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OobopoTHasi cTOPOHA TUTYJBHOTO Jucta PITY /]

I. PaGouasi mporpamMma nepecMoTpeHa Ha 3acelaHUH Kadeaphl:

IIpoTokomn oT « » 20 1. Ne

3aBenyrouuii kadenpoi

(moamuce) (H1.0. ®amumnus)

I1. PaGouasi nporpaMMa nepecMOTpeHAa HA 3acelaHMN Kadeapsl:

[IpoTokoi oT « » 20 1. Ne

3aBeayrouuii kadenpoi

(oamch) (1.0. damwmms)



AHHOTauMs K pado4eii mporpaMMe IUCHUAIINHBI
«/lesroBO# aHTIIMUCKUN B cepe rocyJapCcTBEHHOI0 M MyHUIMNIAJIBHOTO
HAMPaBJIECHUSD))

JucnuminHa «JlenoBoi aHrIMHCKUiD)y TpeaHa3HadeHa g OakaliaBpoB,
oOyuaromuxcst 1mo HampapieHuto moaroroBku 38.03.04 «['ocymapcTBeHHOE U
MYHULIMIIAIBHOE yHpaBieHue», npoduin «l'ocynapcTBEeHHOE U MYHHUIIMITAIBHOE
ynpasieHue», « MyHUIMIATbHOE YIPaBIECHUE», OUHOM/3a0uHOM (popM 00ydeHHMS .

Jucuumimaa  «JIenoBOM  aHTIMKUCKUN»  SBJISETCS COCTAaBHOM YaCThIO
OCHOBHOM NpoQecCHOHANbHON 00pa30oBaTeNbHON MPOrpaMMbl TEPBOTO YPOBHH,
BXOJAUT B BapHAaTUBHYIO YacTh MPOTrpaMMBbl OakanaBpuata, OTHOCHUTCS K
JTUCHUIUIMHAM TI0 BBIOOPY.

Tpyn1oeMKOCTh JUCHUIUIUHBI COCTaBJISIET YETHIPE 3aYeTHBIX eauHul, 144
akajgemMudyecknx dyaca. OOydeHHE OCYIIECTBISETCS Ha TMPOTSHKCHUH CEIbMOTO
ceMecTpa 4eTBepToro Kypca OakanaBpuara. @opma MpOMEKYyTOUHON aTTECTAINH:
3a4erT.

JucoumniauHa «JleoBol aHIIMHMCKUM» CBS3aHA C 0a30BOM AUCHMILIMHON
nporpaMmMmbl  «MTHOCTpaHHBIN $3BIK», @ TaKK€ BapUATHUBHBIMM JAUCHUTUIMHAMMU
«MHOoCTpaHHbIl s3bIK B mpodeccuoHambHON cdepe» U «JloKyMeHTallMOHHOE
obecrieueHne ToCyJapCTBEHHOTO M MyHHUITUITAIBHOTO YIIPABICHUS .

Conepxxanue JHUCUUIUIMHBL  «Jl€JTOBOM  aHTIIAMCKHIN OXBATBIBAET
CICAYIONIMI KPYr BOMPOCOB: MyOJUYHBIE BBICTYIUICHHS, y4acTHE B JEJIOBBIX
COBEIIAHUSIX, 00IIeHUE 10 TenaedOoHy, MEPETOBOPhI, COCTABICHUE JICJIOBBIX MUCEM
U JJOKYMEHTOB, HalMCaHWE aHHOTAIMK CTaThbU U T.1.

dopmMaMU TEKYIIETO M MPOMEXKYTOYHOTO KOHTPOJS PE3yJbTaTOB PadOThHI
CTYJCHTOB SIBJISIFOTCS TMHUCBMEHHBIE TECThl W TecThl B LMS, nuckyccum mno
M3y4yaeMbIM TEMaM, BBICTYIUICHHUS C JOKJIaJaMHU/COOOIICHUSMH, IPE3CHTAINH,
HaMMCaHUE MMCEM, COCTABJICHUE JICJIOBBIX IOKYMEHTOB.

ea» — ¢opmupoBaHue CIOCOOHOCTH K CBOOOJHOW HAydyHOH U
npodeccuoHanbHON KOMMYHUKAIIUKA B MHOSI3BIYHOM Cpejie.
3agaum:

® BBIPA0OTATh HABBIKM AYJUPOBAHUS: HAYYWUTh CIylmIaTh WHGOPMAIMIO Ha
AHTJIMICKOM $I3BIKE M BOCTIPOU3BOJAUTH €€ B 3aBUCUMOCTH OT MOCTaBJIEHHOU
3aJ1a4u OOIICHMS,

® BBIPA0OTATh S3BIKOBBIE U PEUYEBHIC HABBIKM B IMPOM3HOIIECHWU, YTEHUH, a
TaK)Xe TPaMMAaTHYECKH MPaBUILHOM O(DOPMIICHUH YCTHOW PEYU: MOHOJIOT —
MPOCTOE OMUCAHUE, TUAIOT — HHTEPBBIO;

® BBIPA0OTATh TEXHWKY YTCHHS: Pa3BUTh y CTYJACHTOB yMEHHsS Oe€ryo, ¢
MOJIHBIM OXBAaTOM COJCP>KaHUS YUTATh TEKCT, MMOCTPOCHHBIM HA 3HAKOMOM
JIEKCUKO-TPaMMaTUYE€CKOM MaTepHae,

e cdhopmupoBath opdorpapuyeckre HaBbIKH,

e chopMUpOBaTh NMPE3ECHTAIIMOHHBIC HABBIKH;

e chopMHUpPOBATH YMEHHS W HABBIKM YYacTHS B JICJOBBIX COBEIIAHUSX Ha
AHTJIMMCKOM SI3BIKE;



e chOpMHPOBATH HABBIKK BEJICHHMS JIETTOBOW KOPPECTIOH ICHIINH;
e chopMHPOBATH HABBIKK OOIIEHUS MO TeJaedOHY Ha aHTJIMICKOM SI3bIKE;
e chOpMHPOBATH HABBIKHM YYaCTHS B JACJIOBBIX IIEPEroBOpax.

JIns yCIelmHoro M3y4YeHUsl TUCHUIUIMHBI «/lemoBol aHrmuiickuii B cdepe
roCyAapCTBEHHOTO M MYHHUIIMITAJILHOTO YIPABICHUS» Y OOy4YaromMXCA AOJKHBI
OBITH CHOPMUPOBAHBI CIEYIOUTUE TTPEIBAPUTEIBLHBIE KOMIIETECHIUU:

® [OHMMAaHHE OCHOBHOU HJIeH HEAalITUPOBAHHOTO TEKCTA;
e yMEHHE y4yacTBOBaTh B He(hOpPMaILHOM pPa3roBOpE C HOCUTENEM f3bIKa 0e3
3aTpyIHEHHM JJIs1 ce0s ¥ mapTHEpa;
® yMEHHE BbIpaxkaTh MbICIU 3((HEKTUBHO B MTUCBMEHHOM (opMme.
B pesynabraTe u3ydeHUs JaHHOM JUCHUIUIMHBI Y  OOyYaroluxcs
bopmupyroTcs CIICAYIOIINE obmenpodeccuonanbHbIe/TIpodheCCHOHAIBHBIC
KOMITETEHIIUU (DJIEMEHTHI KOMITETEHIIUH).

Koa u (popmyinpoBka dTanbl GOPMUPOBAHMS] KOMIETEH N
KOMIIETEeHIIHH
OIIK-4, criocoOHOCTh | 3HAET JIEKCHYECKUH M TPaMMaTHYECKMI MUHHMYM, (POPMBI
OCYIIECTBJISATH JETOBOE JIENIOBO  KOMMYHHUKAIlWM,  TIpaBWia  JIEJIOBOTO
OOIIEHHE U YOINYHBIE IPOTOKOJIA, ~OTallbl  COBEIAHUHA M  [EPErOBOPOB,
BBICTYIUICHUSI, BECTH CTPYKTYpPY NpE3CHTALMH, CTHUIM W BHIBI CIy>KeOHOU
[IEPETOBOPBI, IIEPENUCKY,  TPUHIUIBI  BeleHus  O(PQPEKTHBHBIX
COBEIIAHUS, JIETIOBBIX  TIEPETOBOPOB, npasmwia  TeNehOHHOTO
OCYIIECTBIISATH STUKETA, PaBUJIa IPOBEICHHS COOECEIOBAHMUS
ACTOBYIO IEPCIMCKY U | ypeer y4acTBOBATh B JIEIOBOM KOMMYHHKALIUH, IIPUMEHSTH
HOANCPIKUBATD npaBWja  JIEJIOBOTO  NPOTOKOJIA,  HMCIOJIb30BaTh
SJICKTPOHHBIC IPHUHIIUAIB aKTHBHOTO CIYIIAHHS, KOHTPOIHPOBATH
KOMMYHHKALIN XOJI pasroBOpa, YIPABIATH AyJHUTOPUEH, YBIEKaTh U
BIIOXHOBJISATH €€,  IOJJICPKHBATh XOpOLINii
BU3YyalbHBIH KOHTakT C IapTHEpOM/ayJUTOpHEH,
JIEMOHCTPUPOBaTh  MPHEMBI, HCIONB3YIONIHECS B
IPE3EHTAIUSX, COCTABIATH JIEJOBBIE JIOKYMEHTHI B
HY)KHOM CTHJIE, pacrojiararb 4YacTd [HCbMa B
JIOTHYHOM TOPSIZIKE, IPABUIILHO UCIIONB30BATh MIPHQT,
MHTEPBAJIBI U OTCTYIIbI
BIIAJICET KYJIBTYPO#l I€T0BOr0 OOIIEHHS, MPO(ECCHOHATBHO-
3HAYUMBIMH KQUeCTBAMU: KOMMYHUKAOEIBHOCTS,
TOJIEPAHTHOCTh, O0BEKTUBHOCT, JIEMOKPATHYHOCTD,
YBEPEHHOCTh B cebe
3HaeT KOPIIOPATHBHbIE U HH()OPMAIIMOHHBIE CHCTEMBI U 0a3bI
JIaHHBIX, CTPYKTYPY, IPUHIIUIIBI pa0OTHl U OCHOBHBIE
I1K-9 CIIOCOGHOCTH BO3MOXKHOCTH IBM
OCYIIECTBJIATh yMeeT [PUMEHATH HH(POPMAIIMOHHBIE TEXHOJIOTHHU JUIS
MEKJINYHOCTHBIE, pEIICHUsI YIPABIEHYECKHX 3a/1a4 COOTBETCTBYIOIIHX
IPYIIIOBbIE u OpraHoB BJIACTH W OPTaHU3AIMH, OCYIIECTBIISATH
OpraHU3alMOHHbBIE TEXHOJIOTHYECKOE 00ECTIeUeHUE CITy:KeOHOM
KOMMYHHKAIUH JEATENLHOCTH CIIENUAIMCTOB, COOMPATh,
00pabaTbIBaTh U aHAJTM3UPOBATH HH(POPMALIHIO.
BJIAJIEET MakeToM O(UCHBIX MPOTPaMM JjIsl pabOTHI C JEITOBOU




nH(popMalelr 1 OCHOBaMH CETEBBIX TEXHOJIOTHI MpH
cbope u 06paboTke HH(OPMAIMU U YIaCTHS B
nH(pOpMaTU3ALNU ACSITETbHOCTH.

s hopMupoBaHMS BhIIIIEYKa3aHHBIX KOMIIETEHIIUM B paMKax JUCIUTIIAHBI
«JlemoBol  aHTIIMMCKUI» MPUMEHSIOTCS  CICAYIOIIME METOJbl aKTUBHOTO/
WHTEPAKTUBHOTO OOYyUYCHUS:

® poJIeBas UTPa;
JTUCKYCCHS;
KeHc/nuiaemMma;
MIpe3CHTAIHU;
MO3TOBOM IITYpPM.

|. CTPYKTYPA U COJEP)KAHUE TEOPETUUYECKOM YACTH KYPCA
Jlekuum (HeT)

1. CTPYKTYPA U COAEP KAHUE NIPAKTHYECKOHN YACTH
KYPCA
JlabopaTopHblie 3aHATHS
(18/12 uacoB, B TOM uncJie ¢ ucnojn3oBanueM MAO 9/0 yacoB)

JlaGopaTopHoe 3ansaTHe 1. CTpyKTypa U CTHIb JAeJ0BOro nuchbma (2 yaca, u3
Hux 1 yac MAQO)
1. CDYHKI_[HHZ IIPUBCTCTBUC, HAYAJIO IIMCbMA, 3aBCPIICHUC ITMCbMA, ITPHUKPCILJICHUC
(haioB, MOAMKUCH.
2. Peuesnie kiuie: [IpusercrBue: Dear Sir or Madam. To who it may concern.
Hello. Dear Mr, Mrs, Ms ...Dear John. Hello Pat. Hi Mary. Hey John. Mira.
Dear all. Hi everyone. Hauano mucema: Thanks (very much) for your email. This
i1s to say thanks for your email. I’'m (just) writing to clarify/follow up on/
let you know/reply. 3aBepirenne nucema: | look forward to hearing from you/to
your reply. Hope to hear from you soon. I’d appreciate a reply asap. Do not
hesitate to contact us if you need any assistance. Feel free to get in touch...
If you have any other questions / if you need more help/ with any questions. Let
me know if you need anything else/if | can help you further. IIpukperienue
daiinoB: I’'m sending you/attaching ...I’ve attached ... Please find attached ...I’'m
sending you the price list/document as an attachment. ITogmucs: Yours sincerely.
Kind/best regards. Regards. Best wishes. All the best. Best. See you (soon). Take
care. Bye (for now) [just the name or initials] u T.x.
3. TumoBele 3amaHus. ONpPEACIHTE KaHP NMHUCHhMa, HahauTe opdorpaduueckue
OMUOKK W OMMOKM B TYHKTYyallMd, COOTHECUTE (POpMajbHBIC BBIPAKCHHS C
HeopMaTbHBIMK | T.I.
JlaGopaTopHoe 3ansiTue 2. Knaccupukanust ge10BbIx nuceM (2 yaca, U3 HAX
1 yac MAO)
@OyHKIMU: Mpockda, MHPOPMUPOBAHUE, Kanoba, U3BUHEHHUE, MOJTBEPKIACHHE,
MPCIIOKCHUC, IIPUTTIAIIICHUC, 6HaFOI[apHOCTB.



Peuerbie ximme: 1’d like to inform you of ... Just a few comments about your
last mail. I’'m writing to tell you about/let you know ... Just a note to say
...Here’s the low-down on ... Just to update you on ... FYI: This is to let you
now ... Hope this helps. Let me/us know if you need anything else. Have you ...
yet? Can you send ... to me by Friday, please? I need ... by Thursday. Please
get/keep in touch. Keep me posted. I’'m writing to complain (about ...). We’re
not happy with ... | was disappointed to find/hear ... I’m afraid that ...
Unfortunately, ... | do apologize for the delay in replying. Sorry for the delay in
getting back to you. Sorry this is so late. Sorry, I don’t know. I’m afraid I can’t
help you. We must apologize for ... We deeply regret ... My sincere
apologies (close). We apologize for any inconvenience caused. Please accept our
apologies. I’'mso sorry ... u T.x.

Tumosrle 3aJ1aHUd. pacCIoJIOKUTE TPCAIOKCHUA B  HYXKHOM  IIOPSAKE,
OIIPCACIINTE PCTUCTP HpGI[J'IO)KCHI/II?'I, 3aIIOJIHUTC IIPOIIYCKH, U3MCHHUTC ITMCHBMO,
cJIcJiaB TOH IMNChbMa 0oJIee BEXXIINBBIM U T.AO.

JlaGopaTopHnoe 3ansaTHe 3. OoMen nuHpopmanueii (2 yaca, n3 Hux 1 yac MAO)
@DYHKIMU: 3aMpOC, OTBET Ha 3aMpoc, COOOIIEHUE XOPOIINX HOBOCTEH, COOOIIIEHNE
IUIOXUX HOBOCTEM.

PeueBbie knmmie: I am interested in receiving/finding out ... | would like to
receive ... We would be grateful if ...Could/Can you please send me ...? Please
send me ...Would you be able to (help)...? Can you help? I'd appreciate a reply
asap. Thank you for your interest. I'm pleased to send you ... I’'m sending you
... (in an attachment). Please find the requested information attached. We hope
you find this satisfactory. We hope you are happy/satisfied with this. Thanks for
choosing ... Your request is being processed. We are working on your request. |
am/We are pleased to inform you ... I’'m happy to tell you ... You’ll be
happy/delighted to hear that ... We regret to tell/inform you ... ’'m sorry, but ..

[ am afraid that ... Unfortunately, ... u T.1.

Coxpamienus: & (ampersand), ad(vert), am, appt, asap, at the mo, eg, etc, ie, info
pls, pm, re, rep, rgds, w/e, wk, yr, Jan, Feb, Mar, Apr, May, Jun, Jul, Aug, Sept
Oct, Nov, Dec, FAQ, Thx u T.x.

TunoBesie 3amaHus. HANUIINTE MHCHMO C BOINpocaMH IO HUH(OpMaUu B
PCKIIaMHOM 6YKJ'IGT€, OTBCTHTC Ha ITUCBMO H T.A.

JlaGopaTopHoe 3ansitue 4. O6menne no teaedony. Hauano 3sonka (2 4gaca,

u3 Hux 1 yac MAO)

@DyHKIMU: OTBET HA BHYTPEHHUE U BHEILIHUE 3BOHKH, HICHTUPUKALIKSA,

0OBbsSICHEHUE MTPUYUHBI 3BOHKA, TPOChOa COCTMHUTD

Peuesnie kiumie: This is Leo Pearson from Griffin Plc. It's Steve Ronson (from)

AFS here. I'm calling about ... | have a question about ...I wanted to ask about

...Are you the right person to ask? Could | speak to Bob Little, please? Is Katja

there, please? Could you put me through to your accounts department, please?

Listen, Steve, I'm actually trying to get through to Paula. Is she there at the

moment? I'm afraid Ms Thomson is unavailable at the moment. She's on another

line/in a meeting/on a business trip. Would you like to leave a message for
her/him? Can | help at all?



TunoBele 3amaHus: pacnpenenutb (pasbl Ha (QopMmaibHble W HepOpMalbHBIE,
nmocjiymaTthb Auajaoru, 3ari0JIHATh Ta6JII/II_Iy nT.AO.

JlaGopaTopHoe 3ansaTHe 5. O0Men uHpopManueii mo rejedony (2 yaca, U3 HUX
1 yac MAO)

cDyHKHI/II/Ii CICOOBAHHC IIpaBHJIaM JCJIOBOTI'O0 JTHKCTA, CTPATCTUHM AKTHBHOI'O
CIymaHus, IIPOU3HCCCHUC CIIOKHBIX UMCH, LII/I(l)p, aJIpCCOB

Peuesnie xiumie: What was your question? | just wanted to check ... Could you
tell me what the price would be? Sorry, did you say 14 or 40? Let me just read it
back to you.

TunoBble 3afaHusl: TMOCTyHIaTh TeJIe(pOHHbIE 3BOHKH, HCIPABUTH OIIUOKUA B
3amucsx, nepedpasupoBaTh BBICKA3BIBAHMS, CIIETIAB WX MEHEE KaTErOPUYHBIMH,
IMPOU3HCCTH IJICKTPOHHLIC aJipcca U T.A.

JlaGopaTopHoe 3ansitue 6. [Ipuem 1 ocTaBieHne coodmennii (2 yaca, u3 Hux 1
yac MAO)

OyHKIMHU: MPUEM COOOIICHUH, OCTaBJICHUE COOOIICHUM, MPOBEPKa COOOIIECHUH,
CO3JaHHC COO6IH€HI/I5I JJI1 aBTOOTBETUHUKA

PeueBbie kiuie: Can | take a message? Would you like to live a message? Can |
have your name, please? Thanks for calling. I'll see that he gets the message. I'll
make sure that he gets the message.

Tumnossie 3aJaHUd. IIoCJIymaThb TGJIG(I)OHHBIG 3BOHKH, 3aIlucarTb COO6H1€HI/ISI,
OCTaBUTH COO6HICHI/I€ Ha aBTOOTBCTUHUK H T.H.

JlaGopaTopHoe 3ansitue 7. Hauajio nesoBoro cosemanusi (2 yaca, u3 Hux 1
yac MAO)

@OyHKIMU: NPUBETCTBUE YYACTHHKOB, NPEACTABICHUE TOCTEH, NPHUHECEHUE
W3BUHEHUH 32 OTCYTCTBYIOIIUX, (POPMYIUPOBKA LEIH COOpAHHUS

PeueBnie kimmie: It’s nice to see everyone. Thanks for being here today. I have
apologies from Tina and Bob. We’re meeting today to talk about ... Before we
begin, can | introduce Chris Hall to you all? Does everyone know Mary Norman?
TunoBsie 3aaHus TMOCTYIIATh BCTYMUTEIBHYIO peUb NpencenaTesns coopanus u
UCIIPaBUTh OMIMOKKM B MPEJIOKEHUAX, pa3ouTh (Qpa3pl Ha KaTEropuu B
COOTBETCTBUM C BBIMOJNHSAEMON (YHKIMEH, HamucaTh BCTYMHUTEIBHYIO peYb
npeaceaaTeNns COOpaHus Mo 3aMuCsIM U T.J.

JlaGopaTtopHoe 3aHsiTHe 8. YuacTHe B auckyccusix (2 waca, m3 Hux 1 gac
MAO)

OyHKIUU: TPOChObI MPOKOMMEHTUPOBATh, YTOYHEHHS, BBIPAXKEHUE COTJIACUsl U
HEcorjiacusa, BCKIIMBOC BCTYIUICHHC B JHCKYCCHUIO, BBIJIBHIXCHHC HpGlIJ'IO)KCHHfI,
BBICKA3bIBAHUEC MHCHUA

Peuersle kimmie: Sorry to interrupt you. | apologize for interrupting but ... Could |
come in here? Could | make a point here? Could | just comment on that? I'm afraid
| don't understand your point here. Are you saying that we should have invested in
new project management software? Do you mean that it was a mistake to lower our
prices? Is your point that we need to start production earlier than planned?
TunoBele 3amaHus: TOCITYIIATh dbparMeHT COBEIIaHUs, HANUTH pasHULly MEXIYy
crioco0aMu BCTYIUICHUS B TUCKYCCHIO, Tiepedpa3upoBaTh BHICKA3BIBAHMS, CIEIaB
HNX MCHCC KaTCTOPHUYHBIMHA, ITPOU3HCCTH 3JICKTPOHHEBIC aApcCa U T..



JlaGopaTopnoe 3ansitue 9. Bbioop kommpomuccHoro pemenusi (2 yaca, u3
Hux 1 yvac MAO)

cDyHKHI/II/IC 06CY>KI[€HI/IG Pa3HbIX BAPHUAHTOB, BbIABH)XCHUC, IIPUHATUC U
OTKIIOHCHUEC HpCI[JIO)KeHI/II\/'I, TOJIOCOBAHUE

Peuesnie xnmme: If the price is right, we'll be able to buy more. If you prepare
some different options for me, I'll compare the prices and specifications, then make
a choice. Could you deliver the system quickly if we gave you the order? We
would be prepared to pay more if we received a good level of service back-up.
Tumosrie 3alaHUA: 3aKOHYUTh MUHU-IUAIOTU PCUYCBBIMU KIIUIIIC, p336I/ITB (l)paBBI
Ha KaTerOPUU B COOTBETCTBUU C BHITIOJHACMON (DYHKIIMEH | T.1.

I1l. YYEBHO-METOIAMYECKOE OBECIIEYEHUE
CAMOCTOSATEJBHOMN PABOTBI OBYUAIOIIUXCSI

YyebHOo-MeToAMuECKOe oOecrieueHue CaMOCTOSITEIIbHON paboTHhI
o0yJaromuxcss M0 AWCUUIUIMHE «JleoBOM aHTIIMHCKUID)  NPENCTaBICHO B
[Tpunoxenuu 1 U BKIIOYAET B ceOsL:

TUTaH-Tpa(UK BHITIOJHCHHS CAMOCTOSITEIILHOW paOOThHI M0 AUCIUILINHE, B TOM
qrcyie IPUMEPHBIE HOPMbI BPEMEHH Ha BBITIOJHEHUE 110 KaKIOMY 3a/1aHUIO;

XapaKTEPUCTUKY 3aJaHUi JJISI CaMOCTOSITEIbHON pabOThl OOYYaIOIIMXCS U
METOAMYECKUE PEKOMEHIAINY TI0 X BBITOJIHEHHIO,

TpeOOBaHUS K  TPEACTaBICHUIO W O(QOPMIICHHIO  pe3yJbTaTOB
CaMOCTOATENbHON pabOTHI;

KPUTEPHH OIICHKH BBITOJIHEHUS CAMOCTOSITEIILHON paOOTHI.

IV. KOHTPOJIb JOCTUXKEHWS IIEJIEM KYPCA

Ne KonTponupyemble paznenst / TeMbl OneHouyHbIE CPECTBA
n/n JVCIIATUTHHBI TEKYIUI KOHTPOJIb IIPOMEXKYTOYHAs
aTTecTauus

1. | Temsr: I1P-1, Tecr,
1. CTpykTypa 1 CTWJIb J€I0BOTO YO-1, 3aJlaHA€  COCTaBUTh
MUCHhMA. YO-3, JIeNI0BOE MUCbMO/
2. Knaccugukanus 1e10BbIX HCEM YO-4 JIOKyMeHT/
3. OOmeH uHpopMaIHe. ITP-10, pasbIrpaTh pa3roBop
4. O6uieHue no tenedony. I1P-11, 1o tenedony/
5. [Ipuem u octaBneHue cOOOICHHM [1P-12 MO0Y4acTBOBAaTh B
6. Hasnauenwue BcTped. JTUCKyccuu/
7. Hauano nenoBoro coBemaHusl. BBICTYIIUTH B POITU
8. Yuactue B TUCKyCCHUSX. BEIyILEro COOpaHus
9. Be1OOp KOMITPOMHUCCHOTO peIIEHHS




Tumnosblie KOHTPOJIbHBIE 3a/1aHus, METOIUYECKUE MaTepualbl,
ONpEENSIONME MPOLEAYPhl OIEHUBAHUA 3HAHWM, YMEHUW M HABBIKOB M (WJIM)
OMbITAa JEATEILHOCTH, a TaKXKe KPUTEPUM M TOKa3aTelld, HEOOXOIUMBbIe IS
OLICHKM 3HAHWM, YMEHUI, HaBBIKOB M XapaKTEpU3YIOIIHUE ATarbl (POpMUPOBAHUS
KOMIIETEHIIUH B TIPOLIECCE  OCBOCHHS  OOpa30BaTENbHOW  IPOrPaMMBI,
npenacrasiieHsl B [Ipunoxenun 2.

V. CHUCOK YYEBHOM JIUTEPATYPbI © TH®OPMAIIMOHHO-
METOJUYECKOE OBECIHHEYEHHUE JUCHUIIJINHBI

OcHoBHast iMTEepaTypa

1. Iomog, E. B. Miscellaneous items. O6miepa3roBopHbIN aHTITUACKUN S3bIK

[DnexTpoHHbIH pecypc] : yuebHoe mocoowe / E. b. IlomoB. — 2-¢ u3n. —
DOnexTpoH. TeKcToBble naHHbIe. — CapatoB : By3oBckoe oOpazoBanue, 2019. —
132 C. — 978-5-4487-0457-4. — Pexum JIOCTyTIA:

http://www.iprbookshop.ru/79610.html

2. IlonoB, E. b. AHrauiickuii s3bIK [DJIEKTPOHHBIM pecypc] : ydeOHOe
nocobue / E. b. [TornoB. — 2-¢ u3a. — DIEKTPOH. TEKCTOBBIC TaHHbIe. — CapaToB
. By3oBckoe obpazoBanme, 2019. — 108 c. — 978-5-4487-0373-7. — Pexum
nocryma: http://www.iprbookshop.ru/79613.html

3. bonuna, M. B. Anrmuiickuii s361k. bazoseriii kypc = English. Basic course
[DnexTpoHHBIH pecypc] . ydeOHoe mocobume / M. B. Bomuna. — DJIeKTpoH.
TekcToBbIe naHHbIe. — CapatoB : A#t [1lu Op Menua, 2017. — 275 ¢. — 978-5-
4486-0009-8. — Pexwum moctyna: http://www.iprbookshop.ru/66630.html

4. Mepkynosa, H. B. Aarnuiickuii 361k B cepe ynpasienus / English for
Management [DnekTpoHHbIii pecypce] : yueOHoe mocodue / H. B. MepkymnoBa. —
DNEeKTPOH. TEKCTOBbIE JaHHbIe. — BopoHex : BOpOHEXCKHI TOCYyJapCTBEHHbIN
apXUTEKTypHO-cTpouTenbHbii yHUBepcuTeT, ObC ACB, 2016. — 124 ¢. — 978-5-
89040-582-1. — Pexxum moctyma: http://www.iprbookshop.ru/59141.html

5. MycaeB, P. A. JlenoBoil aHTIMUCKUI S3BIK TOCYJIapCTBEHHOTO U
MYHHIIMITAILHOTO CyXKalero [DaeKTpoHHbIH pecype] : yueOHoe mocobue / P. A.

MycaeB, D. M. MyprazuHa. — DJIEKTPOH. TEKCTOBbI€ JaHHbIE. — Ka3aHbp
KazaHcknii HallMOHANBHBIN MCCIEAOBATEIBCKUN TEXHOJIOTUYECKUN YHUBEPCHUTET,
2016. — 207 c. — 978-5-7882-1921-9. — Pexum pgocryna:

http://www.iprbookshop.ru/61841.html

JJonosHuTEILHAA JIUTEPATYpPA
1. Chapman R. English for Emails. — Oxford: Oxford University Press, 2011. —
61p.
https://www.twirpx.com/file/633406/
2. Frendo, E. How to teach business English / E. Frendo. — Harlow: Pearson
Education Limited, 2005. — 162 p.
https://www.twirpx.com/file/784480/



http://www.iprbookshop.ru/79610.html
http://www.iprbookshop.ru/79613.html
http://www.iprbookshop.ru/66630.html
http://www.iprbookshop.ru/59141.html
https://www.twirpx.com/file/633406/
https://www.twirpx.com/file/784480/

3.

Littlejohn A. Company to Company: A Task-Based Approach to Business
Emails, Letters and Faxes. — Cambridge: Cambridge University Press, 2008. —
129 p.

https://www.twirpx.com/file/877430/

Sylvie D. Teach Business English. — Cambridge: Cambridge University Press,
2006. — 370 p.
https://www.twirpx.com/file/2064946/

Ilepedyensb pecypcoB MH(OPMAIIMOHHO-TEJIEKOMMYHUKAIIMOHHOI CeTH

«HTEepHET»

1. http://www.alleng.ru/english/engl.ntm  —  YueOuble  MaTepmaibl IO
aHTJIMACKOMY $I3BIKY, CCBUIKM Ha y4eOHbIE CaliThl, OMOJIMOTEKH U CTIPABOYHUKU
U 1p.;

2. http://'www.english.ru/letter/letter.ntml — JlemoBsle M JWYHBIC MHCHhMa Ha
aHTJIUHCKOM SA3BIKEC,

3. http://www.homeenglish.ru/Grammar.htm — AHruiickas rpaMMaTHKa,
http://www.native-english.ru/grammar — I'paMMaTHKa aHTJIHHACKOIO S3bIKA;

5. http://www.lexicool.com/russian-dictionary-translation.asp - Pyccko-
AHTJIMICKHE CIIOBAPH U PECYPCHI;

6. http://www.businessenglishpod.com/ — Free weekly MP3 podcast ESL lessons
and audio;

7. http://esl.about.com/cs/onthejobenglish/a/a basbletter.ntm — Business Letter
Writing Basics.

8. https://www.englishclub.com/grammar/index.ntm — ABTOMaTH3UpOBaHHBIC
YIpaXHCHUS Ha TPaMMAaTHKYy.

9. http://www.englishpage.com/index.html — ABromaTu3upoBaHHBIC YIIPAKHEHHSI
Ha rpaMMaTHKy.

10. https://www.englishclub.com/grammar/index.hntm — Hrper Ha o0TpabOTKy

I'paMMAaTHUKH.

11. https://quizlet.com/BusinessEnglish FEFU — caiiT Ha TpEeHHpPOBKY CIIOB U

COCTABJICHHE CIIOBAPHBIX KAapTOYEK, BKIIOYACT (IIAII-KApThI, YIPaKHEHUS,
UTPBL.
Ilepeyenb nHGPOPMALUOHHBIX TEXHOJIOT U
U IPOTPaMMHOT0 o0ecrevYeHust

B mponecce OCBOCHMU JAUCITUITIINHBI HCIIOJB3YIOTCA CICayromme

WHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIE TEXHOJOTUHU: WH(DOpPMAIIMOHHBIE PECYPCHI
rinobanpHOi cetn MHTepHeT, cucrema ympaBieHuss oOydenuem Blackboard,
aynuodaiinel B hopmare MP3, Bumeodaiinel B dpopmare MP4, npesenTanuu B
PowerPoint, BukH, QOpPyMBbI, aBTOMAaTU3MPOBAHHBIC TECTHI, OHJAWH-UTPBHI,
DJIEKTPOHHAS MTOYTA.


https://www.twirpx.com/file/877430/
https://www.twirpx.com/file/2064946/
http://www.alleng.ru/english/engl.htm
http://www.english.ru/letter/letter.html
http://www.homeenglish.ru/Grammar.htm
http://www.native-english.ru/grammar
http://www.lexicool.com/russian-dictionary-translation.asp
http://www.businessenglishpod.com/
http://esl.about.com/cs/onthejobenglish/a/a%20basbletter.htm
https://www.englishclub.com/grammar/index.htm
http://www.englishpage.com/index.html
https://www.englishclub.com/grammar/index.htm
https://quizlet.com/BusinessEnglish_FEFU

VI.METOANYECKHUE YKA3AHUSA 11O OCBOEHUIO JTNCHUIIJIMHBI

Jnsg ontuMu3anuu  OOyYeHHS JUCIHUIUIMHE B CHCTEME YIPaBICHHUS
ooyuennem Blackboard Learn JAB®Y co3gan snekTpoHHBIA Kypc Business
Correspondence.

B pasnmene Materials for In-Classroom Activities pa3melniieH TeOpeTHUCCKHIA
MaTepuan IO JAEJOBOM NEpEenucKe, CIyKEOHOM TOKyMEHTaluud, OOIECHUIO IO
TenedoHy, NeTOBBIM coBellaHusM. PaboTa Haj TemMamMH Kypca OCYIIECTBISETCS
no3tamHo. Ha ~ O3HAKOMUTEIBHO-TEOPETHUECKOM  dJTaleé y  CTYICHTOB
AKTYATM3UPYIOTCS YK€ WMEIomuecss wWin  (GOpMUPYIOTCS TMepBOHAYAIBHBIC
NpeCTaBICHUS O JelI0BOi mepenucke. CTylIEeHThl YHTAIOT TEKCT W BBITIOJIHSIOT
TECT, OTBEYas Ha BOIPOCHI MO H3YYEHHOMY Marepuany. TecThl pa3MelieHbl B
paszzaene kypca Assessment and Evaluation.

Ha BTOpOM (pemnpoayKTHBHOM 3Tare) CTYACHTHI BBIMOIHIIOT YIPaKHEHUS
Ha OTpabOTKy CTaHJapTHHIX ¢pa3, pEUYCBBIX KIWIIE, a TakKkKe IPUEMOB,
UCTIONB3YIOMINXCS B pa3HbIX (hopMax JeIoBOM KOMMYHHKAIIMHM, B JIOKYMCHTE
dopmara Word u otnpanisiroT (aiia ¢ BBIMOJTHEHHBIMU 3aJaHusIMU oOpaTHO. B
TOM CJIy4ae HCIOJNb3YeTCs HMHCTPYMEHT cuctembl «Ha3HadeHus». JlaHHbIC
yIpaKHEHUs pa3MeEIIaloTcs TaKkke B paszaene Assessment and Evaluation.

OreHKH, TTOJTyYEHHBIC 3a TECTHI M YIPaKHEHUS, BBITIOJHCHHBIE B (opmaTe
«Ha3HaueHus», CTyJIEHTBI CMOTPSAT B IICHTPE OLICHOK Kypca.

B paszmene Announcements CTyIeHTbI YHUTAIOT TEKYIIUE COOOIIEHUS,
UMEIOIMEC OTHOIICHHWS K BBIMOJHCHHUIO 3aJlaHuid Ha CcaiiTe W ayJuTOPHBIM
3aHATHSAM. B JKypHayie CTYJICHTBI pa3MENIal0T OTBETHI Ha BOIPOCHI, 3aJaHHBIC
npernoaaBaTesieM, a TakKe MPU BO3ZHUKHOBEHWH KAKUX-TMOO TPYAHOCTEH 3a1atoT
€My CBOM BOIIPOCHI.

VIl. MATEPHAJBHO-TEXHUYECKOE OBECITEYEHUE
T CTUTIIAHBI

OdyHnamentanpHas OuOnmoreka JB®Y mnpemocrtaBisier  cTyaeHTaMm
HEOOXOUMYIO JUIsl MPAKTUYECKUX 3aHATHH U CaMOCTOSATEIbHON pabOThI MEYaTHYIO
uHpopMalMi0O B BHUAE YYEOHMKOB, CIPaBOYHOM JIMTEPATypbl, CIOBApEH,
MEPUOANKH, XyI0KECTBEHHON JIUTEPATYPHI.

JIns TpakTUYECKUX ayAUTOPHBIX 3aHATUA MCHOJIB3YIOTCS IPOEKTOPBI
Mitsubishi EW330U, npoekuuonnsie 3kpanbl Screen Line Trim White Ice,
nokyMeHT-kamepbl CP355AF  Avervision, MOJICHCTEMBI BHUICOKOMMYTAIIHUH,
ayIMOKOMMYTAllMH, 3BYKOYCWJIEHUS, a TaKXKe€ IIOJACUCTEMA HHTEPAKTUBHOTO
yIpaBJICHHUSI.



[Tpunoxenue 1

MUHHUCTEPCTBO OBPA3ZOBAHNS 1 HAYKU POCCUMCKOU ®EJEPALINA
denepanbHOE TOCYAapCTBEHHOE aBTOHOMHOE 00pa30BaTeIbHOE YUPEKICHUES
BBICIIIEr0 IPOPECCUOHATILHOTO 00pa30BaHUS

«/1aIbHEeBOCTOYHBIN (eepabHbII YHUBEPCUTED)
(ABDY)

HIKOJIA 9dKOHOMUKHA U MEHE/KMEHTA

YYEBHO-METOJINYECKOE OBECIHEYEHUE CAMOCTOSTEJIBHOU
PABOTbBI OBYYAIOHINXCA
10 JUCUUILINHE «/]eJ0BOM aHTJIUNCKUIN»

Hanpasiienue noaroroBku 38.03.04 IN'ocynapcTBeHHOE 1 MYHUIIUTIAJIbHOE
ylpasBJieHHe

podpuiab: «I'ocyrapcTBeHHAss 1 MYHULIMIIAJIBLHAS CJIyK0a»,
«MyHHMIMIIAJIbHOE YIIPABJICHHUE»
®dopMa NOATOTOBKH: OYHAs1/3204HAA

BaaauBocTok
2015



IInan-rpa¢guk BHIMOJTHEHHUSA CAMOCTOATEIbHONH padOThI MO IMCHMILIMHE

Ne Jara/cpoku Buj camocrosiTe/ibHOI padoThI IIpumepusbie | Popma
n/n | BLINOJHEHUS HOPMBbI KOHTPOJIsA
BpeMeHHU Ha
BbITIOJIHEHH €
1. JlaGopatopnas pabora 1. CTpykrypa u I1P-1,
Cenpmoli ceMecTp | CTHIIb JISJIOBOTO MHChMa. 12 yacos YO-3,
(1-18 nenenn) PaboTa ¢ OCHOBHOI 1 JONOIHUTENBHOM I1p-11
JUTEPATypPOH, BHITIOJTHEHUE TECTOB U I1P-12
3agannii popmara «HasHaueHue» B
cucteme Blackboard, o6men mucsmamu
B BUKH TPYIIIbI, TOJrOTOBKA
COOOIIIEHUH, TOTIOJTHEHHE CIIOBAPHOTO
3araca, COBEPIICHCTBOBaHUE
rpaMMaTHYeCKHUX HABBIKOB.
2. JlaGopatopHnas pabora 2. I1P-1,
Kiaccudukanms 1em0BbIX MUCeM. 12 yacos YO-3,
PaboTta ¢ 0CHOBHOI M JOIIOJIHUTEIIHLHOHN I1P-11
JUTEPATypPOH, BHITIOJHEHUE TECTOB U I1P-12
3amanuii popmata «Hasnauenue» B
cucteme Blackboard, o6men nmucsmamu
B BUKH TPYIIIIbI, TOATOTOBKA
COOOIICHHUH, MOTIOJIHEHHE CIIOBAPHOTO
3araca, COBEpIICHCTBOBAHUE
rpaMMaTHYECKHUX HABBIKOB.
3. JlaboparopHuas padota 3. OOMeH 12 gacos I1P-1,
uHpopMmaIuen. YO-3,
PaboTta ¢ 0OCHOBHOM U JOIIOJIHUTEILHON T1P-11
JUTEPATyPOH, BHITIOJHEHUE TECTOB U
3aganuii popmara «HasHaueHue» B
cucreme Blackboard, oOmen nucemamu
B BUKH TPYIIIBI, TIOATOTOBKA
COOOIICHHUH, MOMOJIHEHHE CIIOBAPHOTO
3araca, COBEPIICHCTBOBAHUE
rpaMMaTHYECKUX HABBIKOB.
4. JlaboparopHuas padota 4. O6menne mo | 12 wacon I1P-1,
tesnepony. Hauano 3Bonka. Pabora ¢ YO-3,
OCHOBHOM U JOIIOJHUTEILHON I1P-11,
JUTEPATyPOH, BHITIOJHEHUE TECTOB U I1P-12
3aganuii popmara «HasHaueHue» B
cucteme Blackboard, nomonnenue
CJIOBapHOTO 3amaca,
COBEPIICHCTBOBAHUE IPAMMATHIECKUX
HABBLIKOB.
5. JlaGopatopHas pabota 5. O6mMeH 12 yacoB I1P-1,
uH(popmanueit no tenedony. Padora c YO-3,
OCHOBHOM U JOTIOTHUTEILHOM I1P-11,
JIUTEPATYPOU, BEITIOJIHEHHE TECTOB U I1P-12

3amanuii popmara «HaszHaueHue» B
cucteme Blackboard, nomonnenue
CJIOBapHOTO 3amaca,
COBEPILIECHCTBOBAHKE TPAMMATHUECKUX
HABBIKOB.




JlaGopaTtopHas padota 6. [Ipuem u 12 qacoB [1P-1,
octapiieHue coobmeHuii. Pagora ¢ YO-3,
OCHOBHOM U JIOTIOJTHUTEIILHOM I1P-11,
JIUTEPaTYpO, BBITIOJIHEHHE TECTOB U I1P-12
3amanuii popmata «Hasnauenue» B
cucteme Blackboard, nomonnenue
CJIOBapHOTO 3amaca,
COBEpPIICHCTBOBAHUE I'PAMMATHYECKUX
HaBBIKOB.
[ecroii cemectp | JlaboparopHast padora 7. Hauamno 12 gacos I1P-1,
(1-18 memenn) IIEJTI0OBOro coselanusd. Padora ¢ YO-3,
OCHOBHOM M JOITOJHUTEIHLHOHN I1P-11,
JINTEPATYyPOM, BBIIOJIHEHUE TECTOB U [1P-12
3amanuii popmata «Hasnauenue» B
cucteme Blackboard, nomonnenue
CJIOBapHOTO 3amaca,
COBCPIICHCTBOBAHUC I'PaMMATUYCCKUX
HaBBIKOB.
JlaboparopHnas pabota 8. Yyactue B 12 gacos I1P-1,
nucKyccusax. Pabora c ocHOBHOM U YO-3,
JIOTIOJTHUTEIBHOM JIUTEPATYPOH, I1P-11,
BBITIOJTHEHHUE TECTOB U 3aIaHUI I1P-12
dopmara «HasHauenue» B cucreme
Blackboard, nomnonuenue ciioBapHOro
3amaca, COBEPIICHCTBOBAHUE
rpaMMaTHYECKUX HABBIKOB.
JlaGopaTtopHas pabora 9. Bribop 12 gacos I1P-1,
KOMIIPOMUCCHOTO pemienust. Pabora ¢ YO-3,
OCHOBHOM U JIOTIOJTHUTEIILHOU I1P-11,
JUTEPATYPOH, BBIIIOJIHEHUE TECTOB U I1P-12
3amanmii popmata «Hasnauenue» B
cucteme Blackboard, nononnenue
CJIOBapHOTO 3amaca,
COBEPIICHCTBOBAHUE IPAMMATUYECKUX
HaBBIKOB.
Hroro: | 108 yacos




PexoMeHaluM 110 CAMOCTOSAITEIbHOM padoTe CTYAeHTOB
Bunamu camocrositenbHOW — pabOThl  00y4aromuxcsi MO JUCIUIUIMHE
«J1e710BOM aHTIIUMCKUI SBIISIFOTCS CIEIYIOIIUE:
1. PaboTta ¢ OCHOBHOM U JIONIOJTHUTEILHOM JIUTEPATYPOI.
2. BeimosHeHue TecToB U ynpaxaeHui B cucteme Blackboard.
3. Pabota B BUKH rpyIIIBL.
4. TloaroroBka cOOOIIEHUI MO TEME.
5. CocraBnieHue nuceM, AeJIOBbIX JOKYMEHTOB, PE3IOME.
6. [lonosiHeHUE CIOBapHOrO 3amaca.
7. CoBEpIIEHCTBOBAaHUE IPAaMMAaTHYECKUX HABBIKOB.
IToaroroBka cooO0IeHnii Mo TeEMe
B Xoze BBINIONHEHMS JAHHOTO BHJA PaOOTHI CTYJEHTaM PEKOMEHAYETCS HE
COCTaBJISITH COOOIEHWE HA PYCCKOM S3bIKE W TIOTOM NEPEBOJUTH €ro Ha
aHrnuiickuii. HamOonee ymauyHbIM BapuUaHTOM SBJISETCS TOMCK HHTEPECHOTO
MaTepuasga Ha aHTJIMICKOM s3bIKe B MIHTEpHETE ¢ MOCIenyonend ero ajanTainuen
(ynpouieHueMm) oJl ypoBeHb OJHOKYPCHUKOB. Bce coolienns yuarcs HauzycThb.
[TockonbKy OJIHOM U3 3ajad OpraHU3alMid CaMOCTOATEIHLHON pPadOThI
CTYACHTOB sBiAeTCA (popMHpOBaHUE CHIOCOOHOCTHM K  HENpPEPhIBHOMY
camooOpazoBanuto, CPC Bkirouaet paboTy HaJ paclIMPEHUEM CIOBApHOTO 3araca
Y COBEPILIEHCTBOBAHHE TPAMMATUUYECKUX HABBIKOB.
IHomo/iHeHHe CJI0BApPHOIO 3amaca
JIns  wW3ydeHHsI JIEKCHKM UCIOJb3YETCs CaluT, Ha KOTOPOM MOKHO
TpeHUpoBaTh creumHr (opdorpaduio), TPOU3HOIIEHWE U YYUTh CJIOBa C
MIOMOIIIBIO KapTouek u urp: https://quizlet.com/.

CTyneHTbl MOTYT CaMU CO3/1aBaTh CJIOBapHbIE KapTOYKH, 3alUChIBas OIHO
CJIOBO WJIA HECKOJIbKO OJJTHOKOPEHHBIX CIIOB, CIEAYS CIECIYIOIINM PEKOMEHIAIHIM:

1. HanumuTe riaaBHOE CJIOBO OOJbIIMMHM OykBamu BBepxy. [loa cioBom Bbl
MO>KETE 3alMChIBAaTh APYTYIO MOJE3HYI0 MHPOPMALIMIO: TIEPEBOJI, TPOU3HOILLIEHUE,
yAapeHue, mpuMepbl ynoTpeOieHus,, aHTOHUM | T.J. BBl MO)XeTe BO3BpAIIaThCs K
KapTOYKE CHOBA M CHOBA, JIOTMCHIBAsi HOBYIO HH(OpMAIIHIO.

2. Hanumwute OCHOBHYIO T€MYy B IIEHTPE W 3alUIIUTE BCE CJIOBA MO TEME

BOKpYT.


https://quizlet.com/

password keyword

3. PacnpezermTe CJIOBA I10 KAaTCropusaM B COOTBCTCTBHUU C YaCTBIO PCYUH.

Noun Verb Adjective Adverb

4. HanummuTe CIOBO B IIEHTPE LIBETKA. 3alUIIUTe APYTryro uHopMaimio oo
TOM CJIOBE B KaXXJOM M3 YETHIPEX JICTIECTKOB, HAaNpUMEp, 3HAUYCHHUE, YAapEHUE
WJIY POU3HOIICHHUE.

netw
of computsr
systems around - IN-ter-net
thc world that ',' .

allow information
mhange / \ /
_/
-,

l ¥
internet
//” \ / \
noun ’ 'I. compare with /
intranet'

\/\

CoBepuieHCTBOBAHNE TPAMMATHYECKUX HABBIKOB

Pabora Hajg rpaMMaTUKOMN OCYIIECTBIIAETCS C ITOMOIIIBIO
aBTOMATH3UPOBAHHBIX YNPAXXHEHUW, TECTOB M Wrp oHlailH. COOTBETCTBYIOLIUE
pecypcehl TpUBEAEHBI B siTOM pazaene PITY /.

Kputepun OIIEHKH BBIOJHECHHUSI CaMOCTOSATEIIBHOM PaOOTHl IPHUBOIATCS B
[Tpunoxennn 2 «PoHA o1leHOYHBbIX cpeact» PITY /1.



[Tpunoxenue 2

MUHUCTEPCTBO OBPA3OBAHUS M HAYKU POCCUMCKOM ®EJEPALIMNA

denepanbHOE TOCYAaPCTBEHHOE aBTOHOMHOE 00pa30BaTeIbHOE YUPEKICHUES
BBICIIIET0 POQECCUOHATILHOTO 00pa30BaHUS

«/{aJabHEeBOCTOYHBIN (eepabHbIN YHUBEPCUTET»
(ABDY)

HKOJIA 9dKOHOMUWKHU U MEHEJIZKMEHTA

®OHA ONEHOYHbLIX CPEIACTB
10 JUCUHUILIHHE «/]eJJI0BOM aHTJIHNCKUIN»
Hanpasiaenue noaroroBku 38.03.04
TI'ocynapcTBeHHOE M MYHHIIUTIAJIbHOE YIIPaBJIeHHE

IMpodpuiab: «I'ocyrapcTBeHHAss U MYHHMIMNIAJIbHAS CIyK0a»,
«MyHMIIUTIAJIbHOE YIIPABJICHHE)
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IMacnopt ®OC

Kox u ¢popmysmpoBka dtanbl GOpMUPOBAHUS KOMIIETEHIIUN
KOMIETEeHIUH
OIIK-4, ciocobHOCTh | 3HAeT JIEKCUUECKUH M TPaMMaTHYECKUl MHUHUMYM, (OPMBI
OCYIIECTBIISITH IEIIOBOE JeTOBO  KOMMYHHMKAalMM,  TpaBWia  JIEJIOBOTO
OOILIEHHE U ITyOJINYHBIC OPOTOKOJIA, JTalbl COBCUIAHWH W TEPEroBOPOB,
BBICTYIUICHHS, BECTH CTPYKTYpy NpE3EHTallMH, CTWIA W BHUIBI CIyKEOHON
MIEPETrOBOPBI, NEPENUCKH,  NPUHIMIBL  BEACHUS  A(PPEKTHBHBIX
COBCIL[aHNUS, JIETIOBBIX ~ TIEPETOBOPOB, npaBwia  TeNeGOHHOTO
OCYIIECTBIISATH ITUKETa, IPaBUJIa IPOBEJICHUSI COOECEIOBAHUS
ACTIOBYIO IEPCIMCKY U | ypeer y4acTBOBaTh B JE€JIOBOH KOMMYHHMKAIIUH, PUMEHSATEH
HOANCPIKUBATD npaBuja  JEJIOBOTO  NPOTOKOJA,  HCIOJb30BaTh
SJICKTPOHHBIC [PHUHIIUAIB aKTHBHOTO CJIYIIAHWS, KOHTPOJIHPOBATH
KOMMYyHHKAILIH XOJl Pa3sroBopa, YIPaBJIATh ayAUTOPUEN, YBIEKATh U
BIOXHOBISITH €€,  IOJJICPKUBATH XOPOIIHIA
BU3yaIbHBId KOHTaKT C IapTHEPOM/ayIUTOPHEH,
JICMOHCTPUPOBATh  MPHUEMBI, HCIOJb3YIOIINECS B
NpPE3EHTAlsIX, COCTABJATH JICNOBBIE JOKYMEHTHI B
HY)KHOM CTHJIe, pacmojaratb 4YacTH IUCbMa B
JIOTUYHOM HOPSIJIKE, TPABUIILHO MCIIOIB30BaTh IPUPT,
UHTEPBAJIBI U OTCTYIIBI
BJIaJIceT KyJbTYpOUi JI€TIOBOI0 OOLICHHUS, TPOPECCUOHATBHO-
3HAYMMBIMH Ka4eCTBaMHU: KOMMYHHKA0EIbHOCTB,
TOJICPAHTHOCTh, O0bEKTHBHOCTD, IEMOKPATHYHOCTb,
YBEPEHHOCTH B ce0e
3HaeT KOPIOPAaTUBHBIE M HHPOPMAIIMOHHBIE CHCTEMBI U 0a3bl
JIAHHBIX, CTPYKTYPY, IPUHIIMITBI PA0OTHI U OCHOBHBIC
BO3MOXXHOCTH DOBM
TTK-9 crocoGHocts | YMEET NPUMEHSTh HHPOPMAIIMOHHBIE TEXHOJIOTHH JIJISI
OCYIIECTBIATS PEILCHHS YIPABIICHIECKHX 3312 COOTBETCTBYIOLINX
MESKITHIHOCTHBIE, OpraHoB BIACTH M OPraHN3alNi, OCYIIECTBIATS
TEXHOJIOTHYECKOE 00ECTICUeHHE CITYyKeOHOM
IPYIIOBBIC u
JIeATENILHOCTH CIIEUaIICTOB, COOUPATh,
OpraHM3alOHHbIE
KOMMYHHKALH 00pabatbIBaTh U aHAIM3UPOBATH HHPOPMALIHIO.
BJIAJIEET MaKeTOM O(UCHBIX IPOrpamMMm Jijisl paboThI € J1EI0BOI
uH(pOpMaIHeil 1 OCHOBAMH CETEBBIX TEXHOJIOTUH MpH
coope u 00paboTke nHGOPMaAIIUU U Yy4acTus B
UH(pOpPMaTHU3aINH AEATEILHOCTH.
Ne KonTtpommpyemsie pa3aessl / TeMbl JUCIUTLTHHEL O1eHOYHBIE CPeNICTBA
n/n TEeKYIIUN IIPOMEXKY-
KOHTPOITh TOYHas
aTTecTarus




1. | Tewmsr:

. CTpyKTypa 1 CTUIIb 1€JI0BOTO MUCHMA.
. Kimaccudukanus nenoBsix nucem

. Obmen nH(popMaIHEH.

. O6menue no tenedony.

. [Ipuem u ocraBieHre COOOIICHMIA

. Haznauenwue Bctpeu.

. Hauano nenoBoro copemanusi.

. Y4acTue B AUCKYCCUSX.

. BBIOOp KOMITPOMHUCCHOTO perIeHHs

O© 00 N O O & Wi~

I1P-1,
I1P-10,
I1P-11,
I1P-12,
YO-1,
YO-3,
YO-4

Tecr,
3a1aHNE
COCTaBHTh
JIETI0OBOC
MMHCHEMO/
JTOKyMeHT/
pasbpIrpaTh
pasroBop 1o
tenedony/
MOYy4acTBO-
BaTh B
TUCKYyCCU/
BBICTYITUTH B
poJun
BEJIYILIETO
cobpanus

HIxayia oueHuBaHUs YPOBHA ¢POPMUPOBAHHOCTH KOMIIETEHIIMH 10

aucHMIInHe «/les10BoM aHIIMICKUH A3bIK B c(pepe rocy1apCcTBEHHOI0 U

MYHUIMIIAJIBHOI'0 YIIPABJICHU

Koa n 9Tansl KpHUTEpUM NOKA3AaTeJH | OLCHOYHBIE
(popmympoBka | popmupoBaHus cpeacTsa
KOMIIETEeHI[HI KOMIIETEeHIIHH
OIIK-4, 3HaeT JIGKCHUYECK | YMeHHne Cnoco6nocts | I[TP-1,
CIIOCOOHOCTh (mopor | witu OTIPENIETTUTh camocrosTen | VO-1,
OCYIIECTBISTh OBBIH rpaMMaTHy | PeTUcCTp BHO VO-3,
JIeJIOBOE YPOBEH | €CKUi KOMMYHHKAIM | TIOJOUPATh VO-4
oOI1IeHNe U b) MUHUMYM, | U, BEIOpATh SI3LIKOBBIE
My TMYHBIC hopMbI MpaBUIbHBIC BBIPAXKCHUS,
BBICTYIUICHUS, JICIIOBOM BapHaHTHI IpaMOTHO
BECTH KOMMYHHK | JICKCUKU U BBICTPanBaTh
MEPETOBOPHI, aIuu, rpaMMaTHKU MPEII0KEHU
COBEIIAHUS, npaBuiia u3 Habopa s,
OCYIIECTBIISATh JIETIOBOTO | MPEIOKEHHBI | UCIIOB30BaT
JIETIOBYIO MIPOTOKOJIA | X, COOTHECTH b
MEPETUCKY U , OTaIbI CTaHJApPTHYIO | CTaHJApTHHIE
MOJ/IEPKUBATH coBeliann | ¢pasy u ¢bpassl 1
ANEKTPOHHBIC uu pedeBoe peueBbie
KOMMYHHKAITUU TIEPEroBOp | KITUIIIE C KJIUIIE B
OB, byHKIHEH, COOTBETCTBU
CTPYKTYPY | MEPEUYHCIUTH U C peveBoi
mpe3eHTar | OTINYHS 3ajadent u
WU, CTWJIA | TICPETIHCKH B KYJIBTYpOi
U BUJIBI pa3HbIX PEIUINHNEHTA,
CIy’)KeOHO | KyJIbTypax u HCIIOJIb30BAT




v

i T.I. b TIPUEMBI
NEPENNUCKU JUIIOMAaTUU
, U T.J.
TPUHLUIIBI
BEJICHUS
adexTrn
HBIX
JIETIOBBIX
HEperoBop
OB,
npaBuia
TenedoHHO
ro
ITUKETA,
npaBuia
IPOBEJCHU
b
cobecenoB
aHus

yMEET | yyacTBOBa | YMeHue Cnocobnocts | ITP-10,

(npoaB | Tb B UCIOJIb30BaTh | CIIEJOBATh I1P-11,

HWHY- JIETTIOBOM MpaBUIIa JIEJIOBOMY [1P-12

THIN) KOMMYHHK | JI€JIOBOTO IPOTOKOIY,
anuu, IIPOTOKOJIA, CIIyIIaTh
HOPUMEHST | IPUHIUIIBI cobeceHMKa,
b IpaBUjia | AKTUBHOI'O HCII0JIb30BaT
JIJIOBOTO | CIyIIaHUS, b 0a30BbIE
IIPOTOKOJIA | IPUEMBI, TEXHUKH,

: IIPUMEHSIEMbIE | IPUMEHSEMBI
UCIIOJIb30B | B e JUIst

aTh IIPE3EHTALMSX, | IPUBICYCHHUS
INPUHLIMIIBI | KOHTPOJIMPOBA | BHUMAHUS
AKTUBHOTO | Tb XOJ ayuTOpuH,
CIIyIIaHUS | pa3roBopa, MOJJIEP>KUBAT
, yIpaBIATh b

KOHTPOJIM | ayIUTOpHUEN, BU3YaJIbHBIN
poBathb MOJAJEPKUBATh | KOHTAKT,

X0[ BU3YaJIbHBIN COCTaBIIAITh
pa3roBopa, | KOHTaKT, JIeJIOBbIE
YIPAaBIATh | COCTABIIATH JIOKYMEHTBI U
ayIuTopue | ciayx eOHbIe MACHbMA U T.1.
", JIOKYMEHTBI U

yBJIEKaTh | JIEJIOBbIE

u IMCbMa U T.1.

BJIOXHOBII

ATb €€,

MOJIEPKU

BaTh

XOPOUINI

BU3YaJlbH

13171

KOHTAaKT C




napTHEPO
M/ayJUTOp
HeH,
JEMOHCTP
UPOBATh
IIPUEMBI,
UCTIONB3Y
IOlIHecs B
Ipe3eHTAIl
usiX,
COCTABIISAT
b JICJIOBBIC
JOKYMEHT
bl B
HY)KHOM
CTHIIE,
pacrioniara
Th YaCTH
UChMa B
JIOTHYHOM
HOpSiZIKE,
NPaBUJIbH
0
UCIIOJIb30B
aTh
mpudT,
MHTEpBAJ
1387}
OTCTYIIBI

NENES
T
(BBICOK
W)

KYJIbTypOH
JIETIOBOTO
o0IIeHH,
npodeccu
OHAJILHO-
3HAYUMBIM
u
KayecTBaM
u:
KOMMYHHK
a0eIBLHOCT
b,
TOJICPaHTH
OCTb,
00BEKTHB
HOCTb,
JEMOKpAT
WYHOCTD,
YBEPEHHOC
Thb B cebe

VYmMmeHue
HCITOIB30BATh
IPUEMBI
JUTITIOMATHH,
TOJICPAHTHO
OTHOCHTHCS K
napTHepy,
OBITH
KOMMYHHKa0e
JBHEIM,
00BCKTHBHEIM,
JICMOKPAaTHYH
BIM,
YBEPEHHBIM B
cebe u T.1I.

CnocobHOCTh
JIATUIOMATHY
HO
BBICTPAaNBAaTh
JIIIOBYIO
KOMMYHHKAI]
HIO C
MapTHEPOM,
CTaOMILHO
MIPOSIBIISATH
KOMMYHHKa0
€IbHOCTD,
TOJICPAHTHOC
Tb,
00BEKTUBHOC
Tb,
JIEMOKPATUYH
OCTb U T.JI.

I1P-10,
I1P-11




I1K-9
CII0OCOOHOCTD
OCYIIECTBIIATh
MCKIIMYHOCTHBI
¢, TPYIIIOBBIE U
OpraHu3aIMOHH
blE
KOMMYHI/IKaI_II/II/I

3HAET Kopropar | YMeHue Cnocob6nocts | ITP-1,
(mopor | UBHBIC U MPUMECHSITh UCIONIB30BAT | VO-1,
OBBIN uHpopmar | uHGopMaMoH | b OQUCHBIC VO-3,
YPOBEH | MOHHBIE HBIC NPOTPaMMBL | oy 4
b) CUCTEMBI U | TEXHOJIOTHUHI JUTsl pabOoTHI C

0a3b1 JUIS PELICHUs | JICIIOBOM

JTAHHBIX, yhpaBieHuYecK | uHpopMalue

CTPYKTYpPY | UX 3a7a4 51

:

TIPUHIIAITBI

paboTHI 1

OCHOBHBIE

BO3MOXKHO

ctu OBM
yMEET | IPUMEHAT | YMEHHE Cnoco6nocts | ITP-10,
(mponB | B MPUMCHSITh MCIOIB30BaT | [[P-11,
UHY- uHpopmar | “HPopMalMOH | b O(DUCHBIC IIP-12
TBII) WOHHBIE HBIC MIPOrPaMMBbI

TEXHOJIOTH | TEXHOJOTHUHI JUTsl pabOTHI ©

U s JUIS pEIIEHUsT | JEI0BOM

pelieHus | ympaBlieH4YecK | mHpopmaiue

yIpaBieH | WX 3a1ad, i ¥ orucarthb

YEeCKUX OCYIIECTBIISITh | OCHOBBI

3ama4 TEXHOJIOTUYEC | CETEBBIX

COOTBETCT | KO€ TEXHOJIOTHUH.

BYIOIIMX | oOecrieueHue

OpraHoB cityxeOHoM

BJIACTU M | JCSITEIHHOCTH

OpraHu3all | CrelualucToB,

15078 coOuparb

OCYILECTB | MH(POPMALHIO.

JSTh

TEXHOJIOTH

YecKoe

o0ecrieueH

ue

CITY»eOHO

i

NeSITeTTHbHO

CTH

CTIeTIHAHC

TOB,

coOuparsb,

o0Opabatsr

BaTh U

AHATU3UPO

BaTh

uHpopmall

HI0.




BJaZee | IMaKeToM VYMeHne Cnocoonocts | ITP-10,
T OpUCHBIX | IPUMEHSITH UCIONB30BaT | [TP-11
(BbICOK | mporpamMM | uH(MOpPMAITMOH | b OUCHBIE
ui) TUTST HBIC MPOTPaMMBI
paboThI ¢ | TEXHOJIOTUU JUTSL pabOTHI C
JIeTOBOM JUTSI pEIICHUS | JACIIOBOM
uHoOpMaIl | yrpaBlieHYeCK | uH(popMaIme
uei u HX 3a]1a4, W, IPUMEHSATH
OCHOBAaMH | OCYIIECTBIISATh | OCHOBBI
CETEBBIX TEXHOJIOTUYEC | CETEBBIX
TEXHOJIOTH | KOE TEXHOJIOTUI
i ipu obecrieueHue | mpu coope,
coope u CITy)KeOHOM 00paboTke u
00paboTKe | NeATEIBHOCTH | aHAJIH3E
uHpOpMaIl | CHCIHUATHUCTOB, | HH(pOPMAIIUU
17077 cobupars, ,
ydacTusi B | 00pabaThiBaTh | y4acTBOBATh
uHpopmar | u B
W3aluu aHATM3WPOBAT | HHPOPMATH3
NESITEIbHO | b aruu
CTH. MH(pOpPMALIMIO. | AESATEIbHOCT
u.

MeToauueckue PEKOMEHIANUNA, OIIPECACIAIONINE MMPOUHCAYPHLI OLICHUBAHUSA

pe3yabTaToB OCBOCHHUA TUCHUIIJIMHDBI

HpOMe)KyTO‘-IHaﬂ arTrecranus CTyACHTOB IIPOBOAWUTCA B BHJAC 3a4Y€Ta B

KOHLIE CEIbMOTO cEMeCTpa. 3a4eT COCTOUT U3 ABYX 4acTeil:

1. Tecr.

2. 3agaHue COCTaBHUTh JICIOBOE MUCHMO / JOKYMEHT.

Texkymas arrecranusi CTyAeHTOB. Tekymas arrectaiusi M0 AUCHUILIMHE
MPOBOAUTCS B (DOPME KOHTPOJILHBIX MEPOINPHUSITHI TIO OLIEHUBAHUIO (haKTUYECKUX
pe3yabTaToB OOy4YeHHUs CTYACHTOB (TE€CTOB, JOKJIAJ0B/COOOIIEHUM, COCTaBICHUS
JIEJIOBBIX MUCEM U JOKYMEHTOB) U OCYIIECTBISECTCS BEAYIIIUM IIPENO1aBaTEIIEM.

OObeKTaMu OIICHUBAHUS BBHICTYTAIOT:

- CTETIEHb YCBOEHHUS TEOPETUUECKUX 3HAHUM;

- YPOBEHb OBJIJICHUS MPAKTUUECKUMU YMEHHUSIMU U HABBIKAMH 1O BCEM
BUJaM y4eOHOI paboThI;

- pe3yJIbTaThl CAMOCTOATEIILHOU PaOOTHI.

OueHouHbIe CpeCTBA ISl POMEKYTOUYHOM aTTecTAlNH

Tecr.

Tect comepxkut 100 BOMPOCOB U MOKET BBIMOJIHATHCA KaK HA KOMIIBIOTEPE,
TaK U B IUCbMEHHOM BapuaHTe. [IpuMepHbIe BOIPOCHI TECTA:

1. Find examples of an opening sentence:

a) This is to say thanks to your email.



b) I'm just writing to tell you ...

c) Feel free to get in touch!

d) Have a nice day!

2. True or False? “Yours sincerely” is a formal close.
3. Match the titles with their definitions:

1.Mr. a) married or unmarried woman

2. Miss b) man

3. Mrs. ¢) unmarried woman

4. Ms. d) married woman

4. Click on the minutes of the meeting.

Subject: New office equipment
Management Committee Meeting Date: 19 Apnl 2011
Participants: JS. KG, EdeG, CBM. DG
?i‘:::f: 17 4'\0%"! Decision Reason Action ‘
Venue: Building B Room 10-213 1 Change computer | Agreed Present supplier  too | CBM to check |
Participants: JS, AH. RG, PK, T8 supplier expensive companies by 155
2 New chairs Agreed Staffl have  back | JS to buy

1. Apologies, minutes of last meeting and matters ansing problems By 15/5

2. Sales projections for next quarter 3. Take oul walls Tiot agreed Difficlt to work, 100 | None

3. Recruitment and capital expenditure required forno. 2 much  noise  from

4. Company bonus scheme colleagues |

5. AOB 4 Install coffee baron 6~ | Agreed Improve DG tocheck costs by

6. Date of next meeting floor communication and | 15/5

atmosphere
c

Charles Stancombe. CFO

Mana Castelano, Human Resources
Thieny Baptiste, CEQ

15 July 2011

Appontment Commercial Manager, France

!iBgﬁ‘

| have interviewed three candidates for this position and recommend the
appointment of Tim Skoba. My reasons are as follows

1. He has required qualifications

2 He has a lot of experience with the products we sell in the French

market

3. He speaks French fluently

4. His removal expenses will be minimal as he has no family at present
If you approve our recommendation, | will prepare the contract for signature
Please let me know your decision as soon as possible
M.C

Kpurepuu ouenku recra:

MeHee 60% OTBETOB Ha BOIPOCHI — «HEYIOBIETBOPUTEIIBHOY;
6175 % — «yAOBIETBOPUTEIHHOY;

76—-85 % — «xoportioy;

86—-100 % — «oTmu4aHOY.

3aZ[aHI/ISI Ha COCTAaBJICHHUEC I€JI0BOI0 HI/ICLMa/I[OKyMeHTa.

HpHMepHOC 3aaHUEC HAa COCTABJICHHUEC ACJIOBOI'O HI/ICBMa/JIOKYMeHTaZ

Write

You receive the information below. Write an email to Brian, but remember,
you’ve only met him once at the trade fair and exchanged business cards.



Can you ask that guy Brian
who you met at the last
international trade fair if he
can send us some info about
their new produat? It would
be great if he could give us
a demo too!

Thanks! Kireten

I{aHHLIe 3aJaHusad OOCHHBAIOTCA IIO CJIC,ZIYI-OHIGI\/'I KpHTepHaHBHO-ypOBHGBOﬁ

IIKaJae:
KpurepnajibHo-ypoBHeBasi HIKAJIA JJIS OLCHUBAHUSA
AE€JI0BOI'O III/ICI)Ma/)IOKYMeHTa
1 2 3 4
Kpurepuii HespdexTus- Cpennnii ¢ dekTUBHBIH Bricoko-
HbI 3¢ PekTHBHBII

IIpuBeTcTBeHHOE 0 3 IlpuserctBen- | 4 5 TlpuBercTBeHHOE

oOpaieHue IIpuBercTBen- HOe o0parieHue [IpuBeTcTBEHHOE oOpareHue He
HOE oOpallleHue | COACPXKHUT 2-3 oOpaineHue COJICPIKUT OIIHOOK.
OTCYTCTBYET. omuOKu (B conepxur 1

3HaKax OImunOKy (B 3HAKaX
NpenrHaHuUS, NpenrHaHus,
3arJIaBHBIX U 3arylaBHBIX U
MPOTUCHBIX HPOITUCHBIX
OyKBax). OyKBax).

Conep:xanue 0 IMucemo 3 Wpen 4 Unewn 5 Wnewn BBIpaKeHBI
NpeCTaBIseT OpTaHU30BaHHbl, BBIPa)KEHBI SICHO ¥ XOPOIIIO
coboit Habop HO HE OY€Hb JIOBOJIBHO SICHO, HO | OpraHu30BaHkbl. JIerko
HECBSI3aHHBIX scHbl. [Tucemo UX OpraHu3anus HOHSTH, O YeM
JPYT C IPYroM | HY>KHO IIPOYUTATh | MOTJIA ObI OBITH MHUCHEMO.
NPENIOKEHUH. | HE OJIMH Pas, JydIe.

CnoxHo 9TOOBI OHATB, O
TIOHSATH, O YeM YeM OHO.
OHO.

Jloruka uznoxkennsi | 0 MHuorue 3 Hexortopsie 4 Jleranu 5 Heramu
JeTain JeTanu PacIooxKeHbl PacIoIoKEeHbI
PacIookKeHbI PacCIIOJIOKEHBI JIOTHYHO, OJTHAKO JIOTHYHO | TO, KaK OHH
HEJIOTUYHO, HE | HEJIOTWYHO, HE B | TO, KK OHH Npe/ICTaBJICHHI,

B OOBIYHOM OOBIYHOM NPEICTABIICHHI, NOJ/ICP>KUBAIOT
MopsiJIKe. MOPSIJIKE, YTO JIENAI0T MUCHbMO UHTEpEC YNTATEIS.
cOMBaeT ynTaTeNs | MeHee
C TOJIKY. WHTEPECHBIM.

Ctnib 0 Bcenmucemo | 3 Menee 4 Bbonee nonoBuHbl | 5 Bee nucemo
HAIKUCAHO HE B | IOJIOBUHEI MUCHhMa HAITMCAHO B | HAIKCaHO B
TOM CTHIIE, MUChMa HAIMCAHO | NMPABHJIBHOM CTHIIE | MPABHIBLHOM CTHIIC
KOTOpBIH B IIPABHJILHOM (popmanbHOM/ (popmanbHOM/HEDOPM
JIOJDKEH CTHIIE HE(POPMATBHOM). AITEHOM).




UCIONB30BaTh- | ((hopMasbHOM/
Cs B TaHHOM HeopMaTBEHOM)
CHUTYaIHH.
I'pammarTnka 0 Msmaoro 3 Homyckaet 4 Jomyckaet 1-2 5 I'paMmmaTHyecKux
rpaMMmaTHiecku | Ooiee 3 rpaMMaTHIeCKHE OmMOOK HET.
X OIIMIOOK. rpaMMaTHYeCKUX | OIIMOKH.
OIKOOK.
Opdorpadus 0 Mmuoro 3 Jomyckaer 4 Jlomyckaet 1-2 |5  Oporpadudeckux
opdorpaduaeck | 6omee 3 opdorpadpudeckne | OMMOOK HET.
UX OIIHNOOK. opdorpaduuec- OLINOKH.
KHX OITHOOK.
IMynkTyanus 0  Msoro 3 Jlomyckaer 4 Jlomyckaer 1-2 | 5 Ommbok B
omnOoK B Oonee 3 ommOOK | OIIMOKH B MYHKTYal[H HeT.
NYHKTYallUH. B IIYHKTYaI[HH. NYHKTYAaIIH.
®opmar 0 Orcyrcteyer |3  OrtcyrctByer | 4 OrtcyrerByer 1 | 5 IlpucyrcTByroT Bce
Oonee 2 wacteil. | 2 wactu. HeBepro | wacte. Jlomymena 1 | yacTu nuckMma
Hesepao YCTaHOBJICHBI omunbKa npu (npuBeTcTBHE,
YCTAHOBJICHBI HUHTCPBAJIbI U YCTAaHOBKE OCHOBHas U
MHTEPBAJIBI U OTCTYTIBL. MHTEPBAJIOB WITH 3aKITIOYUTENbHAS
OTCTYIBI. OTCTYIOB. qacCTH, HO,HHI/ICI)).
MHTtepBansl 1 OTCTYIBI
YCTaHOBIICHBI
MIPABIJIBHO.
Hcnonn3oBanue 0 He 3 Ucnonb3yeT 4 Xopoiee 3Hanue | 5 IIpeBocxomHoe
CTaHJAAPTHBIX ppa3 | HUCHONB3YET KpaifHe Majo CTaHJApTHBHIX Qpa3. | BIaxeHHE
CTaH/IapTHBIX CTaH/IaPTHBIX CTaH/apTHBIMU
¢pas. ¢pas. (hpazamu.
3akmouurteabnas | 0 3 3akmountens- | 4 5 3akmounTenpHas
4acTh 3aKIIOYNTeNb- | Has 4acTh 3aKITIounTeNbHAS 9acTh HE COACPKHUT
Has 4acTb coepxur 2-3 YacTh COAEPXHT 1 | OmmMOOK.
OTCYTCTBYET. omuOKu (B omuoOKy (B 3HaKaX
3HaKax MpCIIMHaHus,
NpenrHaHuS, 3arJaBHBIX U
3arJaBHBIX U HPOITUCHBIX
MIPOTIHCHBIX OyKBax).
OyKBax).

Oo6uree konuvyecTo 6amnos: ( /50)

I[lo kaxmomy

aCIICKTY ,HCHOBOﬁ IICPCIIUCKHN  HAYHUCIIAIOTCA OaJIJIbL.

CymMmupyst 6yl MO KaXKJI0My acleKkTy, MbI TofiydaeM oormuii 6amn (make. 50). B
TOM cllydae, €ClIi CTyJIeHT HaOupaeT MeHee 25 OamioB (MeHee 60%), cunrtaetcs,
YTO OH IHUIIET JCJIOBBIC MMChMa/COCTABIISICT JCIOBBIC TOKYMEHTHI Hed(DPEKTUBHO.

Cymma

26-35 OamnoB (60-76%) naer OCHOBaHUA IOJIaraTh, YTO YPOBEHb

cpenauii. Cymma 3642 6amnoB (76—85%) xapakrepusyet 3¢ (heKTUBHBIN YPOBCHB,
a 43-50 6amnoB (86-100%) — BEICOKOA((EKTHUBHBIH.

KpHTCpHﬁJ’ILHO-ypOBHeBaﬂ mKaJa i OHCHUBAHUA YYACTUA B IUCKYCCHUU

Kpurepuii

1
HespdexTus-
HbI

2
Cpennmnii

3
¢ pexTUBHBII

4
Bricoxo-
3¢ peKTHUBHBIN




Boipa:xenue 0 He cnocoben | 3 I'me-to mexny |4 Cnocoben 5 Cmocoben
coruacus/ UCTIONIH30BaTh «IUTOXO» U BBIPAXKATh HCTIONIB30BATh S3BIK
HecorJIacusi SI3BIK «I0CTATOYHOY. corJjlacue Wi JIMIUIOMAaTHHY,
JUTUTOMATHU. Hecoryiacue KPHUTHUKYS IPYTYIO
Bepaxaer BEXKJIMBO, TIPUBOJIS | TOYKY 3PEHHS.
Hecoracue JIOCTaTOYHBIE BeIpaxkaer Hecornacue
rpy0o. JIOBOJIBI. BSXKIINBO. MoxkeT
BBIPAXKATh MOJTHOE U
JaCTHYHOE COTJIACHE.
YT1ounenue 0 He 3 IlIpocut 4 Tlpocut 5 TIlIpocut yTrouHHUTH
CKa3aHHOI0 YTOYHSET YTOYHHTb YTOYHHTD CKa3aHHOE BEKIIMBBIM
CKa3aHHOTO CKa3aHHOE, HO CKa3aHHOE TOHOM, UCTIOJIB3YS
JIPYTHMH. JOIyCKaeT BS)KJIMBBIM TOHOM. | CTaHIapTHBIC (pasbl.
omnOku. He
UCTIONB3YET
CTaH/IaPTHBIX
¢pas.
Co3nanne u 0 He 3 Tnme-tomexnay | 4 Tlommepxwusaer | 5 IlogmepkuBaer
nojiepKanue TBITaeTCS TUIOXO H MO3UTHBHYIO MO3UTUBHYIO
aTmocgepbl CO311aTh JOCTaTOYHO. aTMocdepy, aTMocdepy,
COTPYIHUYECTBA MO3UTHBHYIO pAacIoNararolyIo K | Apy>KeIro0eH, HoJIOH
aTMocoepy, COTPYJIHUYECTBY. SHTY3Ha3Ma,
pacnosnaraio- B/IOXHOBIISICT APYTUX
Iy K Ha BBIIBU)KXCHUC
COTPYIAHUYECTBY TIPEITI0KEHHH.
Mamnepa 0 3 4 Tlpuemnemsliit 5 Xopommii
noBexeHns MoHoTOHHAas MuHUMaNBHBII BHU3YaJIbHBIN BHU3YaJIbHBII KOHTAKT,
peub, JIMIIEHHAs | BU3YaJIbHBII KOHTAaKT, BIIOJIHE YBEPEH, HE HANPSDKEH,
SHTY3Ha3Ma, KOHTAKT, yBEpeH, pedb He €CTECTBEHHBIE 1T03bI,
MHUHUMAJBHBIA | HEKOTOpBIE MOHOTOHHAS, JpYXKeITI00eH 1
BU3YaJIbHBIN MaHepPHI JPYXKETI00eH. YBOKUTEIIEH K JPYTUM.
KOHTAKT, HE OTBIICKAIOT
JpYXKEeITI00eH, BHHMaHHE,
3aKPbITHIC ITO3LbI. HEMHOI'O HE
yBepeH B cebe.
Oo6mee kornvecTBo 6asutoB: ( /20)
OueHvBaHWe 3HAaHUM, YMEHHMM W HaBBIKOB y4YacTHUS B JUCKYCCUHU

OCYHICCTBJCTCA TaK KE, KaK WM B CJIydda€ OLNCHHMBAHHA [JCJIOBLBIX ITMCEM H

JAOKYMCHTOB.

20 BOMpOCOB).

OueHouyHbIe CPeACTBA I TEKYLIEH aTTeCTAlNH
IIP-1 — Tect. TumoBoW TECT aHAJIOTHYEH TECTY, BBIMOJHIEMOMY Ha
MPOMEKYTOUYHOM aTTeCTallMi, C Pa3HULIEH B KOJMYECTBE BOMPOCOB (CONEPKUT 15-

Kpurepuu ouenuBanus tecra:

Menee 60% OTBETOB Ha BOIIPOCHI — «HEYAOBJIETBOPUTEIHHOY;

61-75 % — «yIOBIETBOPUTEILHOY;
76—-85 % — «xoportioy;
86-100 % — «oTnu4HOY.




IIP-8 — moprdoamo. Iloprdonno npeacrasiser noAOOPKY MHCEM U
JIEJOBBIX ~ JTOKYMEHTOB,  COCTaBJEHHBIX  cTyieHToM. JlanHas  mogbOopka
OLICHMBAETCS 1O KPUTEPUAIbHO-YPOBHEBOM IIKaje, TMpPETHA3HAYECHHON ISt
OLICHMBAHUS JIEJIOBBIX MHCEM U JIOKYMEHTOB, KOTOpas MpejcTaBieHa Boiiie. Kpome
OTIpEJICIICHHS] YPOBHS BJIAJICHUS SI3BIKOBBIMM KOMIIETCHIIMSIMH, JaHHAs T0JI00pKa
MO3BOJISIET CYIUTh O KPEATUBHBIX CIIOCOOHOCTSIX CTYJEHTAa U €r0 TOTOBHOCTH K
MPUHATUIO HECTAHJAPTHBIX PELICHUM.

IIP-11 - keiic-3agaua. Keiic-3amaga mpenacraBiser coOod MpoOIeMHOE
3aJaHue, B KOTOPOM OOYyYaloUIMMCsl TMPEAsaraeTcsi OCMBICIUTh PEATbHO
po(hecCHOHANFHO-OPUEHTUPOBAHHYIO CUTYAIllMI0O U MPEAJIOXKUTh  PEIlIeHUe
coJiep Karieiicst B Hel mpoOIeMBbl.

Tumnosas kenc-3anayva:

The best solution?

Background. Rathansay is a small island in northern Scotland. It
makes money from tourism (10 per cent) and agriculture (85 per cent).
Electricity on the island is expensive and there are often problems:
there are times when the houses and businesses have no power.
CleanEnergy is a company that builds wind turbines. The machines
can produce cheap electricity for the community. CleanEnergy wants
to build wind turbine machines on Rathansay. Decide if this is a good
solution for Rathansay's energy problems.

Look at a case study about a similar island. Then use the information to decide if the
Rathansay community should build wind turbines on their island. Write the report to the
community.

Case study: Merrin Island, Wales

Merrin Island makes all of its money from tourism. We had problems with our electricity supply
for ten years. In 2005, we decided to have wind turbines on the island. The wind turbines were
clean but they weren't quiet. The cost of our electricity fell by 20 per cent. Most of the people on
the island liked the wind turbines. The tourists didn't like the machines. Tourism fell by 15 per
cent. So the solution wasn't a complete success, but it wasn't a failure. Our electricity is less
expensive, but the tourists don't like the wind turbines and that's a problem for the island.

[IucbMa U J1€JI0BBIE JOKYMEHTBI, COCTABJICHHBIE B MPOIIECCE PEIICHUS KEHC-
3aJla4, OICHUBAIOTCA MO KPUTECPHUAIBLHO-YPOBHEBOM IIKAJIC, MPEICTABICHHOU
BBIIIIE.

IIP-12 — paGouass Terpaab. Pabouas Terpanb mnpeacTaBisieT cobOou
JTUJAKTUYECKUM KOMIUIEKC, TpeaHa3HAYEHHBIN IS CaMOCTOSITEIbHOM pPaOOThI
oOy4Jarommxcsi, TMO3BOJISIONIMK  OIICHUBAaTh YPOBEHb YCBOCHUS y4eOHOro
Matepuana. @parMeHTt pabouei TeTpaau:

Formal and Informal Emails

Note: Please, highlight all the information you insert in the
exercises.

1. Look at the paragraphs below. Each paragraph belongs to either



a formal or an informal email. Find the two emails and write the

letters (a-j) in the table below.

a) Attached you'll find the new price list for our
complete product range. We've discussed this
with other distributors & they agree the
increase can be passed on to their customers
without any problems.

b) A quick note to tell you about next week’s
meeting.

c) See you then! Enjoy yourself at the | d) Regards,

premiere tonight! Heidi

e) Hi Vladka, f) Bye, Ivan
How’s it going?

g) I'm writing to inform you of our price  h) Dear Sam,

increases for the next quarter.

1)

i) We're meeting at “Frank’s” in Haverhill
Street at about 5.30 p.m. John is bringing the
Swiss visitors with him directly after the factory
tour. We'll hold a meeting first, then have
dinner. Is that OK?

j) Hope you have a successful third quarter
and we look forward to future business
contacts with you.

Formal email

Informal email

salutation

opening sentence

body

friendly ending

complimentary close

2. Match the vocabulary used in formal emails (1-10) with the less formal

vocabulary below.

to answer ¢ to ask ° to getin touch with * help
to need < to be sorry «to set up * to tell - OK « to put off




1. convenient = 6. to contact =
2. assistance = 7. to postpone =
3. toinform = 8. to arrange =
4. toreply = 9. to enquire =
5. toregret = 10.to require =

3. Now complete the emails below with words from above. Be careful of the
register!

Dear Mr Bass

| am writing to ...* about your range of less exclusive products.

Our company has diversified recently and, in addition to the professional equipment we have
previously purchased, we now ...° products for the hobby golfer.

Could we ...2a meeting to see one of your sales reps who can ...* us about your products? The
week of 19 August would be ...°for us.

As | will be out of the office from 2 to 6 August, please ...° my assistant, Sylvie Jouet, directly.

Best regards
Simon Pilgrim

Hi Sylvie

Just a quick note to say we are very ..." for the delivery delay.

I'm afraid we’ll have to ...% the delivery date for 10 days because of the truck drivers’ strike.
When exactly do you ...° the goods? If it's very urgent I'll ...*° the manager of the forwarders
whether we can ...* a special delivery somehow.

Il ...*2asap, but please let me know the latest date for the goods.
Despite this, have a nice day!

Rgds
Jean

4. Find the spelling and punctuation mistakes in the email. Rewrite the email.

Deer Mahendra

we are still wating for the above oerder but have received no email to explain the reason for the
deley. This is particularly inconvenient for us at the moment as as out clients need the dylivery
asap.

Please can you kontakt the forwarders find out what has happened and inform us immediately.
we look forward to hearing from you very soon.

kind regards
Mia

Audio Files @: Audio
5. You will hear five people talking about emails. What is the main point each
speaker makes? Note any important words they use.




Speaker 1

Speaker 2

¥

Speaker 3

Speaker 5

Kpurepuu olieHHBaHUS BBINOJHEHUA 3a1aHUI B paboueld TeTpain:

MeHee 60% KOPPEeKTHO BBIMOJIHEHHBIX 3aIaHUN — «HEYIOBJIETBOPUTEIBLHOY;
61-75 % — «ynOBIETBOPUTEIBHOY;

7685 % — «xoporioy;

86-100 % — «oTnu4HOY.

YO-1 - cobGecenoBanue. CoOecegqoBanue CpeacTBO  KOHTPOJS
npejCcTaBisieT coboi Oeceqy mpenogaBaTeiiss C OOy4YalONMIMMCA Ha TEMBbI,
CBSI3aHHBIE C U3y4aeMOU TUCIUIUIMHOW, M PaCCUMTAaHHOE Ha BBIICHEHHE 0O0beMa
3HaHU{ 00YUaIOIIErocs Mo OMPeIeIEHHOMY pa3ieny, TeMe, MpoOIeMe U T.1.

Kpurepun oneHnBanus 3HaHUN:

CryneHT wuMeeT OrpaHHYeHHbIM 3amac o0beM — «yZOBJIETBOPUTEIBHO»
3HAHUM, 3HAHUN. 3HAHHUA HE ABJISIOTCSI CUCTEMHBIMH.

CTyneHT MMeeT IO0CTaTO4YHBbI 00beM 3HAaHUM, HO
JOMyCKaeT psii HECYIIECTBEHHBIX OIIMOOK, He — «XOpouIo»
JIOCTAaTOYHO YBEPEH.

CTyeHT uMeeT MOJHBbI 00beM 3HaHUM, OTBEUYaeT
YBEPEHHO. 3HAHUS CUCTEMHBIE. — «OTIIMIHO»

YO-3 - nokaan, cooduenue. Jloknan (cooOmeHNE) ABISCTCS MyOJTMIHBIM
BBICTYIUJICHUEM o MIPECTABICHUIO pEe3yJIbTaTOB CaMOCTOSITEIILHOTO
HCCIIEIOBAHHUS.



IIpuMepHbIe TEMBI J0KJIA0B, COOOIIEHNI:
JenoBoii atuket B AAnonuu (Anrauu, U3pawnie u 1.1.).
Kak BecTu ycneninyo J1e10BYyIO MEPETHCKY .

3. CoBeTbl O COCTaBJICHUIO PE3IOME Ha padoTy.

N =

Kputepuu onieHHBaHUS TOKJIA0B/COOOIICHUI:

Nudopmaruss HemonHas, HO TIOHSITHAs, OJIHAKO, — «YIOBJICTBOPUTEITHLHOY
UJCH OpraHW30BaHbl HE JIOTMYHO, a TaKXke
JOMYIIIEHO MHOTO OIIHOOK.

WNudopmarnus He Bcerja noiaHasi, HO noHaTHas. Maen
OpPraHM30BaHbl HE COBCEM JIOTWYHO. [lomymieno 2-3  — «XOpOIIO»
HECYIIECTBEHHBIC OIITHOKH.

Nudopmaruss mosiHas, WU JOTUYHO H3JI0KEHBI,
OIIIHOOK HET. — KOTJIMYHOY

YO-4 — JIuckyccusi. JlaHHOE OIICHOYHOE CPEJICTBO ITO3BOJIIET BKIIOYUTH
oOydJaromuxcs B Mpolecc 00CyKICHHUsST CIIOPHOTO BOIIPOca, MPOOJIEMbl U OIEHUTH
X YMEHHE apryMEHTHPOBATh COOCTBEHHYIO TOUKY 3PCHHUSI.

IIpuMepHBbIe BONPOCHI AJIA 00CYKACHUSA:
1. Can you imagine yourself to be a chairperson? What advice would you give to
chairpeople to help them make their meetings more efficient?
2. Are you a good listener? Why/Why not? How could you improve your own
listening skills?
3. Can you think of people you know who are good/bad listeners? How do you
feel when you speak to them?



