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[lepeuens GhopM olleHHMBAHUS, TPUMEHSAEMBIX Ha Pa3IUYHbBIX dTanax (popMupoBaHUs
KOMIIETEHIIUN B XO/1€ OCBOCHUS AUCLUIIINHBI (MOIYJIs)
«/lenoBoit aHrMHITCKUI SI3BIK B MPOPECCHOHATBHON ACSITETEHOCTI

No KonTtpomupyemsbie Kon OrneHouHbIe cpeacTBa *
n/m paszebl / TeMbl Y HAaIMCHOBaHUE TeKyIHii TIpomesy-
JIMCIMTUTAHBI HHIUKATOpa KOHTPOIH -
JOCTHKEHHS aTTeCTAIHS
1 Tema Ne,1-2 OIIK-5.3 YO-1I1P-1 YO-1
Company Law:
Types of Persons
YO-3 YVO-1
YK-4
2 Tema Ne,3-4 YO-4 VO-1
Company Law:  |yk-4.1 I1P-13
Founding
Documents
3 léaMa Ne,5-6 L VO-1 YO-1
ompany Law: I1P-1
Mosstroy Charter | Y41
4 |Tema 7-8 Corporate [YK-4.2 YO-1 YO-1
Governance [1P-13
5 Tema 7-8 COrporate | yk-4.2 vVO-3 YO-1
Governance
6 Tema Ne9-10, Legal | O11Kk-5.3 I1P-13 YO-1
Latin
7 Tema Ne11-12 RIght | OIK-5.3, VO-1
of Ownership VK-4.3
3 Tema Nel5-16 VK-4.2 I1P-13 YO-1
Contract Law OI1K-5.3
0 Tema Nel17-18 VK-4.3, YO-4 YO-1
Contract Law OI1K-5.3 Mp-1
3auer/3K3aMeH OIIK-1.1; I1P-1
OIIK-1.2
*PexomeHayembie (HOPMBI OIICHOUHBIX CPEICTB:
1) cobecenosanue (YO-1), komnoksuyM (YO-2); noknan, coobiienue (YO-3); kpyrisiid cTod,
IUCKYCCHS, TIOJIEMUKa, AuCIyT, nebatel (YO-4); u 1.1,
2) tectsl (ITP-1); xonTtposbubie pabotsl (ITP-2), acce (I1P-3), pedeparsr (ITP-4), kypcoBbie

pa6otsl (ITP-5); maboparopnas padora (I1P-6); xoncnekt (ITP-7); moprdommo (ITP-8); mpoekr (ITP-9);
nenoast w/unu ponesas urpa (ITP-10); keiic-3amaqa (ITP-11); pabouast terpans (I1P-12); pazHoypoBHEBbIe
3amaun u 3ananus (I1P-13); pacuerno — rpapuueckas padora (I1P-14); TBopueckoe 3aganue (ITP-15) u T.1.

3) tpenaxkep (TC-1) u T.1.



[IIkana olleHKH YpOBHS JOCTHKEHUSI PE3yIbTAaTOB 00yUEHHUS JUIsl TEKYILEH U MPOMEXYTOYHOM aTTeCTalluU 1o OUCYUNIUHE

«/lenosoul anenutickutl 361K 8 NPOYeCcCUOHANbHOU 0esIMeNbHOCTUY

bannvl YPOBHU TOCTH>KEHHUSI pE3yIbTATOB
(peiimunzosas o0OyueHus
oyeHKa) Tekymas u Tpebosanus k chOpMUPOBAHHBIM KOMNETNEHYUIM
npomexyrounas| [pomescymounas
aTTeCTanusa ammecmayus
100 - 86 | llogviwennsiii CBOOOJTHO W yBEPEHHO HAXOJIUT JIOCTOBEPHBIC WCTOYHUKKA WH(POPMAIUHU, OIEPHUPYET
[peoCTaBIeHHON HH(popMalMell, OTJIMYHO BJIaJeeT HaBbIKAMU aHAJIM3a U CUHTE3a MH(pOpMaluHy,
«3auteHoy / 3HAET BCE OCHOBHBIE METO/IbI PELIEHUs IPOOJIeM, IPETyCMOTPEHHbIE YyUeOHOU MPOrpaMMoii, 3HaeT
«OTJIIMYHOY TUMTUYHBIC OIIMOKH U BO3MOKHBIE CIIOKHOCTH NP PEIICHUU TOW WM UHOU MpoOIeMbl U criocoOeH
BHIOpaTh U 3(PPEKTUBHO MPUMEHUTH AJEKBATHBIA METOJ PEIICHHUS KOHKPETHOM
MPOOJIEMBI
8576 baszoeuvi B OOJBIIMHCTBE CITydaeB CIIOCOOEH BBISIBUTH JOCTOBEPHBIC HCTOUHUKN HH(OpMAaIiu, 00padboTars,
QHAJIM3UPOBaTh M CHHTE3MPOBaTh NPEUIOKEHHYI0 HH(pOpMaIMio, BBIOpaTb METOJ PpELICHHUS]
«3auteHoy / npoOsieMbl M peuuTh ee. JlomyckaeT eAMHMYHBIE CEephe3Hble OLIMOKM B PELIEHUH IpodiieM,
«XOPpOILIO» MCTIBITHIBAET CJIOXKHOCTH B PEJKO BCTPEUAIOIIMXCS MITH CIIOKHBIX CIIydasX pelieHus mpoodiem, He
3HAET TUIHUYHBIX OIMIMOOK M BO3MOXHBIX CIOXHOCTEH MpHU PElIeHUH TOW WK MHOU
MpoOIeMbI
75-61 Ilopoeosuiti «@auTeHON | JlommyckaeT omuMOKH B OMpPENENeHUH JTOCTOBEPHOCTH HMCTOYHUKOB HMH(OpMAIUU, CIOCOOEH
«YIOBICTBODH- MPaBUIbHO PEIaTh TONLKO  THIIMYHBIE, HauOojiee 4YacTo BCTpedarouecs NpoOiIeMbl B
OTBHOY KOHKpeTHOH o0actu (oOpabaTeiBaTh HH(POPMAIIHIO, BBIOMPATh METO/ pEeLICHHS MPOOIeMBbl U
pelarth ee)
60-0 Vpoeenv  |«ue 3aureHo» /  |He 3HaeT 3HAYMTENLHOM YaCTH MPOTPAMMHOTO Marepuaia, AOIYCKaeT CYIIeCTBEHHbIE ONIMOKH,

He 00CmucHym

«HEYOOBJICTBOPU-

TCIIBHO)»

HCYBCPCHHO, C OOJIBIIMMU 3aTPYAHCHUAMU BBIITOJHACT IIPAKTUYCCKUC pa60TBI.




Texkymasi arrecranus 1Mo IMCHUILIAHE (MOAYJII0) «/]en10601 anznuiicKuii A3viK 6

npogeccuonanvroil 0eamenbHoCmu

Tekymas arrecTanus CTYJSHTOB MO JUCHUILUIMHE «/[e10801 aHeAUUCKULL S3bIK 8
npogeccuoHaibHoU 0esimelbHOCMU TIPOBOJAUTCS B COOTBETCTBUU C JIOKAJIbHBIMU

HopMmaTuBHbIMHaKTamMu JIBDY u sBiseTcs 00s13aTeIbHOM.

TeKymaﬂ arTecTanuAa 110 AUCHHUINIMHC IIPOBOAUTCA B (bopMe KOHTPOJIBHBIX

Meponpusituii  (cobecedoganue, YCmHbIU — ONPOC, COCMABIEHUE  O0€Nl0BOU
0OKyMeHmayuu, mecmuposéanus;) 1O OICHWBAHUIO (HAKTHYECKUX pe3yJbTaTOB
0Oy4eHHS CTYJIEHTOB U OCYIIECTBIISICTCS BEIYIIUM MPEIOTaBATEIICM.

[To xaxxgoMy OOBEKTY JaeTCsi XapaKTEPUCTHKA MPOLEIyp OIECHUBAHUS B

IMPUBA3KE K HCIIOJIb3YCMbIM OLICHOYHBIM CPCACTBAM.

OHCHOquIe cpeacrBa AJd TEKYIIEIro KOHTPOJIA

1. Bonpocwt ona cobecedosanusn

1) How often do you take part in international conferences?

Is it important to participate in such conferences? Why do you think so?
Have you ever given presentation at one?

If yes, in what language did you present?

Where do you usually get information about conferences?

When you read a conference announcement, what information do you look
for first?

What are you to know about to be successful at conferences?

2) Do you agree with the quotation “A man who cannot speak well will never
make a career”? Why/Why not?

Who does it seem relevant to?

Think of a good lecture or presentation you have seen? What was it about?
Why was it successful/not successful?

Make a list of what makes a successful lecture/presentation.

B:

Reflect your experience and answer the questions: Did you ...

prepare thoroughly your presentation: check the meaning and pronunciation
of new words?

start the talk in an interesting way to get the attention of the audience?
speak from notes rather than read a whole text?

give an overview of your talk at the beginning?



- use phrases to help the audience follow your ideas?

- provide examples to illustrate complex and/or original ideas?
- provide visual support?

- Invite the audience to ask questions?

- 3) Give some examples of the type of business letters you send or receive in
English?

- Should commercial correspondence be brief, business-like and to the point?

- Describe the general organization of your company or one you know.?

- What situations in business seem inappropriate to you?

- Have you ever done something like this?

- How can such situations be avoided?

Kpurtepuu oneHku codece10BaHMs:

v" 100-86 6a/t0B BEICTABIIAIOTCS MArHCTPAHTY, €CJIM MarCTPAHT JIEMOHCTPHPYET
OTJINYHBIE HABBIKM TOBOpPEHHUsI (3HAHUE JIEKCUKHU, TpPaMMaTUYECKUX CTPYKTYp,
MPaBWIBHOCTh, OETJIOCTh, CBS3HOCTh U WHTEPAKTUBHOCTH PEUM); UMEET TBOPUECKHUU
MOAXOA K pa3BUTUI0O U WUIOCTpanuu wujaen. OrMeuaercs He Oojiee 2 JIEKCHKO-
rpaMMaTHYeCKUX OMIMOOK U 1 CMBICIIOBOM OLITHOKH.

v’ 85-76 Gajia BBICTABISIOTCA MArdCTPaHTy, €CIId MarkCTPAHT JEMOHCTPHPYET
XOpOIINE HABBIKM FOBOPEHUS C MCIOJIb30BAHUEM TBOPUYECKUX UIECH, HO C HEKOTOPHIMU
HejoueTaMu (HeOOJbIIME Tay3bl Il MoA0Opa CIOB, MPONMYCK HEKOTOPHIX CBS3O0K,
HE3HAUUTEIbHOE KOJUYECTBO JIEKCUKO-TPAMMATHYECKUX U CMBICIOBBIX OIIHOOK).
OtmeuaeTcs He Ooee 4 JTEeKCUKO-TPaMMaTHYE€CKUX U 2 CMBICIOBBIX OIIHOOK.

v’ 75-61 Gajuia BBICTaBJISAIOTCS MaruCTPaHTY, €CJAM Y MarMcTpaHTa OTCYTCTBYET
TBOPUYECKUHN TOJIXOJT K PA3BUTHIO UJIEH, BRIOPAHHBIC ISl BBIPAXKEHUS MBICIIH S3bIKOBBIC
CpeIICTBa MPOCTO M OAHOOOpA3HBI, TEMI peuu 3aMeieHHbINA. [IpucyrcTBytoT 6osee 5
JIEKCUKO-TPAMMATHYECKUX U 3 CMBICIIOBBIX OIIHOOK.

2. Komnnekm munoeuvlx 3a0anuil 011 mecmupoeanus
v Temal-2 Company Law: Types of Persons, Tema 3-4 Company Law: Founding

Documents

Bapuant 1

...............................................................................................

3amanue 1



A. Use an appropriate word or phrase to complete each sentence:

Companies, capital, company, corporate, domiciled, holding, inherit, inheritance law,
inheritor, shares.

1.The Lego group is made up of several .... .
2. When the owner dies, his children will ... the firm.

3. At the moment, it looks as though they will have to pay a huge amount of money
mn.....

4. Any ... that is set up in another, lower tax country, is subject to this.

5. The Danish law says that any finance firm ... abroad must pay differential tax.

6. The .... Structure of Lego was designed for business reasons, not taxation reasons.
7. Part of the Lego company is controlled through a ... company abroad.

8.The person who receives money from someone who dies is the ... .

9. The Danish inheritor will pay tax on the value of the company.

10.The equity or ownership of a family company or a public company is divided into
... which can be bought or sold.

3ananue 2
Here is a list of roles in company management. Match the roles (1-10) with their
definitions(a-j).

1.Auditor a) person appointed by a shareholder to attend and vote at a meeting
in his or her place when the shareholder is unable to attend
2.Company secretary b) company director responsible for the day-to-day operation
of the company

3.director c) person elected by the shareholders to manage the company and
decide its general policy
4.liquidator d) person engaged in developing or taking the initiative to form a

company (arranging capital, obtaining personnel)
5.managing director ¢) person appointed by the company to examine the company’s
accounts and to report to the shareholders annually on the
accounts
6.official receiver f) company’s chief administrative officer, whose responsibilities
include accounting and finance duties, personnel administration
and compliance with employment legislation, security of
documentation
7.promoter g) member of the company by virtue of an acquisition of shares in
a company
8.proxy h) officer of the court who commonly acts as a liquidator of a



company being wound up by the court

9.receiver 1) person appointed by creditors to oversee the repayment of debts
10.shareholder J) person appointed by a court, the company or its creditors to wind

up the company’s affairs

3ananue 3

Below is an extract from the articles of incorporation of a US company. Read
through the text quickly and tick the issues it addresses.

1.

2
3.
4

Appointing members of the board of directors ( )
. Changing corporation bylaws ( )
Procedures for holding a vote of the shareholders ( )
. Stipulations for keeping a corporation records ( )

The power to alter, amend or repeal the bylaws or to adopt new bylaws shall be
vested in the Board of Directors, provided, however, that any bylaw or
amendment thereto as adopted by the Board of Directors may be altered, amended
or repealed by a vote of the shareholders entitled to vote for the election of

5 directors, or a new bylaw in lieu thereof may be adopted by vote of such
shareholders. No bylaw which has been altered, amended or adopted by such a
vote of the shareholders may be altered, amended or repealed by vote of the
directors until two years shall have expired since such action by vote of

such shareholders.

The Corporation shall keep as permanent records minutes of all meetings of its

shareholders and directors, a record of all action taken by the shareholders or the

10 directors without a meeting, and a record of all actions taken by a committee of the
directors in place of the Board of Directors on behalf of the Corporation. The
Corporation shall also maintain appropriate accounting records. The Corporation or its
agent, shall maintain a record of its shareholders in a form that permits preparation of a
list of the names and addresses of all shareholders in alphabetical order, by class of

15 shares, showing the number and class of shares, held by each.

Bapmuanr 2

3aganmue 1

Match the words with their definitions.



1. an in-house lawyer a. the directors and managers who have the power and
responsibility to make decisions and oversee an
enterprise
2. acompany b. a person or group that uses the professional advice or
services of a lawyer, accountant, advertising agency
3. management c. an individual who works part-time or full-time under a
contract of employment, whether oral or written, express

or implied, and has recognized rights and duties

4. business d. the person holding the position typically reports
directly to the CEO, and their duties involve overseeing
and identifying the legal issues in all departments and
their interrelation, including engineering, design,
marketing, sales, distribution, credit, finance, human

resources, production, as well as corporate governance
and business policy.

5. aclient e. a person who manages an organized group of people or
a part of an organization

6. an employee f. business made up of lawyers who work together under

a specific firm name

7. a director g. a legal entity, allowed by legislation, which permits a
group of people, as shareholders, to apply to the
government for an independent organization to be created,
which can then focus on pursuing set objectives, and
empowered with legal rights which are usually only
reserved for individuals, such as to sue and be sued, own

property, hire employees or loan and borrow money



8. a law firm h. an organization or economic system where goods and
services are exchanged for one another or for money
3aganue 2

Read the clause and answer these questions.

1.Why do you think such clauses would be of particular importance in the

construction industry?

2. What does the legal expression time is of the essence in the first line mean?

3.How much would the owner be entitled to receive as damages if the work

were not completed in ten days as agreed, but rather in 15 days?

4.In the event of a breach of this clause, how will the owner receive

compensation?

Failure to finish the work on time

It is mutually agreed by and between the parties hereto that time is of the essence
and that in the event of the Contractor’s failure to complete the contract within the time
stipulated and agreed upon, the Owner will be damaged thereby; and because it is
difficult to definitely ascertain and prove the amount of such damages, inclusive of
expenses for inspection, necessary travelling expenses and other similar expenses. It is
hereby agreed that the amount of such damages shall be the liquidated sum of Two
Thousand Dollars ($2,000.00) per calendar day for each day of delay in finishing the
Work in excess of the number of working days prescribed and the Contractor hereby
agrees that such sum shall be deducted from amounts due the contractor under the
contract or, if no amount is due the Contractor, the Contractor hereby agrees to pay to
the Owner as liquidated damages, and not by way of penalty, such total sum as shall be
due for such delay, calculated as aforesaid.

3ananue 3

Use an appropriate word to complete each sentence.

Relations , misrepresentation, false, faulty, rulings, redress, liable, fines, counterfeiting,
fraudulent

1.The EC hopes to agree on the ... that will govern the Internet in Europe.
2.The courts made two important ... on the Internet and free speech in the US.

3.These must be ways to seek ... for losses suffered because of electronic fraud.



4. There will be attempts to prevent ... trading.

5. When an issuer is found to be in the wrong, they will ... for some form of
compensation to the victim.

6. In the US, very heavy ... have been levied on certain abusers of the Internet.
7. The Commission is also keen to prevent crimes of forgery like .... .

8. Many victims receive goods which are different from what they expect- the sellers are
guilty of .....

KpuTtepumn onieHKH, TECTUPOBAHUS

"OtnuuHo":  colepkaHUE Kypca OCBOGHO TOJIHOCTBIO, 0e3 mpoOenos,
HEOOXOJMMbIE MPAKTHUYECKWE HaBBIKK PpabOTBI C  OCBOCHHBIM  MAaTE€pUAIOM
chopMUpOBaHbI, BCE MPEIYCMOTPEHHBIE MPOrpamMMoil OOydeHusi ydeOHbIEe 3aJaHus
BBITIOJTHEHBI.

"Xopomio": coaepkaHHE Kypca OCBOCHO TOJHOCTHIO, OJHAKO, HEKOTOpPBIE
MPAKTUYECKUE HABBIKK pPabOTBl C OCBOGHHBIM MaTepUaioM C(HOPMUPOBAHBI
HEJI0OCTaTOYHO, HEKOTOPbIE BUIbI 3a/IaHUM BBHITTOTHEHBI C OMIMOKAMH.

"V IOBNETBOPUTENIBHO": COJIEP)KAHME KypCa OCBOCHO YaCTUYHO, HEKOTOpPHIE
MPAKTUYECKUE HABBIKA Pa0OThI HE ChOPMUPOBAHBI, MHOTHUE MPETYyCMOTPEHHBIE YueOHbIE
3a/1aHUS1 HE BBITTOJTHEHBI.

"HeynoBneTBopuTenbHO'": colepxkaHue Kypca He ocBoeHo. HeoOxomumeie
MPAKTUYECKUE HABBIKU PA00THI HE CPOPMUPOBaHBI, BCE BHITIOJHEHHBIE YUEOHBIC 3a/IaHUS
coJiepKat rpyOble OIIHOKH.

3. MeToan4yeckue yKazaHusi K HAMUCAHWIO COMMPOBOAMTEIHLHOI0 MACHMA

CymiecTByeT  HECKOJIBKO  YHHUBEPCAIbHBIX  TpaBWJI  BEJCHHUS  OW3HEC
KoppecnongeHuu. Kaxjgoe NUCbMO TMPOXOJUT HECKOJIBKO JTama MOATOTOBKHU:
HauanpHbiii sTanm (1o Hamucanusi nucbma), Pabora Hajg TekcToM muchMa (MOMEHT
HalMCaHUsl MUCbMa) U 3aKJIIOUUTENIbHBIA ATall (10 OTHPABKHU MUChbMA). ABTOpP MHUChMa
JTOJDKEH 3a7aTh cebe Tpu BOIpoca: KOMY aJpecOoBaHO MHChMO, II€JIb JAHHOU
KOPPECMOHAEHIIMA W YTO KOHKPETHO MO JaHHOMY BOMNpPOCY 3HaeT ajapecar. OTBET Ha
MIEPBBIM BOIIPOC MTOMOTAET OMPEETUTh YPOBEHb (POPMATLHOCTH MUChMa (ODHUITHATEHOE
WM HeO(UIHAIBHOE IMUCHMO). 3aTeM HEOOXOAMMO OINPEASIUTh 11e]Ib JaHHOTO MHChMA.
J{71s1 5TOrO HY)KHO BBIJICTUTDH TJIaBHYI0, KOHKPETHYIO MBICIIb, 10 TOTO, KaK Bbl HAYHETE
MUCATh MUCHMO. ITO TOMOXKET COCPEIOTOUUTHCS U TIPUACPKUBATHCS HETIOCPEICTBEHHOM
TeMbl NHChMa. BaxxHO 3HaTh, YTO YK€ W3BECTHO BalieMy ajapecaty. B muceme
00s13aTeNIbHO JOJDKHA OBITh BKJIIOUEHA HEOOXOoauMasi JOTOJIHUTENIbHas WH(opMalus,



KOTOpasi BakHa JJisl TOHUMaHUSI Balllel KOPPECTIOHICHIINY (HapuMep, yKa3aTh YPOBEHb
Balllero 00pa3oBaHus, Ha KaKyl0 BaKaHCHUIO BbI MTO/IAE€TE 3asBKY, yKa3aTh CBOE HbIHEIIHEE
MECTO paboThl, yueObl, HAMCATh O CBOUX JOCTHXKEHUAX (CHIIbHBIX CTOPOHAX).

Cocrapnenue m1000TO J€JI0BOrO MUChbMa HAa AHTIUMHUCKOM SI3bIKE MOJUUHSETCS
OOLIUM TIPABUIIAM:

v’ Bech TeKCT pasiensiercss Ha ab3aipl 0e3 HCIOJB30BAHUS KPAaCHOM
CTPOKH.

v" B BepxHeM JI€BOM YIIy IIMChbMa YKa3bIBa€TCS IIOJHOE HMS
OTMPABUTENS WM HA3BAHUE KOMITAHUH C aJIPECOM.

v' Jlamee ykasbsIBaeTCs UMs ajpecaTa M Ha3BaHHE KOMIIAHHH, KOTOPOM
MUCHMO NIPE/IHa3HAYEHO, a TAKXKE €€ aJipec (C HOBOM CTPOKH).

v’ Jlara oOTHpaBJIEHHs YKa3bIBAETCS TPEMs CTPOKAMH HIDKE WIH B
BEPXHEM IMPABOM YTy MUChMA.

v OCHOBHOM TEKCT JOJDKEH OBbITh MOMEIIEH B IIEHTPaIbHON 4YacTH
nrchMa.

v' T'aBHas MBICJIb ITUCbMA MOKET HAYMHATHCS C TIPHYMHBI OOPAIICHHS:
"l am writing to you to ..."

v' OOBIYHO MACHMO 3aKaHYMBAETCS BBICKa3bIBAHUEM
onaronapnoctu ("Thank you for your prompt help...") u npuserctBuem "Yours
sincerely," ecnu aBTOp 3HaeT ums aapecara u 'Yours faithfully', ecou Her.

v' UYeThpbMs CTPOKAMH HH)KE CTABHTCS IIOJHOE MMs aBTopa M
JOJIKHOCTb.

v' Tloamuck aBTOpa CTABUTCS MEXKY IPUBETCTBUEM U MMEHEM.

v

OO0pa3ubl CONPOBOAUTEIbHBIX HCEM

COVER LETTER No 1

9th June, 2014.

From: David Brentwood
Apartment 21,

Boulevard Estates,
Huntsville, Alabama

To: Hannah Jones
Manager-HR

XYZ Company Manhattan
New York 16



Dear Ms. Jones:

As an accomplished purchasing specialist with extensive healthcare industry experience,
| was very interested to learn about your in- house lawyer opening. | offer eight years of
experience working for ABC Company, a national home healthcare company and a
billion-dollar leader in the industry. As the company’s corporate purchasing specialist, |
managed:

e Purchasing functions for 115 locations.

e 75 major contracts in areas including medications, supplies, equipment, furniture,
uniforms, distribution and vending machines.

e A 15-member team of contractors, buyers, analysts and support staff.

Consistently recognized for outstanding performance, | saved ABC Company more than
$5.3 million in 2011 alone. An expert in contract negotiations, vendor management and
global sourcing, I repeatedly reduced expenditures, cost-of-sales (COS) and cost-of-goods
(COG), as well as assisted with major system implementations of inventory, purchasing
and tracking systems.

In 2013, ABC Company experienced a significant workforce reduction and my position
was eliminated. Since then, | have remained active in the American Purchasing Society
and completed courses in business ethics, contract law, the art of negotiation and supply
chain management. | plan on sitting for the Certified Professional Purchasing Manager
(CPPM) exam later this year.

| am confident that my ongoing studies combined with successful experience in the field
will enable me to aggressively pursue cost-reduction opportunities and improve return on
investment for your company. If you agree that my skills and experience would benefit
your operation, please call me at (555) 555-5555 or email someone@somedomain.com to
arrange an interview. Thank you for your time, and | look forward to speaking with you.

Sincerely,
D. Brentwood
David Brentwood

Enclosure; Resume

COVER LETTER No 2
17 June 8, 2014

From: Susan Banks



House No12B
Main Street
Queens

New Jersey

To: Hannah Jones
Manager-HR
XYZ Company
Manhattan

New York

Dear Ms. Jones,

| wish to be considered for the post of In-house Lawyer in your company, the
advertisement of which appeared in the “Law News Journal”, dated 7th June.

| am a qualified lawyer from the International School of Law and have specialized in
Civil Law. | am currently working with ABC Law Firm. My hard-work, sincerity and
dedication have earned me a letter of appreciation from my seniors.

| am currently looking for an opening in a company which specializes in Civil Cases, as
that is not only my area of specialization but also my passion.

| am sure my qualifications, experience and enthusiasm would be an asset and prove to
be mutually beneficial.

| look forward to hearing from you at the earliest to discuss more in person. My
telephone number is (444) 444-4444 or email susan@ somedomain.com. | am herewith
enclosing my Resume for your kind consideration.

Thanking you,
Sincerely,
Susan Banks
Susan Banks

Enclosure; Resume

Kpumepuu ouenxu

1.I'my6okoe moHMMaHKe KIIFOUEBBIX TOJIOKEHHUM TEKCTa;

2.YMeHue coCTaBlIeHUs JOKyMEHTa B COOTBETCTBHH C TPEOOBAHHSIMU.



3.IIpocToTa M SICHOCTH fA3bIKA TEKCTA BbIpa)KaeMmas B MCIOJb30BAHUM IPOCTHIX
NPEJIOAKEHUN U MPOCTHIX BPEMEHHBIX (JOPM B aKTUBE U MACCHUBE, B OTCYTCTBHUH
MOJAJIBHBIX TJIaroJIOB U MX DKBHBAJICHTOB, B 3aMEHE CIJIO)KHBIX CHHTAKCUYECKUX
KOHCTPYKIIMHM ITPOCTBIMU U T.JI.

4.Co0nrofeHre J0ruuecKoi CTpyKTYphl TMCbMa

5.KynbTypa NHCbMEHHOTO U3JI05KEHUS MaTepralia

4.MeT01mqec1me YKa3zanus AJis1 COCTaBJICHUSA PE3IOME

Lenp nanHOTO 3aMaHUs - (POPMUPOBAHUE CIIOCOOHOCTH CBOOOAHO MOJIB30BATHCS
WHOCTPAHHBIM  S3BIKOM KaK CpEJICTBOM JI€JOBOro OOIIEHUs [OpUCTa B

poQecCUOHANIBHOM cdepe NpU TPYJA0YCTPOMCTBE B UHOCTPAHHYIO KOMITAHHUIO.
B pesynbrate paboThl HaJl 3TUM 3a/laHUEM MaruCTPaHT JOJHKEH:

3HaTh- 3HAUCHHE HOBBIX JIEKCHUCCKHX CAWHUL], TCPMHUHOB, CBA3aHHBIX C

IIPOIIECCOM TPYJO0YCTPOMCTBA M XapaKTEPOM pabOThl FOPUCTA B KOMIIAHUH,

-NIUOMAaTHYCCKHUC BBIpAKCHUA, KJIMIIIC, CANHUIIBI PEUCBOIO OTHKCTA,

MIPUMEHSEMBIE B CUTYAIIMH OOIICHHS B pAMKaX 33JaHHOU TEMBI.

- cra"aaptHeie (GopMbl OPOpMIICHHS] JTOKYMEHTOB, & MMEHHO OOBSBICHUS O

BaKaHCHUH, PE3IOME COMCKATEIS Ha JIOJDKHOCTh U COIMPOBOJIMTEIILHOTO ITUCHhMA;
- MpaBHJIa JACIIOBOIO ATUKETA IOPUCTA.
YMeTh - IOHUMATh MUCbMEHHOE COOOIIEHUE;

- BBIYJICHATH W IIOHHUMAThb I/IH(I)OpMaI_[I/IIO, OI'PaHUYCHHYI0 KOMMYHHUKATHBHbBIM
3alaHUCM, a TaKXKXC BOCIPHHHUMATb MW OCMBLICIMBATDH COO6H.[CHI/I${ C Y4YC€TOM

HaMCpPCHUS, YCTAHOBKH, COCTOSAHUSA U IIP. TOBOPAILICTO,

-epeaTh COJEPKAHUE C OMOPOM Ha JIEKCUYECKHE U CUHTaKCUYECKHE CPE/ICTBA,
OTpaXarolllie JIOTMKO-TPaMMaTHYECKyl0 CTPYKTypy oOpas3la NHCbMEHHOM
KOMMYHUKAIIMH; -IOCTPOUTH COOCTBEHHYIO p€Yb C 3JIEMEHTaMU PaCCYXKICHHUS,

KPHUTHKH, OIIEHKH, BEIPAXKCHUS COOCTBEHHOTO MHEHHS,



- COCTaBUTHh CBO€ coOcTBeHHOe TmopTdonano (pe3tome) B OyMaKHOW WIH

AIIEKTPOHHOHU (hopMax.

Baanerpb - HaBbIKaMU CTaHAAPTHOTO OPOPMIICHUS J1€TIOBOM KOPPECTIOHICHIIUUA U
JOKYMEHTAIIMU THUIAa PEKJIAMHOTO OOBSIBICHHS O BaKaHCHUH, MOTHBAI[MOHHOIO
MMCbMa, pe3foMe ©  mopTQoamo  IOpUCTa;  -HABBIKAMU  TPUMCHCHHS

KJIMIITUPOBAHHBIX ()OPM PEUH B JIETIOBOU U IOPUTUUYECKON TOKYMEHTAIINH;

-HaBBIKaMH IIOMCKa H€O6XOHHMOﬁ I/IH(i)OpMaIII/II/I ImoCpcaAcCTBOM MyHBTPIMe,Z[HfIHBIX

cpeacTtB 1 HTEpHET pecypCcoB. LIUH;

TekcT pe3tome JOJKEH MPEICTaBISITh COO0M BEDKUMKY, U3 KOTOPOM yOpaHO Bce,
YTO B MIPUHIUIIE MOXKHO yOpaTh 0€3 MOTepU CMBICIIA: BBOJIHBIE CIIOBA, SIUTETHI,
OpUYacTHBIE W JIeCTIPUYACTHBIE  OOOpPOTHI,  JIMITHUE  OTIJIAroJbHBIC

npujaraTCJbHbIC U CYIICCTBUTCIIbHBIC.

B pestome BKIIIOYEHBI CJIOBa-MapKephbl, MO KOTOPHIM PEKPYTEP CMOMKET €ro
OTBICKATh uepe3 MOuCK. Hampumep, ecnu KaHaugaT SBISETCS ayAUTOPOM H
pabotaeT ¢ o(QQPUIOPHBIMU KOMITAHUSIMU, TO B pPE3lOME 0053aTEIBHO JOJIKHO

BCTPEYATHCS CIIOBO «ODPIIOpH».
Tips for Lawyer’s Resume

The resume should show the applicant’s strong communication and interpersonal
skills and abilities so that he or she can create good relationship with the clients.
The lawyer’s resume should be very specific and based on facts concerning your
achievements. The lawyer’s resume should also portray that you can take valuable

decisions while working under pressure.
Information about Name and Contact

It includes the basic information like name, mailing address, telephone number

and E-mail address.
Resume Objective

It is a specific statement that includes your career goals and aims.



Education

This section contains information in reverse chronological order such as major
degree, date of graduation, universities you have attended, location of universities

and any certificates achieved concerning the job you have applied for.
Skills

In this section you can mention your legal strengths and positive points to make

your resume excellent.
Experience

This section contains your previous work experience. You should mention the full
legal name of your previous company, your job title and job description. Always

use action verbs and law related terms while constructing the lawyer’s resume.

Oopa3sen pe3rome

Adam Cromwell
Attorney
Summary

Attorney with broad litigation experience equipped with excellent persuasion techniques
and utmost professionalism.

Experience
Attorney
Law Office of Ronald J. Brandmayr
October 2005Present

« Represented clients in criminal and quasi-criminal, civil and disorderly
person cases, including personal injury matters, family law, juvenile
matters, contract disputes.

« Represented clients in appeals to Appellate Division and NJ Supreme
Court.

« Developed strategies and arguments in preparation for presentation of
cases.

« Presented key evidence and exhibits during civil trials.

« Questioned and cross-examined witnesses in trials, hearings, and



depositions.
« Researched legal issues using Westlaw and Lexis research programs.
« Drafted legal briefs in summary judgment cases, motions to dismiss, etc.

Associate Attorney
Brickfield & Donahue
March 20030October 2005

« Represented clients in criminal and civil matters.

« Researched, wrote and filed motions and briefs for cases.

« Analyzed probable outcomes of cases using knowledge of legal precedents.
« Tried cases in municipal court.

Contact Info
« adam.cromwell@sweetcv.com
o +1-999-999-9999
« Freehold, NJ

Education

J.D.

Rutgers University School of Law - Newark, NJ
20012003

Bachelor of Science in Business Administration
Monmouth University - West Long Branch, NJ
19962001

Highlights

Criminal defense expertise

Excellent research and writing skills

Personal Injury Plaintiff and Defense experience
Outstanding public speaker

Skills

Legal Research

Litigation

Family Law

Negotiation

Kpurtepuu onieHK# BbINOJHEHUS PadOThI.

OrneHKa «OTIIMYHOY» CTABUTCSI MAarUCTPAHTY, €CJIH MPU HAMMCAHUH PabOTHI OH(a)
HCIIOJIB30BAJIM CJIOBAPHBIN 3aI1aC, COOTBETCTBYIOIINM ITOCTABIEHHON 3a1a4e,
MPAKTUYECKU HET HAPYIIEHU B UCIIOJIb30BAHHUHU JIEKCUKH, COJIEPKAHUE OTPAKAET BCE
aCTEKThI, YKa3aHHBIE B 33J]JaHUU, CTHIIEBOE 0(hOPMIICHHE BHIOPAHO MTPABUIIBHO.
[IpakTryecKku OTCYTCTBYIOT SI3bIKOBBIE OITUOKHU.


mailto:adam.cromwell@sweetcv.com
tel:+1-999-999-9999
http://maps.google.com/maps?q=Freehold,%20NJ

OrneHKa «XOpoIl0» CTAaBUTCS MAarCTPaHTY, €CIIM OH(a) UMEET JOCTATOYHBIN CIOBapHBIN
3arac, 0JJHaKO, HaOJIIOJAI0TCS OTAC/IbHbIE HETOYHOCTH B TEKCTE. 3a/1aHKe BBITIOJIHEHO,
HO HEKOTOPBIE ACTIEKThI, YKA3aHHBIE B 33JaHUH, PACKPBITHI HE IOJIHOCTHIO, UMEIOTCS
OTJIEJIbHBIE HAPYIIEHUS CTUIIEBOTO 0(opmMileHUs. JlOMmyIeHO HE3HAYUTEIbHOE
KOJIMYECTBO A3BIKOBBIX OLIUOOK.

O1eHKa «yJIOBJIETBOPUTEIIBHOY» CTABUTCSI MArUCTPAHTY, €CJIM OH(a) UMEET
OTPAaHUYEHHBIN CIIOBAPHBIN 3al1ac, B HEKOTOPBIX CIy4asiX HEJIOCTATOYHBIN IS
BBITIOJTHEH U 3aJJaHus, JIEJIEHUE TeKCTa Ha a03allbl OTCYTCTBYET, UMEIOTCS
MHOT'OYHCJICHHBIE OIITHOKH.

O11eHKa «HEYTOBJIETBOPUTEIIBHOY CTABUTCSI MaruCTPaHTY, €CJIM OH(a) UMEET CJIOBAPHBIN
3amac, He COOTBETCTBYIOIIMH MMOCTABICHHON 3a/1aue. 3a/IaHUE HE BHITIOJIHEHO:
COJIEpKaHME HE OTPAXKAET T€ ACTEKThI, KOTOPhIC YKa3aHbI B 3aJJaHUU UJTU HE
COOTBETCTBYET TpeOyemomy 00beMy. [lonyiineHo 00bII0e KOJIMUYECTBO SI3bIKOBBIX
OIIIHOOK.



IIpome:xxyTOo4YHas aTTeCTANUSA MO JUCUUILIMHE «/e/I0BOM aHTJINICKUM
SI3bIK B IPO()eCCHOHATILHOMN AeATEJIbHOCTID)

[IpomexyTouHast aTTECTAlUsI CTYIEHTOB MO TUCHUIUINHE «JleJI0BOM aHTTIMNUCKUN SI3BIK B
po(eCcCUOHANILHOM ESITEIbBHOCTHY MPOBOJAUTCS B COOTBETCTBUU C JIOKAJIbHBIMU
HOpMaTUBHBIMH akTamu JIBDY u siBisieTcs 00s3aTeIbHOM.

OueHouyHbIE CPEACTBA JJIS MPOMEKYTOYHOT0 KOHTPOJIAA (IK3aMeH/3a4eT)

1. Bank mecmoegwix 3a0anuii
1.Test 1

Task 1.
Complete the interview questions with words below

Achievement, approach, get, good, know, learn, like, look for, motivates, offer, plan,
sort, strengths, tell, weakness, work

1.... me about yourself.

2.Why should we ... you the job?

3.What is your major ....?

4.What are you .... At?

5 What ... of person are you ?

6.What are your ... and ...?

7.What do you... about our organization?
8.How would you ... this job?

9. How do you ... things done?

10.What do you ... in a manager?

11.What... you?

12.Do you like to .... In a team or on your own?
13.What do you ... best about your current job?
14.What did you ... in your last job?

15.How long would you ... to stay with this company?

Task 2
Read the text below. Choose the best word to fill each gap, from A,B,C or D. For each



question 1-15 mark one letter (A,B,C or D). There is an example at the beginning (0).

Although brand image is not the only (0) ..A.. why certain products are successful, it is
an extremely important part of an overall marketing strategy. In fact, many
manufacturers (1)... such a high value on their brands that they employ legal experts to
(2)... them from misuse by imitators and counterfeit traders. In addition, companies
(3)... employees with handbooks which (4)... how their logos should be used — for
example the size and color of graphics and suitable ways of displaying the product.

Originally the brand was little more than a graphic that helped people to (5)... a
particular product, but as advertising developed, it grew in (6)... . As the famous brands
became (7). .. with quality in the minds of consumers, manufacturers found they could
(8)... top prices for these products in order to recover some of the heavy (9)... of
advertising. As firms realized their potential value, brands quickly became registered
trademarks. Today, branding is widespread and is used to sell both products and
services.

Most companies (10)... to achieve “multiple appeal” with their brands. This means that
the brand appeals to people of different age groups and lifestyles. The problem for the
brand manufacturer is how to keep old customers and at same time to (11)... new ones.

A powerful brand is good for sales, but first this has to be (12)... and then maintained
through a continuous (13)... of image design and advertising. If multiple appeal (14)... ,
then regular evaluation of the brand will show this and should (15)... in the product
being redesigned or the advertising being changed.

1)A present B place C settle D rest

2)A avoid B control C support D protect

3)A provide B give C deliver .D arrange

4)A appoint B specify C assign D prefer

5)A relate B realize C identify D connect

6)A advantage ..B concern C benefit D importance
7)A extended B associated C fixed D attached
8)A charge....B instruct....C order D bill

9)A payments B costs C amounts D earnings
10)A pursue B guide C aim D direct

11)A join B earn C bring D attract

12)A thought B created C supposed D caused
13)A method B performance C attempt D process
14)A fails B defeats C breaks D loses

15)A produce B lead C result D act

Task 3. Match the names and titles (1-11) with the job descriptions (a-k)

1.Moira Simpson a)We have two teams calling possible clients to fix
Civil Engineer meetings with the reps.

2.Sandy Bright b)We try to adapt our courses to the needs of each

General Practitioner individual learner,

3.Sidney Moth c)We deal with most users’ problems by phone.



Bank Manager
4.Maisy Summertime
Management Consultant
5.Professor John Stone
6.Rose Mason
Publisher
7.Carl Beard
Sales Representative
8.Sarah Blanket
Telesales Manager
9.Robert Margin
Technical Manager
10.Bill Whiteroad
Trainer
11.Nina Bevan

2.Test 2

d)I have the biology chair.

e)We do mainly children’s titles and dictionaries
f)We examine and (usually) approve company
accounts.

g)l have about 1,500 patients on my list.

h)I specialize in advising on management reporting
systems.
1)We are always ready discuss lending possibilities
with our clients.
)1 visit our clients two or three times a year to tell
about our latest products.
K)I build bridges.

Task 1 Match the companies (1-23) with their sectors(a-w)

1 A company which makes aspirin

2 A company which mines diamonds.

3 A company which makes men’s suits.

4 A company which sells package holidays.
5 A company which makes trucks

6 A company which distributes electricity
7 A supermarket chain

8 A company which builds houses

9 A company which makes washing machines
10 A company which sells hamburgers

11 A company which makes camcorders

12 Anairline.

13 A company which makes fighter planes.
14 A company which makes shampoo.

15 A restaurant chain
16 A newspaper publisher

a) automotive
b)construction
c)consumer electronics
d)financial services
e)confectionery
f)software
g)telecommunications
h)media
I)pharmaceuticals
J)beverages
K)textiles
Itoiletries
m)real estate
n) transport

.................................... o)utilities

p)household goods

17 A company which sells things over the

Internet

18 A company which makes mobile phones

q)retail
r)fast food

19 A company which sells investment

Advice.

20 A company which makes chocolate.
21 A company which makes beer.
22 A property company.

s)catering
t)defence
u)e-commerce
v)tourism

23 A company which writes computer

Programs.

w)extractive



Task 2 Look through the text and make a list of personal traits which are
necessary for all effective lawyers.

If you want to be an effective lawyer, you should have certain traits and attributes
in order to excel in this occupation. One important trait which lawyers should
possess is that of articulation. A lawyer who can articulate effectively is the one
who will be more likely to succeed not only against opposing parties in court but
also to impress and put their client at ease as well. An articulate lawyer is the one
who will see results. Another trait which lawyers should have is intelligence.
Having this positive attribute will ensure that the person representing the client is
the one who is smart enough to know what to do, when to do it and how to go about
getting the results which are necessary to win the case and/or abide by the client’s
wishes. Lawyers who use their brains are more likely to see the best possible
outcome from a case. It can arguably be said that those who become lawyers are
individuals who like to read. The legal profession is filled with volumes of laws,
regulations, cases and rules. If one does not favour reading, then becoming a lawyer
may not be the best bet, as the legal field is the one which requires massive amounts
of reading. Good comprehension skills are a favourable trait which all lawyers
should have. Although the one who likes to read may be a candidate for the legal
profession, but reading means nothing 11 if the person does not comprehend what
he has just read. Statutes and procedural rules are sometimes difficult to understand
and those who have good comprehension skills may prosper at being a lawyer as
they will have to read the pertinent documentation much less than those without
good comprehension skills. A good personality and willingness to work well with
others are two additional positive traits which all lawyers should possess. Some
people may think that lawyers have to be tough as nails in order to excel in the legal
profession but this is not entirely true. Although steadfast determination is a good
trait to have, it does not mean a whole lot if the one does not have a good personality
and willingness to resolve matters. The saying that one can catch more flies with
honey than vinegar is also relevant with regard to being a lawyer. Negotiations go
much better when the lawyers put their best foot forward and are willing to come to
an amicable solution. Lastly, persuasiveness is an additional trait which all lawyers
should possess. Since the legal profession is based around lawyers persuading
individuals to see their point of view lawyers must be persuasive in their speech and
tactics. A lawyer who can get his point across and persuade individuals to
acknowledge it is the one who will see many victories

Task 3 Here is a brief summary of the law of contract. Complete the texts using
the words below.

agreement , breach, capacity, consideration, damages, fraud, illegal, obligation,
oral, performance, property, signed, terms

What is a contract?

It is an agreement that creates a binding ..(1).. upon the parties. The essentials of a
contract are as follows™ mutual ..(2)..; a legal..(3).., which in most instances need
not be financial; parties who have legal..(4).. to make a contract; absence of ..(5) or
duress; and a subject matter that is not ..(6).. or against policy.



What form does a contract take?

In general, contracts may be either ..(7).. or written. Certain types of contracts,
however, in order to be enforceable, must be written and ..(8).. .These include
contracts involving the sale and transfer of ..(9).. .

How does a contract end?

In case of a ..(10).. of contract, the injured party may go to court to sue for
financial compensation (or ..(11)..), or for rescission, for injunction, or for specific
performance if financial compensation would not compensate for the breach.
Specific ..(12).. of a contract is the right by one contracting party to have the other
contracting party perform the contract according to the precise ..(13).. agreed.

3.Test 3
Task 1. Look through the job advertisement and answer the questions.

1. What position is open?

2. Who published the advertisement?

3. What industry does the company operate in?

4. What areas of practice in law are preferable for an in-house counsel role?
5. What are the duties of the in-house counsel?

6. What requirements should an applicant meet?

Commercial / Corporate Lawyer — IN-HOUSE LAWYER
*[eading Company
*Excellent team environment

XYZ has had substantial success recruiting for this leading company over the
past few years. We have a new role for a 3-6 year lawyer to join the friendly and
dynamic team.

Our client is one of the US largest private companies with offices in cities
around the USA. The company operates in the commercial, mining, construction,
and infrastructure spaces. This is a diverse, interesting and challenging in-house
legal role. With a positive outlook, this role will appeal to a capable corporate or
commercial lawyer looking for an in-house counsel role in which they can enjoy
assisting with the development and management of legal functions and commercial
contracts.

This role is broad and will provide substantial responsibility and opportunity.
The business requires substantial legal/advice work and this role will involve
ongoing work on complex commercial contracts and agreements.

You will also be involved in managing relationships with stakeholders and
suppliers. There will also be the opportunity to do some employment law and
occupational health and safety work. You will enjoy applying your commercial
acumen as well as your technical skills in this legal role. With the chance to work
on complex and significant contracts and projects, and with excellent support
systems on offer, this is a rare opportunity in the US market. You will possess about
3+ years (and up to about 6 years) experience working



in the commercial legal field, either in-house or for a strong boutique, mid large or
national/international law firm.

Task 2 Read the text below about training. In most of the lines 1-12 , there is one

extra word. It is either grammatically incorrect or does not fit in the meaning of the

text. Some lines, however, are correct. If a line is correct, write correct
, if there is an extra word in the line, write the extra word.

Examples: 0 THAT
00  correct
The cost of not training
0 Training is not a cost. It’s an investment. It really doesn’t matter that what we pay
00 for an investment. What is relevant is what we get in return. One of the easiest
1 ways is to put an organization’s future at risk would be to view training primarily as a
2 cost, and therefore provide with substandard training that operates only as a
3 temporary solution. Many companies attempt to quantify the results of training. For
4 example, a person paid $50,000 a year who wastes just one hour a day costs the
5 organization between $6,250 per year. So if the organization sends 25 people for
6 training and they all receive the same benefit, this would equal from $156,250
7 savings per year. A few years ago, training, apart from showing employees
8 what the basics of doing the job, was an optional extra for most organizations.
9 Today this is no longer the case. If we continue doing what we do in the same way,
10 most of us and our organizations will become obsolete within the five years. This is
11 because of our competitors are helping their staff to become more effective through
12 training. They understand that if the real price of not training is the company falling
behind as a result.
1. 3 5 7 9 11
2. 4 6 8 10 12
Task 3 Name each form using words below
Accident , application, appraisal, attendance, employment, expenses, holiday,

income tax, job, maternity, warning
1.I°d like to take a week at Easter and two weeks in July if that’s OK.

........... Request
2.Mr Smith had just taken off his regulation cap and gloves when his hair got caught in
the machine. Report

3.1t tells you about your pay, hours, holidays, pension, and discipline procedures.
Statement of Terms of ............
4.The duties attached to this post are as follows ....

................ Description
5.He’s been away sick three times already this month.
.............. Record
6.She already has two children and years’ service so she’ll get quite a lot of time off this
time. Leave Form

7.There’s a vacancy in the IT department which I wouldn’t mind trying for.



9.She got it for failing to follow instructions and because she broke the health and safety
rules. Employee ......... Notice
10.I’m happy to pay for his flight in business class but I don’t think we can accept his
reasons for staying in a five-star hotel for four nights!

............ Claim Form

11.Your pay more if you’re a higher-rate earner and you pay a lot less if you have
several dependent children in full-time education.
................. Return

KpuTtepumn onieHKu, TeCTUPOBAHUS

"Otauuno" (100-86 6GamioB): comepxkaHUE Kypca OCBOEHO IMOJIHOCTHIO, 0€3
npoOesnoB. PaboTa BBINIOMHEHA MOJHOCTHIO, MAaruCTPaHT JEMOHCTPUPYET OTJIMYHBIC
HAaBBIKM BJIQJICHWSI OCBOCHHBIM MAaTEpHAIOM, BCE MPETyCMOTPEHHBIC MPOTPAMMOM
OoOy4eHHs] TECTOBbIE 3aJaHusl BbINOJHEHbl. OTMeuaeTcs He Oosee 2 JIEKCHKO-
rpaMMaTHYECKUX OMTMOOK 1 ofHa 1 CMBICIIOBast OIIMOKA.

"Xopomo" (85-76 6annoB): coaep)kaHHE Kypca OCBOCHO TMOJHOCTBIO, OJIHAKO,
HEKOTOpbIE MPAKTUYECKUE HABBIKU PAOOTHI C OCBOCHHBIM MAaTe€pUaIoM CPOPMUPOBAHBI
HEJI0OCTaTOYHO, HEKOTOPhIC BBl 33JIaHUM BBIMOJHEHBI C omuOKamu. OTMedaercs He
0onee 4 TEKCUKO-TPAMMATHYECKUX U 2 CMBICIIOBBIX OIIHOOK.

"V nosnerBoputensHo" (75-61 Oamna): comepaHue Kypca OCBOEHO YacCTUYHO,
HEKOTOpbIE TMPAKTHYECKUE HABBIKM PadOTBHl HE C(HOPMHUPOBAHBI, MHOTHE TECTOBBIC
3aJlaHds He BbINOJHEHBI. [lpucyTcTByeT Oosiee 6 JeKCHKO-TpaMMaTUdyeckux u 4
CMBICIIOBBIX OIIHOOK.

"HeynosnerBoputenbHo"(60-50 Oanna): conepkaHue Kypca HE OCBOCHO.
Heobxoaumbie MpakTUYECKUE HABBIKM Pa0OTHl HE CPOPMUPOBAHBI, OOJIBIIAS YaCTh
TECTOBOTO 33J]aHUsI COCPKUT TPyObIe OLTUOKH.



IIpumepHbIii nepedyeHb oneHoYHbIX cpeacts (0OC)

No Kon HaumenoBanue IIpencraBnenue
OLICHOYHOT'O Kpartkas xapakTepucTHKa OLEHOYHOTO CPeCcTBa OLICHOYHOTO CPeCTBa
CpeJncTBa B (oHIIE
YcTHBI onipoc
1 YO-1 | CobecenoBanue CpencTBo KOHTPOJIS, OpraHU30BaHHOE KaK CrienuaibHas oecena Bompocsl no Temam/pasnenam
npenojaBaresiss ¢ 00y4JaroUuIMMcsl Ha TEMbl, CBSI3aHHBIE C U3y4aeMOil JUCIUTIAHBI
JUCHUTUTMHOW, ¥ pPAacCUUTaHHOE Ha BBIICHEHHE OObeMa 3HAHHN
oOyuJaroierocs o onpeesieHHOMY pasjieny, TeMme, mpodieMe U T.11.
2 YO-2 | KomtokBuym CpencTBo KOHTPOJISL YCBOCHHS yUeOHOTO MaTepualia TEMBbI, pasjiesia Win Bompocer mo Temam/pasnenam
pa3esioB AUCHUUILIMHBI, OPraHW30BaHHOE KaK y4eOHOe 3aHSTHE B BUJIE JUCIUTIIAHBI
co0eceloBaHus ITpenoaBaress ¢ 00yJaronMMHCS
3 YO-3 | Joknax, coobmmenue | [IpoaykT camMocToSTENbHON paboThl O0YyYaroIIerocs, MpeacTaBIsIoNMid | TeMbl 10K/Ia10B, COOOIIEHNI
co00il MyOJIMYHOE BBICTYIJIEHUE IO MPEACTABICHUIO IOJIYYEHHBIX
pPe3yNbTAaTOB PEIICHUs ONMPEIEICHHON y4eOHO-MPaKTUYECKOM, yueOHO-
HCCIIEN0BATENIBCKON MIIM HAYYHOH TEMBI
4 YO-4 | Kpyrisriii crout, O1eHOYHBIE CPE/ICTBA, MMO3BOJISIONINE BKIIOYUTH 00yJarommxcs B mporecc | IlepedeHp TMCKyCCHOHHBIX TEM
TUCKYCCHS, 00CYX/IeHUs CIIOPHOTO BOMPOCa, MPOOIEMBI U OLIEHUTh X YMEHUE JUISL IPOBEJIEHUs KPYIJIOTO CTOJa,
MOJIEMHUKA, apryMEHTHPOBATh COOCTBEHHYIO TOUKY 3PEHHSI TUCKYCCHUHU, TIOJIEMUKH, JAUCIIYTA,
JUCTYT, 1e0aThl nedbaToB
IucbMeHHBIE PAOOTHI
1 IIP-1 | Tect Cucrema CTaHIAPTU3UPOBAHHBIX 3aJaHUM, TO3BOJISIFOLIAS doH TECTOBBIX 3aJaHul
AaBTOMATU3UPOBATH MPOIIEIyPY U3MEPEHUS YPOBHsI 3HAHUI U YMEHUIN
obOydJaromerocs
2 [TP-2 | KontponwHas pabora| CpeacTBo MpOBEpPKU YMEHUN MPUMEHSThH OTyYSHHBIC 3HAHUS KOMITUIEKT KOHTPOTBHBIX 3a/1aHUN
JUISL pellieHus 3a]1a4 ONPEIeIEHHOTO THIIA TI0 TEME UITU pa3lieny 10 BapHaHTaM
3 IT1P-3 | Dcce CpenctBo, MO3BOJIAIOINIEE OLIEHUTH YMEHHE oOydaromierocsi nucbMeHHO Temaruka scce
u3Naratb CyTh MOCTABIEHHOW MPOOIEMBI, CaMOCTOATEIHLHO MPOBOIUTH
aHaJIU3 3TOU MPOOJIEMBI C HCIIOIB30BAaHUEM KOHIICTIIINN U aHATUTHIECKOTO
WHCTPYMEHTApUSl COOTBETCTBYIONIEH TUCIUIUIMHBI, JeNaTh BBIBOJBI,
00001Iaro1He ABTOPCKYIO MO3UITHIO 110 TOCTABJICHHOM MTpobiieMe
4 [1P-4 | Pedepat [TponykT camocToATenbHON paboThl obOyuaromierocs, mnpexacraBisonmiil Temsl pedeparo

co00i1 KpaTKoe M3JI0KEHHE B MHUCbMEHHOM BHJIE MOTYYEHHBIX PE3YJIbTaTOB

TEOPETUYECKOTO aHajau3a OIIPEIETICHHOMN Hay4HOU (yaebHo-




HCCIIEIOBATENIbCKOM) TEeMbI, TJ€ aBTOpP pPAaCKpbIBae€T CYTh HCCIEAyeMOil
POOJIEMBI, PUBOIUT PA3TMUHBIC TOUKH 3PCHUS, a TAK)KE COOCTBEHHBIE
B3IJIsA/Ibl HA HEe

) ITP-5 | KypcoBas pabora, [TpoaykT camocTosTenbHOH paboThl OOydaromierocs, HpeACcTaBsAlomuY TeMbl KypcoBBIX pabOT/IPOEKTOB,
KYPCOBOI1 MPOEKT co00i1 KpaTkoe M3J0KEHHE B MUCbMEHHOM BHJIE€ TOJYYEHHBIX PE3YJbTAaTOB| IJIaHbI KYpPCOBBIX
TEOPETUYECKOT O aHaiM3a OIpeIeIEHHOM Hay4yHOU (yue6HO- paboT/MPOEKTOB, METOUYECKUE
UCCJIEIOBATENILCKOM) TEeMbl, IJIe aBTOpP pPacKphIBa€T CYTh HCCIeAyeMol pexkoMeHaauuu nmo Hanucanuio KP
po0JIeMbl, IPUBOJUT PA3INYHBIC TOUKH 3PEHUS, a TAKKE COOCTBEHHBIE u KI1
B3TJISIBI HA HEe
6 [1P-6 | JlaGoparopuast CpencTBo i 3aKpEIUICHHs ¥ MPAKTHYEeCKOTr0 OCBOCHHUS MaTepurasa Kommnekr 3ananuii 1is
pabora 0 ONPEICIICHHOMY pa3ieny nmabopaTopHbIX padboT
7 IIP-7 | Koucmexkt [IponyKT caMOCTOSITEIbHON PabOThl 00YUarOIIErocsi, OTPAKAIOIIHI Pa3nensl mucMImInHb
OCHOBHBIE UJIEH 3aCIyIIaHHOM JIEKIIUU, COOOIICHUS U T. 1.
8 I1P-8 | IToptdommo LleneBas mogbopka padoT 0Oyyaroerocs, paCKphIBaroIIas €ro Crpykrypa nopthosmo
MHAMBHUyalIbHbIE 00pa30BaTEIIbHbBIE JOCTUKEHUS B OHON WK
HECKOJIbKUX y4eOHBIX TUCIUIIMHAX
9 ITP-9 | Ilpoekt KoHeuHbIll TpOAYKT, IMOJIydaeMblii B pe3yiabTaTe IUIAHUPOBAaHUA Y TeMbl IPYNIOBBIX W/WIN
BBIMOJIHEHUSI KOMIUIEKCAa Y4YeOHBIX M MCCIEIOBATENbCKUX 3aJlaHMi{ WHAWBUIYAJIbHBIX IPOEKTOB
[To3Bonsier  OLIEHUTh  yMEHHE  OOYYaIOIIUMXCS  CaMOCTOSTEIbHO
KOHCTPYUPOBATh CBOM 3HAHHUS B IPOIIECCE PEIICHUS MPAKTUUECKUX 3a]1a4 Y|
npo0JieM, OpUEHTHUPOBATHCS B MH(OPMALIMOHHOM ITPOCTPAHCTBE U YPOBEHH
c(OPMHPOBAHHOCTH  AHAIUTUYECKHUX, MCCIEIOBATEIbCKUX  HAaBBIKOB
HaBBIKOB MPAKTUYECKOTO U TBOPUECKOTO MBIIUIEHUS. MOKET BBITIOIHATHCS
B MHIUBUIYAJILHOM TOPSIJIKE WK TPYNTION 00yJaromuxcs
10 | ITP-10| [denoBast u/vnu CoBMecTHasi AEATENBbHOCTh TPYNIbl O0y4aromuxcst Moj ynpasieHueM | Tema (mpoOiema), KOHIEHIHS,
poJieBasi urpa mpenojaBaTesis C LEIbl0 pPEleHUs Y4YeOHbIX U TNPOQPECCHOHAIBHO- | POJIU U OKUJAeMbIN pe3yabTaT
OpPHEHTUPOBAHHBIX 33734 IyTeM HIPOBOIO MOJECIUPOBAHMS pPEaTbHOM | MO KaxI0# urpe
npo6iemHo# curyaruu. [103BosIsIeT OlleHUBaTh YMEHNUE aHAIU3UPOBATh U
pemaTh THIHYHBIE PO(ecCHOHAIBHBIE 3a1a4YH
11 | ITP-11| Keiic-3amaua [IpobGnemHoe 3agaHue, B KOTOPOM O0yUarOIIEeMYyCs MPeIaraeTcs 3ajaHus i pelieHus Kenc-
OCMBICIIMTD PEANbHYIO MPO(PECCHOHATLHO-OPUEHTUPOBAHHYIO CUTYAIUIO, | 3aJa4u
HEOOXOIUMYIO JUIsl pEHICHHsI TaHHOW MPOoOJIeMbl
12 | T1P-12 | PaGouas TeTpaap JunakTHuecKuii KOMIUIEKC, MpeIHAa3HAYCHHBIN TSI CAaMOCTOSATEILHON O6pa3er paboueit TeTpaan

paboThI 00yUaIOIIErocs: ¥ MO3BOJISIONINN OLEHUBATh YPOBEHb YCBOCHUS UM

y4eOHOTr0 Marepuasia
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I1P-13

Pa3znoypoBHeBbIE
3a/1auM U 3aJjaHus

Paznuuaror 3anaum U 3a1aHUs:

a) PENpOAYKTUBHOTO YpPOBHS, TMO3BOJSIONIME OLIEHUBATh U
JMarHOCTUPOBATh 3HaHUE (paKTHUECKOro Marepuana (0a3oBble MOHATHS,
QITOPUTMBI, (PAKTHI) ¥ yMEHHE MPABUIBHO UCIIOJIB30BaTh CIHEIHMATbHbIC
TEPMUHBl M TOHATHS, Y3HaBaHHE OOBEKTOB M3Y4YEHHS B pPaMKax
OTIPENIeIEHHOTO pa3/ieia JUCUUIUINHBL;

6) pPEKOHCTPYKTHBHOTO YPOBHS, IIO3BOJISIOIINE OLCHUBATH U
JUarHOCTUPOBaTh YMEHUE CHUHTE3MpOBaTh, AaHAIM3UPOBATh, 0000IIATH
dakTHUeCKU M TEOpeTHYecKHui Marepual c  (QOpMYJIHPOBAaHUEM
KOHKPETHBIX  BBIBOJIOB, YCTAHOBIICHHEM NPUYHMHHO-CIIEICTBEHHBIX
CBSI3CH;

B) TBOPYECKOTO YPOBHS, MTO3BOJISIOLINE OLCHUBATH U THATHOCTUPOBATH
YMEHUS, UHTETPUPOBATh 3HAHUS PA3IUYHBIX 0OJacTed, apryMEeHTUPOBATH
COOCTBEHHYIO TOUKY 3pEHUs

KomruiekT pa3HOypOBHEBBIX 3a/1ayl
U 3aJaHui
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I1P-14

Pacuetno-
rpadudeckas padbora

CpencTBo IpOBEPKH YMEHHM MPUMEHSITH MOJyYEHHbBIE 3HAHUS 110 3apaHee
ONpEeIETICHHON METOIMKE JIJIsl PEeILICHUs 3a4aJ1 WM 3aJaHUi 110 MOAYJIIO
WK JACUUILIAHE B 1[€JIOM

Komimiekr 3agannii niis
BBITIOJTHEHHS PACYETHO-
rpagu4ecKoit padoThI
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I1P-15

TBopqecxoe 3aJaHuc

YacTUHO perjaMEeHTHUPOBAHHOE 3aJIaHue, HMMEIOIIee HECTaHIapTHOY
pellieHHe W TIO3BOJISIONIEE THArHOCTUPOBATh YMCHHS, HWHTEIPHUPOBATH
3HAHUS Pa3IHMYHBIX 00JIaCTeH, apryMEHTHPOBATh COOCTBEHHYIO TOUYKY
3peHus. MOXKET BBITOIHATHCA B MHIAMBHIYAIBHOM IOPSJIKE WIHA T'PYIIION
00y4arInXCs

Tembl TPYNIMOBBIX U/UITU
VHIUBUYAIbHBIX TBOPUYECKUX
3alaHUN

TexHuueckue cpeacTBa

TC-1

Tpenaxep

TexHuueckoe cpeacTBO, KOTOPOE MOXKET ObITh HCIOIb30BAHO

JUISL KOHTPOJISl MPUOOPETEHHBIX 00y4daromuMcs TpodhecCHOHATBHBIX
HABBIKOB M YMEHHI 110 yIIPaBIEHUIO KOHKPETHBIM MaTEPHAIbHBIM
00BEKTOM

KowmmiexT 3aganuit ayist paboThl
Ha TpEHaxepe




