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BBenenue

Hacrosimue metoguueckue ykazaHus NMpeJHa3HaueHbl CTyAeHTaM-0aKaiaBpam
4 kypca, oOy4aromuMcs IO MporpamMme BbICIIEro 00pa30BaHUs IO HAINpPaBICHUIO
noarotoBku 45.03.01 ®dunonorus, npoduito «3apyOekHast GUIOIOTHS» U CO3/IaHbI C
LEIbI0 OKa3aHUs METOAMYECKOW MOJAEPKKH B YCHEIIHOM OCBOEHUHU JUCUHUILIMHBI
«/lenoBoe nmucbkMo» B 7 yueOHOM ceMecTpe.

OcHoBHasi meJdb OCBOCHHUS JUCUUIUIMHBI 3aKIIOYAaeTCd B  Pa3BUTHH
KOMMYHUKATHUBHONH KOMIIETEHIIMM CTYACHTOB, KOTOpas BKIIOYaeT B ce0s
JUHTBUCTUYECKUH,  COLMOKYJIBTYPHBIM W  MparMaTU4ecKuii  KOMIIOHEHTHI,
HamnpaBJICHHbIE Ha (OPMUPOBAHHE W Pa3BUTHE CIIOCOOHOCTU CTYJEHTa peuaTh
SI3BIKOBBIMH CPEJICTBAMHU T€ WJIM WHBIE KOMMYHUKAaTUBHBIC 33]]a4d B Pa3HBIX chepax
U curyanusx ooOmenus. JlJig JOCTHKEHUs JTOW 1eid HeoOXOIHUMO pelieHue
KOHKPETHBIX 33/1a4 B paMKax HaCTOAILIEH JUCIUTUIMHBIL:

1) oBmaneTh OCHOBHBIMH (OpMaMH [EJIOBOrO OOIICHHS HAa HMHOCTPAHHOM
A3bIKE: JIeNIoBas Oecefa, criop, mojaemMuka, 1edaTol, IEPeroBOphl, COBEIAHus, MIpecc-
KoH(epeHIuu;

2) oBNageTh OCHOBHBIMH INpaBwiamMu opdorpaduu, TEKCUKO-TPAMMATUYECKUMU
0COOCHHOCTSMH MUCHMEHHOW KOMMYHHKAIIUH, @ TAaK)Ke MOTYyYUTh OOIIME CBEJICHUS O
3HaKax MyHKTYalluH;

3) oBnazeTh OCHOBaMH J€JIOBOM KOMMYHHMKAllUM Ha aHIJIMHCKOM S3bIKE,
MOJYYUTh OOIIME CBEACHUS O CTaHAapTax 0(OPMIICHHS U HAITMCAHUS IE€TIOBBIX MHCEM;

4) oBnageTb 0a30BbIMU NPUHIMIIAMH, JIOTMKOH M METOJaMU Hay4YyHOI'O
UCCIICIOBAaHNUS 1O  BBIABJICHUIO  KOHKPETHBIX  IPOOJeM  MEXKYJIbTYpHOU
KOMMYHUKAIINH, BIUSIOMNUX Ha 3P(HEKTHBHOCTh MEKKYJIBTYPHBIX U MEXKbI3BIKOBBIX
KOHTAKTOB.

Takum oOpa3om, pe3ynbTaTaMu OCBOCHHS JUCIHUIUIMHBI «/le1oBoe mucpMo»
ABIISIIOTCS Takue Mpo(eCcCHOHATIbHBIE KOMIIETEHIIMH, KaK CIOCOOHOCTh MPHUMEHATH
MOJTydYeHHbIE 3HAHUS B 00JACTH TEOPUH U HUCTOPUU OCHOBHOTO M3YYaeMOTO S3bIKa

(SI3BIKOB) M JIUTEpPATYphl (JIUTEpaTyp), TEOPUM KOMMYHHKALUU, (PUIOTOTHYECKOTO
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aHanM3a W MHTEpPIpEeTaluyd TEKCTa B COOCTBEHHON Hay4HO-HCCIEN0BATEIbCKON
nestenbHoctd (IIK-1);  cnocoOHOCTH NPOBOAUTH MOJA HAYYHBIM PYKOBOJICTBOM
JIOKaJIbHBIE MCCIIEJOBAaHUSI HA OCHOBE CYIIECTBYIOIIMX METOAMK B KOHKPETHOM Y3KOM
o0nactT (UIOJOTUYECKOTO 3HaHUS C (OPMYJIHUPOBKOM apryMEHTHPOBAHHBIX
ymo3akiaoueHuid u BbiBoAOB (IIK-2); BiameHune HaBbIKAMHM MOJATOTOBKM HAYYHBIX
0030pOB, aHHOTaUMM, cocTaBieHHs pedeparoB u OubmMorpaduili Mo TEeMaTHKE
OPOBOAMMBIX HCCJEIOBAHUM, MpueMaMu OUOIMOrpapUUYecKOro OMHMCAHMS; 3HAHUE
OCHOBHBIX OHMOJIHOTpapUUECKUX MCTOYHUKOB H moMcKoBbiX cucteM (ITK-3);
BJa/JICHME HABBIKAMM y4YacTHsl B HAy4YHbIX JUCKYCCHUSIX, BBICTYIUIGHUS C
COOOIICHUSIMU U JIOKJIaJaMH, YCTHOTO, MUCbMEHHOTO M BUPTYaJIbHOIO (pa3MelieHue
B MH(OPMAIMOHHBIX  CETAX) TMPEACTABICHHUS  MaTEpPUAIOB  COOCTBEHHBIX
uccinenoannii (ITK-4).

JUist ynydmieHusi KadyecTBa OBJIAJCHMS BBIIICYKAa3aHHBIMH KOMIIETEHIIUSAMHU
HEO0OXO0IMMO CHayasia IO3HAKOMUTBLCS CO CTPYKTYpPOU U COoiepKaHUEM pa3liesioB, 06e3
OMO3/IaHUN TIOCEIIaTh MPAKTUYECKUE 3aHATHUS, B TMOJHOM OOBEME BBINOJIHATH
3alaHusg i1 CaMOIIOJTOTOBKH, HEYKOCHHMTEIBHO CJEA0BaTh TpeOOBaHUAM K
BBIMIOJTHEHUIO MUCHbMEHHBIX palOT.

Kypc «JlemoBoe mHUCBMO» COCTOMT M3 JIBYX pasziciioB: «Business writing» u
«Presentations and public speaking», B KoTOphIX paccMaTpHBAaIOTCSI OCHOBHBIC
MOHSITHS JIEJIOBOTO OOIIEHHsT B MUCHhMEHHON (hopMe, B YaCTHOCTH, BUIBI JIETOBBIX
nuceM, (opMbl J1€JI0BOM KOPPECIOHAEHLMH, OCOOEHHOCTH HX COCTaBJICHHs Ha
MHOCTPAHHOM SI3bIKE, a TaKXkKe crenupuKa co3gaHus MPEe3eHTALUN U MPEACTaBICHUS
PE3YJIBTATOB CBOET0 HAYYHOI'O TPY/1a HA aHIJIMMCKOM SI3bIKE.

Kypc paccuntan Ha 144 daca aynquTOpHOW M CaMOCTOSITENIBHOW padOTHI, U3
KOTOpbIX 98,75 yaca OTBOAMTCS HAa MOPOPaOOTKY M MOBTOPEHUE MPAKTUYECKOIO
MaTepuraia y4eOHUKOB U y4eOHBIX MOCOOUHN, MOJATOTOBKY K MPAKTUYECKUM 3aHITUAM,
pyOeXHOMY KOHTPOJIIO M 3K3aMeHy. B 1memom Kypc mpenmosiaraet BbINOJTHEHUE
CTyJAE€HTaMH 3HAYUTEJIBHOTO O0BEMa CaMOCTOSITEIbHOW paboThl. B aTOM CBs3M
JAHHOE M3JaHUE COAEPKUT METOJAMYECKHE PEKOMEHAALMH MO padoTe C 3aJaHUsIMU,

npcacTaBJICHHbBIMU B QJICKTPOHHOM OHHaﬁH-KprC «I[GJ'IOBOG IMUCBbMO>,
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pa3pabOTaHHOM B paMKax y4yeOHOM nucuumuinHbl cpeactBamu LMS Moodle u
pa3MEIIEHHOM Ha KOoprHopaTuBHON miatdopme «nekTpoHHble Kypcbl OI'Y B
cuctreMe oOyueHuss Moodle» (https://moodle.osu.ru/). Kpome Toro, B uzmaHuum
MIPEICTABIICHBI IJIaHbI MPAKTUUYECKUX 3aHATHH, KIIIOUEBBIE CIOBA MO KaXI0W Teme, a

TaK¥XKEC O6p&3].[]51 OLCHOYHBIX CPCACTB U KPUTCPUHU UX OLCHKH.



1 Conepxkanue pa3aejioB AMCHMIIIAHBI

1.1 Pa3znensl AUCHUILIMHBI, H3y4aeMble B 7 cemecTpe

Paznen 1. [lenoBast KOppeCNOHICHIIMSA HA AHTJTUHMCKOM A3bIKE

N3 44 yacoB NpakTUUYECKUX ayAUTOPHBIX 3aHATHM HA U3Y4YEHUE ITOTO pasnelia
OTBOAUTCA 18 gacoB. OtoT pasaci HAYNMHACTCA CO 3HAKOMCTBA C IMMOHATHUCM JCJIOBOT'O
MKCbMa, €ro OTIWYMN OT JApyxeckod koppecnonaenuuu (A notion of a business
letter). 3arem packpbiBatOTCS W ONHMCHIBaOTCS BUabl jeioBbix muceM (Kinds of
business letters), u B wacTHOCTH 0c000€ BHUMAHUEC YACISCTCS JOMUHHPYIOIICMY B
COBPEMEHHOM JICJIOBOM OOIIEHUH DJIEKTPOHHOMY BHUIY OH3HEC-KOMMYHHUKAIUU
(Email as a kind of business letters). HemaioBaxxHbIM (hakTOpOM MpH H3YUCHUH
QJICKTPOHHBIX ACJIOBBIX IMHCEM BBLICTYIIACT 3HAHUC HX CTPYKTYPLI U 0CcO0EHHOCTEN
BBI60pa JCKCHUYCCKUX, T'PAMMATHYCCKUX U CTUIMCTHYCCKUX CPCACTB €€ HAIIOJIHCHUSA
(The language and structure of introducing, developing and finishing stage of written
communication. Email etiquette. Making arrangements in written business
Communication). Hanboiee ClIOXHBIM B OCBOCHHH SI3BIKA MHCHbMEHHOI'O AE€JIOBOI'O
OOIlIEHHUST TPU3HACTCS HCIOJb30BAaHUE KIIHIIE U YCTOWYMBBIX (HPa3eoIOTHICCKUX
SI3BIKOBBIX EIMHHI], XapaKTepHBIX I [aea0Boi KoppecnonacHmuu (ldioms and
phrasal verbs of business communication. Email address). IIpoueaypa oTnpaBku u
IMOJNYUCHHA JOCJIOBBIX JJICKTPOHHBIX IIMCCM, HMX IIPOBCPKa IICPCO OTIIPABJICHUCM,
rpaMoTHOe O(OpPMIICHHE pacCMaTpPUBAIOTCA HAa  Marepuaise COBPEMEHHOTO
AHTJIMICKOTO SI3bIKa ¢ TPUBJICYCHUEM 00pPa3IOB peallbHBIX JIeJI0BBIX muceM (Sending
and receiving emails. Enquiries. Proofreading. Printed correspondence). Bumasl
ANEKTPOHHBIX JIEJIOBBIX TIMCEM, HX CTPYKTYpHO-COJep)KaTelbHas crenuduka
U3yJarTcs B paMmkax Heckonbkumx 3anstuii (Commercial offers. Inquiry letters.
Request letters. Cover letters. WL (warning letters). Letters of notification. Letters of
complaint. How to respond to different kinds of letters). Pa3BuTre HaBbIKOB J€I0OBOIO
IMUCbMa OCYIICCTBIIACTCA B ACIICKTC N3YYCHUA 0ocoOeHHOCTEH cCOo34aHHus HpCSCHTaHI/Iﬁ

C TOYKH 3pCHHUA HX OSProOHOMUYHOCTH, BI)I60pa A3BIKOBBIX CPCIACTB, BBICTpAaHMBAaHHUA
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JIOTUYHOU CTPYKTYPHI, 1eJIeco00pa3HOro HCIIOJIb30BaHU rpauyecKux
n3zoopaxenuii (Organizing your presentation. Language and graphics. The structure
of your presentation. Presentation slide tips).

Paznen 2. Ilpezenranus pe3yabTaTOB HAYYHOU pabOThI

N3 44 yacoB NpakTUUECKUX ayAUTOPHBIX 3aHATHM HAa U3Y4YEHUE ITOTO pasjelia
OTBOJMTCS 26 4acoB.

Ycenemnuas MMpe3CHTAIsA PE3yJIbTATOB COOCTBEHHBIX HaYy4YHbIX I/ICCJIGI[OBaHI/Iﬁ
HEBO3MOKHA 0€3 3HaHWI 0a30BBIX ITOHITHI I[GJ'IOBOﬁ KOMMYHHKAIlM1, B TOM 4YUCJIC U
YCTHOﬁ, BCJICACTBHUC YCTO M3YUYCHHC OTOIO pasacja HAYHUHACTCA C OBJIIAACHUA
HaBbIKaMU TIPCACTABIIATH ce0s1 U CBOMX KOJUIET B PA3JIMYIHBIX CUTYyAlIUAX JCIIOBOI'O
obmenus (Introducing yourself and your colleagues in oral business communication).
3HAKOMCTBO C HCKOTOPBIMU MOACTIEIMU Hy6J’II/I‘IHOI>'I pecun CHOCO6CTByCT IrpaMOTHOMY
dopmupoBanust peueBbix aevictBuii  (Five-finger model of public speaking).
Oco0eHHOCTH MYOJMYHBIX BBICTYIIEHUM B paMKax Pa3IUYHBIX CUTYyaIlUi JET0BOTO
OOIIIEHHsT pacCMaTPHBAIOTCS Ha Heckoiabkux 3aHatusx (The specificity of oral
speech at meetings and briefings. The format and the procedure of scientific events.
Reporting at the conferences and workshops. The strategy of giving a talk with the
presentation. Delivering lectures: language and lecturer’s skills). Omnum u3 BUmOB
JIEJIOBOrO OOIIEHMS BBICTYMHAeT OW3HEC WHTEPBBIO INPH YCTPOWCTBE Ha padory, a
TAaK¥XKE 06H1€HI/I€ C KOJUICTaMH M IMapTHCPAMMU. YcnemHoe OBJIaACHUC 3TUM BUIO0OM
OOIIIEHUsI CTPOUTCA Ha 3HAHUAX COOTBETCTBYIOIICH JIEKCHKO-TPAMMATUYECKOW U
CTI/IJII/ICTI/IKO-HpaFMaTH‘{eCKOP'I OCHOBBI, YMCHHAX I'PaMOTHOI'0O W CBOCBPCMCHHOI'O
MPUMEHEHHUSI B COOTBETCTBYIOMMX cUTyanusx obmenus (Recruitment and selection.
Business interview. Skills and qualifications. Organizations. People and workplaces.
Freelance and odd jobs. Problems at work. The ways of avoiding conflicts by means
of language. Time management, stress management and personal skills. Pay and
benefits. Career ladder. Money matters. Getting paid. Costs and sales. Profitability
and unprofitability). HemanoBakHbIM yMEHHEM YCICIIHOIO JCIOBOIO OOIICHUS
BBICTyIIaeT YMEHHE BECTH KOMMYyHHKaIio 1o Tenedony (Speaking over the phone.

Set expressions and phone etiquette for business calls). 3nanue memoBoro 3TukKeTa,
8



YMEHUE TMPaBWIHHON OpraHu3alMd W MPOBEACHUS JIETIOBBIX MEPErOBOPOB HUIPAIOT
pelarnyro  poib B cdepe MNpeACTaBICHUS U NPOABMKEHHUS pE3ylbTaTOB

coOcTBeHHBIX HayuHbIX uccenoBanmii (Netiquette and the language of negotiations).

1.2 TexHosioru4ecKkasi KapTa PedTHHIOBBIX 0A/LUIOB MO Y4eOHOMY KypcCy

«/le1oBoe mUCHEMO»

MakcumalbHOE KOJIMYECTBO OamioB 3a pabory B TedeHue cemectpa: 70
OaJIyIoB.

[IpoMesxkyTOouHBII KOHTPOJIb 32 cemecTp: 30 O6ayoB

Cemectp 7. YueOHas paboTa CTy/IeHTa

Bcero gacoB 144 gyaca, B ToM 4ucIe:

1) npaktuveckue 3aHsATHS — 44 4acoB;

2) TMOArOTOBKA K MPAKTUYCCKUM 3aHATHUAM—22 Yaca,

3) TBOpYeckas caMocTosTeNbHAs paboTa — 12 4acos;

4) TOAroTOBKA K DK3aMeHy — 4 Jaca.

Ta6J11/111a 1 - TexHonoruueckas KapTa AUCHUIIIINHBI ((I[GJIOBOG IMUCBMO»

No KonTposmpyembie MeponpusaTus PeittunroBpIit
/1 Oa1
1-8 yueOHbIe HeaeH
1 PaboTa B X0/1e mMpakTHYECKUX 3aHATHH (OTPabOTKA JIEKCUKO- 8
IrpaMMaTHYECKOr0 MaTepHasa, IOBTOPEHNUE U3Y4YEHHOTO
Marepuaa)
2 KoHTposIh TBOpUYECKOH CAMOCTOSTEIILHON pabOThI 16
2.1 | BeimosiHeHHE KOMILIEKCHOTO JIOMAIIIHETO 3aJaHus 110 pa3aeny 8
«Business writing»
2.2 | BoimosiHeHue 3aaHUii B SJIGKTPOHHOM OHJIaitH-Kypce «JlenmoBoe 8
UCBMOY 110 pasneny «Business writing»
3 KoHTpoJIbHBIE M TECTOBBIE 33JaHUS 2
9-14 yuyeOHble HeeH
1 Pabora B X0/11€ MpakTHUYECKUX 3aHATHH (0TpabOTKa JIEKCUKO- 6
rpaMMaTHYeCKOro MaTepHasia, HOBTOPEHHE U3YYEeHHOTO
MaTepuaa)
2 KoHTpoJib TBOpUECKON CaMOCTOSTENIbHON paboThI 16
2.1 | BoimosHeHHe KOMILJIEKCHOTO JIOMAIIHETO 3aaHus 110 pasJieny 8
«Presentations and public speaking»
2.2 | BoimonHeHue 3a7aHuil B 3JIEKTPOHHOM OHJIaMH-Kypce «JlenoBoe 8
nmuchbMoy Mo paszzaeny«Presentations and public speaking»
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3 \ KoHTposbHBIE U TECTOBBIE 33JaHUS 2
[Tponomxenue Tabaunsl 1
Ne KonTposmmpyembie MeponpusaTus PeittuHroBbI1i
n/m Oas1
15-19 yueOHbIe Hegean
No KonTposmmpyembie MeponipusaTus PeittuHroBbI1i
/1 Oa1
1 PaboTa B X0/1€ MpaKTHUYECKUX 3aHATHIA (0TPabOTKa JIEKCHKO- )
IrpaMMaTHYECKOT0 MaTepHaa, IOBTOPEHUE U3y4YEHHOTO
Marepuana)
2 KoHTposb TBOpUeckoi caMoCTOSTENIbHOM paboThI 12
2.1 | BeimosHeHHE KOMITJIEKCHOTO JIOMAITHETO 3aaHus TI0 Pa3leiry 6
«Presentations and public speaking»
2.2 | BemoJsiHeHUWe 3aJaHAI B JJIGKTPOHHOM OHJIaltH-Kypce «JlemoBoe 6
mUChMOY Mo paszzaeny«Presentations and public speaking»
3 KoHTposbHbIE 1 TeCTOBBIE 3a/JaHUS 3
Bcezo 6annoe 70
‘ HToroBblii KOHTPOJIb (3K3aMEH) 30
Hmozo b6annoe 100

1.1 PacumudpoBka 6amioB

1. PabGota B X0A€ MPAKTUICCKOI'O 3aHATHA

OTtpaboTKa JeKCHKO-TpaMMaTHUeckoro matepuana — 1 Gamn 3a paboty Ha 1

IMPAKTUYICCKOM 3aHATHUU.

tpad — 0,5 Ganna 3a OTCYTCTBHE OTBETA Ha 3aJIaHHBIA BOIIPOC.

2. CamocTosTenbpHast paboTa CTYJEHTOB

2.1 JlomanrHee 3agaHue IO TEME

Makcumym — 9 OGamioB (BoimonHenue 100% 3amanuii BEpHO, TPaMOTHO,

100POCOBECTHO).

6 6anoB — mpu BeITOTHEHUH 75% 3agaHUM.
2 Gamna — nipu BeimoaHeHUH 60% 3a1aHuid.

1 6amn — npu BeImoHEeHNH He MeHee 50% 3amxaHuii.

2.2 BrIMOTHEHWE 33/IaHU B DJIGKTPOHHOM OHJANH-Kypce «JlemoBoe muchMo»

10 COOTBETCTBYIOILIEMY pa3/ieiy

oe3 OIIOPBI Ha TCKCT, KA4YCCTBCHHAA IIPC3CHTALIMA HIIN H&FHHI[HBIﬁ MaTcpual;

MakcuMyM B TIEPBOM KOHTPOJIHUPYEMOM OTpe3ke — 8 6aimioB (rpaMOTHas peyb

COJICPKATSIIBHOCTh MaTepHalia).
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6 GaIoB — OTBET C OMOPOM HA TEKCT.

2 Gaia — Ipyu HEJOCTATOYHOM JIEKCUKO-TPaMMaTH4YE€CKOM HAIOJIHEHUH.

1 Gamn — mpy HAJTMYUK HEJOCTATKOB B COJIEPKATSIIBHOM KOMITOHEHTE OTBETA.

MakcuMyM BO BTOPOM KOHTPOJUPYEMOM OTpe3ke — 8 6aiioB (rpaMoTHasl peyb
0e3 Oomopel Ha TEKCT, KA4eCTBCHHAs MPE3CHTAIMs WM HATJISIHBIA MaTepua;
COJICPKATEIIBHOCTh MaTepHUaa).

4 Gamia — OTBET C ONOPOI Ha TEKCT.

2 baia — mpyu HEAOCTATOYHOM JICKCHKO-TPAMMATHYECKOM HATTOJTHEHHH.

1 Gan — mpy HAJTMYHUK HEJIOCTATKOB B COJICPKATEIIBHOM KOMITOHEHTE OTBETA;

MakcuMyM B TPETbeM KOHTPOJIUPYEMOM OTpe3ke — 6 0aymioB (rpaMOoTHAs pedb
0c3 omopel Ha TEKCT, KA4eCTBCHHAs IPE3CHTAIlMsA WIM HArJSAIHBIA MaTepua;
COJICPKATEIIBHOCTh MaTepHUaa).

4 Gamia — OTBET C ONOPOI Ha TEKCT.

2 Gania — Ipu HEJJOCTATOYHOM JIEKCUKO-TPaMMaTHYE€CKOM HAIOJHEHUH.

1 6ann — npu HATMYUK HEJJOCTATKOB B COJIEPKATEIIbHOM KOMIIOHEHTE OTBETA

3 KoHTpoIibHBIE U TECTOBBIE 3a/1aHUS

[Ipy BBIIOSIHEHUHM MOJIYJIBHBIX W HMTOTOBOW KOHTPOJIBHBIX PaboOT, a Takxke
TECTUPOBAHUU MOXHO MOJTYYUTH JOTOTHUTEIbHBIE OAJIIbI B OOIIHIA 3a4eT.

Makcumym — 3 Gamta B 1 U 2 KOHTPOJHUPYEMBIX OTpe3kax u 2 Oamia B 3
(BeimoHeHue 100 % 3amaHuiit BEpHO, TPAMOTHO, T0OPOCOBECTHO).

2 (1) 6amra — mpu BeITOJTHEHUH 75 % 3aTaHU.

1 (1) 6amna — npu BeIosTHEHUH 60 % 33 aHUIA.

1 (0) 6amr — npu BeIoTHEHUU HE MeHee S50 % 3aaaHui.

5. OTBeT Ha PK3aMEHE.

[Ipu oTBeTe Ha »SK3aMEHE CTYIEHT MOXET TMOJYYUTh MAaKCUMaJIbHOE
KOr4ecTBO 0autoB — 30 B COOTBETCTBUHU CO CIEAYIONTUMU KPUTEPHSIMU:

- 30-25 BBICTABISIIOTCS CTY/ACHTY, MOKa3aBIIeMy T1yOOKO€ 3HAHHE JIEKCHKO-
rpaMMaTHYECKOTO0 Marepuana, crnenuuxy (GopMbl W COACpKAHUS MHUCHMEHHOU
JICIIOBOM KOPPECTIOHICHIINH, IEMOHCTPUPYIONMIEMY CBOOOHOE BIAJCHUE MPABHIAMH

9THKCTA, YMCIOIICMY I'PaMOTHO U CBOCBPCMCHHO PCAarupoBaTh Ha PCUYCBLIC HeﬁCTBHH
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onnmoHeHTOB. OtBeT 1O (QopMe JIOTMYEH, CcoJepKaTreleH H  00OCHOBaH
(aprymenTHpoBaH). Bricka3piBaHHS COOTBETCTBYIOT I'PaMMAaTHYECKHM, JIEKCUIECKUM
¥ (DOHETHMUYECKUM HOPMaM aHTJIMICKOTO sI3bIKa. B OTBETEe MPUCYTCTBYIOT 3JEMEHTHI
TBOPUYECKOI0 MOAX0a K U3JI0KEHHUIO MaTepHaIa.

— 24-19 6amioB BBICTABISIIOTCS CTYJEHTY, €CIM OH IOKa3all J0CTaTOYHOE
3HAHME JIEKCUKO-TPAaMMAaTUYECKOTO Marepuania, cnerupuky (GopMbl U COAEpIKaAHUSA
NUCBMEHHON JIeJI0BOM KOPPECHOHJEHIMU, JIEMOHCTPUPYET XOpollee BIlaJeHUue
NpaBWJIaMH 3TUKETa, YMEET IPAaMOTHO, HO HE BCEr/la CBOEBPEMEHHO pearupoBaTh Ha
pedeBble JEHCTBUSL OMMOHEHTOB. OTBET MO (QopMe JOTHYEH, COACPKATEICH, HO
HEJOCTaTOYHO TIOJOH M apryMEHTHpPOBaH. B BBICKa3bIBaHUSAX MPHUCYTCTBYIOT
OTIENbHBIC CIydyad HapyIICHUS TPAMMATHYCCKUX, JCKCUYECKHX U (HOHETHUECKUX
HOPM  aHIJIMHACKOTO si3bika. OTBET COACPKHUT HE3HAYHTEIbHBIC  DIEMEHTHI
TBOPUYECKOI0 MOAX0/a K N3JI0KEHUIO MaTepHaia.

— 18-13 0amioB BBICTABIAIOTCS CTYIEHTY, €CJIIM OH IIOKa3bIBA€T 3HAHUE
OCHOBHOT'O JIEKCUKO-TPAMMATHYECKOTO MaTepuaia, HCIBITBIBAET ONpe/eiIeHHbIC
3aTPyIHEHUS B PACKPBITUH crieluUKU GOPMBI U CollepKaHUs MUCbMEHHON JIeJI0BOU
KOPPECIIOHACHIINH, TEMOHCTPUPYET HEJOCTATOYHOE BIAJICHUE MpaBHIAMU ATHKETA,
HErpaMOTHO U HECBOEBPEMEHHO pEarupyeT Ha pedyeBbie JEUCTBHS OIIMOHEHTOB.
OtBet 1o hopMe HETOCTATOYHO MOCIEAOBATENICH U JIOTUYEH, OTCYTCTBYET MOJHOTA U
apryMEHTUPOBAHHOCTh CYXACHHI. B BbICKa3bIBaHUSX MPHUCYTCTBYIOT CIIy4au
HapyIICHUSI TPAMMATHUYECKHUX, JEKCUYECKHX M (OHETUYECKH HOPM aHTIUHCKOTO
A3blka. B oTBeTe OTCYTCTBYIOT 3JIEMEHTHI TBOPYECKOTO MOAXO/AAa K HU3JIOKEHUIO
Martepuaia.

12 u MeHee OaIOB BBICTABISIOTCS CTYAEHTY, KOTOPBIM HE MOKa3al 3HAHUE
OCHOBHOT'O 3HAaHME JIEKCUKO-TPAMMATUYECKOTO MaTepHuaia, MpOSIBIII CEPbEe3HbIC
3aTpyIHEHUS B  PACKPHITUH cruerupuku GOpMBI W COACPKAHUS MHCHBMEHHOU
JIeJIOBOM KOPPECHOHCHIINH, AEMOHCTPUPYET HEIOCTATOYHOE BIAJCHHE MpaBHIAMU
ATHKETa, HErpaMOTHO M HECBOCBPEMEHHO pearupyeT Ha peudeBble EHCTBUS
onmnoHeHToB. OTBeT Mo (opMe HENocIeqOBaTeIEeH M HEJIOTMY€H, OTCYTCTBYET

IIOJIHOTA M apPrymMCHTHPOBAHHOCTb Cy>KI[€HPII>i. B BbICKa3bIBaHUAX MNPpUCYTCTBYIOT
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rpaMMaTU4yecKue, JIeKCHYeckue U (GOHETUYeCKUue HapyiieHus (OmuOKu) HOPM

AHTJINICKOTO S3bIKA.

CoOOTBETCTBEHHO, NMPU CYMMUPOBAHUU OaJJIOB MO paboTe B XOJE ceMecTpa U

pe3ysibTaTaM 3K3aMeHa, CTYJICHT MOJIYy4YaeT CJIEIYIONIYIO OLEHKY:

100-91 6annoB — «OTIMIHOY;

90-81 6amI0B — «XOPOLION;

80-70 6aniIoB — «yJAOBIETBOPUTEIHLHO.

Kpome Toro, cryzaeHT BopaBe MOJYYUTh COOTBETCTBYIOLIYIO OLICHKY 3a KYypC

npu Habope HEOOXOAUMOro KOJWYecTBa OAalIoB MPHU BHINOJHEHUH OMMCAHHBIX

y4eOHBIX MEPOTNPUATUI B TEUEHUE CEMECTPA.

2 IlnaH npakTHYeCKUX 3aHATHI

7 cemecTp
No Ne Kon-Bo
Tema
3dHATHUA | pasaciia qaCoOB

1 1 A notion of a business letter. Kinds of business letters. 2

2 1 Email as a kind of business letters. The language and 2
structure of introducing, developing and finishing stage of
written communication. Email etiquette.

3 1 Making arrangements in written business communication. 2
Idioms and phrasal verbs of business communication.

4 1 Email address. Sending and receiving emails. Enquiries. 2
Proofreading.

5 1 Printed correspondence. Commercial offers. Inquiry 2
letters. Request letters.

6 1 Printed correspondence. Cover letters. WL (warning 2
letters). Letters of notification. Letters of complaint.

7 1 Printed correspondence. How to respond to different kinds 2
of letters.
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No No Kon-Bo
Tema
3aHATHA | pa3aciia qaCcoOB

8 1 Organizing your presentation. Language and graphics. 2

9 1 The structure of your presentation. Presentation slide tips. 2

10 2 Introducing yourself and your colleagues in oral business 2
communication. Five-finger model of public speaking.

11 2 The specificity of oral speech at meetings and briefings. 2

12 2 The format and the procedure of scientific events. 2
Reporting at the conferences and workshops. The strategy
of giving a talk with the presentation.

13 2 The format and the procedure of scientific events. 2
Delivering lectures: language and lecturer’s skills.

14 2 Recruitment and selection. Business interview. Skills and 2
qualifications.

15 2 Organizations. People and workplaces. Freelance and odd 2
jobs.

16 2 Problems at work. The ways of avoiding conflicts by 2
means of language.

17 2 Time management, stress management and personal skills. 2
Pay and benefits. Career ladder.

18 2 Money matters. Getting paid. Costs and sales. Profitability 2
and unprofitability.

19, 20 2 Speaking over the phone. Set expressions and phone 4
etiquette for business calls.
21, 22 2 Netiquette and the language of negotiations. 4

Hroro: 44

14




3 Meroanuyeckue peKOMEHJALMH IO padore ¢ JIJICKTPOHHBIM OHJIAWH-

KypcoM «/le1oBoe mucbMo»

B y4eOHO-MeTOIMYECKOM KOMIUIEKCE IUCLUMIUIMHBI «J/lenoBoe mnucbMo»
OJTHOMMEHHBIM  SJIEKTPOHHBIM  OHJAWH-KYpC  HampaBieH Ha  oOecredyeHue
CaMOCTOSATEIbHOM ~ pabOTbl ~ CTYIEHTOB M CIOCOOCTBYET  Pa3BUTHIO U
COBEpILIEHCTBOBAHUIO BCEX NpOo(ecCHOHATbHBIX KoMIeTeHIMH. OH COCTOUT H3
COOTBETCTBYIOLIMX paboyeil mporpamme pasnesoB: «JlenoBas KOpPpPECHOHACHIMS Ha
aHTJIMHACKOM si3bIke» M «lIpe3eHTarus pe3ynbTaToB HaydyHOH paboTh». Kaxawii u3
paszenoB COACPKUT HEOOXONUMBIM il OOecrleueHUs CaMOCTOSITeNIbHOM paboThI
CTYJIEHTOB  MaTepuall, CIOCOOCTBYIOIIMI TIyOOKOH MpopabOTKE  JIEKCUKO-
rpaMMaTUYECKOr0 MaTepHasia, COBEPLICHCTBOBAHUIO YMEHHUI M Pa3BUTHIO HABBIKOB
MUCBMEHHOTO JIIOBOTO OOIIEHUSI.

B uactHOoCcTH paznmen «JlenoBas KOppPECHOHAEHUMS HA aHTJIUHCKOM SI3BIKE»
COJIEPKUT TPEHHUPOBOYHBIE 3a/JaHUSl HA OINPENEJICHHE BUIA JI€JIOBOIO MHChMA,
BBIIEJIEHUE  €r0  CTPYKTYpHO-COJIepKaTeNIbHOM  cHeluUuKH,  COOTHECEHHUE
ONpENEIEHHOr0 BHUJA MHCbMa C BO3MOXXHBIMM BapuaHTaMH OTBETa Ha HETrO,
HallMCaHWE  JEJOBOr0 NHUCbMa C  YYE€TOM  JIGKCUKO-TPAMMAaTHYECKUX U
CTHJIMCTUYECKUX OCOOECHHOCTEH.

B pasnene «IlpeseHTamus pe3yiabTaToB HAyYHOW pabOTHD» paccMaTpPUBAIOTCS
OCHOBHBIE aCIIEKTHl YCTHOM W NUCBMEHHOM KOMMYHHKAIlMM B HAy4YHOM JHUCKYpCE.
TpenupoBouHbIE 3aJaHUSl HamNpaBlIeHbBl Ha (OPMUPOBAHHWE HAaBBIKA BIAJCHUS
dbopMaTtamMu MOATOTOBKM MPE3CHTAIMH KaK B MUCbMEHHOW, TaK M YCTHOU (opme Ha
OCHOBE M3yuY€HHUS f3bIKa M CTHIS HAyYHOM IUCKYCCHM, ONMMCAaHHUA OCOOEHHOCTEH
HAyYHBIX MEPOTIPUITHIA U BUIOB Pa0OT, MPEACTABIIEMBIX B UX paMKaXx.

OcHOBHbIE peKOMEHAalUU paboThl B ANEKTPOHHOM OHJIANWH-Kypce «JlemoBoe
MACbMO» KAaCarTCd CBOECBPEMEHHOTO BBIIOJHEHHS MpEIJIaraéMplX 3aJaHuM,
CaMOCTOSITEJIbHOCTH M BHUMAHHUS K JETajlsiM, YETKOrO BBIMIOJIHEHUS TpeOOBaHUM

npernoaaBaTciid U yd4cTa OFpaHI/I‘-IeHI/Iﬁ CHCTCMBHEI.
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4 Kpurepum OueHKH

OrneHka 3HaHUM CTYACHTOB IPOU3BOJUTCS MO CIACTYIOUUM KPUTEPUSIM

- OIICHKA «OTJIUYHOY BBICTABJISETCS CTYACHTY, €CJIM OH IITyOOKO U MPOYHO
YCBOWJI TMPOrpaMMHBIA Marepuan Kypca, MOKa3bIBAET TJIYyOOKHWE 3HaHUS,
CaMOCTOSITEJIbHO OCMBICJISIET W TOMOJHSIET OTBET COOCTBEHHBIM (PAKTHUECKUM
MaTepuajgoM, yMEET TPaMOTHO M BOBpPEMsI UCIIOJIH30BAaTh WM3YyUYEHHBIC UM KIIUIIE U
BBIPDAKEHUSI B COOTBETCTBYIOIIMX CHUTyallMsX JEJIOBOrO OOIIEHHUS, BIaJeeT
rpaMMaTUYeCKOM M CTUJIMCTUYECKONM HOpMaMM peud mpu coOeceqoBaHUU s
npuemMa Ha paboTy, B UBJIIOKEHUM pE3yJbTaTOB COOCTBEHHBIX HAy4YHBIX
UCCJICIOBAaHUM, HAMMMCAHUU PA3IMYHOTO POJIa JICJIOBOM KOPPECTIOHACHITUH.

- OIICHKA «XOPOIII0» BHICTABIISACTCS CTYACHTY, €CJIM OH B OCHOBHOM 3HAaeT
SI3LIKOBOM MaTepHal, MPEeAyCMOTPEHHBIM MPOrpaMMOM, M €ro 3HAHUS JOCTATOYHBI
JUISL  BBITIOJIHGHHS  3aJlaHWM, TIOTOJHSAET OTBET COOCTBEHHBIM (DaKTHUUECKUM
MaTepuajgoM, yMEEeT TPaMOTHO M BOBpPEMs UCIIOJIb30BaTh M3yYEHHBIC MM KIIHIIE H
BBIPDAKEHUS B COOTBETCTBYIOIIMX CHUTYyaIlMAX JEJIOBOrO OOIIEHHUS, BIIaJeeT
rpaMMaTHYeCKOM M CTUJIMCTUYECKONM HOpMaMHM peud Npu cobeceqOBaHMHM JUIS
npueMa Ha paboTy, B U3JIOKEHUH pE3yJbTaTOB COOCTBEHHBIX HAy4YHBIX
UCCJICOBAaHUM, HAMMCAHUHU PA3JIMIHOTO POJIa JICJIOBOM KOPPECIIOHACHITNH.

- OIICHKA «Y/IOBJICTBOPUTEIIBHOY» BBICTABIISICTCS CTYACHTY, €CIIM OH UMEET
3HaHUS OCHOBHOT'O SI3BIKOBOT'0 MarepHaja, HO OHM HEJIOCTAaTOYHBI JJIT TOTO, YTOOBI
IIYOOKO pa30HpaThCs B A3BIKOBBIX SBICHUSX.

- OIIEHKA «HEYJOBJICTBOPUTEIBLHOY» BBICTABISACTCS CTYJAEHTY, KOTOPHIN HE
3HAET 3HAYUTEJBHOM YacTH MPOrpaMMHOTO MaTepurala, I0MyCKaeT CYIeCTBCHHBIC
OImMOKH, B IIPOIIECCE BHITTOTHCHUS 3aJaHUI WM HE CIPABIIICTCS C HUMHU

CaMOCTOATCIBHO.
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5 OueHouHble cpeAcTBA UIS TeKyHIero KOHTPOJSA YCIeBaeMOCTH,
NPOMEKYTOYHOM aTTeCTAIMHU U 110 MTOraM OCBOCHUS TUCHUIIMHBI

5.1 TecToBBIC 3a1aHUA

TecToBBIE 3aJlaHHs COCTABJICHBI 110 pa3acjiaM.

MeTOIII/IKa HpOBCI[CHI/ISI KOHTpOJ'ISII

IMpru NMPOBCACHUN KOHTPOJIA IMOJYUCHHBIX 3HAHUHN CTYACHTY NPCABABIIACTCA 30
TECTOBBIX SaﬂaHI/Iﬁ 3aKPBITOI'O THUIIA, KOTOPBIC CJICAYCT BBIIIOJIHUTH B TCUCHUC 1 qaca,
max BPCMs BBIIIOJIHCHUA OJHOTO 3adHUA 2 MUHYTHI.

K kaxaomy 3aKkpbeITOMY BOIPOCY MPEIAraeTcsi HECKOJIbKO BAPUAHTOB OTBETA,
OJIMH HUJIN HCCKOJIBKO U3 KOTOPLIX ABJIAIOTCA ITPABUJIBHBIMH. 321 Ka}KJIBIﬁ HpaBI/IJ'IBHHﬁ
OTBCT HAUUCIIACTCA 1 621.]1.11.

Kpurepuu ouenku:

- OOCHKAa «OTIHWYHO» BBICTABJLCTCA CTYACHTY, C€CJIM BCPHO BLIIIOJIHCHO 85-
100% TecTOBBIX 3aJaHUM,

- OIICHKA «XOPOIIIO» BBICTABIISAETCS CTYJICHTY, €CJIU BEPHO BHITIOJIHEHO 65-85%
TCCTOBBIX SaﬂaHHﬁ,

- ONOCHKa «YIOOBJICTBOPUTCIIBHO» BBICTABJICTCA CTYACHTY, CCJIIM BCPHO
BbIOIHEHO 50-65% TEeCcTOBBIX 3aJaHUH,

- OOCHKa <«HCYHOBJICTBOPUTCIBHO» BBICTABIICTCA CTYACHTY, CCJIHM BCPHO
BBITTONTHEHO MeHee 50% TecTOBBIX 3alaHUH.

1 Mark all kinds of business letters from the list below:

- request letter

- a letter of complaint

- commercial offers

- a letter to a friend

- a letter of notification

2 The basic types of sentences are

- declarative

- personal
17



- imperative

- demonstrative

- interrogative

- exclamatory

3 LOL means:

- learn over learn
- laugh out loud

- let’s out laugh

- live on life

- laugh or love

4 BRB means:

- bring ring back
- be right back

- become right bright
- be roast burnt

- begin rise bright

5 Match the types of sentence and its function

1 Declarative sentence 1 asks a question

2 Interrogative sentence 2 convey a command

3 Exclamatory sentence 3 makes a statement

4 Imperative sentence 4 expresses a strong emotion
5 identify a person

6 Put the following steps of a classical rhetorical strategy in the right order

1 Narration

2 Exordium

3 Confirmation

4 Proposition

5 Refutation

6 Peroration

18



7 Presenting someone else’s work as if it were your own is

8 Point out the main categories which provide a template for general revision
of your written letter

- content

- organization

- syntax

- style

- readability

- grammar

9 Point our specific revision characteristics of your written letter

- format

- language

- facts

- names

- spelling

- address

- grammar

- punctuation

10 Match the punctuation marks with their names

1- 1 dash

2 - 2 hyphen

3() 4 ellipsis

4... 3 parenthesis
5 colon

11 Match the punctuation marks with their names

1° 1 colon
2: 2 semicolon
3, 3 apostrophe
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4 4 comma

5 ellipsis

12 are used to separate two independent clauses

joined by a conjunction like “but”, “and” and “or”.

13 are used to offset words that help create unity across a

sentence like “however” and “therefore”.

14 The Is used to replace letters omitted in a

contraction, and it often indicates the possessive.

15 Written communication in the form of brief messages is called

16 Electronic mail is called
17 FWIW means

- for whom it may concern

- for what it's worth

- free what | will

- from west in what

18 IMHO means

- in my humble opinion

- in most horrible overview

- | must hurry over

- | may have opinion

19 Elements of a business letter are
- a return address, inside address
- a date

- body

- salutation and introduction

- arms and legs

- full name of a company

- conclusion

- signature
20



20 Mark only optional elements of a business letter

- recipient note
- subject line
- signature

- reference initials

- a return address, inside address

- copy notation
- enclosure notation

- mailing notation

21 Mark the main areas of a business letter

- the heading

- reference initials
- the introduction
- the body

- the conclusion

- the signature line
22 A

is a document designed to record and convey

information to the reader/listener.

23 Match the type of report and its functions

1 A research report

1 presents summaries of the information available

on a given subject

2 A progress report

2 studies problems scientifically by developing
hypothesis, collecting data, and indicating findings

and conclusions

3 A financial report

3 communicates status and trends from a finance

perspective

4 A literature review

4 monitors and controls production, sales,

shipping, service, or related business process

5 describe a physical characteristics of a machine,
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a device, or an item.

24 A Chinese proverb says, “Being in the right does not depend on
- being in the centre

- managing a lot

- having a power

- having a loud voice

- doing right things

25 Match the domains with the corresponding countries

1 .af 1 Indonesia
2 .id 2 Morocco
3.ma 3 Afghanistan

4 .ru 4 Russia

5 Romania

26 What is the first thing that a recipient sees in an email?
- introduction

- the subject line

- conclusion

- greetings

27 Choose and mark only correct statements

- business email is less formal than business letter

- greeting is not a necessary part of business email

- to write long emails is not a good thing

- there is no need to introduce yourself

28 Mark the main principles of writing business emails
- greet the recipient appropriately

- keep it short and necessary

- put your main point in the opening sentence

- never do the proofreading
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- be aware of the recipient’s knowledge

29 The main language rules of writing a business e-mail are
- Don’t use all capital letters

- Don’t use acronyms and abbreviations

- Never consult a dictionary to check spelling and vocabulary
- Ask your colleague to check your business e-mail

- Use correct spelling and grammar

- Say “please” and “thank you”

30 Mark the main principles of writing business emails

- Add signature at the bottom of an e-mail

- Don’t send anything in an attached file

- Review and edit your business e-mail before sending

- Use jargon and professionalisms

31 Your signature should include

- your full name

- your e-mail

- your position

- your department

- your telephone number

32 Choose and mark correct writings of an e-mail address
- gym@beachhotelbern.com

- conferencecentre@beachhotelbern.com

- hr@beachhotelbern.com

- @vacanciesbeachhotelbern.com

- manager@beachhotelbern.com

33 Match e-mail addresses with their correct pronunciation

1 manager@beachhotelbern.com | 1 majid at uniriyadh dot s a

2 hr@beachhotelbern.com 2 manager at beach hotel bern dot

com

23



3 majid@uniriyadh.sa 3 yoshi underscore morioka at bizi dot
ip
4 yoshi_morioka@bizi.jp 4 h r at beach hotel bern dot com

5 yoshi dash morioka at bizi dot j p

34 Which address would you choose if you want to organize a conference at
the Beach hotel in Bern?

- gym@beachhotelbern.com

- conferencecentre @beachhotelbern.com

- hr@beachhotelbern.com

- vacancies@beachhotelbern.com

- manager@beachhotelbern.com

35 Which address would you choose if you want to reserve a room at the
Beach hotel in Bern?

- gym@beachhotelbern.com

- conferencecentre @beachhotelbern.com

- hr@beachhotelbern.com

- vacancies@beachhotelbern.com

- manager@beachhotelbern.com

36 Which address would you choose if you want to apply for a job at the Beach
hotel in Bern?

- gym@beachhotelbern.com

- conferencecentre@beachhotelbern.com

- hr@beachhotelbern.com

- vacancies@beachhotelbern.com

- manager@beachhotelbern.com

37 Which address would you choose if you want to reserve a table to have
lunch at the Beach hotel in Bern?

- gym@beachhotelbern.com

- conferencecentre @beachhotelbern.com

- hr@beachhotelbern.com
24



- vacancies@beachhotelbern.com

- manager@beachhotelbern.com

38 Which address would you choose if you want to contact the Human
Resources department at the Beach hotel in Bern?

- gym@beachhotelbern.com

- conferencecentre @beachhotelbern.com

- hr@beachhotelbern.com

- vacancies@beachhotelbern.com

- manager@beachhotelbern.com

39 Most e-mails that you get go straight to your

- drafts

- inbox

- contacts

- account

40 If your server doesn’t recognize the address of a sender, it will probably put
the e-mail in the

- deleted mail folder

- sent mail folder

- jJunk mail folder

- archive mail folder

41 If you delete an e-mail by mistake, look at

- deleted mail folder

- sent mail folder

- junk mail folder

- archive mail folder

42 Not to keep hundreds of business cards with your partners e-mails, put them
in the

- deleted mail folder

- sent mail folder

- jJunk mail folder
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- contacts

43 If you can’t finish your business e-mail right now, save it under
and finish later

- drafts

- inbox

- contacts

- account

44 Which phrases are an appropriate way to end a formal e-mail?

- Yours truly

- With best regards

- For your information

- Yours sincerely

- For attention of

- Best wishes

- To whom it may concern

45 Which phrases are an appropriate way to end a formal e-mail?

- With many thanks and best wishes

- For your information

- Yours sincerely

- For attention of

- Best wishes

- To whom it may concern

- Yours faithfully

46 Which phrases are an appropriate way to end a informal e-mail?

- Regards

- Cheers

- Hi again,

- Bye for now

- See you soon

-CC
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47 Compete the sentence with proper grammar form: | look forward to

- hear from you

- listen from you

- hearing from you

- having heard from you

48 Put the e-mail sentences in the right order

1 Could you please let me know?

2 Thank you for your last e-mail

3 Wish best wishes,

4 Are you free to talk about our future contract tomorrow at 6 p.m.?

5 Dear Mr Brown,

6 Mr Smith, Head teacher — London International school.

49 Put the e-mail sentences in the right order

1 Could you please let me know?

2 Wish best regards,

3 Thank you for your last e-mail

4 Are you free to talk about our future lessons tomorrow at 11 a.m.”?

5 Dear Mrs Bell,

6 Mr Sell, Head teacher — Bristol International school.

50 Put the e-mail sentences in the right order

1 Thank you for your last e-mail

2 Could you please let me know?

3 Wish kind regards,

4 Are you free to talk about our future work tomorrow after lunch?

5 Dear Mrs Rice,

6 MrMeddow, Head teacher — Brighton International school.

51 Correctly spelt word is

- convenient
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- convinient

- convanient

- conveniente

52 Correctly spelt word is

- conscentious

- conscientious

- consciensious

- consceintious

53 “I"d like to ask you about...”

- commercial offer

- inquiry letter

- request letter

- cover letters

- WL (warning letter)

- letter of notification

- letter of complaint

54 “Wish you all the best!”

- congratulation letter

- WL (warning letter)

- letter of notification

- letter of complaint

55 “yesterday I called the carpenter, but he wouldn’t come”

- congratulation letter

- WL (warning letter)

- letter of notification

- letter of complaint

56 “If you don’t change your decision by tomorrow morning, I will write a
letter of complaint to your boss”

- congratulation letter

- WL (warning letter)
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- letter of notification
- letter of complaint
57 “Let me inform you that this offer is available for three days”
- congratulation letter
- WL (warning letter)
- letter of notification
- letter of complaint
58 “These documents contain the list of all our services, prices and the terms
and condition of the contract”
- inquiry letter
- request letter
- cover letters
- WL (warning letter)
59 “I congratulate you on the 50" anniversary of your prolific work!”
- congratulation letter
- WL (warning letter)
- letter of notification
- letter of complaint
60 “Drum up” means
-to benefit or make money from an event or situation
- help a person or business in difficulty
- to try to increase interest in smth
- to be unsuccessful
61 “Cash in on” means
-to benefit or make money from an event or situation
- help a person or business in difficulty
- to try to increase interest in smth
- to be unsuccessful
62 “Bail out” means

- to try to increase interest in smth
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-to benefit or make money from an event or situation
- help a person or business in difficulty

- to be unsuccessful

63 “Fall through” means

-to benefit or make money from an event or situation
- help a person or business in difficulty

- to try to increase interest in smth

- to be unsuccessful

64 “Flip-flop” means

- to vacillate between two choices, to be indecisive
- warn of trouble ahead

- make a decision give someone else a chance

- available

65 “Raise red flags” means

- to vacillate between two choices, to be indecisive
- make a decision give someone else a chance

- available

- warn of trouble ahead

66 “Fish or cut bait” means

- make a decision give someone else a chance

- to vacillate between two choices, to be indecisive
- warn of trouble ahead

- available

67 “Up for grabs” means

- make a decision give someone else a chance

- to vacillate between two choices, to be indecisive
- warn of trouble ahead

- available

68 Match the telephone phrasal verbs with their meaning
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1 speak up 1 wait for a short time

2 hang on/ hold on 2 speak louder

3 hang up 3 end the telephone call by breaking the connection

4 cut off 4 interrupt the telephone conversation

5 answer the phone call

69 “Put your best foot forward” means

- ask for help

- do your best

- hesitate

- show your shoes

70 “Crunch the numbers” means

- eat a lot at lunch

- do a lot of calculations

- visit many countries

- earn a lot of money

71 “Put something off” means

- cancel

- delay

- finish

- show smb

72 “Eager beaver” means

- an enthusiastic person who works very hard

- a quick-witted worker

- an intellectual person

- avery responsible for his/her work person

73 “Hold the fort” means

- have the responsibility for something or care of somebody while other people
are away

- work as a guardian in a company

- do the thorough cleaning at the office
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- collect money and invest them in construction industry

74 “Golden handshake” means

- a large sum of money that is given to somebody when they leave job, or
persuade them to leave their job

- a golden ring or a bracelet for your hand as a present

- have the responsibility for something or care of somebody while other people
are away

- to have a lot of work and responsibilities at the moment

75 “Cash cow” means

- a large sum of money in cash

- a large piece of veal

- a stake which can be bought only for cash

- a part of a business that always makes a profit and that provides money for
the rest of the business

76 “Have a lot on your plate” means

- have the responsibility for something or care of somebody while other people
are away

- have a substantial meal

- to have a lot of work and responsibilities at the moment

- ask for a rest

77 “Walking paper” means

- a letter or notice dismissing somebody from a job

- a notice announcing holidays

- a paper which you should buy yourself

- a letter announcing it’s time to retire

78 “Our latest model cell phone was a real dog” means

- it was excellent

- it was a bad product

- it was very innovative

- it was very expensive
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79 “Get sidetracked” means

- lose your way

- become distracted from something important
- find something more interesting

- be deep in your thoughts

80 “Squirrel away some money” means

- to spend

- to lend

- to find

- tosave

5.2 DK3aMeHAlIMOHHBIN OMJIeT

UtoroBoit GopMoil KOHTpOJIS 3HAHHUM, YMEHUN M HABBIKOB MO TUCHUIUIMHE
ABJIAETCS SK3aMEH. JK3aMeH MPOBOAMUTCA IO OujieTaMm, KOTOpPbIE BKJIIOYAIOT OJIUH
YCTHBIN Y OJIMH MUCbMEHHBIN MPAKTUYECKHUI BOIIPOC.

CocTaB 3K3aMeHaIlHOHHOT 0 OUJIeTa

1. YcTHOE BBICKa3bIBaHUE 10 MPEAJIOKEHHON TEMATHKE.

2. [luceMeHHOE 3a/1aHUE.

IIpumep yCTHOrO BbICKA3bIBAHUS

Give a talk on a business meeting devoted to your presentation of year trading
results.

IIpuMep NMCbMEHHOr0 3aJaHUA

Write a commercial offer of your translating service.

Kpurepuu ouenku:

- KOTJIMYHO)» - CTYACHT MOKa3all ryO00Koe 3HAHUE JIEKCUKO-TPAMMaTHYECKOIO
Marepuana, crnenuduky GOpMBI U COACpPKAHUS  MHUCBMEHHOW  JI€JIOBOU
KOPPECHOHJCHIINH, JEMOHCTPUPYET CBOOOJHOE BIAJEHUE TMpaBWIAMU JTHUKETA,
yMEEeT IPaMOTHO M CBOEBPEMEHHO PEarupoBaTh HA PEUYEBBIC JEUCTBUS ONITIOHEHTOB.
OtBer 1o ¢opme JIOTHMYEH, COJAEpKaTeieH W OO0OCHOBaH (apryMEHTHUPOBAH).

Bricka3piBanus COOTBCTCTBYKOT TI'PaMMATHYCCKHUM, JICKCUYCCKHM H (1)OHCTI/I‘-ICCKI/IM
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HOpMaM aHIJIMMCKOTO s3blKa. B OTBETE€ NPUCYTCTBYIOT 3JIEMEHTBI TBOPYECKOTO
IIOAX0/a K U3JI0KEHUI0 MaTepHaa.

— «XOpOWIO» - CTYHEHT TIOKa3aJ JOCTaTOYHOE 3HAHHE  JIEKCHKO-
rpaMMaTHYECKOro Marepuana, crneuu@uky QopMbl M COAEpKaHUA MUCbMEHHOU
NEJI0BOM KOPPECIOHAEHLINH, JEMOHCTPUPYET XOpOUIEE BIAJACHUE IpaBUIaAMU
ATUKETA, YMEET IPAMOTHO, HO HE BCET/Ia CBOEBPEMEHHO pEAarnupoBaTh Ha PEUYEBbBIC
nercTBus onmnoHeHToB. OTBET 1Mo (popme JIOTUYEH, CoAepKaTeleH, HO HEJOCTATOYHO
IOJIOH U apryMEHTHUPOBaH. B BBICKa3bIBaHUAX NPUCYTCTBYIOT OTHEIBHBIE CIIydyau
HApYIICHUS] TPAMMATUYECKHUX, JIGKCUYECKUX M (OHETUUYECKUX HOPM AaHTIIUHUCKOTO
a3pika. OTBET COAEPKUT HE3HAYUTEIBHBIE D3JIEMEHTHl TBOPYECKOTO IMOAXO0Ja K
U3JI0KEHUIO MaTepHUaa.

— «YAOBJETBOPHUTEJbHO» - CTYACHT ITOKA3bIBAET 3HAHUE OCHOBHOTO JIEKCUKO-
rPaMMaTUYECKOTO MaTepHala, MCHBITHIBAET OINPEACICHHbIE 3aTpyAHEHUS B
packpeiTun  cnenupuku  GOopMbI U COAEp)KAaHUS  TMHCHbMEHHOW  JIEJIOBOM
KOPPECTIOHICHIIMN, JEMOHCTPUPYET HEAOCTATOYHOE BJIAJICHHE MpPaBUIAMU ITHKETA,
HErPAaMOTHO M HECBOEBPEMEHHO pEarupyeT Ha peYeBble ACHCTBHUS ONIOHEHTOB.
OtBet 1o ¢hopMe HETOCTATOYHO MOCIEA0BATENICH U JIOTUYEH, OTCYTCTBYET MOJIHOTA U
apryMEHTHPOBAHHOCTh CYXIEHUW. B BbICKa3bIBaHUSAX MPUCYTCTBYIOT CIydau
HapyIICHUS TPAaMMATHYECKHX, JEKCUYECKUX M (OHETHUYECKHM HOPM aHTJIMICKOTO

si3bIka. B oTBerte OTCYTCTBYIOT JJICMCHTBI TBOPYCCKOI'O IIOAXOAd K H3JIOKCHUIO

Martepuaia.
- «HEYJIOBJIETBOPUTEJIBHO» - CTYJIEHT HE IOKa3aJl 3HAaHHE OCHOBHOTO
JEKCUKO-TPaMMaTUYECKOr0 MaTepuaja,  MOpOsSBWI CEPbE3HbIE 3aTPYAHEHUS B

packpbiTin  cnenukn  GOpMBI M COJIEpXKAHHWS  IHUCBMEHHOM  JeJI0BOM
KOPPECTIOHICHIIUM, JEMOHCTPUPYET HEOCTATOYHOE BJIaJCHUE MpPaBUJIAMHU ITHKETA,
HETPAaMOTHO M HECBOEBPEMEHHO pearupyeT Ha peueBbI€ JCUCTBUS OMNIMOHEHTOB.
OtBeTr Mo QopMe HEMoCcIeAOBaTeICH W HEJIOTHYEH, OTCYTCTBYET IIOJIHOTA H
apryMEHTUPOBAHHOCTD CYKICHUIM. B BBICKA3bIBAHUSIX MPUCYTCTBYIOT
rpaMMaTHYecKue, JeKCHueckne © (OHETHYECKHE HapylieHus (OIUOKH) HOPM

AHTJIMACKOTO A3bIKA.
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5.3 Bonpochl U1 NOATOTOBKH K 3K3aMEHY

Paznen 1

1. What kinds of business letters do you know?

2. What is the usual structure and function of a notification letter?

3. What is the usual structure and function of a request letter?

4. What is the usual structure and function of a commercial offer?

5. What is the usual structure and function of a letter of complaint?

6. What are the main principles of compositing an e-mail letter?

7. What peculiarities the e-mail letter format do you know?

Pasnen 2

8. What would you mention about yourself while introducing yourself to a new
audience?

9. What does it mean to be prepared for communication?

10. What parts of a message do you know?

11. What is important to remember while preparing to speak publicly?

12. What types of job do you know? Which one would you like to have?

13. What essentials of telephone speech can you name?

14. What is the difference between different types of scientific events?

15. Describe the strategy of giving a talk with the presentation.

6 JIntepatypa, pekomeHayeMasi 1Jis1 M3y4YeHUs TUCHUNINHBI

I'pumaesa, E.b. JlemoBoil wWHOCTpaHHBIM S3BIK : ydeOHOe mocobue /
E.b. I'pumiaeBa, WM.A. MamykoBa ; MuHuctepctBo 00pa3oBaHUS W HAyKH

Poccuiickoit deneparnu, Cubupckuii denepaibHblii yHUBEpCUTET. - KpacHospCK :

Cubupckuit penepanbubiii yausepcuret, 2015. - 192 c.
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Mumnsbsp-benopyueBa, A.Il. Aurno-pycckue o00poThl HAYYHOU pedH : yueOHOoe
nocobue / A.Il. Munbsip-benopydesa. - 6-e uza., crep. - M. : @aunTta, 2012. - 74 c.
Business English Dialogues —

http://esl.about.com/od/businessenglishdialogues/Business English Role Play

s Dialogues.htm

Business English Lessons for Adults - www.business-english.com

Business studies online - http://www.businessstudiesonline.co.uk/live/

Proactive English - http://www.proactive-english.com

World business, finance and political news from Financial Times -

http://www.ft.com/home/europe

https://www.coursera.org/ - «Coursera», Kypce, MOOK: “English for

effective business writing”.
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http://esl.about.com/od/businessenglishdialogues/Business_English_Role_Plays_Dialogues.htm
http://esl.about.com/od/businessenglishdialogues/Business_English_Role_Plays_Dialogues.htm
http://www.business-english.com/
http://www.businessstudiesonline.co.uk/live/
http://www.proactive-english.com/
http://www.ft.com/home/europe
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