It’s Brian. Are you there?’

This is a message for John from Brian. Could you ring me back, please?’

How should you include at the top of a formal letter?

1) Your address (full), their address (short), the date (full)

2) Your address (short), their address (full), the date (short)
3) Your address (short), their address (short), the date (short)
4) Just ‘Dear Sir/Madam,’

In an informal letter, what is normally included at the top of a letter?
1) Nothing

2) Just ‘Dear...” or ‘Hi...’

3) Just the date and ‘Dear...” or ‘Hi...’

4) The same as with formal letters

Which of the following sentences is the most appropriate for an informal letter?

1) I am sorry that my letter did not arrive with the usual punctuality.’

2) I do apologise for the tardiness of my reply. I have been rather busy.’

3) Please accept my greatest apologies for not having replied sooner.’

4) Sorry I haven’t written to you for such a long time, I’ve been pretty busy.’
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What does FAO stand for?

1) For Assistants Only

2) For the Attention Of

3) From Australia’s Outback
4) From Assistants Only

If you DON’T know the person to whom you are writing, with which of the following should
you sign off a formal letter?

1) Yours sincerely,

2) Best wishes,

3) Yours faithfully,

4) Hugs and kisses,

If you DO know the person to whom you are writing, with which of the following should you
sign off a formal letter?

1) Yours sincerely,

2) Best wishes,

3) Yours faithfully,

4) Hugs and kisses,

In informal letters, it is acceptable to use. ..
1) Swearwords

2) Contractions (don’t, isn’t, 'm...)
3) Txt (SMS) language

4) Highfaluting language

Which of the following would most likely be found in an informal letter?
1) Dear Sir/Madam,

2) Yours faithfully,

3) Take care, and I look forward to hearing from you soon!

4) We request that you pay the bill in full immediately.

Which of the following is an example of very formal language?

1) Hi there!

2) You attendance is requested at. ..
3) Hope you’re OK.

4) Gotta run. See you soon

You’re writing a letter to a company, you know the department you wish to write to, but don’t
know the name of the contact person. How should you start the letter?
1) FAO: Personnel Manager (new line) Dear Sir/Madam,’

2) Dear Personnel Manager,’
3) For the Personnel Manager,’
4) To whoever the Personnel Manager is,’

When writing an email, how should you start your message?

1) Simply with ‘Dear...” or ‘Hi...’

2) With the date, your postal and email addresses, and ‘Dear...’
3) Simply with the date

4) Nothing — you just start writing

When writing informal emails, what it usually left out?
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1) Informal language
2) Vowels

3) Apostrophes

4) All punctuation

When writing a formal email, the body of the message should be. . .7

1) More or less like that of a formal letter
2) Written in very formal language
3) Written in fairly informal language

4) Handwritten

You do not need to include the date in the text you type because. ..

1) The recipient will remember it

2) The email will automatically include the date
3) Who cares anyway?

4) It wastes time typing it

In informal emails, it is acceptable to use...
1) Very offensive language

2) Highly abbreviated language

3) Highly formal language

4) Lower-case letters throughout

In an email, you are required to include. ..

1) Your email address
2) Your photo
3) Y our signature

4) A subject heading

In a standard email, which typeface should you use?
1) Arial or Times New Roman

2) Wingdings

3) A highly stylised font

4) A font that resembles handwriting

What is the main advantage of sending an email?

1) It’s fun
2) It’s fast
3) It’s permanent

4) It’s friendlier

What is the main disadvantage of sending an email?
1) It might not get there

2) The other person might forget to reply

3) It can be read by other people (not secure)
4) It’s slower than conventional postal systems

What can’t you send as an attachment?
1) A file

2) A picture

3) A document

4) A cheque

10
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When writing a reference for someone, you should be...

1) highly critical, detailing all the persons flaws.

2) generally positive, detailing all the persons good qualities.

3) generally critical, but with a sentence about their good qualities at the end.
4) totally positive, to the point of lying.

A reference normally consists of how many sections?

) 3
2) 2
3) 4
4 5

What should you include at the beginning of a reference?
1) A photo of yourself.

2) A blank cheque as a bribe.

3) Your company, the address and the date.

4) Your name and the date.

In the first paragraph, you should detail...

1) How long the person from whom you are writing the reference has been working for you.
2) How much you like the person.

3) Why you took the person on in the first place.

4) How much money you pay him/her.

In the first paragraph, you should detail...
1) What the person looks like.

2) The person's general duties at your company.
3) The person's command of the English language.
4) How much you like the person.

In the second paragraph, you should detail...

1) some more detailed information about your person life.

2) some more detailed information about the performance of your company.

3) some more detailed information about the rumours you\'ve heard about the person.
4) some more information about your opinion of the person\'s capabilities.

In the final paragraph, you should include...

1) how much money you would pay him/her.

2) thanks to the person to whom the reference is being sent for taking the trouble to read it.
3) a contact phone number, in case the person to whom the reference is being sent has any
further questions.

4) a summary of the person's best characteristics and which duties he could take on to the

maximum benefit of the company.

At the very end of the reference, you should include...
1) A photo of yourself

2) A photo of yourself and the person

3) Your full name, position and contact details
4) Just your signature

The language you use in references should be generally...
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40

41

42

43

44

45

46

1) highly formal.

2) fairly formal.

3) fairly informal.

4) slangy and colloquial.

39 When writing a reference for someone, you shouldn\'t...
1) be positive about them or else they might get big-headed.

2) too critical because it might affect the person\'s chances of getting the job.
3) forget to include a blank cheque as a bribe.
4) include a contact telephone number.

A standard CV consists of how many sections?

H 3
2) 4
3) 5
4) 6
What does CV stand for?

1) Change of Vocation
2) Currently Vacant
3) Curriculum Vitae
4) Currant Viscount

What is a CV called in the USA?
1) Story of my Life

2) Reference

3) Resume

4) Personal Program

The first section, Personal Information, should include...

1) Your full name, your postal address, telephone numbers, and email address.

2) Your current marital status, your postal address, your sexual orientation and your
religion.

3) Just your full name and email address.

4) Just your full name and postal address.

Which of the following describes someone who does not need external encouragement to do
well?

1) positive
2) energetic
3) hands-on leader

4) self-motivated

The language you use in CVs should generally be...
1) slangy and colloquial.

2) quite informal.

3) quite formal.

4) highly formal.

Under the heading of Work Experience, you should first include...

1) the first job you ever had.
2) the most recent job you've had.

12
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48

49

50

51

52

53

54

3) the favourite job you've ever had.
4) your least favourite job.

Under the heading of Additional Skills, you should include...
1) A photo of yourself.

2) How much of a great person you think you are.
3) Your experience of working with women.
4) Your proficiency in foreign languages, experience with computers, and anything else you

consider appropriate.

Your CV should be completed in...

1) a legible, commonly-used font, such as Times New Roman, Helvetica or Arial.
2) a highly-ornamental, fancy, original font.

3) highly colourful lettering.

4) blood.

Instead of including references or referees' contact details in the 'Reference' section, you can
replace this section with...

1) Mind your own business

2) References available on request

3) My reference won’t say anything nice about me
4) I’'m a wonderful person and don't need a reference

A plan of cash income and cash spending for a specific period of time.

1) business plan

2) profit and loss account
3) cash budget

4) tender

A document which represents a part of the total stock value of a company and which shows who
owns it.

1) share certificate

2) balance sheet

3) letter of credit

4) contract

A formal agreement for the exchange of goods or services in return for payment.
1) cash budget

2) tender

3) contract

4) balance sheet

A formal description of income and costs for a time period that has finished.
1) insurance certificate

2) tender
3) business plan
4) profit and loss account

A document which states that a named person or company has paid for protection against
accidental loss or damage of goods or property.

1) letter of credit

2) tender

13
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56

57

58

59

60

61

62

3) insurance certificate
4) balance sheet

A description of the ways a new business hopes to make money, showing possible income and
expenditure.

1) tender

2) business plan

3) cash budget

4) letter of credit

A formal letter with an offer to supply goods or services, containing a description of the project,
including costs, materials, personnel, time plans, etc.

1) share certificate

2) tender

3) contract

4) profit and loss account

An official notification from a bank that it will lend money to a customer.
1) letter of credit

2) balance sheet

3) cash budget

4) tender

A formal description of a company\'s financial position at a specified moment.
1) cash budget

2) balance sheet

3) profit and loss account

4) business plan

The person who is responsible for an individual bank.

1) tax inspector
2) finance director
3) bank manager

4) market analyst

Someone who advises people on how to manage their financial affairs.
1) financial advisor

2) tax consultant

3) accountant

4) commodity trader

Someone who prepares an individual’s (or a company’s) tax return.

1) market analyst
2) stockbroker

3) accountant

4) tax inspector

The person who is responsible for the financial side of running a business.

1) bank manager
2) tax consultant

3) financial advisor
4) finance director
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64

65

66

67

68

69

70

71

A government official who checks that you are paying enough tax.

1) commodity trader
2) tax inspector
3) insurance broker

4) market analyst

The person who finds you the best insurance policy at the best price.

1) insurance broker
2) stockbroker

3) financial advisor
4) accountant

Someone who buys and sells stocks and shares for clients, and charges a commission.

1) commodity trader
2) market analyst
3) financial advisor

4) stockbroker

Someone who advises you or a company on how to pay less tax.

Someone who comments on business and share prices in a particular sector of the economy.

1) bank manager
2) tax consultant

3) financial advisor
4) finance director
1) bank manager
2) accountant

3) market analyst
4) tax inspector

Someone who buys and sells large quantities of goods, especially food products such as tea,

coffee, and cereals, or raw materials such as wood, or metals.

1) bank manager

2) stockbroker

3) commodity trader
4) tax consultant

Something that the government collects and no one likes to pay.

1) dividends

2) tax
3) shares
4) assets

Where you go to borrow money or get cash.

1) accounts

2) profit

3) capital spending
4) bank

How you are charged for borrowing money.

1) pension
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73

74

75

76

77

78

79

How you can pay for a house, unless you can pay for it in a single payment.

A type of investment made by a company when buying equipment.

What, in financial terms, a business hopes to make.

What a company has to prepare every year for presentation to its owners and to the relevant

2) interest

3) turnover

4) mortgage
1) mortgage
2) liabilities
3) bankruptcy
4) bank

1) shares

2) profit

3) capital spending
4) interest

1) inflation

2) assets

3) turnover

4) profit
authorities.

1) dividends
2) inflation

3) accounts
4) liabilities

The situation where a company does not have enough money or property to pay its debts, and so
the company closes.

Rising prices, rising costs and rising wages in an economy.

What you buy if you invest money in a company.

1) turnover

2) assets

3) bankruptcy

4) accounts

The total amount of sales in a year.
1) capital spending
2) dividends

3) turnover

4) tax

1) inflation

2) shares

3) pension

4) profit

1) bank

2) shares

3) dividends
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81

82

83

84

85

86

87

4) interest

Individuals who invest their money in a company hope to receive these regularly.
1) pension

2) tax

3) dividends

4) shares

When you are old, you hope to have one of these.
1) pension

2) dividends

3) tax

4) assets

The name for all the property, equipment, investments and money owned by a company (or
individual).

1) tax

2) shares

3) liabilities
4) assets

The name for everything that a company owes.
1) liabilities

2) interest

3) accounts

4) capital spending

This agreement is used to ensure the repayment of money borrowed, usually in monthly
installments.

1) consultancy agreement
2) distribution agreement
3) loan agreement

4) franchise agreement

This agreement is used where one party buys goods from the manufacturer and re-sells them on
his own account. He will however be given the right to use the manufacturer's intellectual

property rights.

1) shareholders agreement
2) distribution agreement
3) contract of employment
4) franchise agreement

This agreement sets out the terms and conditions on which a business supplies goods.

1) terms and conditions of sale agreement
2) loan agreement

3) directors service agreement

4) consultancy agreement

This agreement is used where one party grants to another the right to run a business in the name
of the first party. Examples include Body Shop and McDonalds.

1) consultancy agreement

2) distribution
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89

90

91

92

94

95

3) franchise agreement
4) manufacturing licence agreement

This is equivalent of a contract of employment for directors.

1) directors’ service agreement
2) contract of employment

3) loan agreement

4) consultancy agreement

This agreement is used where one party is providing services as an independent advisor to a
company.

1) shareholders™ agreement

2) terms and conditions of sale agreement
3) loan agreement

4) consultancy agreement

This agreement should be used where one party (the licensor) owns intellectual property rights in
respect of a product it has developed and wishes to license the manufacture of the product to a
third party.

1) distribution agreement

2) franchise agreement

3) manufacturing licence agreement
4) loan agreement

This is intended to govern the relationship between a number of shareholders in a company. The
agreement works as a second layer of protection preventing the company from being run in a
manner other than has been agreed.

1) consultancy agreement

2) shareholders™ agreement

3) terms and conditions of sale agreement
4) loan agreement

This contract comes into existence as soon as job offer is accepted whether that offer is oral or in
writing.

1) consultancy agreement
2) loan agreement

3) contract of employment
4) directors’ agreement

93 A business activity in which two more companies have invested together

1) alliance

2) acquisition
3) merger

4) joint venture

When a company's top executives buy the company they work for

1) takeover
2)  MBO
3)  LBO

4) Integration

Something belonging to a business that has value or the power to earn money
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1)
2)
3)
4)

facilities
assets
utilities
valuation

96 A business that is a single unit from a legal point of view

1)
2)
3)
4)

synergy
integration
entity

cost centre

97 Something that must be done according to a law or rule

1)
2)
3)
4)

compatible
complementary
comparable
compulsory

98 When prices or the value of stocks and shares drop

1)
2)
3)
4)

failure
pitfall
downturn
loss

99 To put a plan into action

1)
2)
3)
4)

100
1)
2)
3)
4)

101

implement
install
integrate
indict

An organisation's different costs and the way they are related to each other
cost structure

cost savings

cost efficiency

cost base

We have decided to open a new company by setting up a with another

company in same line of business as us.

1)
2)
3)
4)

102

merge
cutting edge
joint venture
quota

When we want to know what our company is worth at any given dates we consult our

auditor

1)

2)

3)
4)

103

1)
2)

tariff
balance sheet
licence

Our are worried about our growing market share.

rivals
slogans
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3) auditors
4) invoices
104 We have asked the shippers to send us their as proof that the goods were
sent.
1) profit and loss account
2) invoice
3) tariff
4) licence
105 The is checking our accounts for mistakes.
1) imperatives
2) balance sheet
3) auditor
4) entrepreneurs
106 The new advertising campaign fits our perfectly.
1) brand image
2) sole traders
3) joint venture
4) subsidiary
107 We with one of our rivals and we now form the biggest software company in
the country.
1) losses
2) clash
3) to monitor
4) merged
108 Once we get over the initial bureaucratic , everything will be fine.
1) hurdles
2) imperatives
3) revenue
4) rival
109 When negotiating the agreement we must consider the of the shareholders.
1) clash
2) imperatives
3) profit and loss account
4) hurdles
110 They are making our products under
1) brand image
2) slogan
3) quota
4) licence

111. Use this type of English when speaking to a friend:

1) Formal

2) Informal

3) Polite
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1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)

112. 'This is Ken' is used when:
1) Answering the telephone

2) Introducing yourself in person
3) Asking who is on the line

113. 'Employment History' means:

Which schools you have attended.

Which diplomas and certificates you have.
Where you have worked.

114. Which phrase is correct?

He's worked at that company for fifteen years.
He's working at that company for fifteen years.
He works at that company for fifteen years.

115. 2.56is read:
two point fifty six
two point five six
two dot five six

116. Which question is used to ask about residential status?
Please sign here

What's your address?

Where are you from?

117. Which is a postcode?
24 Green Street

044

CM1 2XB

118. Which sentence is incorrect?

He lives in London.

I arrived at home at 6 o'clock.

They drove to San Francisco on Saturday.

119. I saw him __ school.
on
to
at

120. Which question asks for advice?

What would you like to know?

What should I do with my plastic bottles?
I'm afraid I don't know where the entrance is.

121. Which form is correct in most situations?

Could you help me?

Help me?

Excuse me, I was wondering if you could possibly help me?

122. Which is a correct response to the question: How do you do?
I'm fine.
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2)
3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

I'm a clerk.
How do you do?

123. Which form gives instructions?

Open your book and turn to page twenty-five.

You open your book and turn to page twenty-five.
Do you open your book and turn to page twenty-five.

124. Which is not correct when answering the phone?
Ken speaking

This is Ken

What do you want?

125. Which is the most polite?
Can I help you?

Could I help you?

May I help you?

126. Which signature is the most formal?
Love,

Yours faithfully,

Best wishes,

127. Which phrase is not correct?
I'll put you through.

I'm putting you through.

I'm going to put you through.

128. Which phrase is correct?
When are you born?

When you born?

When were you born?

129. Which letter ending best goes with the opening 'Dear Personnel Director,'?
Best wishes,
Yours faithfully,
Best regards,

130. The average of 2, 4, 6 is:
12

6

4

131. Which is good advice when writing a memorandum?

Use a polite style for your colleagues. You can contract verbs, but do not be too informal.

Provide a detailed employment history.
Use a formal register and sign: Yours faithfully,

132. Which is farthest in the past?
last week

a day before yesterday

a month ago



1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)

133. Which phrase is used during a presentation?
Thanks for giving me a hand.

Thank you very much for your time today.
Thank you for your quick response.

134. Which phase should a man making a presentation use?
Please feel free to interrupt me with questions.

Don't disturb me while I'm presenting these statistics.

No, you're wrong. We need more staff.

135. The EU is:

The European Union
The Europe Union
The Equal Union

136. Complete the question tag: They worked for Kaufman's
did they?

haven't they?

didn't they?

2

137. Complete the phrase: The Chicago Police
Institution

Staff

Force

138. Prepositions are always followed by:
The -ing form of the verb

The infinitive form of the verb

The verb without 'to'

139. Which is polite telephone English?
Why do you want him?

Who's that?

Who's calling please?

140. Which phrasal verb means 'mention'?
bring up

look into

find out

141. Which phrase is incorrect?
I picked up him at the station.

I picked him up at the station.

I picked up Tom at the station.

142. Which phrase refers to a future meeting?

I look forward to seeing you in March.

As you know, the meeting we attended concerned ...
I'd like to apply for the position of clerk.

143. You probably won't find a doctor in:
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2)

3)

1)
2)

3)

1)
2)

3)

1)
2)

3)
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An emergency room
An urgent care center
An information office

144. Which phrase is correct?
She brought the plan off.

She brought off it.

She brought the plan into.

145. Whom it May Concern to:

Is an opening from an e-mail

Is an opening from an inquiry

Is an opening from a letter to a colleague

146. Which phrase refers to problems with someone outside the office?
Staff can resolve simple complaints.

Requests can be made before or after your sick leave.

Holiday requests can now be filed with your department director.

147. The personnel office deals with:
Clients

Management

Staff

148. Which phrase is incorrect?

Company reports must be filed electronically.
Company reports should be filed electronically.
Company reports doesn't have to be filed electronically.

149. Which does not necessarily need to be included in a report?
Terms of Reference

Conclusions

Requests

150. Replies to inquiries should include:
To Whom it May Concern:

I look forward to helping you.

Best wishes,

151. You should:

never include the address of the recipient at the top of a letter.
always include the address of the recipient at the top of a letter.
include the address of the recipient at the bottom of a letter.

152. Which topic might a memorandum to staft discuss?
A reply to an inquiry

A partnership

Changes in office procedure

153. Which is incorrect?

They'd love to visit your facilities.
They asked to visit your facilities.
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1)
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They want visiting your facilities.

154. Which type of product is intangible?
Services

Production

Manufacturing

155. Which modal form requires an auxiliary verb (do, did, etc.)?

Must
Have to
Should

156. Which document is intended to provide clients with information about an organization?

1) Memo

2) Inquiry
3) Catalogue

157. 'Sick leave' refers to:

Time off work because of illness.

Time off work because of holidays.

Time off work because of family problems.

158. 'T would be grateful if you could ... ' means:

Thank you for ...
I'd appreciate your ...
I'd like to invite you to ...

159. 'Please find attached' might be found in:
A letter

An inquiry

An e-mail

160. T'm afraid I have a bad line' means:
1) My connection is not good.

2) The extension doesn't work.

3) I didn't understand.

161. Which is correct?

1) They carried on discussing the health service.

2) They carried on discuss the health service.
3) They carried on to discuss the health service.

162. Finish this question: Do you know where
1) he works?

2) does he work?

3) he does work?

163. Which question is correct?
1) You live here, aren't you?
2) You live here, didn't you?
3) You live here, don't you?
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164. Which series is correct when making a presentation?
1) Firstly, secondly, after that, finally

2) First, second, nextly, finally

3) Begin with, next, end with

165. Which phrase is incorrect?

1) They don't ever get up early on Sundays.

2) They don't never get up early on Sundays.
3) They don't usually get up early on Sundays.

166. Which is correct in American English?
1) Two thousand and four hundred twenty
2) Two thousand four hundred and twenty
3) Two thousand four hundred twenty

167. What should 'skills' include on your resume?
1) Your education

2) Your employment history

3) Other capabilities that are important for the job

168. A skill is:

1) Something you can do
2) Someone you know
3) Something you know

169. Which question is used to ask about your country of origin?

1) Where do you live?
2) Where are you from?
3) What is your last name?

170. E-mails are generally:
1) more formal than letters
2) less formal than letters
3) as formal as letters

171. Which phrase is used to make an invitation?
1) I was wondering if you could do the job.

2) Would you mind giving me a hand?

3) Would you like to attend the conference?

172. In which phrase do I write a message?
1) Would you like to take a message?

2) Would you like to leave a message?

3) Could you call back later, please?

173. Which should you use with women?
1) Mrs

2) Ms

3) Miss

174. Which question is correct?
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1) Please could help me?
2) Could you help me, please?
3) Could please you help me?

175. Which question asks for advice?
1) What should I do?
2) What can you do?
3) What does he do?

176. Which phrase is correct?

1) Excuse me, may I ask you a question?

2) Please, you could tell me the time?

3) Pardon me, do you know where he lives?

177. Which phrase is correct?

1) Would you like taking a message?
2) Would you like to leave a message?
3) Please, you could take a message?

178. A memorandum is also called:
1) A memo

2) A memory

3) A fax

179. 100 mph is:
1) A weight

2) A speed

3) A temperature

180. Someone with a walking disability probably might not use:

1) Wheelchairs
2) Stairs
3) Access ramps

181. Which phrase means 'lose your job'?
1) Be hired

2) Be made redundant

3) Be unemployed

182. A surgeon is:
1) a kind of teacher
2) a kind of office
3) a kind of doctor

183. Which phrase probably comes from an e-mail?

1) I am writing to thank you for attending our presentation.
2) I would be grateful if you could attend our presentation.
3) Thanks for coming to our presentation.

184. Which phrase does not refer to a computer?
1) All reports must be filed electronically.
2) Minor complaints do not have to be reported to the director.
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3) All requests must be forwarded to the personnel department.

185. Workplace safety data might contain information about:
1) Worker sick leave causes

2) Worker compensation rates

3) Worker satisfaction

186. Public administration, health and education are:
1) in the private sector

2) in the public sector

3) in the construction sector

187. Which phrase prohibits someone from doing something?
1) Staff mustn't use the company lounge.

2) Staff don't have to file holiday requests before they leave.
3) Staff shouldn't expect a response before next week.

188. Which form is used for advice?
1) You mustn't finish this report late.
2) You don't have to worry about your sick leave.
3) You should forward your request to personnel.

189. Which phrase is not correct?

1) He chose to continue his holiday.

2) He demanded to see the supervisor.

3) She doesn't mind to help you with your inquiry.

190. Finish the phrase: I hope
1) seeing you soon.

2) to see you soon.

3) see you soon.

191. Which phrase does not mean 'T will give him the message.'?
1) I'll pass this on.

2) I'll bring this up when I see him.

3) I'll look into this.

192. Which expresses the greatest growth?
1) Steady growth

2) Dramatic growth

3) Minor growth

193. A job at town hall is:
1) in the private sector

2) in the public sector

3) in manufacturing

194. Which heading from a report includes ideas for improvement?
1) Procedure

2) Findings

3) Recommendations



195. Finish the phrase: I suggest

1) to postpone our meeting until Wednesday.
2) postpone our meeting until Wednesday.
3) postponing our meeting until Wednesday.

196. Which type does not refer to time spent away from work?
1) Sick leave

2) Client complaint

3) Holiday request

197. E-mails are generally:

1) Shorter and more direct than letters
2) Longer and more formal than letters
3) Not used for business communication

198. Finish the phrase: I enjoy
1) meeting friends on weekends.
2) to meet friends on weekends.
3) meet friends on weekends.

199. 'T didn't catch that' means:
1) My connection is not good.
2) The extension is busy.

3) I didn't understand.

200. An extension is:

1) An internal telephone number
2) An external telephone number
3) A telephone call

201. Who was the British Prime Minister in 1979-1996?
a) Margaret Thatcher b) James Callaghan c) Stanley Baldwin d) John Major

202. What is the name of the river which flows through London?
a) The Thames b) the Severn ¢)The Cam

203. Which of the following is a well known British food?
a) Frogs legs b) Fish and chips ~ c¢) Pasta

204. What is the name of the Queen’s residence in London ?
a) Westminster Abbey  b) The Tower  ¢) Buckingham Palace

205. Where are the Crown Jewels?
a) in the Tower of London b) in the British Museum c) in the Buckingham Palace

206. The national emblem of England is
a) fog b)rose c) daffodil

207. Who gave London its first name?
a) the Egyptians b) the Greeks  ¢) the Romans

208. What is another name for London’s Underground
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a) metro b)tube c¢)subway

209. What’s the largest airport near London?
a) Nottingham Airport b) Heathrow c¢) City Airport

210. What is a “double-decker”?
a) aship  b)atrain c)abus

211. What is the emblem of Scotland?
a) a daffodil b) a thistle ¢) a dragon d) a red rose

212. The first woman Prime Minister of Britain was
a) Margaret Brown  b) Margaret Thatcher c)Margaret Smile

213. When was the great fire in London?
a) 1665 b) 1666 ¢) 1660

214. What holiday do Welsh people celebrate on the first of March?
a) St. David’s Day  b) St. Patrick’ Day  c¢) St. Paul’s Day

215. What is the name of the popular Scottish poet?
a) Robert Burns b) William Blake c) Geoftrey Chaucer

216. What is the nickname of the flag of the United Kingdom?
a) Union Nick b) Union Jack c¢) Union England

217. For what period are the members of the House of Commons elected?
a) 2 years b) 3 years c) 4 years d) 5 years

218. What chambers does the British Parliament consist of?
a) the Senate and the House of Representatives

b) the House of Lords and the House of Commons

c¢) the House of Lords and the House of Representatives

219. What is the highest mark in British schools?
a) A b)C ¢)G

220. Which of these cities is not in Britain?
a) New York  b)London ¢) Oxford

221. The Queen’s husband is ... .
a) the Duke of Edinburgh b) the Prince of Wales c) the Duke of York

222. What do the letters PM stand for?
a) Personal Member b) Prime Minister c¢) Private Minister

223. The Princess Diana was the wife of. ..
a) Prince John  b) Prince Robert  ¢) Prince Charles

224. What is the official religion in the UK?
a) Catholicism b) Orthodoxy c¢) Protestantism
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225. What city in Britain has nickname “The Smoke”?
a) Edinburgh  b) Cardiff  ¢) London

226. What holiday is celebrated in Britain on the 25th of December?
a) St.Valentine’s Day b) Mother’s Day c¢) Christmas

227. Great Britain is divided into... .
a) 2 parts b)3 parts c)4 parts

228. What natural resources bring the most profits to the British economy?
a) coal reserves b) oil reserves ¢) gold reserves

229. What is the state system of the United Kingdom?
a) a constitutional monarchy b) a parliamentary republic c¢) a limited monarchy

230. What is the nickname of the Conservative Party?
a) the Tories b) the Whigs c) the Libs

231. Christopher Columbus landed in America in:
a) 1620
b) 1942
c) 1492
d) 1547

232. Washington, D.C ., is a:
a) state

b) country

c) district

d) city

233. A popular American food is:
a) barbecue ribs

b) haggis

c) fish and chips

d) barbecued chicken

234. What is the national symbol of America?
a) Therose

b) The bald eagle

¢) The shamrock

d) The Statue of Liberty

235. Where is the Statue of Liberty?
a) InNew York

b) In Massachusetts

¢) In California

d) In Washington

236. When do Americans celebrate Independence Day?
a) July4

b) December 25

c) February 14
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17.
18.
19.

d) January 1

237. Who was the first man on the Moon?
a) Yuri Gagarin

b) John Glenn

¢) Neil Armstrong

238. How many chambers has the American parliament?
a) 4

b) 3

c) 2

d 6

239. Who is the inventor of the electric lamps and the gramophone?
a) Alva Edison c¢) Henry Ford

b) Michael Faraday d) Alexander Graham Bell

240. How many basic levels are there in the USA educational system?
a) three

b) six
c) four
d) five

BOITPOCHI UIA AUCKYCCHUHN

Where are you from?

Where do you live?

What is your hobby? Tell me about things you like and dislike.
What university do you study at and why did you choose it?
When will you graduate from the university?

What can you say about your university?

Have you been abroad?

What can you say about your native country?

What countries would you like to visit? Why?

. What places of interest do you recommend to visit in Kazan?

. Does your country have any traditions and customs?

. Do you know any traditions and customs of the UK and the USA?
. What problems does the humanity face nowadays?

. What informational technologies of the 21 century do we use?

. What is your future profession?

. What do you know about your future profession? (from its history, famous scientists, inventions,

achievements)

What subjects do you have to learn for your future profession?
What will your duties and responsibilities be?

Are there any relatives who are of the same profession?

20. We say that a modest man shows his politeness by never talking about himself. What other

things shouldn’t he do?

21. Why is it very useful to know the rules of behavior?

22. Why is it very important to be well-educated?
23. Do you know the most common way to begin looking for a job?
24. What does the company do if it needs to recruit new people?
25. How can people apply for a job?
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1.

JEJIOBBIE UT'PbI
HenoBas urpa «CoBemaHue
Hens xesoBoi Hrpbl — NPUOOPETEHNE HABBIKOB B OPTraHU3aIMY TIOATOTOBKU U ITPOBEICHUS
JIEJIOBBIX COBELIAHUN ¢ MAKCUMAJIbHOH 3 (PEKTUBHOCTHIO.
Mopsiaox npoBeneHusi AeJ10BOI UIPbI:

IIpu npoBeaeHNN 1E€IOBOM UIPBI pACIIPEAENICHNE POJIEH HE TPOU3BOAUTCS, &
YYaCTHUKAMU SIBJISIIOTCS BCE MPUCY TCTBYIOIIHE HA 3aHATUH.

PyxoBonuTens Urpbl HAMOMUHAET YYACTHUKAM OCHOBHBIE TEOPETHUYECKHE MOJOKEHHUS 110
MOATOTOBKE AEJIOBbIX COBEILAHNH, BKIKYAOLNUE CAEAYIOINE OCHOBHBIE TPy bl AEHCTBUMA:
TUTAHUPOBAHHE COBELIAHUS; (POPMHUPOBAHNE TIOBECTKH JTHS, OMPEIENICHIE COCTABA YYaCTHUKOB;
MOATrOTOBKA YYaCTHUKOB K COBELAHUIO, IOArOTOBKA K COBELIAHUIO PYKOBOAMUTEIIS, OATOTOBKA
MOMELICHUST;, HEMTOCPEICTBEHHOE MPOBEAECHUE COBEIIAHMS.
3ananmue
Brr — Begymuii cneunanuct AIIK. B 3ToM roay y4acTHIMCh MOXapbl HA BaLIMX MOJSX. DTO
HAHOCHUT KOJIOCCAJNbHBINA ymepO OmsHecy. Bam OromkeT MO3BONSET BBIIEINTb CPEACTBA HA
pewenwue 310 npobdyemer B pazmepe 300 Toic. pyOIeil.

Takum o0pa3oMm, OCHOBHas 3amada pa3paboTaTh IUIAH pPEIIeHHs BOMPOCA, KOTOPBIA Obl
obecrnieunBas HopMasibHble ycioBust padotsr AIIK.
IMopsiaok BeINOIHEHHS PA0OTHI:

Brinenure u3 rpynmnsl 4-x CTYJE€HTOB ¢ IOPY4YE€HUEM OLICHUTH JEHCTBUs U [IOBENCHHE
y4aCTHUKOB coBelllanus. OHOro U3 HUX Ha3HAa4YbTe PyKOBOAUTENEM IPY bl 3KCIEPTOB.

CdopmupyiiTe mOATpyIIIbl yYaCTHUKOB IOATOTOBKH COBEIIAHUS (T€, KTO TOTOBSIT
JOKYMEHTBI K COBEIIIAHUIO, T€, KTO YYaCTBYIOT B COBELIAHUH, T€, KTO TOTOBAT JOKYMEHTHI IIOCIIE
COBEIIAHHS).

OcTanbHas 4acTh Pyl CTY€HTOB — YYAaCTHUKHU COBELIAHMSI, KOTOPbIE JOJIKHbI
3a7aBaTh BOIIPOCHI B XO/1€ MPOBENECHUS COBELIAHMS.

Ecnm, mo MHEHHMIO BenyINero, Heib COBEIIAHUS TOCTHTHYTA, MOABOAATCS UTord padorsl. Ecim
BbIpaOOTKA pEIIeHHs] HE TIOIyYaeTcsi, MOMKHO MNOMpoOOoBaTh yMPOCTUTH 3a1ady, H3MEHUB
npemyiaraeMeie  00CTOSITeNbCTBA. B 3akimroueHue (GOpMyJIHPYeTcsi WTOrOBOE pEUICHHWE U
3amMUChIBaETCs B (popMe Pe30IIOnn.

Henosas urpa «lIposenenue neperosopos»

Hens xesioBoii Urpsl — MpUOOPETEHNE HABBIKOB BEICHUS AEIOBBIX NIEPErOBOPOB.

Nucrpykuusa aast yuactHuka Ne 1. Bot — komnanus «H», 3aHumaromasicst nponaxkei cemsiH.
Bam xmuent, OOO «A», mpocpounn oruiaty. 3a aBa AHS O CPOKa orjiaTel Bbl HamomMHUIN
IUPEKTOPY STOW KOMIIAHUHM (MMEHHO OH 3aHUMAETCsl 3aKyNKaMH U OTHAeT PACHOPSDKEHUsS O
NEPEYNCIICHNH IeHeT) O MPUOIMKEHUHN CPOKa OIIaThl, OH oderan oriatuth cuer. [Ipumen neHsb
OIUIaThl, HO A€HBI'M TAK U HE MOCTYMNWIH, NO3TOMY Ha CIEAYIOLIMH NeHb BBl pemmnu Ju4HO
BCTPETUTBCSA € JOJIKHUKOM.

Kommnanus «A» siBnseTcs KpynHbIM KJIHEHTOM, KOTOPBII IMPUHOCUT XOpOILINH A0Xof, U Bel He
XOTUTE HCIIOPTUTH OTHOIICHUS C HUM. PeryJsipHO OTKpbIBasi HOBBIM (puuman, 3Ta KOMITAHHS
o0palarTcs K BaM 3a yCIyTraMu.

Bama 3amaua: 1oOUTbCS OIJIATHI OKAa3aHHBIX YCIYT, HE HMCIOPTHB INPH 3TOM OTHOLICHHUS C
KJINEHTOM.

Nucrpykuusa aasa ysactHuka Ne 2. Ber — npupexktop OOO «A». Bbl 3akynuinu ceMeHa B
koMmnanus «H» ¢ oTcpoukol niareka, 4To 1S Ballled KOMIAHUU O4eHb BeIrOAHO. Kak mpasuio,
Br1 onnmaunBaete cuera BopeMs. Ho B 3TOT pa3 Bel mpocpounnu gaTy miaTexa, XOTs MEHEIKep
HariomMuHan Bam 00 omare 3a 1Ba IHS O OKOHYAHUS CPOKA, MIOCKOJIBKY AaHHAS CyMMa Hy KHA
Bam nns obyuenust mepconana. Bel Mokere omiaTtuTh cder, HO Bam 310 HeBbiromHo. Ha
CJIeNYIOLINN JE€Hb MOCJIE HACTYIIJIEHUS AAThl JUPEKTOP NMPpUEXas K BaM Ha BCTpedy.
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Bama 3agaya: MakcuMajJbHO OTTSHYTb CPOKU OIUIaThl YCJIYTM, HE MCIOPTUB IMpPU 3TOM
OTHOLIEHUS].
JTanbl MTPbI: 3TalbI IPOBEIEHUS IEPErOBOPOB.
Pacnpeaenenne poJieil: YCIOBHO pas3fenseM ayIUTOPUIO HA JB€ KOMaHAbl. kommnanus «H» u
komranust OOO «A». Y4acTHUKM BBIOMPAIOT IUPEKTOPOB, 3aMECTHTENEH, HHCIEKTOPOB,
SKOHOMUCTOB U T.JI. ¥ IPOJAYMBIBAIOT aPTYMEHTHI B 3ALIUTY CBOUX MO3ULIMH.
CocraBieHue N1OKyMEHTALNH:

IIpoTokoun 0 pacnpeaeneHuu JOKHOCTEN.

[Tucemo — mpennoskeHue (0HA JOTOBAPUBAIOINASCS CTOPOHA) M OTBET Ha HEro (apyras
JOTOBAPUBAIOIIASICS CTOPOHA).

JHorosop.

AKTBI BBIITOJIHEHHBIX PadoT.
Bce nokyMeHTbI IOAIINBAIOTCS B MAlNKe U NEepPeatoTCs SKCIIEPTHOMN rpyme.
OueHnka peiicTBUN yYAaCTHHKOB MI'PBI:
Banabi: 32 WCMONB30BaHME  PEUEBBIX  OTHKETHBIX  (opMys, 3a  HCIOJNB30BaHHE
npodecCHOHATBHBIX TEPMHUHOB, 32 HCIIOJIb30BAHIE PEUEBBIX TAKTHK.
HITpadgubie 6anabl: 32 HECOOMIOAEHNE PEUEBOTO STUKETA, TPAMMATHIECKHE OLITHOKH, pEYeBbIe
OHNOKH, HEKOPPEKTHBIN BOIIPOC, U3JIUIIHIOK YMOLMOHAIBHOCTD, HETPABIIIbHOE
UCTIOJB30BaHUE MPOGECCHOHANBHOIO TEPMHUHA.

Henosas urpa «Hoes koBuer»

1 Henb: axTuBH3anMs HABBIKOB M yMEHHH JHCKYTHPOBAaHHUS, OOCYKIEHUS,
apryMEeHTHPOBaHUs, yOEKIEHUS HA MHOCTPAHHOM SI3bIKE

2 Poan:

- n30paHHuKY B Oyaymee (MOryT ObITh MUHH-TPYIIIIbI);

- apOuTpHI;

- CyZeicKas KOJUIerusi

3 Xoa Urpel: pacnpeaessiroTcss POJIM MKy CTYJEHTAMH C YYE€TOM YPOBHSI 3HAHUM,

c(OPMHPOBAHHOCTH HABBIKOB W yMEHHMH BIAJACHUS HMHOCTPAHHBIM s3BIKOM. Hrpokam
OOBSICHAIOTCS TIPABHJIA UTPBL. a) BPEMEHHAs peryiaMeHTauus, 0) HopMbl noBeaerus. Urparommm
HaniomuHaercst Mup o HoeBom koBuere n m3bpaHHMkaMm B Oyayinee MmpenjiaraeTcs COCTaBHUTH
nepedyeHb TOro, YTO, MO HMX MHEHHUIO, HEOOXOOMMO COXPaHHUTh Al OynyIHUX IOKOJCHHH
(’KHUBOTHbBIE, PACTEHUS, TPONU3BEACHUS UCKYCCTBA, TEXHUKY M T.7.) M OOCYIUTh 3TOT MEPEUEHb C
npyrumu  urpokamu. Bce 3asBinenust oOcyxparorcs. Cyneiickas Kojuterws, Ha OCHOBE
COIOCTABJICHUS TPEMJIOKEHUH W apryMEHTOB B IPOLECCe [UCKYCCUH, MPHHUMAET
OKOHYaTeJbHOE peleHne. ApOUTPbI B TEUEHHE BCEH WIPBI CIEAST 32 MOPSIKOM, EaroT
3aMEYaHMsA, MOTYT JIMIINUTH MPaBa rojioca CIUIKOM OyHHBIX UTPOKOB.

4 O:xupaemblii (e) pesyabrar (bI): 3pdexTnBHAsS COBMECTHas AEATEIBHOCTH U
MHOSI3bIYHOE OO0ImeHune; (OPMHUPOBAHNE HABBIKOB M YMEHHH pelieHus NpodecCHOHATIBHBIX U
peueBBIX 3a7ay, peaju3alys TBOPYECKOTO IOAXOAA, TPEHHUPOBKA B  yHOTPeOJICHUH
rPaMMAaTHYECKUX CTPYKTYP U S3BIKOBBIX SIUHMLI.

5 Kpurepun ouenku: «omauuno» (11-10 GannoB) — MONHOE M KadyeCTBEHHOE
UCIIOJIHEHHE POJIEBBIX 3aJad, MHCUEPIBbIBAIOINEE, IIOCIEIOBATENbHOE, YETKOE, JIOTHYECKOe,
apryMEHTHPOBAHHOE BBICKA3BIBAHHE MO CBOEH POJIM, OTCYTCTBHE (Majoe KOJMYECTBO) OIIHOOK;
TBOPYECKHH MOIXOM B UCTIOJTHEHUH POJIH;

«xopouwo» (7-9 OamnoB) — TBepAbIE AapPTyMEHTHPOBAHHBIE BBICKA3BIBAHHS —O€3
CYLIECTBEHHBIX HETOUHOCTEH W OLIMOOK, OTCYTCTBHE 3aTPyAHEHHUS B PEaU3allH PEYeBbIX
JIeUCTBUM;

«yoosremeopumenvnoy (4-6 6aOB) — MOBEPXHOCTHBIE BBICKA3BIBAHMS, HEIOCTATOYHO
npaBWIbHOE (POPMHUPOBAHME CBOMX BBICKA3bIBAHWH, HAJIMYHE OLIMOOK, OOJBINOE KOJHMYECTBO
BPEMEHH, 3aTPavNBAEMOr0O Ha BBIMOJIHEHHE UTPOBBIX ACHCTBUIA.

Ouenka «Hey0061emeopume oy 3a y4acTHE B POJIEBOH UIpe HE CTABUTCS.
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4. HenoBas urpa «/crnonp3oBaHue XUMHKATOB B CEJIbCKOM XO35HCTBEY

Poun. CtyneHTs! paboTarOT B Mapax, COCTABJISIIOT JUAJIOT COTJIACHO CUTYaLluH Ha KapTOUKe.
Xoa urpbl. CTyI€HTBI BEIy T KOPOTKUH THAJIOT - Oecely B COOTBETCTBUH C 3aJaHHBIMU
CUTYaLMSIMH
1. densaTcst Ha rpynibl B OOCYKAAOT TUTFOCHI 1 MHHYChl UCTIOJIb30BAHUSI XUMHKATOB B CEITBCKOM
XO35MCTBE.
O:xupgaempliii pe3yiabTaT. CTYISHTHI IPAKTUKYIOT KOMMY HUKaTHBHBIC HABBIKU IO MPOHIEHHON
TeMe (MOZYJIIO), TTOCIIe Yer0 MOTYT CBOOOIHO MPUMEHSTH MOy YSHHbIE 3HAHUS B CUTY aLIUsAX
peasibHOTO OOIIEeHHSI.
Kpurtepun ouenku. J{aHHbIN B 3aJaHUN OLIEHUBAETCS IO CIENYIOINUM KPUTEPHUSM:

CobroneHue rpaswil BeeHUs 1uanora (MpaBHiIbHO BBIOPAHHBINA CTUIIb OOLIEHHS,
BEXKJIUBOCTD H T.I1.);

KoppekTHoe Ncronb30BaHue JEKCHKH 110 TEME «BEIEHHE ITEPEroBOPOBY (CIIOB,
CJIIOBOCOYETAHUM, KITUIIIE);

I'pammaTudeckast MpaBUIBHOCTb UCTIONB3YEMBIX CTPYKTYP.
OneHKa KOTIIMYHO» CTABHUTCS CTYACHTY MPH COOIOIEHUH BCEX TPEX KPUTEPUEB HITH
HE3HAYNTEJIbHBIX OINOKAX B OJHOM M3 KOMIIOHEHTOB; «XOPOIIOY - HE3HAYNTEIbHbBIE OIINOKH
KacaTeJbHO IBYX-TPEX KOMIIOHEHTOB; «yIOBJIETBOPUTEIBLHOY - TPyOble OIIMOKH B OJHOM H3
KOMITOHEHTOB M HE3HAUNUTENIbHBIE B OCTAJIbHBIX,

HOPE3EHTAIIUA
Hean. Ilenbto mnpe3eHTalUMM SBIAETCS OLCHUBAHUE YPOBHS 3HAHUNW CTYJEHTOB

OTNPENEeJICHHOW TeMbl 1O MPOHACHHOMY MOIYJIO IUCIMIUIMHBL BO BpeMs MOATOTOBKH K
NPE3CHTAlMA CTYAECHTbI JOJDKHBI IOJIb30BATBhCS OMOJIHUTENBHON JHTEpaTypoil mns Oojee
iy OOKOro MOHMMAaHHUS M3YYEHHOH TEMBI, @ B XOA€ MPE3CHTALMH CTYAEHTBl AEMOHCTPHPYIOT
NOJIyYeHHbIE Ha 3aHSATHAX M CAMOCTOSITENIbHO 3HAHMS, YMEHHMS M HABBIKH HCIIOJIb3OBAHMUS,
NPOMIEHHOTO JIGKCMYECKOrO W IpaMMaTHUECKOro Martepuana. lIpeseHTauuu moapa3yMeBaroT
CBOOOJHYIO AMCKYCCHIO MEXIY CTYIEHTaMH, YTO PACKPBIBAET MX CIIOCOOHOCTb MOJIb30BATHCS
TAK)X€ ¥ KOMMYHHKATUBHBIMH HaBBIKAMH, MO3BOJISIET OTKPBITO BBIPAXKATh, U APTyMEHTHPOBAHO
OTCTaMBAaTh CBOIO TOUKY 3PEHUs HA AaHTJIMHCKOM SI3bIKE B pAMKaX 3aJaHHOH TEMBI.
Tembl npe3eHTan Ui
o Telephone conversations
Formal and Informal situations
Be polite with your business partners
Difficulties business people face in Russia
Top tips for those who want to make business in Russia

Kputepun ouenkn. JlaHHbINM BUJ 3a7aHUI OLIEHUBAETCSI 110 CIEAYIOINUM KPUTEPUSM:
- CobmroieHue mpaBuJl COCTAaBJICHUs Mpe3eHTauu (0hOpMIICHHE CJIal0B, COOTHOIIECHUE
«TEKCT-KapTUHKW» Ha cllaiiiax, UCTIONb30BaHUE JUarpaMm, TaOJuI U T.IL.),
- KoppekTHoe ncrnonb30BaHue JEKCHKH 0 TeMe «BhIpamyBaHue CelbCKOXO03IHCTBEHHBIX
KYJBTYp» (CJIOB, CIIOBOCOUETAHMH, KIIHIIIE);
- I'pammarudeckast NpPaBUIBHOCTh HCHOJNB3YEMBIX CTPYKTYp, IOCIENOBATEIbHOCTh U
JOTHYHOCTD PEUU.
- OneHka «OTIMYHO» CTaBUTCS CTYNEHTY NMPH COONIONEHHM BCEX TPEX KPUTEPHEB WU
HE3HAUNTEJIbHBIX OLUTHOKaX B OAHOM U3 KOMITIOHEHTOB; «XOpPOILIO» - HE3HAYHTEJIbHbIE OLIMOKU
KacaTeJbHO IBYX-TPEX KOMIIOHEHTOB, «yIOBJIETBOPUTENBLHO» - TPyOble OMHUOKH B OJHOM W3
KOMITIOHEHTOB M HE3HAUUTENIbHBIE B OCTAJbHBIX, «HE YIOBIETBOPUTEIBHO» - IpyOble OmHOKH B
OBYX U 00Jiee KOMITOHEHTAX.

PABOTA C TIPO®ECCHUOHAJIBHBIM TEKCTOM
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ORGANIZATION

Organizations permeate all levels of our lives. We come into contact with many of them daily. In fact,
most of us probably spend most of our lives in or affected by - organizations. We spend sizable amounts of
our time as members of work, school, civic and church organizations - involved as employees, students,
clients, patients and citizens. At some times, these organizations appear to be efficiently run and responsive to
our needs, and at other times they are extremely frustrating and irritating. We may even think they are
harassing us. Such personal experience in or with organizations may have already helped to form our sense of
what it means to be ‘organized’. Organizations exist for one reason: they can accomplish things that
mdividuals cannot. Thus, whether the goal is to make a profit, provide education, foster religion, improve
health care, get a candidate elected, or build a new football stadium, organizations get the job done.
Organizations are characterized by their goal-directed behavior. They have goals and objectives that can be
achieved more efficiently and effectively by the concerted action of individuals and groups. Organizations are
essential to the way our society operates. In industry, education, health care and defense, organizations have
created impressive gains for our standard of living and our worldwide image. The size of organizations with
which you deal daily should illustrate the tremendous political, economic and social powers they separately
possess. Organizations are, however, much more than means for providing goods and services. They create
the settings in which most of us spend our lives. In this respect, they have profound influence on our behavior.
However, because large-scale organizations have developed only in recent times, we are just beginning to
recognize the necessity for studying them.

EXERCISES
1. Complete these sentences with the words given below and translate them into Russian: employ;
employment; employer; employee,; unemployment
1. They are going to discuss the problems of women’s......... at the next meeting.

2 .. complain that their boss wants them to do too much overtime.
3 .. often leads to crime, drug abuse and poverty.
1. Some .... encourage their staff to work longer hours and take only half of their annual holiday.

2. ’'m afraid it will be impossible to find ....... for all the workers of the factory, some of them will be
redundant.

3. I believe we should..... this technique to obtain the best results.

2. Find the synonyms to the underlined words among the words given below

influence; aim; improve; important; to recognize; assist; client; react; opinion; person, tremendous, attitude;
irritating; to contact; supply; has

1. Every person studying marketing knows the famous statement: “The customer is always right”.

2. There was nobody in the office to help me to operate this new fax machine.

3. This 1s a very unusual technique and undoubtedly there are going to be different points of view concerning
its employment in various settings.

. An efficient manager should realize that every individual has a unique set of features and attitudes.

. We'll get in touch with you as soon as we find out all the details of the coming visit.

. It’s hard to say how he will respond under the circumstances.

. They are going to raise great funds for this enormous housing program.

. Some people have an annoying manner of saying “What?’ after you have carefully explained something.

9. I think none of us can affect the situation in this organization at the moment.

10. He possesses a rare quality of a good conversationalist: he is a good listener.

11.0ur employer does not want to admit how hard it will be to reach this final objective.

12.We are going to provide all necessary equipment and personnel to update the manufacturing process.

13.1t is essential to be involved in the everyday life of an organization to understand its problems.

3. Complete the sentences in accordance with the Text:

=R B SR T

Organizations exist ...

We spend sizable amounts of our time ...

We come into contact with .......

Organizations have goals and objectives that ..
Organizations create the settings in which. .
Organizations have profound influence on ..
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. Answer some questions on the Text:

. What kind of organizations do we come into contact with daily?

. Why are organizations so important for us?

. How do people feel about organizations?

. What is the reason for the existence of organizations?

. What kind of behavior is typical of organizations?

. Why do organizations influence our behavior?

. Why are the people only beginning to realize the importance of studying organizations?
Management

Management is the art of getting things done through other people. It includes the personnel who
have the right to make decisions that influence company’s affairs.

There are three management levels: top management, middle management and operating

NN R W=

management. Top management includes the president, vice presidents, and the general manger.
Middle management includes department mangers and plant managers. Operating management
includes supervisors, foremen, etc.

The most important responsibility of any manager is decision making. Successful management is
a skill of choosing from alternatives.

Decision makings are divided into: recognizing the problem, defining and analyzing the
problem, evaluating alternative solutions, choosing the most favourable solution and
implementing the approuch chosen.

Management functions are planning, organizing, directing, controlling, staffing and innovating.
It should be noted that successful management is based on three basic elements: leadership,
motivation and communication.

To operate a successful business one should have management skills because eftective
management is the key to business success.

Ynpaxkuenue 1. 3akoHunTe NpeaioKeHHs], BLIOPAB COOTBETCTBYIOIUH BAPHAHT

OKOHYAHHSI.
1. Top management includes ... .

a) department managers.

b) Supervisors.

c) general manager.

2. Middle management includes ... .

a) department managers.

b) Supervisors.

c) general manager.

3. Decision making is divided into ... .

a) planning and controlling.

b) recognizing the problem and choosing the right solution.
4. Management functions are ... .

a) planning, organizing, controlling, staffing.

b) recognizing the problem and choosing the right solution.

Ynpaxknenue 2. OTBeTbTE HA BONPOCHI.

1. What is management?

What management levels do you know?

Whom does top management include?

Whom does middle management include?

What specialists does operating management include?

“nok D
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6. What is the most important responsibility for any manager?

7. What steps is decision making divided into?

8. What are the management functions?

Ynpaxnenue 3. llepeseaure npeaiokeHust HA AHTJIMHCKHUI S3BIK.

1. MeHenKMeHT — 5TO IPUHATHE PELIECHN, KOTOPbIE OKa3bIBAOT BIUSHUE HA f€j1a
KOMIIaHUH.

2. DyHKIMY MEHEIPKMEHTA — 3TO IIJIAHUPOBAHUE, OPTaHU3aLUs, PEryIUPOBAaHUE,
HOBOBBEJIEHHUS U pelLlIeHUe KaJPOBBIX BOIPOCOB.

3. [IpunsTHE peleHni NeMUTCs Ha CIEAYIOIINE 3TAIbL: ONpeneaeHe npodIeMbl, ee
aHaJn3, OLEHKA aJbTePHATUBHBIX PEIIEHUH, BbIOOp HanboJee OIaronpusiTHOrO PeIieHus 1
BHE/IPEHHNE BBIOPAHHOTO METOAA.

COCTABJIEHHME INCEM

1) ORDER LETTERS

Planning your order letter is important so that you have all the information you need at hand
before you begin to write. Require clear information about the specific product, the method of
payment, and how and where they should be sent, and any deadlines that apply.

2) LETTER OF APPLICATION

In a letter of application, you are really promoting yourself and selling your skills. You want to
interest the audience (the reader) in your qualifications so that he/she will think you are right for
the job. The real purpose of a letter of application is to get a job interview.

3) LETTER TO THE EDITOR

Letters-to-the-editor are really a persuasive expository essay written in a letter format. Because
you are trying to change attitudes, this kind of letter requires a lot of thought, planning, and in
some cases research to find convincing facts. Start with a statement that tells what issue the letter
is about, followed by a clear statement of your opinion. Then provide a number of body
paragraphs that give background information and convincing supports for your opinion. End the
letter with a summary, a hope that something can be done, or a suggestion for change.

4) LETTERS OF INQUIRY AND REQUEST

Because these kinds of letters need the recipient to respond, it is important to write them in such
a way that you get a favourable response.

At first, letters of request may look easy, but they require the same kind of thought, planning,
and revision as any good composition. If your question is worded vaguely, the reader may have
to guess what you want. If you ask too forcefully for something, the reader may be offended and
ignore your letter completely or put off doing anything about it. The purpose of this kind of letter
is to get someone, whom you probably don’t know, to do you a favour. Often in cases like these,
stating the reason for your request or showing how the recipient can benefit from it can be
persuasive. A successful request letter, therefore, demands good clear questions and a polite,
persuasive tone. If you have several questions, it is acceptable to present them in a numbered list.
5) RESPONSE LETTERS

When you can provide what the writer has asked for, you are bringing “good news” in your
response. The body of a “pes” response letter should acknowledge the request and include an
exceptions to the request.

6) LETTERS OF COMPLAINT

The best complaint letters do not sound complaining or angry. Even though you may be upset
and frustrated by the time you decide you need to write a letter, abuse and insults will certainly
mean that your problem will go to the bottom of the pile and may even be ignored altogether. A
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good complaint letter states your problem calmly and if possible suggests a reason why it is in
the company’s best interest to deal positively with your situation.

4. METOJJUWYECKHWUE MATEPHAJIBI, ONPEJEJISIFOIIAE MPOILEYPHI
OLIEHUBAHMSI 3HAHUI, YMEHU, HABBIKOB U (MJIN) OTIBITA
JEATEJBHOCTH, XAPAKTEPH3YIOIINUX YTATIBI ®OPMUPOBAHUA
KOMIETEHIIUN

WMsyuenne gucuurmimHbl  «MHOCTpaHHBIA  si3bIK B cdepe  mpodheCCHOHATBHON
KOMMYHHKALIMKW» OCYIIECTBISIETCS 1O CIeAyIomuM (opMaM: TPAKTUUECKHE 3aHATHS U
caMmocTosiTeNbHas paboTa CTyAEHTOB MarucTpaTyphl.

[IpakTHueckue 3aHATHS OLIEHUBAIOTCS MO CAMOCTOSITEIbHOCTH BBIMOJIHEHUS PadoThI,
IPaMOTHOCTH B O(pOPMIICHHH, TIPABHIILHOCTU BBITOJTHEHHSI.

CamocrosTenpHass padoTa OLEHHWBAETCS 1O Ka4eCTBY M KOJIMYECTBY BBITIOJHEHHBIX
JIOMAIIHUX PadoT, TPAMOTHOCTH B O(pOPMIICHHH, MPABUIIBHOCTH BBITOJHEHHUSI.

BaxxHbIM yCiiOBHEM U1 OCBOSHHUSI AMCLIUILIMHBI B MPOLIECCE 3aHATHH SBIISETCS BENEHHE
KOHCIIEKTOB, OCBOCHHE W OCMBICJIIEHHE TEPMHHOJIOTHH H3y4aeMOH IUCHMIUIMHBL MaTtepuabl
MPAKTUYECKUX 3aHATUH CIEAyeT CBOEBPEMEHHO MOAKPEIUIATh MPOpabOTKONW COOTBETCTBYOLINX
pasnenoB B yueOHMKaX, y4eOHBIX MOCOOMSIX B COOTBETCTBUM CO CIHCKOM OCHOBHOH W
IOTOHHUTENPHON — juTeparypsl.  JIOMOJHUTENbHAas MpopadoTKa HM3y4aeMoro Marepuaia
MIPOBOAMTCS BO BPEMs MPAKTUUECKUX 3aHSATHI, B XOJI€ KOTOPBIX aHAJU3UPYIOTCS U 3aKPETIIIOTCS
OCHOBHbI€ 3HaHHS, TIOJTyUYEHHBIE M0 AUCLUTUTHHE.

IIpy TOArOTOBKE K TPAKTHYECKUM 3aHITUSAM CTYIEHTaM CJEAYeT HCIOJIb30BATh
OCHOBHYIO M JONOJHHUTENbHYIO JIUTEPaTypy M3 IMpPeacTaBiIeHHOro cnmcka. Ha mpakTudeckux
3aHATHUSIX NMPHUBETCTBYETCS AKTHBHOE YYacTHE B OOCYKACHUH CHTYaUUH, CIIOCOOHOCTh HA OCHOBE
NOJYYEHHBIX 3HAHUH HAaxoauTh Haubosee >()(PEeKTUBHBIE PELICHUS MOCTABIECHHBIX MpOOeM,
yMETb HAXOIHUTb MOJIE3HbIH AOMOTHUTENbHBIA MaTepHaI IO TEMATHKE MPAKTUIECKUX 3aHATHH.

B pamkax wu3yueHMs JUCLMIUIMHBI HEOOXOOUMO  HCIOJNB30BaTh  IEPEAOBBIC
UH(POPMAIIMOHHBIE TEXHOJIOTUH — KOMIBIOTEPHYIO TEXHHKY, SJIEKTPOHHBIE 0a3bl MaHHBIX,
Hnrepner.

LenxsaMu caMOCTOSTENBHOM PabOTHI CTYIEHTa MaruCTPaTyPhI SIBIISIETCS

- CUCTEMATH3aLUs M 3aKPEIJICHHE MOJMYYSHHbIX TEOPETHYECKUX 3HAHUI U MPAKTHIECKUX
YMEHHUI CTyI€HTOB;

- yraayOsieHne U paciiipeHne TEOPETUIECKUX 3HAHUI;

- (hopMUpOBaHNE YMEHNUS HCIIONB30BATh CIIPABOYHYIO JINTEPATYPY;

- pa3BUTHE UCCIEAOBATEIBbCKUX YMEHUH.

CamocTosiTenbHast padoTa BBITOJHIETCS CTYAEHTOM IO 33JaHUIO TIPENIOAABATENS U MOXKET
comepKaTh B cee CIIeayrolee 3 aHus:

- M3y4YeHHE MPOrPaMMHOIO MaTepuayia AUCHUILIHBI (padora ¢ y4eOHHKOM, H3y4deHHe
PEKOMEHIYEMBIX JIUTEPATYPHBIX HCTOUHHUKOB, KOHCTIEKTHPOBAHNE HCTOYHHUKOB);

-BBINIOJIHEHHE KOHTPOJBHBIX padoT;

- paboTa ¢ 3JIeKTPOHHBIMU HH(OPMALIMOHHBIMH PeCypcaMu U pecypcamu Internet;

- BBIITOJIHEHUE TECTOBBIX 3a/1aHHIA;

- IOArOTOBKA MPEe3€HTALUM;

- OTBETHI HA KOHTPOJIBHBIE BOMPOCHT,

- QaHHOTHPOBAHHUE,

- IOJTOTOBKA K 3a4eTy,

- MOJTOTOBKA K 3aHATHUSM, MPOBOANMBIM C HCIIOJIB30BAHUEM aKTUBHBIX (POpM 00yUEHUsI

(menoBbIE UIPBHI).

HeobxonmumeiM  ycioBueM  (HOPMHUpPOBAHUS  KOMITETEHLIMH  SIBISIETCS  TOCEINEHHE
MPAKTUUECKUX 3aHATHUH, Ha KOTOPHIX MAruCTPAHT BBINNOJHIET IPaMMAaTHYECKHE, JIEKCHYECKHE
yOPaKHEHHsI, TPAKTHKO-OPHEHTHPOBAHHBIE 3a/aHUs 10 TEPEBOAY, NMHUCbMEHHOMY M yCTHOMY
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pedeprpoBaHuIO, aHHOTHPOBAHMIO HAYyYHBIX TEKCTOB, MOATOTOBKH TE3UCOB U TPE3CHTALINH
BBICTYIUICHHS! Ha KOH(EPEHLWSIX Ui NMPUOOpeTeHUsT YMEHHWH, HeOOXONMMBIX U y4acTus B
padoTe pPOCCHUICKMX W MEXIYyHAPOOHBIX HCCIEIOBATEIbCKIX KOJUIEKTHBOB 10 PELICHHIO
HAYYHBIX WU HAyYHO-OOPa30BaTENbHBIX 3a/ad U HCIOJIBb30BAHUS COBPEMEHHBIX METOAOB U
TEXHOJIOTMI HAy4YHOH KOMMYHHUKAallUM HAa TOCYJapCTBEHHOM W HWHOCTPAHHOM S3BIKAX M
OBJIAJICHUS] HABBIKAMH PEUEBOM NMHUCHbMEHHON M YCTHOW KOMMYHHUKALMM B Hay4dyHOU cdepe 1o
HAIPaBJIEHUIO MOATOTOBKH.

IIpomeskyTOUHAs aTTeCTalHs TPOBOAUTCS B (hOpME 3a4eTa ¢ OLIEHKOM.

Kputepun oneHku 3adyera ¢ OLEHKOH B TECTOBOW (hOpMe: KOJIMYECTBO OajuIOB WU
YAOBJIETBOPUTEIBHO, XOPOUIO, OTIMYHO. 11 MOIy4Y€eHUsl COOTBETCTBYIOIIEH OLICHKH HA 3a4eTe C
OLIGHKON MO KypCy HCIIONB3yEeTCsl HAKONMHUTEIbHAs CHUCTeMa OaJuIbHO-PEHTHHIOBOH pabOTHI
cTyaeHToB. MITOroBast OLleHKa CKJIQABIBAETCS M3 CYMMbI OAJUIOB WJIHM OLEHOK, IOJyYE€HHBIX IO
BCEM pa3zesiaM Kypca U CyMMbl OaJIOB MOJTyU€HHOH Ha 3a4eTe C OLIEHKOH.

Kputepun oueHku ypoBHs 3HaHMI CTYJEHTOB C MCIOJBb30BAHUEM TECTa HA 3a4eTe C
OLIEHKOU MO Y4eOHOM JUCIIUTLINHE

Ouenka XapakTepUCTUKH OTBETA CTYJIEHTa
OTnugHO 86-100 % nmpaBUJIbHBIX OTBETOB
Xopouio 71-85 %
Y 1OBJIETBOPUTEBHO 51-70%
HeynoBieTBOpUTEIBLHO Menee 51 %

KonuuectBo 0amioB u OLEHKAa HEYIOBJIETBOPHUTENBHO, YAOBIETBOPUTENIBHO, XOPOIIO, OTIMIHO
ONPENENA0TCs NPOrPaAMMHBIMH CPEACTBAMHU M0 KOJIUYECTBY MPABWIBHBIX OTBETOB K KOJIUYECTBY
CJIy4aifHO BBIOPAHHBIX BOIPOCOB.

Kputepuu onieHMBaHUS KOMITETEHLIUH CIIENYOIINE!
1.  OtBeTsl WMEIOT TMOJHBIE pelleHus (C TPaBWIbHBIM OTBeTOM). HMX comepskanue
CBUIICTENILCTBYET OO0 YBEPEHHbIX 3HAHHMAX OOy4alIIerocss M O €ro yMEeHHH pellaTh
npodeCCUOHANTbHBIC 3aJa4H, OLICHUBAETCS B 5 0ayI0B (OTIMYHO);
2. bonee 75 % OTBETOB MMEIOT MOJIHBIEC PEIIEHHS (C MPaBHIbHBIM OTBETOM). MX comeprkaHue
CBUJICTENILCTBYET O JOCTATOYHBIX 3HAHUSAX OOydaomerocs W €ro YMEHHH pellaTh
npodeccuoHanbHbIe 3ama4n — 4 Oaa (Xoporo);
3.  He menee 50 % OTBETOB HMEIOT MOJHBIE pELICHUs (C MPaBWIBHBIM OTBETOM). X
COIEpKAHNE CBHIETENLCTBYET OO0 YIOBIETBOPUTENBHBIX 3HAHHMAX OOYYalOIErocs M O €ero
OrpaHUYEHHOM YMEHHH pelaTh MpodeCCHOHANbHBIE 33Jaul, COOTBETCTBYIOIINE ero Oyayuiei
kBanudukannn — 3 6aymia (yI0BIeTBOPUTEIIHHO);
4. Menee 50 % OTBETOB HMEIOT pelIeHMs] C MpaBWIbHBIM OTBeTOM. MX conepikaHue
CBUIIETENILCTBYET O CnabbIX 3HaHMAX OOyHAaroIIerocss W €ro HEeyMEHUHW pellaTh
npodeccuoHabHbIe 3ama4n — 2 Oaa (Hey IOBIeTBOPUTEIILHO).

Kpurepun oueHku nenoBoi (poseBoii) Urpsl:

- OLEHKa «OTJIWUYHO» BBICTABJSAETCS CTYIEHTY, €CJIM OH MPOAEMOHCTPHUPOBAN IMOJHOE U
Ka4eCTBCHHOE HCIIOJIHEHUE POJIEBBIX 3a7a4, HCHUEPHBIBAIOLIEE, IOCIEAOBATENBHOE, YETKOE,
JOTMYECKOE, AapryMEHTUPOBAHHOE BBICKA3bIBAHWE IO CBOEH pOJM, OTCYTCTBHE (Majoe
KOJIMYECTBO) OMNOOK; TBOPUECKHIA MOAXO]] B UCTIOJTHEHUH POJIH;

- OLICHKA «XOpPOILO» BBICTABIISIETCS CTYAEHTY, €CIM OH: MPOAEMOHCTPUPOBAN TBEPIbIE
apryMEHTHPOBAHHbIC BBICKA3bIBAHHUs 0€3 CYIIECTBEHHBIX HETOYHOCTEH M OIMHUOOK, OTCYTCTBHE
3aTPyAHEHUS B PeaIU3allii PEUEBbIX 1E€HCTBHIA,

- OLEHKA «yJOBJIETBOPUTEIBHOY» BBICTABJIAECTCS CTYAEHTY, €CJIH OH. MPOAEMOHCTPUPOBAI
NOBEPXHOCTHBIE  BBICKA3bIBAHUS,  HEAOCTATOYHO  MpPaBWIbHOE  (OPMHUPOBAHHE  CBOWX
BBICKA3bIBAHMIN; Haiuuue OMHNOOK, OONbLIOE KOJUYECTBO BPEMEHH, 3aTPavyuBAeMOro Ha
BBITIOJIHEHUE UTPOBBIX ACUCTBU,
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- OLICHKA «HECY AOBJICTBOPUTECIIBHO» 3a YHaCTHUE B pOJ'IGBOfI HUIrpe€ HE CTABUTCA.

Kpurepuu oueHku 3a paboTy ¢ KeficoMm:

- OLEHKAa «OTJIWYHO» BBICTABJISIETCS CTYAEHTY, €CIH OH IHPOAEMOHCTPUPOBAI
HCYEPIBIBAOLIEE, TOCIEA0BATEIBHOE, YETKOE, JOTMIECKOE, apIyMEHTHPOBAHHOE BbICKA3bIBAHHUE,
IrPaMOTHOCTh PEYM; HCIONb30BAHUE JIEKCUKU MO TEME, PACCyXIECHHs BENyTCsl TOJNBKO Ha
WHOCTPaHHOM $I3bIKE;

- OLICHKA «XOpPOILO» BBICTABIISIETCS CTYAEHTY, €CIM OH: MPOAEMOHCTPUPOBAN TBEPIbIE
apryMEHTHPOBAHHbIC BBICKA3bIBAHHUs 0€3 CYIIECTBEHHBIX HETOYHOCTEH M OIMHUOOK, OTCYTCTBHE
3aTPyAHEHUS B PEAU3aLMU PEUEBbIX JE€HCTBUN, AKTUBHOCTD;

- OLEHKA «yJOBJIETBOPUTEIBHOY» BBICTABJIAECTCS CTYAEHTY, €CJIH OH. MPOAEMOHCTPUPOBAI
NOBEPXHOCTHBIE  BBICKA3bIBAHUS,  HEAOCTATOYHO  MpPaBWIbHOE  (OPMHUPOBAHHE  CBOWX
BBICKA3bIBAHMIN; Haiuuue OMHNOOK, OONbLIOE KOJUYECTBO BPEMEHH, 3aTPavyuBAeMOro Ha
(bopMyIHPOBKY BBICKA3bIBAHUS,

- OLIEHKA «HEYAOBJIETBOPUTENBHO» 32 pabOTy C KEHCOM HE CTaBUTCSL

Kpurepun oneHkH 3a IPOSKTHYO padoTy:

- OLIEHKA «OTJINYHO» BBICTABISIETCS] CTYIACHTY, €CIM OH MPOIAEMOHCTPHPOBAJ XOpOLIee
3HAHHE MaTepHaja, rPaMOTHOCTb PEYH; HCMOJb30BaHKHE OOJBLIOrO KOJHUYECTBA JIEKCUYECKUX
CAUHUL, NPE3CHTALUA BEACTCA TOJIBKO HAa HHOCTPAHHOM SA3bIKEC, YMCHHUE OTBCTUTH HA BOIIPOCHI,

- OLIEHKA «XOPOLIO» BBICTABJISAETCS CTYAEHTY, €CJIH OH. MPOAEMOHCTPHUPOBAJ XOpOoLlee
3HaHWE MaTepuaia;, OTCYTCTBHE CYINECTBEHHBIX HETOYHOCTEH U OIMHUOOK, OTCYTCTBHE
3aTPYAHCHUA B pe€ajin3allii pEUCBbIX I[eflCTBHfI; YMECHUE OTBETHUTH Ha BOIPOCHI, MPE3CHTALUA
BEACTCA MPEUMY INECTBCHHO HA MHOCTPAHHOM SA3bIKE,

- OIIEHKA «yOBJIETBOPUTENILHO» BBICTABJIETCS CTYIEHTY, €CJTH OH: MPOIEMOHCTPUPOBAI
MOBEPXHOCTHBIE BHICKA3bIBAHUS, HEJOCTATOUHOE 3HAHHE MaTepuaa; HaJluue OuMOOK; OOJbIoe
KOJIMYECTBO BPEMEHH, 3aTPAYNBAEMOrO Ha OTBETHI HA BOIIPOCHI,

- OLIEHKA «HEYIOBJIETBOPUTEIHHO» 32 MPOEKTHYIO pabOTy HE CTABUTCS.

Kpurepun oLeHKH TeKyLIMX TECTOB: €CJIM CTYIEHT BBINOJHsET NpaBuibHO 10 51%
TECTOBBIX 3aJaHUN, TO €My BBICTABJIETCS] OLIEHKA «HEYNOBJIETBOPUTEIBHO», €CIU CTyIEHT
BBIMONHAET mnpaBuibHO 51-70% TecTOBBIX 3amaHui, TO €My BBICTABISETCS OLEHKA
«yIOBIIETBOPUTEJIBHO», €CIIU CTYAEHT BBINOJHAET NpaBuibHO 71-85 % TecTOBBIX 3afaHMii, TO
€My BBICTaBJISIETCSI OLIEHKA «XOPOLIO»; €CNIU CTYJIEHT BbINOIHsET npaBuibHO 86-100% TecToBbIX
3aaHUM, TO €My BBICTABIISIETCS OLIEHKA «OTJIUYHOY.

Kputepuu orieHKH KOHTPOJBHBIX PadOT CTYAEHTOB 3a0YHOT0 00y YeHMS:

«3a4TeHO» CTaBUTCS, €CJAM KOHTPOJbHas paboTa BBITONHEHA B CPOK, He Tpelyer
JOTMOJHUTENHPHOIO BPEMEHM Ha 3aBepIleHHe, KOHTPOJbHAs padoTa BBIMNOJHEHA TMOJHOCTHIO!
JaHbl OTBETHI HA BCE BOIMPOCHI, MMEIOIIHECS B KOHTPOJNBHOU paboTe; 0e3 MOMONHUTENbHBIX
HOSICHEHUH HUCMOJIB3YOTCA 3HaAHHWs, MOJYUYCHHBIC MIPU U3YUCHUUN JUCHUILIWH, AaHbI CCBIJIKHM Ha
UCTOYHUKH MHYOPMALIMN U pecypchl ceTu MHTepHeT, NCTIONb30BaHHbIE B padoTe; KOHTPOJIbHAS
paborta akkypaTHO OpOpMIICHA;

«He 3auTeHO» CTaBHUTCS, €CJIM KOHTPOJIbHAS padoTa HE BBINIOJHEHA B YCTAHOBJICHHBIN
CPOK, TMPOAEMOHCTPUPOBAHO TOJHOE Oe3pasnmuue K pabore, Tpedyercs MOCTOSHHAS
KOHCY JIBTAI[HsI JJIsI BBIMOJIHEHHSI 3aIaHUSI, B KOHTPOJBHOU paboTe MPUCYTCTBYET OOJIBINOE YHCIIO
OH.II/I6OK; HE IMOJHOCTBIO WIHN C OH_II/I6KaMI/I PEUICHBI 3aa4U, JaHbl HCTIOJIHbBIC NI HEIIPABUIIBHBIC
OTB€TBI Ha MNOCTABJICHHBIC BOIPOCHI, OTCYTCTBYIOT CCBLJIKM Ha HCTOYHHUKU I/IH(bOpMaL[I/II/I n
pecypcbl cet MHTepHET, HCMONb30BaHHBbIE B paboTe; KOHTPOJbHAs paboTa BBIMOJHEHA C
HApYIIEHUSIMH; KOHTPOJIbHAsE padOTa BBIIIOJIHEHA MO HEMPABWILHO BHIOPAHHOMY BapUaHTY.
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