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Pabouyto mporpamMmy coctaBui(u):

Houent, k. ¢pmon. H. Konormok H.B.
(OonxcrHocms, yuenoe 36anue, cmenens, Pamunus U.0.)

PeniensupoBanue paboueil nporpamMMbl AUCHUIIINHBIL:

OtcyTrcTBYeT

Peneunsent

(Oondicnocme, yuenoe 36anue, cmenensb, Pamuaus 1.0.)

Pabouas nmporpamMma qucuMIiinHbl coctaBiieHa Ha ocHoBaHuM @T'OC BO u yyeOHoro miana
HanpasyieHus noaroroBku 44.03.05 Ilenarornueckoe obpazoBaHue (¢ AByMs MpoduiIsiMu MOAro-
TOBKHM), HAMPaBIECHHOCTH (MPOoQuin) AHIITMICKUI A3bIK; BTOPOX MHOCTPAHHBIN S3bIK

Cpoxk aeiicTBusi padoueii mporpaMMsbl THCHUIIMHBI 10 «31» aBrycra 2025 r.

YTBEPXXJIEHO

Ha 3acemannu xadenpsl
«Teopust 1 METOAMKA MPENOJaBAHUS HHOCTPAHHBIX SI3bIKOB U KYJIBTYP»

(mporoko: 3aceqanus Ne 10 ot «24» utons 2019 r.).



1. lleqb ocBOEHMSI AUCUMIIJIMHBI

HGHL OCBOCHU NUCHUIIJIMHBI — PAa3BUTHC U COBCPHICHCTBOBAHUC SI3LIKOBOM M KOMMYHUKa-
TUBHOM KOMIICTCHIUHU CTYACHTOB-JIMHI'BUCTOB.

2. Mecto gucunminnsel B ctpykrype OIIOIT BO

JMcuuIuiiHbl, yaeOHbIe KypChl, HA OCBOSHHH KOTOPBIX 0a3upyeTcs JaHHas qucuuIuiiHa (y4ueo-
HBIN Kypc) — [IpakTueckuii Kypc aHTIIUICKOro s13bIKa, [[pakTuKyM 10 KyJlIbType peueBOro ooeHus
aHTIIAICKOrO sA3bIKa 1-2, Ctunuctuka 1.

JycuuniuHel, yaeOHbIe KYpChl, U1 KOTOPbIX HEOOXOUMbI 3HAaHUs, YMEHHUS, HaBbIKU, IPUOO-
peTaeMble B pe3yJibTaTe U3yUY€HHUs TaHHOM AUCHUIUIMHBI (yueOHoro Kypca): [IpakTHKyM 1o KyJIbType
pedeBOro o0IIEHUs aHTIMICKOro s3bIKa 3-4, CTUINCTUYECKUI aHAIN3 Ty OIUIIMCTUYECKOTO TEKCTA.

3. [lnanupyemble pe3yabTaThbl 00y4eHUsI

dopmupyemMblie U KOH-

TpoJIMpyeMble KOMIIe-
TeHUHH

(Kol 1 HAIMEHOBaHUE)

NHaukaTopbl 10CTHIKE-
HHUS KOMIIeTEeHIM
(Ko 1 HAaUMEHOBaHUE)

I[Inanupyemble pe3ybTaThl 00y4e-
HUSs

VYK-4 - cnocoben ocy-
LIECTBJIATH JIEJIOBYIO KOM-
MYHHUKAIIMIO B YCTHOH H
MUCbMEHHON ¢dopMax Ha
roCy/1apCTBEHHOM  SI3bIKE
Poccuiickoit @enepanuu u
WHOCTPaHHOM(BIX )
sI3bIKe(ax)

VK.4.2. leMoHCTpHpYET
yMEHHE OCYIIECTBISTH Jie-
JIOBYIO MEPENHCKy Ha MHO-
CTPaHHOM SI3bIKE C YYETOM
COLIMOKYJIBTYPHBIX OCOOEH-
HOCTEHN

3HaTh: HAIMOHAJILHEIE OCOOCHHOCTH
OM3HEC-KYyJIbTYpbl CTpPaHbl H3ydae-
MOTO SI3bIKa

YMeTh: MpaBWIBHO HWHTEPIPETUPO-
BaTh  SIBJICHUS]  OW3HEC-KYJbTYpbI
CTpaHbl U3y4yaeMoro s3blKa U UX 3Ha-
YeHue i KyJbTypHOTO pa3BUTHUS
Hapoa; ONpeleInuTh KOMMYHUKATUB-
HbIE HAaMEPEHHsI TOBOPSILIEro/MHUILY-
HIer0, BBIpaXKaTb CBOE MOHHUMaHUE
YCIIBIIIIAHHOT O/TPOYUTAHHOTO TEKCTa
U OBbITh TOTOBBIM KOMMEHTHPOBATh
€ro coJiep>KaHue

Brnaners: HaBbIKaMH OCYILECTBIICHUS
MEXKYJIbTYPHOU KOMMYHHKAIIHUH;
YMEHHEM  aJIeKBaTHO  INPUMEHATh
a/IeKBAaTHBIE JICKCUUECKUE €IMHUIIbI B
CUTyallMsIX MEXKKYJIbTYpHOro o0Orie-
HUS B 1IEJIOM U B JIEJIOBOI NEpenucke,
B YaCTHOCTH

[IK-8 - cmocoben mpume-
HATH CHEIUAIBHBIE SI3BIKO-
BbIE TIpOrpamMMbl 00y4e-
HUS1, TPOTPaMMBbI TIOBBIIIIE-
HUS SI3bIKOBOU KYJIBTYPhI U
pPa3BUTHUS HABBIKOB IOJH-
KyJIbTYPHOTO  OOILEHUS;
rOTOB COBMECTHO  C

IIK.8.1. JleMmoHCTpHpYET
HOHUMaHHe 0COOEHHOCTEN
pa3BUTHUS HABBIKOB IOJIH-
KyJIBTYPHOT'O OOIIEHUS

3HaTh. TCPMUHOJIOTUIO ACJIOBOI'O aH-
TJIMHACKOTO SI3bIKa

YMerb: coOmonaTh CTWIb U GopMar
NUCbMEHHOT'O U YCTHOT'O BBICKa3bIBa-
HUSI

Braneth: HaBBIKAMU YCTHOW W THCH-
MEHHOU peuu B cepe AenoBoro 00-
IICHHUS HAa aHTJIMICKOM SI3bIKE




®opmupyemMbie U KOH-

TPOJIpyeMble KOMITe-
TEHIUHU

(KOJ 1 HAMMEHOBAHME)

HNHaukaTopsl 10CTHKe-
HUSA KOMIIETEeHIU I
(koa 1 HAaMMEHOBAHUE)

IInanupyemble pe3ybTaThl 00y4e-
HHA

yUaIIUMUCS UCTIONIb30BATh
WHOSI3BIYHBIE  MCTOYHUKHU
uH(pOpMaINH, UHCTpPY-
MEHTHI TE€PEeBOJA, IMPOU3-
HOIIIEHUS; CIIOCOOEH opra-
HU30BBIBATh OJIUMIIHA]IBI,
KOH(EpEHIINH, TYPHHPHI,
JMHTBUCTHYECKUE WTPHI B
IIKOJIE U JP.




4. CTpyKTypa U coepKaHue TUCHUILTUHBI

®opMbI TEKYLLET0

Bun .

Monyas (pa3- . HaumeHoBaHue TeM 3aHATHI Oobem, KOHTPOJIs1 (HAUMEHO-

y4eOHoi N Cemectp baanbl | UHTepakTus, 4.
neun) (yueoHoli padoThI) q, BaHHe OLIEHOYHOI0
padoTbl
cpeacrsa)
1. Business Ip Business letter structure, content and style. 9 2 - 2 -
rr nden

correspondence Cp 1 - -

Ip Types of letters. 9 2 - 2 MHCbMEHHOE 3a/IaHKe
(enoBoe MUCHMO)

CP 3 - -

2. Employment Ip Cover letter. 9 2 - 2 MUCHMEHHOE 3a[aHne

(compoBOAUTEIBHOE
MACHMO)
CP - -
IIp Resume. CV. 9 2 - 2 [MMCEMEHHOE 3aIaHUE
(pesrome)

CP 3 - -

3. Telephoning Ip Telephoning 9 4 - 4 poJseBas urpa 1
CP 6 - -

4. Presentation Ip Presentations: introduction. 9 2 - 2 -
CP 3 - -
ITp Presentations: body. 9 2 - 2 -
CP 3 - -
Ip Presentations: using media. 9 2 - 2 -
CP 3 - -




Bun

®opMbI TEKYLLET0

Mogayas (pa3- . HaumeHoBaHue TeM 3aHATHI Oobem, KOHTPOJIs1 (HAUMEHO-
y4eOHoi N Cemectp baanbl | UHTepakTus, 4.
neun) (yueoHoii padoThi) q, BaHHe OLIEHOYHOI0
padoTbI
cpeacrsa)
I1p Presentations: conclusion. 9 2 - 2 MHHHU-IPE3CHTALUS
CP 3 - -
5. Meetings Ip Chairing a meeting. 9 2 - 2 poneBas urpa 2
CP 3 - -
Ip Taking part in a meeting 9 2 - 2 MUCHMEHHOE 3aJ[aHNe
(IIDOTOKOJI cOODaHUA)
CP 3 - -
6. Negotiations Ip Preparing negotiations. 9 2 - 2 poseBas urpa 3
CP 3 - -
Ip Negotiating 9 2 - 2 MUCHbMEHHOE 3aaHNe
(maMsATHas 3aMKCcKa)
CP 3 - -
K Kontposb 9 3,75 - - -
1A 3ager 9 0,25 - - Y CTHEINA 3a4eT
Hroro: 72 -




5. O0pa3oBaTesibHbIE TEXHOJIOTHH

® TEXHOJOTUH TPAIUIIMOHHOTO O0YUEHUS — C HCIIOJIb30BAHUEM TPAIUIIMOHHBIX POpPM (ITPAKTH-
YeCKUE 3aHATHS, CaMOCTOsITeNbHAs paboTa, WHIUBUIYyadbHBIC TOMAITHUE 3aJaHUS) U METOJIOB
(HarnsaHbIE, CTIOBECHBIE, IPAKTUYECKHE) O0YUICHHUS,

¢ uH(OPMAMOHHBIC TEXHOJIOTUH - O0YUYCHHE B JICKTPOHHOUN 00pa30BaTEILHOM CPEIE C MEIbI0
paciupeHus J0CTyIa K 00pa3oBaTeIbHBIM pecypcaM, YBEIUICHHSI KOHTAKTHOTO B3aUMOJICHCTBHUS C
MpernoaBaTesieM, OCTPOCHUSI WHAUBHIYAIbHBIX TPACKTOPHHA MOATOTOBKH U OOBEKTUBHOTO KOH-
TPOJISL U MOHUTOPHHTA 3HAHUU CTYJICHTOB; UCIOJB3YEeTCS MPE3CHTAMOHHBIN METO U Pa3IMYHbIC
TEXHUYECKHE CPEACTBA PabOTHI ¢ MHpOpMAIUeH (ayIuo-, BUI0-, KHHO- CPEICTBA, KOMITBIOTEPHI JIsI
paboTel ¢ nHpOpManmei

¢ 1poOiieMHOE 00yUYeHHUE - CTUMYJTHPOBAHUE CTYJICHTOB K CAMOCTOSTEIILHOMY MPUOOPETCHUIO
3HAHWIA, HEOOXOAMMBIX JUTSI PEIICHUS] KOHKPETHOU TIPOOIIEMBI;

® KOHTEKCTHOE 00ydYeHHE - MOTHBAIIHS CTYJICHTOB K YCBOCHHIO 3HAHUH ITyTEM BEISBJICHHSI CBSI-
3eil MeX Ty KOHKPETHBIM 3HAHHEM U €T0 MpuMeHeHneM. [Ipu 3ToM 3HaHUs, yMEHUSI, HABBIKH JTAFOTCS
HE KaK MMpeJIMET TS 3alIOMUHAHUS, a B KAUYECTBE CPEACTBA PEIICHUS MPO(PECCHOHABHBIX 33]1aY;

e 0OydYeHHE Ha OCHOBE OTIBITA - AKTUBU3AIIHS TTO3HABATEIILHOM JICSATSILHOCTH CTY ICHTA 32 CUET
aCCOITMAITIU U COOCTBEHHOT'O OITBITA C MPEJIMETOM U3YUCHHS;

* MEXIHCIUILTHHAPHOE O0YUYCHHE - HCITOJIb30BAHNE 3HAHUN M3 Pa3HbIX 00JacTel, WX TPYIIH-
POBKa M KOHIICHTPAIIMS B KOHTEKCTE PEIIaeMOM 3a1auH;

e paboTa B KOMaHJIe - COBMECTHAS JICATEIHHOCTh CTYJICHTOB B TPYIIIE TOJ] PYKOBOJACTBOM JIH-
Jiepa, HampaBJieHHAs Ha pelreHrne o0IIeH 3a/1auu IyTeM TBOPYECKOTO CIOKCHHS PEe3yJIbTaTOB WH/IH-
BHTyaJIbHOW paOOThI WICHOB KOMAHJIBI C JCJICHUEM TTOJTHOMOYHIA U OTBETCTBECHHOCTH.

6. MeToguyecKkue yKa3aHus M0 OCBOCHHUIO U CIUTIINHbBI
[ToaroroBka OakanaBpoB 1o HampasiaeHuto 44.03.05 Ilegarorndeckoe oOpazoBaHue « AHTIIUH-
CKHH SI3bIK; BTOPOM MHOCTPAHHBIA S3BIK» MPEANoaracT U3y4eHHE Pa3IMYHBIX aCIEKTOB JEJIOBOTO
AHTJIMMCKOTO S3BIKA.

N3ydyeHue DuCUMIUIMHBI « AHTJIUACKUN SI3BIK ISl CIICIMATIbHBIX LEJICH» MpeanoiaracT Kak
YCBOEHHE MaTepHalia Ha Ay IMTOPHBIX 3aHATHAX, TAK U CAMOCTOSTEIbHYIO padoTy, pe3yJIbTaThl KOTO-
pOi CTYZIEHTHI IGMOHCTPUPYIOT MPHU BHITIOJIHEHUH WHIMBUIYaIbHBIX JOMAIITHUX 3aIaHUM.

OCHOBHOI#1 IIE€JIBI0 CAaMOCTOSATEIBHOMN pa6OTBI CTYACHTOB ABJISICTCA IMOBBIIICHUEC MCXOJHOI'O
YPOBHA BJIaACHUA HHOCTPAHHBIM S3bIKOM, U OBJIaICHUEC CTYACHTaAMHA H606XOI[I/IMI)IM Hn J0CTaTOYHBIM
YPOBHEM KOMMYHHKaTHBHOfI KOMIICTCHIUHU JJIs PEIICHUA COIMAaJIbHO-KOMMYHHUKATHBHBIX 3a7a4 B
Pa3JIMIHBIX o0acTax HpO(I)CCCHOHaHBHOﬁ nu HaquOﬁ ACATCIIBbHOCTH.

CamocrosTenpHas pa60Ta CTYACHTOB 3aHUMACT BA’KHOC MECTO B y‘le6H0ﬁ " HAYYHO-UCCIIECOO-
BaTeIIbCKOM JIeATEIbHOCTH CTYACHTOB, 4YTO IOAPA3YyMCBACT 0006}/'}0 OpraHu3aluro y‘{66HO'BOCHI/ITa-
TCJIbHOI'O IMIpOoHecCa B By3€ C LCJIIbIO PA3BUTHUA YMCHUS YUUTHCH, (1)0pMI/IpOBaHI/I$I CIIOCOOHOCTH K ca-
MOPAa3BUTUIO, TBOPUCCKOMY IMTPUMCHCHUTIO ITOJTYUYCHHBIX 3HaHPII>i, crocodam aJalTalm K npoq)eccn—
OHAJIbHOU JIEATSIHLHOCTH B COBPCMCHHOM MHPCE.



7. OneHo4HbIe cpeaAcTBa

7.1. ITacmopT OLIEHOYHBIX CPeICTB

Koa koHTpo/IMpyeMoii KoMIeTEeHUMH

Cemect
P (W14 ee yacTu)

HaumenoBanue
OLICHOYHOI'0 CpeCTBa

VK-5

Tucomennoe 3adanue (Oenosoe nucomo 1I-
2)

Tucvmennoe 3a0anue (conposooumenvroe
nuUcoLMo)

Tucvmennoe 3adanue (peszrome)

Ponesas uepa 1-3

Munu-npesenmayus

Iucomennoe 3adanue (npomorxon cobpa-
HUs1)

Iucomennoe 3adanue (namsmuas 3a-
NUCKQ)

Bonpocul k 3auemy NeNe [-40

I1K-8

Iucomennoe 3adanue (0enosoe nucvmo 1-
2)

Tucvmennoe 3a0anue (conposodumenvroe
nucoLMmo)

Iucomennoe 3adanue (pesrome)

Ponesas uepa 1-3

Munu-npesenmayus

Iucomennoe 3adanue (npomorxon coopa-
HUs1)

Ilucomennoe 3aoanue (namamuas 3a-
nUCKQ)

Bonpocul k 3auemy NoNe [-40

7.2. TunoBble 3a1aHUS UJIM HHbIE MATEPHUAJIbl, He0OX0AMMBIE JIJIsl TEKYIero KOHTPOJIsI

7.2.1. leaoBas (poJjeBasi) urpa

(HaumeHO8aHUE OYEHOYHO20 CPeOCmEa)

TunoBoii npumep 3axaHust

1. Tema (mpo6Jiema): oOCy>KJ€HHE YCIOBUN CACTKU MO TenedoHy.

2. KOHHel'lIII/Iﬂ UI'pbI. Ka;mmﬁ N3 YHACTHUKOB JOJIZKCH IOMBITATHCA 3aKIIFOUUTH KOHTPAKT C

MAaKCUMAJILHON BBITOOM IS ceOsl.

3. PoJn:

- IOKyTIaTelb — MPeICTaBUTENb ceT Marasunos Deco-fittings;
- TIpoJIaBel] — MPeICTaBUTEb KoMianuu 1aps and Pipes, npousBoauTesist BAHHOE 000pyI0Ba-

HHUC.




4. Oxunaemblii () pe3yabTar (bI) KaXIas CTOPOHA BBIpaOATHIBAET CBOIO TAKTUKY IEpPEro-
BOPOB U IBITAETCS IPUMEHUTH €€ JUIsl TOCTUXKEHUS LIETH.

KpaTkoe onucanue u perjiaMeHT BbINIOJTHEHHUS

Urpbl npoBoasgTCS HAa NPAKTHUUECKUX 3aHATHSAX. CTYIEHTHI IOJY4YarOT KapTOUKH C POJISIMHU.
Bpewms Ha moAroToBKY poiu — 5 MUHYT. Mrpa npoBOUTCS B MaJIbIX I'PYMIax B COOTBETCTBUU C KOH-
uenuueil. B npouiecce urpel npemnoiaBareib OLIEHUBAET y4aCTUE CTYIEHTOB B padOTEe B COOTBETCTBUU
C KpUTEPHUSIMHU.

Kpurtepuu onenku:
- «3aYTEHO»:
e CTYJAEHT JEMOHCTPUPYET XOpolllee TOHUMAHUE TEMBI;
e CTYJEHT JOIyCKaeT HEOOJbIIOE KOJIMYECTBO OIIMOOK, YTO COBEPILIEHHO HE MPEMATCTBYET I0-
HUMaHHUIO;
e CTYAEHT B OCHOBHOM T'OBOPUT B ONITUMAJIbHOM TEMIIE, MOJIEPKUBAET KOHTAKT C MapTHEPaMU 1
BapbUpPyET UHTOHAIIHIO;
e KOMMYHHUKATHBHas 3a/laya pelieHa

- «HE 3aUYTEHO»:

e CTYJEHT BIIaJIe€T MaTepHajoM Ha 3JIEMEHTapHOM YPOBHE;

e CTYJEHT JOIyCKaeT OO0JIbIIOE KOJIMYECTBO OMIMOOK, 4TO B OOJIbLIEH CTETIEHU IPENIATCTBYET MO-
HUMaHHUIO;

e CTYJAEHT FOBOPHT B CIMILKOM OBICTPOM /MEAJIEHHOM TEMIIE, HE MOJIEPKUBAET KOHTAKT C MapT-
HEpaMH U HE BapbUPYyET UHTOHALUIO;

e KOMMYHHUKATHBHAs 3a/la4ya HE pelleHa.

7.2.2. KoMILIeKT 32/IaHUIii MUHH-TIPe3eHTANHI

(HaumeHoOBaHUE OYEHOUHO20 CPeOCmEa)

Ilepeuenb Tem

. Types of business letters.

. How to write a business letter.

. How to write a CV (resume).

. How to write a cover letter.

. How to begin a presentation.

. How to end a presentation.

. How to use visual aids in a presentation.

~NOo ok owN -

TpeOoBanus k 0pOPMIICHHIO NIPE3CHTALNHA
1) TPOAOIKUTENBHOCTD 2-3 MUH,
2) CcTpyKTypa: BBeJIeHHE (COOOIICHNE TEMBI); TJIaBHAS YaCTh; 3aKIF0UCHUE (TIOJJBEICHUE UTO-

TOB).



Kpartkoe onucanue M perjiaMeHT BbINIOJTHEHHUS

CpencTBo TEKyLIero KOHTPOJIS 10 JUCHUIUIMHE. Bece CTyA€HTHI BBIOIHAIOT NPE3EHTALMU 110
yKa3aHHBIM T€MaM UHAMBUIAYAJIBHO. TeMbl Ipe3eHTalui BBIIAOTCS CTyACHTaM 3a Henemo. [loaro-
TOBKa OCYIIECTBIISIETCS BO BHEAY JUTOPHOE BpeMsl. CTyIeHThI BBICTYAOT C IPE3EHTALUIMH Ha IIPaK-
THYECKOM 3aHATHUH.

Kpurepuu onenkn:

"  OLEHKa «OTJIMYHO» BBICTABJISAETCS CTYICHTY, €CJIM CTYJIEHT JIEMOHCTPUPYET IOJHOE 3HAHUE
MaTepuasa U IOHUMaHUE TEMbI; IPEJICTaBIIsIET MHPOPMAIUIO B IOTHYECKOM MOPSAKE; BCTYII-
JICHUE U 3aKJIIOYEHUE YMECTHBI, OXBAaThIBAIOT COJICPKAHUE PE3EHTALMH; HE TOITYCKAET OLIU-
00K; TOBOPUT B ONTUMAJIBLHOM TEMIIE, MOJ/IEP)KMBAET KOHTAKT C ayJMTOPUEH U BapbUpyeT
MHTOHAINIO;

"  OICHKAa «XOPOLIO» - CTYACHT AEMOHCTPUPYET XOPOILIEEe 3HAHUE MAaTepuana ¥ MOHUMaHUE
TEMBI; MPEACTaBISAET UH(OPMALINIO B JIOTMUYECKOM MOPS/IKE; BCTYIUIEHUE U 3aKJIIOUEHUE HE
710 KOHIIA, OXBaThIBAIOT COAEP/KAHUE ITPE3EHTALIMH; CTYAIEHT JOITyCcKaeT HeOObIIOe KOoIuye-
CTBO OIMOOK (3-4), 4TO HE MPENATCTBYET MOHUMAHUIO; CTYJEHT B OCHOBHOM T'OBOPHUT B OII-
TUMaJIbHOM TEMIIE U / WM HE MOJJIEP)KUBAET KOHTAKT C ayJUTOPHEH U HE BapbUpPyET UHTO-
HaIUIO;

"  OIIEHKA «YJOBJIETBOPUTEILHOY - CTY/ICHT JIEMOHCTPUPYET YAOBICTBOPUTEIEHOE 3HAHUE Ma-
T€pHaia 1 IOHNMAaHUEC TEMBI, €CThb HpO6HeMBI B JIOTUKEC IMMOCTPOCHHA MMPE3CHTAUN, BCTYIIIIC-
HUE W 3aKJIFOYCHHE OTCYTCTBYIOT; JIOMyCKAaeT HEOOJIBIIOE KOJUYECTBO OMHUOOK (5-6); Temn
W3JI0KEHHSI 3aMEJICHHBIN U / HITH KOHTAKT C ayIMTOPHEH OTCYTCTBYET;

"  OIICHKA «HEYJIOBJIETBOPUTEILHOY - CTYACHT BJa/IeeT MaTepHalioM Ha 3JIEMEHTApHOM yYpPOBHE;
JIOITyCKaeT O0JbIIOe KOJTHMYECTBO OMIMOOK, YTO B 3HAUUTEIbHON CTETIEHU MPENSATCTBYET I0-
HUMaHUIO; CTYACHT FOBOPUT B CIIUIIKOM OBICTPOM /MEIJIEHHOM TeMIle, He MOJIePKUBAET
KOHTAKT C ayJUTOPHEH U HE BapbUPyET HHTOHAIUIO; Ay AUTOPUSI C TPYIOM TOHUMAET MPE3EH-
TaIUIO U3-3a OTCYTCTBHSI UETKOM CTPYKTYphI; OTCYTCTBYIOT YMECTHOE BCTYIUJICHHE U 3aKJIIO-
YeHHe.

7.2.3. IlucbMeHHbIe 3a1aHu (JieJIoBO€e NUCbMO)
(HaumeHOBaHUE OYEHOYHO20 CPeOCmEa)

TunoBoii npumep 3axaHust

You work for an international company in Los Angeles. You have arranged to meet a colleague,
Carole Buckley, in the New York office on 3 February.

Write an e-mail to your colleague:

- confirming the date of your visit to New York
- suggesting what time the meeting should start
- inviting her to dinner after the meeting

Write about 30-40 words.



Kpartkoe onucanue M perjjaMeHT BbINIOJTHEHUS

CpencTBo TEKyLIEro KOHTPOJISI 10 JUCUUIUIMHE. 3aJaHHUE MPENOCTABIIAIOTCS CTyAEHTaM Ha
IIPAKTUYECKOM 3aHATHH B KAUECTBE JIOMAIIHETO 331aHus. [ lianupyeMoe Bpems BbIoJIHEHMs — 1 yac.
PaboTa cmaetcs nmpenogaBaTesio Ha CIEIYIOMEM MPAKTUYECKOM 3aHATHH. PaboTa BeIMONHSAETCSA OT
pYKH Ha OyMa)kHOM HOCHTEJIE B COOTBETCTBHH C TPEOOBAaHMUSAMH, OMMMCAHHBIMU B 3a7aHuM. O1eHKa
IIPOU3BOJIUTCS MO KaYECTBY CaMOil pabOThl B COOTBETCTBUU CO IIKAJIOH.

Kpurtepuu onenku:

- OLICHKA «OTJIMYHOY» BBICTABISICTCA CTYACHTY, €CIIM CTYACHT JIEMOHCTPUPYET IOJIHOE 3HAHUE Ma-
TepHajia U TIOHUMaHUE TEMbI; IPEACTABISIET HH(OPMALIMIO B JJOTHYECKOM IMOPSAJIKE; BCTYIIEHUE U
3aKJIFOUEHUE YMECTHBI, OXBAThIBAIOT COJEpkKaHUE MPE3EHTALNN; HE JOIyCKAeT OMKUOO0K; TOBOPUT B
ONTUMAJIBHOM TEMIIE, ITOICPKUBAET KOHTAKT C AyAUTOPUEH U BapbUPYyET HHTOHALUIO;

- OIICHKA «XOPOILIO» - CTYJIEHT JIEMOHCTPUPYET XOpoIllee 3HaHUE MaTepraja U IOHUMaHUE TEMBI;
MpeCTaBIseT MHPOPMAIIMIO B JTIOTMYECKOM IMOPSIIKE; BCTYIUICHUE U 3aKITIOUEHHE HE /10 KOHIIA, 0XBa-
TBIBAIOT COZIEPKaHKE MPE3CHTALNN; CTYICHT JOIyCKaeT HeOOIbIIOe KOJIUYECTBO OUINOO0K (3-4), uTo
HC IPCIATCTBYET MOHUMAaHWIO, CTYJICHT B OCHOBHOM I'OBOPHT B OIITUMAJIBHOM TEMIIC U / nnu He Ioa-
JIEP/)KUBAET KOHTAKT C ayAUTOPUEN U HE BapbUPYET HHTOHALIMIO;

- OIICHKA «YAOBJIETBOPUTEIBEHO» - CTYACHT JEMOHCTPHPYET YJIOBIETBOPUTEIBHOE 3HAHUE MaTe-
puajia 1 TIOHUMAaHHUEC TEMEI; €CThb HpO6HeMI)I B JIOTUKE IMMOCTPOCHUA NPE3CHTAIWN, BCTYIIJICHUC U 3a-
KJIFOUEHHE OTCYTCTBYIOT; JIOMYCKAET HEOOBIIIOE KOIMYECTBO OMMUOOK (5-6); TEMIT H3T0KEHUS 3a-
MEJUIEHHBIN U / WM KOHTAKT C ayJUTOPHEN OTCYTCTBYET;

- OLIEHKa «HEYJIOBJIETBOPHUTEIHLHO» - CTYAEHT BIJIaJIe€T MaTepHaIOM Ha 3JIEMEHTApHOM YPOBHE;
JIOITyCKaeT O0JIbIII0E KOJIMYECTBO OLIMOOK, UTO B 3HAYUTENIHOM CTENEHH PENATCTBYET IOHUMAHUIO;
CTYJEHT TOBOPUT B CIUILIKOM OBICTPOM /MEAJIEHHOM TEMIIE, HE MOACPKUBAET KOHTAKT C ayJAHUTO-
pueil 1 He BapbUPYyET MHTOHALINIO; ayAUTOPHUS C TPYJOM IMOHUMAET MPE3EHTAINIO U3-3a OTCYTCTBHUS
YETKOW CTPYKTYpbI; OTCYTCTBYIOT YMECTHOE BCTYIJICHHE U 3aKJIIOUEHUE.

7.2.4. IIncbMeHHBIE 3a1aHus (MAMATHAS 3aIIHCKA)
(HaumeHo8aHUE OYEHOYHO20 CPeOCmEa)

TunoBoii npumep 3axaHust

You work for Travelsafe Insurance which is planning relocation at the moment. You’ve been
to a meeting between management representatives and staff representatives where an agreement con-
cerning the relocation of staff to new offices was discussed.

Work in pairs with your partner from your negotiating team and follow the instructions below.

Management representatives: write a brief memo to the board of directors outlining the agree-
ment you reached.

Staff representatives: write a memo to all staff summarising the agreement you reached.

KpaTlcoe ONMUCAHUC U PErJIAMEHT BbBINIOJTHCHUA



CpenctBo TEKyLIEro KOHTPOJISL 10 JUCLUIUIMHE. 3aJaHue NPENOCTaBISAIOTCA CTYJEHTaM Ha
IIPAKTUYECKOM 3aHSATHH B KAUECTBE JIOMAIIHETo 3a1aHus. [ linianupyeMoe Bpems BbIoJaHEHUs — 1 yac.
PaboTa cmaeTcs mpenoaBaTesio Ha CIEIyIONEM MPaKTUYECKOM 3aHiATUH. PaboTa BBIMONHSAETCS OT
pYKH Ha OyMa)KHOM HOCHTEJIE B COOTBETCTBUHU C TPEOOBAHUSAMH, ONMCAHHBIMH B 3a1aHuu. OneHka
IIPOU3BOJIUTCS MO KAYECTBY CaMOil pabOThl B COOTBETCTBUU CO IIKAJIOH.

Kpurtepuu onenku:

- OLICHKA OTJINYHO)» BBICTABIIAETCS CTYACHTY, €CIIU CTYJEHT AEMOHCTPUPYET MOJHOE 3HAaHUE Ma-
Tepuana U IOHUMAaHUE TEMBI, MPEJCTABIAET HH(OPMALINIO B JIOTUYECKOM TOPSIIKE; BCTYIUICHUE U
3aKJIFOUEHUE YMECTHBI, OXBAThIBAIOT COJEpPKAHUE IIPE3CHTALNN; HE JOIMYyCKAeT OMNUOOK; TOBOPUT B
ONTUMAJIBHOM TEMIIE, IOJACPKUBACT KOHTAKT C AyJJUTOPUEH U BAPBUPYET MHTOHALIHIO;

- OIICHKA «XOPOIIO» - CTYJEHT JIEMOHCTPUPYET XOpoIllee 3HAHUE MaTepHaja M HOHUMaHHE TEMBI;
MpeCTaBIseT MHPOPMAIIUIO B JIOTMYECKOM IMOPSIIKE; BCTYIUICHUE U 3aKITI0UYEHHE HE /10 KOHIIA, 0XBa-
TBIBAIOT COZIEPKaHKE MPE3CHTALNN; CTYICHT JOIyCKaeT HeOOIbIIOe KOJIUYECTBO OUINOO0K (3-4), uTo
HC NPCIATCTBYCT MOHUMAHUIO, CTYJACHT B OCHOBHOM I'OBOPUT B OIITUMAJIBHOM TEMIIC U / MK He 1101~
JIEP/)KUBAET KOHTAKT C ayAUTOPUEH U HE BapbUPYET HHTOHALMIO;

- OIICHKA «YAOBJIETBOPUTEIBHO» - CTYACHT JEMOHCTPHPYET YJIOBIETBOPUTEIBHOE 3HAHHE MaTe-
puajia 1 TIOHUMAaHHUEC TEMEI; €CThb HpO6HeMI)I B JIOTUKEC IOCTPOCHUA MPE3CHTAIIMN,; BCTYILUICHUC U 3a-
KIIFOUEHHE OTCYTCTBYIOT; JIOMYCKAET HEOOBIIIOE KOIMYECTBO OMMUOOK (5-6); TEMIT H3I0KEHHUS 3a-
MEJUIEHHBIN U / WM KOHTAKT C ayJUTOPHEN OTCYTCTBYET;

- OLIEHKa «HEYJIOBJIETBOPUTEIBHO» - CTYJEHT BIIaJIC€T MAaTepHaIOM Ha AJIEMEHTAapHOM YPOBHE;
JIOITYCKaeT OOJIBIII0E KOJIMYECTBO OMTUOOK, YTO B 3HAYUTEIILHON CTETICHH MTPEMSATCTBYET MOHUMAHUIO;
CTYJCHT TOBOPUT B CIUIIKOM OBICTPOM /MEAJIEHHOM TEMIIE, HE MOACPKUBAET KOHTAKT C ayAUTO-
pueil 1 He BapbUpYET MHTOHALIMIO; ayAUTOPUS C TPYJOM IMOHUMAET MPE3EHTAUIO U3-3a OTCYTCTBHS
YETKOU CTPYKTYpbI; OTCYTCTBYIOT YMECTHOE BCTYIUICHHE U 3aKIIIOUCHHE.

7.2.5. IIncbMeHHBI€e 3a1aHus (Pe3I0Me M CONPOBOIUTEIbHOE MHCHMO)
(HaumeHo8aHUE OYEHOYHO20 CPeOCmEa)

TunoBoii npumep 3axaHust

You see the following advertisement in an international magazine.

Can you answer yes to these questions?

» Do you speak English confidently?
» Do you enjoy visiting new places?
» Do you get on well with people?

If so, we would be interested in hearing from you! We are looking for energetic
and cheerful guides to lead our 15-day coach tours round Europe. Tell us why you
would be suitable.

Apply to: Europewide Coach Tours, PO Box 23, London W1X 6TY, stating where
you saw our advertisement.




Write a CV and a letter of application (covering letter) in 120-180 words. Do not include
any postal addresses

KpaTkoe onucanue u perjiaMeHT BbIIOJIHEHHSA

CpencTBo TEKyLIEro KOHTPOJIS [0 JUCUUIUIMHE. 3aJaHue IMPEAOCTABIISIIOTCS CTyAECHTaM Ha
MIPaKTUYECKOM 3aHSATHH B KAUECTBE JIOMAIIHEro 331aHus. [nanupyeMmoe Bpemsi BbIoJaHEHUs — 1 yac.
PaboTa cmaeTcs mpenogaBaTesio Ha CIEIYIOMEM MPAKTUYECKOM 3aHATHH. PaboTa BBIMONHSAETCS OT
pyKH Ha OyMa)KHOM HOCHTEJIE B COOTBETCTBHHU C TPEOOBAHUSIMH, ONIMCAHHBIMU B 3amaHuu. OreHka
IIPOU3BOJIUTCS MO KaYECTBY CaMOil pabOThl B COOTBETCTBUU CO IIKAJIOH.

Kpurepuu onenku:

- OLEHKA «OTJIMYHOY» BBICTABIIACTCS CTYJEHTY, €CIIU CTYJCHT JEMOHCTPUPYET IOJTHOE 3HAHUE Ma-
TepHajia U TIOHUMaHUE TEMbI; IPECTaBIAeT HH(GOPMAIUIO B JIOTMYECKOM MOPSAJKE; BCTYIIEHUE U
3aKJIFOUEHUE YMECTHBI, OXBAThIBAIOT COJEpKAHUE PE3EHTALNN; HE JOIMYyCKAeT OMNUOO0K; TOBOPUT B
ONTUMAJIBHOM TEMIIE, ITOICPKUBAECT KOHTAKT C AyAUTOPUEH U BapbUPYyET HHTOHALMIO;

- OIICHKA «XOPOIIO» - CTYJIEHT JIEMOHCTPHUPYET XOpOoIllee 3HaHUE MaTepHraja U TOHUMAaHUE TEMBI;
MpeCTaBIsIeT MHPOPMAIIUIO B JIOTMYECKOM IMOPSIIIKE; BCTYIUICHUE U 3aKITIOUSHHE HE JI0 KOHIIA, 0XBa-
TBIBAIOT COZIEpKaHKE MPE3CHTALNN; CTYICHT JOIMyCcKaeT HeOOIbIIOe KOJIUYECTBO OINOO0K (3-4), uTo
HC NIPCIATCTBYET MOHUMAaHWIO, CTYJICHT B OCHOBHOM I'OBOPUT B OIITUMAJIBHOM TEMIIC U / NI HeE 101~
JIEP/)KUBAET KOHTAKT C ayAUTOPUEN U HE BapbUPYET HHTOHALMIO;

- OIICHKA «YAOBJIECTBOPUTEIEHO» - CTYACHT JEMOHCTPHPYET YJIOBICTBOPUTEIBHOE 3HAHHE MaTe-
puaiia ¥ MOHUMaHKUE TEMBI; €CTh MPOOJIEMBI B JIOTUKE TTOCTPOCHHS TIPE3EHTAIINH; BCTYIICHUE U 3a-
KIIFOUEHHE OTCYTCTBYIOT; JIOMYCKAEeT HEOOBIIOE KOIMYECTBO OMMUOOK (5-6); TEMIT M3I0KEHHUS 3a-
MEIJICHHBIH 1 / WITM KOHTAKT C ayTUTOPUEH OTCYTCTBYET;

- OLIEHKA «HEYJIOBJIETBOPHUTEIHLHO» - CTYAEHT BIJIaJIe€T MaTepHaIOM Ha 3JIEMEHTApHOM YPOBHE;
JIOITyCKaeT O0JIbIII0E KOJIMYECTBO OLIUOOK, YTO B 3HAUUTEIBHON CTENIEHHU IPENATCTBYET IOHUMAHUIO;
CTYJEHT FOBOPUT B CIUILIKOM OBICTPOM /MEAJIEHHOM TEMIIE, HE MOACPKUBAET KOHTAKT C ayJAUTO-
pueil 1 He BapbUPYET MHTOHALIMIO; ayAUTOPHUS C TPYIOM IMOHUMAET MPE3CHTAIUIO U3-3a OTCYTCTBHUS
YEeTKOW CTPYKTYpbI; OTCYTCTBYIOT YMECTHOE BCTYILJICHHE U 3aKIIIOUEHUE.

7.2.6. IIncbMeHHBIE 3a1aHusI (TPOTOKOJI COOpPaHuUsT)
(HaumeHO8aHUE OYEHOYHO20 CPeOCmEa)

TunoBoii npumep 3axaHust

You are managers in a mobile phone company, Speaeasy Ltd., based in San Diego, California.
The company wishes to send two executives to set up a branch office overseas. However, the location
chosen is politically very unstable and there has been some terrorist activity in the area recently. Hold
a meeting to decide:

a) whether to send the two executives to the area;
b) if so, how to reduce the risks to which they will be exposed.

Write the minutes of your meeting.



Kpartkoe onucanue M perjjaMeHT BbINOJTHEHHUS

CpencTBo TEKyILIEro KOHTPOJISL 10 JUCLUIUIMHE. 3aJaHue NPENOCTaBISAIOTCA CTYJEHTaM Ha
IIPAKTUYECKOM 3aHSATHH B KAUECTBE JIOMAIIHETro 3a1aHus. [ inanupyeMoe Bpems BbIoJIHEHUs — 1 yac.
PaboTa cmaeTcs mpenoaBaTesio Ha CIeIyIOIEM MPAaKTHYECKOM 3aHATHH. PaboTa BBIMONHSIETCS OT
pYKH Ha OyMa)kHOM HOCHTEJIE B COOTBETCTBUHU C TPEOOBAHUSMH, ONMCAHHBIMH B 3a1aHuu. OneHka
IIPOU3BOJIUTCS MO KaYECTBY CaMOil pabOThl B COOTBETCTBUU CO IIKAJIOH.

Kpurtepuu onenku:

- OLICHKA «OTJIMYHO)» BBICTABISIETCA CTYACHTY, €CIIM CTYACHT IEMOHCTPUPYET IIOJHOE 3HAHUE Ma-
Tepuana U IOHUMAaHUE TEMBI, MPEJCTABIAET HH(OPMALIUIO B JIOTUYECKOM TOPSIIKE; BCTYIUICHUE U
3aKJIFOUEHUE YMECTHBI, OXBAThIBAIOT COJEpKAHUE MPE3EHTALNN; HE JOIMYyCKAeT OMNUOO0K; TOBOPUT B
ONTUMAJIBHOM TEMIIE, ITOJICPKUBAECT KOHTAKT C AyAUTOPUEH U BapbUPYyET HHTOHALUIO;

- OLICHKA «XOPOIIO» - CTYJEHT JIEMOHCTPUPYET XOpoIllee 3HAHUE MaTepHaja i HIOHNMaHHIE TEMBI;
MpeCTaBIsIeT MHPOPMAIIMIO B JIOTMYECKOM MOPSIIKE; BCTYIUICHNE U 3aKITI0USHHE HE /10 KOHIIA, 0XBa-
TBIBAIOT COZIEPKaHKE MTPE3CHTALNN; CTYICHT JOITyCKaeT HeOOIbII0e KOJIUYECTBO OUINOO0K (3-4), uTo
HC NPCIATCTBYCT MOHUMAHWIO, CTYJICHT B OCHOBHOM I'OBOPUT B OIITUMAJIbHOM TEMIIC U / nnu He Ioa-
JIEP/)KUBAET KOHTAKT C ayAUTOPUEN U HE BapbUPYET HHTOHALMIO;

- OIICHKA «YAOBJIETBOPUTEIBEHO» - CTYACHT JEMOHCTPHPYET YJIOBIETBOPUTEIBHOE 3HAHHE MaTe-
puajia 1 TIOHUMAaHHUEC TEMEI; €CThb HpO6HeMBI B JIOTUKE IMOCTPOCHUA NMPE3CHTALWN, BCTYIIJIICHHUE U 3a-
KJIFOUEHHE OTCYTCTBYIOT; JIOMYCKAET HEOOBIIIOE KOIMYECTBO OMMUOOK (5-6); TEMIT H3I0KEHUS 3a-
MEJUIEHHBIN U / WM KOHTAKT C ayJUTOPHEN OTCYTCTBYET;

- OLIEHKa «HEYJIOBJIETBOPHUTEIBHO» - CTYJEHT BIIaJ€€T MAaTepHaliOM Ha 3JIEMEHTApHOM YPOBHE;
JIOITyCKaeT O0JIbII0E KOJIMYECTBO OLIUOOK, YTO B 3HAYUTENIbHOMN CTENEHH MPENATCTBYET IOHUMAaHUIO;
CTYJCHT FOBOPUT B CIUILIKOM OBICTPOM /MEAJIEHHOM TEMIIE, HE MOACPKUBAET KOHTAKT C ayAUTO-
pueil 1 He BapbUpYyET MHTOHALINIO; ayAUTOPHUS C TPYJOM IMOHUMAET MPE3CHTALIUIO U3-3a OTCYTCTBHUS
YETKOU CTPYKTYpbI; OTCYTCTBYIOT YMECTHOE BCTYIUICHHE U 3aKIIIOUCHHE.



7.3. OIIeHO'leIe cpeacrea aJjast HpOMe)l(yTO'{HOﬁ arrecranmu 1mo uToraM OCBOCHHUA JUC-
HUIIJIMHBI

7.3.1. Bonnpochl K NPOMEKYTOYHOM aTTecTaluu

Cemectp 9
Ne /it Bonpocsl
1 Mini-presentation on business letters (structure, content, style, types).
2 Mini-presentation on CV and resume.
3 Mini-presentation on the structure of a cover letter.
4 Mini-presentation on the function of the chairperson at the meeting.
5 Mini-presentation on negotiations (preparing, techniques).
6 Mini-presentation on resolving problems on the phone.
7 Mini-presentations on business meeting.
8 Mini-presentations on presentation structure.
9 Mini-presentations on use of media in a presentation.
10 Mini-presentation on the ways to make a successful presentation.
11-20 | Role play on the task from your teacher
21-40 | Writing task.

Role plays
11-12. Role play 1: Making a phone appointment.

Student A. Two colleagues from your company will be visiting company headquarters
next month. You need to telephone head office and give the following details about the visit.

Names of visitors: Rachel Buergisser and Ignacio Alfonso Paz. Contact number: 05876
549006

Flight details: BA 3098 arriving at 16:40, not 18:30, on the 13th May. Hotel: Park
Crowne Plaza (13th-16th May). Note: You tend to speak quite fast on the telephone.

Student B. You are expecting a call from an overseas subsidiary confirming the details
of a visit to your head office next month. You have been given some information by a col-
league, but are not sure if it is correct.

Names of visitors: Bargaster and Paz. Contact number: 06875 4138707 Flight details:
BA 3765 arriving at 17:10 on the 12th May? Hotel: Hilton Plaza (12th-14th May) Note: You
have a rather quiet telephone voice.

13-14. Role play 2: Resolving problems on the phone.

A buyer from the Italian engineering firm Donatelli SpA calls the Production manager of Rod
Engineering Ltd about a recent order. Rod Engineering have sent the wrong parts.

Buyer Donatelli SA

The details of the order are as follows:

Quan- Order Comment
tity no.

1000 2850 The parts sent are too short and the wrong size.
EPX

40 105 Incorrect amount, 400 were sent.
GJ

680 189 Wrong product and amount. 500. 198 PYZ were sent.
PTZ




1200 204 Correct amount sent but the wrong price quoted in the in-
RD voice. The amount should be £2,500 not £25,000.

The replacement parts must be delivered within one week — they are urgently needed by an
important customer.

Production Manager Rod Engineereing

A buyer from Donatelli SpA will phone you concerning incorrect spare parts sent by your firm.
1. Apologise for the mistake made by your firm.

2. Write down details of the incorrect order. Check to make sure your notes are correct.

3. Promise to take appropriate action.

You will need 2 weeks to deliver replacement parts as stocks of most items are very low at the
moment.

15-16. Role play 3: Resolving problems on the phone.

Role 1. Someone calls you about a visit to your company. You would like to meet the caller

but cannot make any arrangements today — offer to call back tomorrow. Find out who the caller
is and how you can reach him / her.

Role 2. Choose one of the identities given below. Call your partner to ask if you can visit

him / her and try to make an arrangement today. You want to talk about his / her company's prod-
ucts.

Helge Viktor Koberg
Account Manager "
e ———— \
Chin Distribution Cm;m.x
Hamsun S.A.
P.O.Box 484
N-4085 Hundvag Peter Chang
Norway Proi :
Tel, 47-4-863196 roject Director
Fax, 47-4-833229 CDC (Malaysia)
www.hamsun.no ;T:a Kinabaly Tel (60 88) 24379
ah 9
Malaysia Fax (60 88) 243642
www,chindis(,orx
ch“"S-Pete"@cdc,:o.my

17-18. Role play 4: Resolving problems on the phone.

Role 1. Select one of the two identities below and call Hamwell Inc. You want to speak to
the Production Controller, Robin Freeley. Introduce yourself and your company. You want to ar-
range an appointment to talk about your products.

M ycome

ire-pr-
Yutaka Sumi (m )
Product Support Development Carlos Ieronymidis
Hambol S\XISten;?d et Ié6SIAL
240 West Side Blvd. Fnotria 43
\Zlggsrsington, D.C. 20500 202 4487979 ,\?r(y);::f; A Tel: ++30 1 456224
USA Email: sumiy@hambol.com Greece 43 562243

Email: carlosiero(@iero.co.gr

Role 2. You are the secretary to Robin Fredey, Production Controller at Hamwell Inc. Your
boss is busy and cannot be disturbed. Deal with the caller and do not disturb your boss!

19-20. Role play 5: Resolving problems on the phone.




Role 1. You are the Persona] Assistant to your boss, Ken Siam. A caller rings to speak to him.

Take down any details you need and promise to call back next week. Your boss is on holiday but you
do not want to say this.

Role 2. Choose one of the identities shown below:_

R )

Alexei Rublev ]
Katie Jensen
Sokolnichesky val, 22
Moscow 10711 | —
RUSSIAN FEDERATION TR
o s Tel ++47 4972265 Fax ++ 47 497 2378
Fax ++ 7095 230766 k.jensen@vinmetal.co.no

Email arublev@sokol.org

Ring a Japanese contact called Ken Siam. You would like to meet him to talk about the potential
of your products.

Writing tasks

21. Writing: a memo to your line manager. Your company has introduced new Saga accounting

software and you think you need training in its use. Say what you need, describe a suitable course,
ask for permission to attend.

22. Writing: a memo to the staff informing them about the new customer service section, telling

them that they will get more detailed information next month, asking them to telephone your assistant
Jenny Maguire with any queries.

23. Writing: a memo. The company's telephone bills are too high. As Office Manager, you need
to send a memo to all staff about the use of office telephones.Write a memo for the attention of all

staff suggesting how to save money when contacting overseas customers, giving an instruction about
private use of phones.

24. Writing: a memo. You want to relocate the factory to another town, write a memo telling

your subordinate what information about the place you need. Mention location, communications,
housing, any government/EU grants available.

25. Writing: e-mail to the Head of Purchasing department. Your office printer has broken down

and you want to replace it. Mention the reason for not repairing the old one, explain what you need
from a new one (e.g. colour, paper size).

26. Writing: a e-mail. You are still the Production Manager at Salco Services. A day after your
conversation with Comcosol, you learn that you have to go to Japan on urgent business to discuss a

legal problem. Unfortunately you must change your appointment with Comcosol. Write an e-mail to
confirm the new arrangement.

27. Writing: an e-mail. You and your colleague, Tom Banks, are organising a two-day interna-
tional sales meeting on 1-2 June. Inform him that you're working on an agenda for the meeting and

that you will send it by e-mail tomorrow, ask him to get in touch with any comments - you need them
by Friday.



28. Writing: a letter. As Head of Corporate travel at universal Airlines, write and e-mail to
the manager of the hotel chosen for the teambuilding seminar. Confirm the booking, giving details
of the number of participants, arrival and departure times, meals, equipment and any other special
requirements.

29. Writing: a letter from you to a hotel abroad to enquire about accommodation. Say where
you found their name, mention rooms and dates and any specific requirements.

30. Writing: a letter thanking somebody from another company for their time or help.

31. Writing: a letter to a real-life colleague/customer/supplier telling them about a change in
your plans. Give a reason and suggest/describe an alternative.

32. Writing: a letter from a real-life customer/supplier abroad to you, asking to visit your com-
pany.

33. Writing: a letter of apology. You are the manager of a hotel which offers conference facili-
ties. You have received a marked-up copy of your advertisement together with a letter of complaint.
Write a letter of apology referring to the customer's four points and either offering an explanation or
outlining what action is to be taken in each case.

° The technical support was not very good.

° As to your claim about ‘excellent cuisine’, I must tell you that the food was often cold.

° We held our conference in February, i.e. off-season, but we seem to have been charged at
peak rates.

34. Writing: a letter. Your company is looking fur an agent in another country which can help
your company export its products or services. Your manager has asked you to write a letter to send
to agents including the following information: what your co nip any does, why your company has
decided to export, what you will need an agent to do.

35. Writing: a letter. Your company is about to launch a new product or service. Your manager
has asked you to write a letter to customers about the new product or service including the following
information: what the new product or service is, why the company decided to develop this product or
service, why the customer should consider buying the product or service, what special deals you can
offer.

36. Writing: a letter. Your department has just won a new contract and needs to employ more
staff. Your manager has asked you to write a letter to recruitment agencies about this including the
following information: what the new contract involves, what skills the new staff should have, what
you expect an agency to do for your company.

37. Writing: a cover letter

FastFitness
General Manager
Required for our chain of Health and Leisure

Clubs

e  Salary negotiable

e  Excellent benefits package

The job:
e Leading, coordinating, and motivating staff




e Increasing the revenue and profits of the six clibs in
Sao Paulo
e  Exploiting new business opportunities
e  Liasing with and motivating our team of managers
and their staff
e  Contributing to marketing plans and strategies
The person
Dynamic, enthusiastic, flexible
A strong interest in health and fitness
A good track record in previous jobs
The ability to work with people from different cul-
tural backgrounds
e  Outstanding communication and interpersonal skills
e  Aflair for new ideas and organizational skills
Fast Fitness, 80 Front St
New York NY 10003-1324

38. Writing: a cover letter

WANTED
- friendly, English-speaking people
to work as restaurant and bar staff on our Mediterranean cruise ships.

Tell us about
¢+ why you would like to work for us
¢ any relevant experience you may have
¢ personal qualities that would be useful on board
Contact ZY Cruises, PO Box 500, Southampton S04 5TR, quoting refer-
ence PM44.

39. Writing: a CV

FastFitness
General Manager
Required for our chain of Health and Leisure
Clubs
e  Salary negotiable
e  Excellent benefits package
The job:
e Leading, coordinating, and motivating staff
e Increasing the revenue and profits of the six clibs in
Sao Paulo
e  Exploiting new business opportunities
e  Liasing with and motivating our team of managers
and their staff
e  Contributing to marketing plans and strategies
The person
e  Dynamic, enthusiastic, flexible
e  Astrong interest in health and fitness
e A good track record in previous jobs




tural backgrounds

e  The ability to work with people from different cul-

e  Outstanding communication and interpersonal skills
e  Aflair for new ideas and organizational skills

Fast Fitness, 80 Front St

New York NY 10003-1324

40. Writing: a CV

- friendly, English-speaking people
to work as restaurant and bar staff on our Mediterranean cruise ships.

¢ why you would like to work for us
any relevant experience you may have
¢ personal qualities that would be useful on board
Contact ZY Cruises, PO Box 500, Southampton S04 5TR, quoting reference PM44.

¢

WANTED

Tell us about

7.3.2. Kpurepuu 1 HOPMbI OLIEHKH

dopma nposeje-

HUA
Cemectp . Kpurepun u HopMbI OLIEHKH
NPOMEKYTOUHOI
aTTecTanuu
9 3auer (ycTHO + «3aUmenoy e TecThl 1-3 BBIMIOJIHEHBI C OLICH-
MUCbMEHHO) KO  «yIIOBIETBOPUTEIHHO» U

BBIIIIC;

® MHUCBbMEHHBIC pabOTH 1-5 BHI-
MOJIHEHBI C OLIEHKON «yJOBJIETBO-
PHUTEIILHOY U BHIIIIE;

® UTOrOBBI TECT BBIINOJHEH C
OLICHKOW «yJIOBJIETBOPUTEIHHO» U
BBIIIIC;

® WUTOroBas TMpPE3EHTAIUs BbI-
MOJIHEHA C OLIEHKOW «yJOBIETBO-
PUTEIBHO» U BBIIIE.

«He 3a4meHOo»

e TecThI 1-3 BBIMOIHEHEI C OLIEH-
KOU «HEYJIOBJIETBOPUTEIBHON;

e THChbMEHHBIE PaboOTHl 1-5 BBI-
MOJIHEHBI C OLIEHKOM «HEYJOBIIE-
TBOPUTEJILHOY;




Cemectp

dopma nposeje-
HUA
NPOMEKYTOYHOM
aTTecTauuu

KpuTtepuu u HOpMbI OLlEeHKH

® UTOrOBBIM TECT BBIIOJHEH C
OLICHKOU «HEYAOBJIETBOPU-
TEIbHOY;

® YTOroBasl IpE3EHTalusl BbI-
MOJHEHA C OLEHKOM «HEYJIOBJIE-
TBOPUTEIHHOY.




8. YueOHO-MeTOoAN4YEeCKOE U HH(POPMAIHOHHOE 0DecTieYeHHe TUCIIUTIHHbI

8.1. O6s13aTesibHAs TUTEpPATypa

ABTOpr, COCTaBUTC/IN

3arsiaBue (3aroJioBoK)

Tun (yueOHuk, yuedHoe
nocooue, yaeOGHO-MeTO-
JHYecKoe mocooue,
MPaKTHUKYM, JAp.)

I'ox n3panusa

KoaunuecTBO B
Hay4HOii 6ubsIno-
Texke / Hammeno-

panne ObC

1 | MamonToBa H. 1O., Cenpix | AHTTUICKHH S3BIK B JACTIOBOH KOMMYHHKA- Y4ebOHoe mocobue 2021 9BbC «Jlaub)
. B., 3aukuna JI. C. LUHA
2 | Smmna T. A., Xatkun /[. AHTIUACKHH A3BIK IS JEJIOBOTO OOIIEHUS VYuebHOE TTI0CO0ONE 2021 VYuebHOE 10COo-

H.

oue

8.2. lonoiHMTEILHAS JIMTEPATYypPa

Tun (yueOHUK, ydeOHOE

KoanuecTtBO B

Ne nocooue, yae0OHO-MeTO- Hay4YHOi OMOJIMO-
ABTOpBI, COCTABUTEIHN 3araaBue (3aroJi0BOK) I'ox u3nanus
n/n JauJecKoe nmocooue, Texe / HaumeHo-
MPAKTHUKYM, JP.) Banune JbC
3 | Hanununa, 0. C. Business correspondence and contract = Jle- | Y4eOHO-MeTOATYECKOE 2020 SEC « Tty

JIOBas IICPCIIMCKA U 3dKIIIOUCHNUEC KOHTPAKTA

rmocodue




8.3. llepeyenn npogeccHoHAIbHBIX 023 JaHHBIX M HHPOPMALMOHHBIX CIIPABOYHBIX CH-
cTeM

—Market Leader [Dnekrponnsiii pecypc]. Pearson ELT — Pexum mocryma
http://www.market-leader.net/myenglishlab/index.html — 3aru. ¢ sxpana. — 3. anra.

—The Economist online [Dnekrponusii  pecypc]. — Pexum  jgocryma
http://www.economist.com — 3arJ. ¢ ’3kpaHa. — SI3. aHrIL

—The Financial Times online [Dnektponnslii pecypc] — Pexum jgocryma
http://www.ft.com/home/uk — 3ari. ¢ skpana. — fI3. anri.

— British National Corpus [OnexTponHblii  pecypc]. —  Pexum  mocryna:

http://www.natcorp.ox.ac.uk/, ceoboaHbIi. — 3ari. ¢ 3kpana. — 53. aHri.

— Corpus of Contemporary American English (COCA) [9nexTponsslit pecypc]. — Pexxum mo-
cryna: http://corpus.byu.edu/coca/, cBoboaHbIi. — 3ari. ¢ skpaHa. — SI3. aHrJI.

— Corpus.byu.edu: corpora, size, queries = better resources, more insight [DaekTponHbIii pe-
cypc]. — Pexxum mocryma: http://corpus.byu.edu/, ceoGoamsiii. — 3ari. ¢ skpaHa. — 3.
aHTII.

— CorpusEye [DnexTpoHHbBIN pecypc]. — Pexum JIOCTYTIA:
http://corp.hum.sdu.dk/cqp.de.html, ceoGoaubIi. — 3ar. ¢ skpaHa. — 3. aHTL

— Cambridgeuniversitypress — [DmekTpoHHbIii  pecypc] :  JKypHaIbl — W3aTEIbCTBA.
— Cambridge: Cambridgeuniversitypress, 2018 — . — Pexxum goctyma : cambridge.org. —
3ari. ¢ sKpaHa. — 3. aHrJ.

—SpringerLink [Dnekrponnslii pecypc] : [6a3a mamubix]. — Switzerland: SpringerNature,
1842 — . — Pesxxum nmoctymna : link.springer.com. — 3ari. ¢ skpaHa. — $I3. aHr.

8.4. IlepeueHb NpOrpaMMHOro obecrnevyeHus

Ne Hanvenosanue IO PexBu3uTHI Aorosopa
n/n (mata, HOMep, CPOK JAeiCTBHS)
1 | Windows: noroBop Ne 757 ot 04.07.2018, cpok neii-
WinPro 10 RUS Upgrd OLP NL Acdmc CTBHS — OECCPOYHO;

KOHTpAakT Ne 1653 ot 14.12.2018, cpok
JecTBUS — OecCpOUHO

2 | Office Standard: noroBop Ne 690 ot 19.05.2015, cpok jeii-
Office Standard 2013 Russian OLP NL CTBHS — OECCPOYHO
AcademicEdition
3 | Mirapolis Human Capital Management JIMIIEH3UOHHBIH JoroBop Ne 42/02/22-K ot
02.02.2022, cpok nercTBHS — 110
31.08.2022
4 | FineReader Jorosop 652/2014 ot 07.07.2014

Cpoxk nericTBuUs: OECCPOUHBII

8.5. Onucanne MaTepHaJbLHO-TEXHHYECKOH 0a3bl, HEOOXOAMMOM /s OCylIeCTBJIEHUSI
o0pa3oBaTeILHOI0 Mpouecca Mo JMCUMILINHE


http://www.market-leader.net/myenglishlab/index.html
http://www.economist.com/
http://www.ft.com/home/uk
http://www.natcorp.ox.ac.uk/
http://www.ruscorpora.ru/
http://corpus.byu.edu/
http://corp.hum.sdu.dk/cqp.de.html
http://cambridge.org/

n/n

HaumenoBaHue 000py10BaHHBIX Y4eOHBIX
Ka0MHeTOoB, 1a00paTopuii, MACTEPCKUX 1
ApP. 00BEKTOB /ISl IPOBEJAeHUs NPaKTHYe-
CKHX H JIa0OpATOPHBIX 3aHATHI, TOMellle-
HMH IS CAMOCTOSITeIbHOM padoThl 00y4a-
I0IIUXCsl (HOMep ayIHTOPHH)

ITepeyeHb 0CHOBHOTO 000PY/A0BAHMA

Y4eOHas ayAUTOPHUS IS IIPOBEACHUS 3aHATHIA
JICKITMOHHOTO TUTA. Y4eOHast ayIuTOpUs IS
MPOBEJICHUST 3aHATHA CEMHHAPCKOTO THIIA.
YdueOHas ay TuTOpHS ISl KypCOBOTO TPOCKTH-
poBaHus (BBITIOJIHEHUSI KYpPCOBBIX padoT).
YdueOHas ayIUTOPHUS IS IIPOBEICHUS TPYIIIO-
BbIX W HWHIWBUAYAIbHBIX KOHCYJIbTAIIHH.
YdueOHas ayIUTOPHUS IS IIPOBEICHUS 3aHATHIA
TEKYIIET0 KOHTPOJISI U MPOMEKYTOYHOH aTTe-
cranuu (YJIK-802)

Hocka aynmutopHast (MapKepHas), CTOJI TIpe-
NOJABATEIbCKUI, CTYJ MPEroaaBaTelb-
CKI/If/'I, CTOJIbI YUCHHUYCCKUC IBYXMCECTHBIC,
CTYJIbsd YYCHHYCCKUC.

[Tomemienne a8 CaMOCTOATENbHONW pabOTHI
obyuatomuxcs (I'-401)

Kommnbrorepsl, CTOINBI, CTYJIbsS

[Tomemienne A CaMOCTOATENbHONW pabOTHI
obyyaronuxcs (C-916)

KoMnbroTepsl, CTOJIBI, CTYJIbA
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