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1. lean u 3agaun AUCHUATIHMHBI

1.1 Henp qucuuruivHel — GopMUpOBaHUE KOMIIETEHIIHIA:
OIIK-3 CriocobeH mopokaaTh ¥ MOHUMaTh YCTHBIE W MUCHhbMEHHBIE TEKCTHI Ha M3y4aeMOM HHOCTPaHHOM
S3bIKE MPUMEHUTEIBHO K OCHOBHBIM (YHKIHMOHAJIBHBIM CTUISM B O(UUHMAIbHOW U Heo(pUIUaIbHON

chepax obmeHUs

1.2 Tumbl 3amad mpodecCHOHATBHOW MEATETLHOCTH, K KOTOPBIM TOTOBATCS OOydYaroluecs B paMKax

OCBOCHUS IUCITUTIINHEI:
- Hay4YHO-MCCJIEA0BaTEeIbCKHI
- NEPEBOAYECKUI

1.3 JlucuuriinHa OpUEHTHPOBAHA Ha MOATOTOBKY OOydYaroUIMXCs K MPO(ecCHOHaIbHOM JAEATENbHOCTH B
cpepax: 01 OOpazoBanme u Hayka (B cdepe HayuyHbIX uccienoBanuii), Cdepa MeXbIA3BIKOBOH U

MEKKYJIETYpPHON KOMMYHHUKALUU

1.4 B pe3ynbTare 0CBOCHHS JUCHUIUIMHBI y 00YYarOIUXCs TOJKHBI OBITH C(OPMUPOBAHBIL:

Kon n HammenoBaHue
xommnereniuu ®I'OC BO,
HEOOXOOUMOH IS

O06001TIeHHBIEC TPYIOBEIC
(yHKIMH / TPYAOBBIC
(YHKIMY / TPYAOBBIC HIIH

npodeccruoHaIbHEIC (hopMHpOBaHUS TPYIOBOTO
nercTBus (IPH HAUTHIUAH WIH PO CCHOHATBLHOTO
npodcTangapra) TEHCTBHUS

MHankaTtopbl JOCTHKEHUS] KOMIIETEHIIAM

OIIK-3 Cnocoben
MOPOXIATh U TIOHUMATh
YCTHBIE ¥ TUCbMEHHBIE
TEKCTHI Ha H3y4aeMOM
HWHOCTPAaHHOM SI3BIKE
MPUMEHHUTENBHO K
OCHOBHBIM
(YHKIMOHAIBHBIM CTHISIM B
oumansHOR 1
HeoumansHOR cdepax
oO01IeHus

BriOupaer  KOMMYHUKaTMBHO  NPUEMJIEMBIA  CTHIIb
NeTIOBOTO  OOIIEHWsT Ha WHOCTPaHHOM  S3BIKE U
OCYIIIECTBIISET JENOBYI0O KOMMYHHUKAllMI0O B YCTHOH H
MUCBbMEHHOH  ¢opMe, HCHONB3YyS  BepOaJbHBIE U

HeBCp6aJ'IBHI>IC CpcacTBa B3aHMO,Z[6ﬁCTBH5I C MapTHCpaMu

1.5 CornacoBanue MEXAUCITUTUTMHAPHBIX CBA3CH TUCIUTIINH, 00€CIIEYNBAIOIINX OCBOCHUE KOMITCTCHITHI:

OIIK-3 CnocobeH mopokaarh ¥ MOHUMATh YCTHBIE M MUCbMEHHbIE TEKCTHI Ha U3y4aeMOM
MHOCTPAHHOM SI3bIKE NPUMEHHUTEIBHO K OCHOBHBIM (DYHKIHMOHAJIBHBIM CTHJISIM B

oumanbHO U HEOPUIMATIBLHOHN cepax oOIIeHUS

Ne HanmenoBanwme ®dopma oOydeHus
/1 JIACLIVIUINH,
Ounas
OTIPEIETISIOIIX
(cemecTp)
MEXIUCIUTUTHHAPHBIE TT5 T3 215
CBSI3H
1|Bropo#i uHoCcTpanueiii| + [ + | + |+ | + [+ [ + | +
S3BIK
2 |IlepeBonueckas + | +
MPaKTHKA
3 |[IpakTrueckas +
rpaMMaTHKa
4|paktrueckuii kype |+ |+ [+ |+ |+ |+ |+ | +
AHTJIMKACKOTO SI3bIKA

2. Mecto nucuuninHbl B cTpykrype OIl 6akanaBpuara:




JucuuminHa «JlenoBoit MHOCTPAaHHBIN SI3BIK» OTHOCUTCS K 00s3aTenbHOM vacTH ydueOHoro ruiana OIl mo
HanpasieHuto noArotoBku 45.03.02 - JInnrsucruka.

JucuunnuHa «Jlen0Boil HHOCTPAaHHBIH SI3bIK» U3ydaeTcs B 4 cemecTpe.

3.00beM u conepxaHHue TUCUUILINHBI
3.1.00peM QUCLMILIHMHEL: 3 3.€.
Ounas: 3 3.e.

Ounas

Bup yueOHOIT paboThI
Ay p (Bcero yacos)

OO0mas Tpyn0éMKOCTb 1M CHUTLTTHHBI 108
KonTaktHas pabora 48
[Tpaktuueckue (Ilpakt. pad.) 48
CamocrostensHas padota (CP) 60

3auer -

3.2.Conepxanue Kypca:

No Haspanue Bun DOpMBbI TEKYIIETO
TEMBI pasnena/TeMbl y4ueOHOMH KOHTPOJISI
paboTHI,
yac.
IIpa| CP
KT.
pao.
O]O0
4 cemecTp
1 Business Etiquette Urenue. ;
8 |10
AynupoBaHue
2 Visitors and I'oBopenue;
Travellers. ITucemo;
: 8 |10
Meetings. Jlexcuka-rpamMmmaruk
Negotiations. a
3 Marketing, Urenue;
Promotion and 8 | 10 TectupoBanue
Advertising
4 Money Matters 8 | 10 [Tucemo
5 Modern Banking 8 |10 Omnpoc
6 Management 3 | 10 AynupoBaHue;
TectupoBanue

Tema 1. Business Etiquette (OIIK-3)

Jlexknus.
Basic skills and techniques for business correspondence. Basic skills and techniques for using the telephone
in business. Basic skills and techniques for writing reports, making notes, summarizing and taking notes of
conversations in business. Applying for jobs. Participating in interviews.

IIpakTnyeckoe 3ansATHE.
Basic skills and techniques for business correspondence. Basic skills and techniques for using the telephone
in business. Basic skills and techniques for writing reports, making notes, summarizing and taking notes of
conversations in business. Applying for jobs. Participating in interviews.

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
1. duamnor (TenedoHHBINA Pa3roBop)



2. [ucemenHas padora (Pesrome)

3. [Iucebmennas padota (JlemoBoe mucrMo)
4. [uceMenHas padora (OT4er)

5. Monoror (IIlokoBoe cobecenoBaHue).

Tema 2. Visitors and Travellers. Meetings. Negotiations. (OIIK-3)
Jlekumus.

Looking after foreign visitors and traveling on business. Taking part in formal and informal meetings,
one-to-one meetings and larger group meetings. Discussing contract terms. Presentations. Negotiating
face-to-face and on the phone.

IIpakTH4Yeckoe 3aHATHE.

Looking after foreign visitors and traveling on business. Taking part in formal and informal meetings,
one-to-one meetings and larger group meetings. Discussing contract terms. Presentations. Negotiating
face-to-face and on the phone.

3anaHus AJ51 CAMOCTOSITEILHOI padoThI.
. Muanor (peructparus B oTesne)
. [Tucemennas padora (Joroop)
. PonteBast urpa (Ilpue3n nHOCTpaHHOU Jeeranun)
. Ponesas urpa (IleperoBopsi)
. [Iucemennas padora (IIpe3enramms)
. Ananor (meperoBopsb)
. Coob6mienne (OcoOEHHOCTH MpHUeMa JISJIETallK | BEICHUS TIEPETOBOPOB).
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Tema 3. Marketing, Promotion and Advertising (OIIK-3)

Jlekumus.

Marketing a product. Market research. Price, income and demand. Inflation.
IIpakTH4eckoe 3aHATHE.

Promotion and advertising techniques.
3ananHus AJ151 CAMOCTOSITEILHOI padoThI.

1. quanor (ITpe3eHTamms mpoayKra)

2. [ucemennas padora (Pexnama)

3. PoneBas urpa (IlpoaBmxeHune mpomyKkra)

4. [uceMenHas padora (OCOOEHHOCTH PEKIIAMBI)

5. Huanor (meperoBopsl)

6. Coobmienne (OcobeHHOCTH S3bIKA PEKIIAMBI).

Tema 4. Money Matters (OIIK-3)
Jlexknus.

Methods of payment. Cash flow. Invoicing. Dealing with non-payment problems. Getting and spending.
Credit and debt.

IIpakTH4eckoe 3aHATHE.

Methods of payment. Cash flow. Invoicing. Dealing with non-payment problems. Getting and spending.
Credit and debt.

3aganus AJ151 CAMOCTOSITEIbHOM PadoThI.
1. duanor (IToxymku)
2. [lucemennas padora (JlenoBoe mucbMo)
3. Ponesas urpa (Kpenur B 6anke)
4. TIucemennas padora (OcoOEHHOCTH 3aliMOB)
5. duanor (IleperoBopsr)



6. Coobmienne (OcoOeHHOCTH pa3pelieHus: IpoOIeM HETUIaTeKe ).

Tema 5. Modern Banking (OIIK-3)
Jlexknus.

Types of banks. Bank Services. Bank deposit. Bank lending. Financial Instruments. Bills. Cheques.
Financial statements in a bank. International banking.

IIpakTH4eckoe 3aHATHE.

Types of banks. Bank Services. Bank deposit. Bank lending. Financial Instruments. Bills. Cheques.
Financial statements in a bank. International banking.

3aganus AJ151 CAMOCTOSITEJIbHOM PadoThlI.
1. duanor (B 6anke)
2. [lucemennas padora (JlenoBoe mucbMo)
3. Ponesas urpa (B Ganke)
4. TIucemennas padora (OCOOEHHOCTH OTLIATHI POAYKTA)
5. duamnor (IleperoBopsl 0 kpenute (OTCPOUKE TIaTexa))
6. Coobmenne (OcCOOEHHOCTH OTLIATHI).

Tema 6. Management (OIIK-3)
Jlekumus.
Kinds of companies. Company organization. Company developments. Management techniques.
IIpakTH4eckoe 3aHATHE.
Dealing with problems.
3anaHus AJ151 CAMOCTOSITEILHOI padoThI.
. Huanor (B oduce)
. [Tucemennas padora (/leroBoe mucpMo)
. PoneBast urpa (Pactipenenenue o6s3aHHOCTEN)
. [Tucemennas padora (OCOOEHHOCTH OpPTaHU3AIMHA KOMITAHUH )
. Huanor (ITeperoBopsr)
. Coobmienue (TexHomoruu ymnpasiieHus1)
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. Coobmienne (HermacHbie mpaBuia B KOMIIAHUH).

4. KoHTpO/Ib 3HAHUI 00yYAKOIIMXCS U THIIOBbIE OLIEHOYHbIE CPeACTBA
4.1. Pactipenenenue 6amios:

4 cemectp
*  TEKyImui KOHTPOJb — 80 OamioB
* KOHTPOIBHBIEC Cpe3bl — 2 cpe3a mo 10 6amnoB KaKabIid
* mpeMuanbHBIE OauTel — 20 6aioB

Pacnipenenenne 6aJiioB 10 3aaHHSIM:

No  [Ha3zBanue tembl | DopMbl Max. Mertoauka mpoBeIcHUS 3aHATHS U OLICHKU
Te | /BHJ y4eOHOH |TEKyIEro | KoJI-BO
MBI paboThI KOHTpoJisi | 0asuioB

/ cpe3sl




Business Yrenne. 10 10 GamnoB — 3aJaHHE BBIMIOJHEHO IIOJHOCTBIO, JOMYyCKawTCs 1-2
Etiquette OLINOKH.
7-8 OaJUIOB — 3aJaHHE B IIEJIOM BBIIOJIHEHO, OJHAKO HMeEeTCA 3-6
OIIIMOOK.
5-6 0OamnoB— 3amaHue BBITOAHEHO Ha 45-50 %, wuMmeroTcs
MHOTOYHCIeHHBIE omuoOku (7-10).
2-4 OamwioB — 3amadHue BpImoiaHeHOo Ha 20-25 %, wuMmerorcs
MHOTOYHCIIeHHbIe omuoOku (11-15).
1 6ann — pabora BeimonHeHa Ha 10-15%. MHorouncieHHbIe OMIMOKH
3aTPYAHSIOT TOHUMAHHUE.
0 6am10B — 3agaHKe BBITIOJIHEHO MeHee yeM Ha 10 %.
Aynuposa 10 10 GamnoB — 3aJaHWE BBIMIOJHEHO IIOJHOCTBIO, JOMYyCKawTcs 1-2
HHUE OIIIMOKU.
5-8 Oamna— 3agaHde B IEJIOM BBINOJHEHO, OJHAKO HMeeTca 3-6
OIIIHOOK.
-63 Oamma — 3agaHde BBITOAHEHO Ha 45-50 %, wuMeroTcd
MHOTOYHCIeHHBIE omuoOku (7-10).
2 ©Oamia — 3agaHde BbIToaHeHo Ha 20-25 %, uHMeroTcs
MHOTOYHCIIeHHbIe omuoOku (11-15).
1 6ann — pabora BeimonHeHa Ha 10-15%. MHorourcieHHbIe OMIMOKH
3aTPYAHSIOT TOHUMAHHUE.
0 6am10B — 3agaHKe BBITIOIHEHO MeHee yeM Ha 10 %.
Visitors and T'oBopenu 10 10-9 GannoB — 3ajgaHue BBITIOTHEHO MOJTHOCTHIO, JOITyCKAaroTCs 1-2
Travellers. e OIIIMOKH.
Meetings. 8-6 0aIoB — 3aJaHME B II€JIOM BBIINOJHEHO, OJHAKO HMeEETCA 3-6
Negotiations. OLIHOOK.
5-4 Oamma — 3agaHde BBITOIHEHO Ha 45-50 %, wuMerorcd
MHOTOYHCIeHHBIE omuoOku (7-10).
3-2 Oamma — 3agaHde BblmoaHeHo Ha 20-25 %, uMerorcd
MHOTOYHCIIeHHbIe omuoOku (11-15).
1 6ann — pabora BeimonHeHa Ha 10-15%. MHorouncieHHbIe OMIMOKH
3aTPYAHSIOT TOHUMAHHUE.
0 6am10B — 3agaHKe BBITIOJIHEHO MeHee yeM Ha 10 %.
ITucesmo 10 10 GamnoB — 3aJaHWE BBIMIOJHEHO IIOJHOCTBIO, JOMYyCKawTcs 1-2
OIIIMOKU.
5-9 0amIoB— 3aJaHHE B LIEJOM BBIIOJHEHO, OJHAKO HMeeTcs 3-6
OIIIHOOK.
3-4 OQamma — 3agaHde BbITOAHEHO Ha 45-50 %, wuMeroTcd
MHOTOYHCIeHHBIE omuoOku (7-10).
2 ©Oamia — 3agaHde BbIToaHeHo Ha 20-25 %, uHMeroTcs
MHOTOYHCIIeHHBIe omuoOku (11-15).
1 6ann — pabora BeimonHeHa Ha 10-15%. MHorourcieHHbIe OMIMOKH
3aTPYAHSIOT TOHUMAHHUE.
0 6am10B — 3agaHKe BBITIOJIHEHO MeHee yeM Ha 10 %.
Jlexcuka-r 10 10 OGamnoB — 3amaHue BBHIMOJHECHO MOJHOCTBIO, JOMyCKarTCs 1-2
pamMmMaruk OIIIMOKH.
a 5-9 Gamna— 3aJaHHe B IEJIOM BBIINOJHEHO, OJHAKO HMeeTca 3-6

OIINOOK.

3-4 OQamma — 3agaHde BbITOAHEHO Ha 45-50 %, wuMeroTcd
MHOTOYHCIeHHBIE omuoOku (7-10).
2 ©Oamia — 3agaHde BbIToaHeHo Ha 20-25 %, uMerorcs

MHOTOYHCIIeHHbIe omuoOku (11-15).

1 6amn — pabora BeimonHeHa Ha 10-15%. MHOTOYNCIICHHBIE OMTUOKU
3aTPYAHSIOT TOHUMAHHUE.

0 6ayoB — 3a1aHKE BHIMOJIHEHO MeHee yeM Ha 10 %.




Marketing, Urenue 5 5 OaJuIoB — 3aJaHME BBHINOJHEHO IOJNHOCTHIO, JAOMycKaroTcs 1-2
Promotion and OIIOKHU.
Advertising 4 Gaiia— 3aJaHH€E B LIEJIOM BBIIIOJIHEHO, OJHAKO UMEETCA 3-6 OIIHOOK.
3 Oamwia — 3amaHde BeIDoNHeHO Ha 45-50 %, wuMmeroTcs
MHOTOYHCIeHHBIE omuoku (7-10).
2 ©Oamia — 3agaHde BbIToaHeHo Ha 20-25 %, uMerorcs
MHOTOYHCIIeHHbIe omuoOku (11-15).
1 6amn — pabora BeimonHeHa Ha 10-15%. MHOTOUNCIICHHBIE OMTUOKU
3aTPYIHSIOT TOHUMAaHUE.
0 6ayoB — 3a1aHKE BHIMOJIHEHO MeHee yeM Ha 10 %.
TecTupon 10 10 GannoB — 3aaHne BBIIIOIHEHO NONMHOCTHIO, Ha 80-100%.
aHue(KOH 7 0a10B — 3aJaHHE B LIEJIOM BEIIIOJIHEHO, 65-79%.
TPOJILHBI 5 G6annoB — 3aaHue BeIMoMHEHO Ha 50-64 %.
i cpe3) 2-3 Gayuta — 3aganue BeIONHEHO Ha 30-49 %.
1 6amn — pabora BeimonHeHa Ha 20-29%. MHOTOYNCIICHHBIE OMTUOKH
3aTPYIHSIOT TOHUMAaHHE.
0 GayoB — 337]aHKE HE BBITOJIHEHO
Money Matters | Ilucsmo 15 15 GamnoB — 3amaHWe BBIMOIHEHO IOTHOCTBIO, MOMyCKaroTCs 1-2
OIIIIOKH.
10-14 OGaytoB— 3afaHue B IICJIOM BBIIOJIHEHO, OJHAKO MMeeTcs 3-6
OIINOOK.
5-9 OamroB — 3agaHue BEIIONHEHO Ha 45-50 %, wuMeroTcs
MHOTOYHCIIEHHBIE ormuoku (7-10).
2-5 Oamra — 3amaHWe BeITONHEHO Ha 20-25 %, wuMerorcs
MHOTOYHCIIEHHBIC ormuoOKu (11-15).
1 6amn — pabora BemmonuaeHa Ha 10-15%. MHOTOUNCIEHHBIE OMTUOKHT
3aTPYIHSIOT IOHUMaHHE.
0 6amnoB — 3agaHne BHITOIHEHO MeHee ueM Ha 10 %.
Modern Ompoc 5 5 OalmoB — 3amaHWe BBIMOJIHEHO ITOJTHOCTHIO, JOIyCKaroTcs 1-2
Banking OILIKOKH.
4 Gaja— 3aJaHKe B LIEJIOM BBITIOJIHEHO, OJHAKO UMEETCS 3-6 OIIMOOK.
3 Oamma — 3agaHue BHIIONMHEHO Ha 45-50 %, wumerorcs
MHOTOYHCIIEHHBIE omuoKu (7-10).
2 Oamna — 3agaHWe BeITONHEHO Ha 20-25 %, wuMerorcs
MHOTOYHCIIEHHBIC ormuoKu (11-15).
1 6amn — pabora BemmonHeHa Ha 10-15%. MHOTOUNCIEHHBIE OMTUOKHT
3aTPYIHSIOT IOHUMaHHE.
0 6amnoB — 3agaHKe BHIMONIHEHO MeHee ueM Ha 10 %.
Management | AymupoBa 5 5 OalmoB — 3amaHWe BBIMOJIHEHO ITOJHOCTBIO, JOIyCKaroTcs 1-2
HUE OIIIIOKH.
4 Gaja— 3aJaHKe B LIEJIOM BBITIOJIHEHO, OJHAKO UMEETCS 3-6 OIIMOOK.
3 Oamma — 3agaHue BHIMONMHEHO Ha 45-50 %, wumerorcs
MHOTOYHCIIEHHBIE omuoKu (7-10).
2 Oamna — 3agaHWe BeITONHEHO Ha 20-25 %, wuMerorcs
MHOTOYHCIIEHHBIC ormuoKu (11-15).
1 6amn — pabdora BemmonHaeHa Ha 10-15%. MHOTOUNCIEHHBIE OMTUOKHT
3aTPYIHSIOT IOHUMaHHE.
0 6amnoB — 3aaHKe BHITOIHEHO MeHee ueM Ha 10 %.
TecTupon 10 10 GanyoB — 3a7jaHKe BBIIOIHEHO HONMHOCTHI0, Ha 80-100%.
aHue(KoH 7 6anyoB — 3aJjaHNE B IEJIOM BBITIOTHEHO, 65-79%.
TPOJILHBI 5 6au10B — 3a/1aHUE BhINONHEHO Ha 50-64 %.
il cpe3) 2-3 Gaiuta — 3aaHue BeIIONHEHO Ha 30-49 %.
1 6amn — pabora BemmonHeHa Ha 20-29%. MHOTOYNCIEHHBIE OMTUOKHT
3aTPYIHSIOT IOHUMaHHeE.
0 GamnyoB — 3ajaHNE HE BBHITOIHEHO
[IpemuansHbIe OaILITBI 20 MoryT HaYUCIIATHCS 32 aKTUBHYIO pab0Ty Ha 3aHATUIX




8. |WumuBumyanbHbIE 3aJaHUs, 80 Hauucnsecs 3a BeimonHeHue 3aaHuil ceMecTpa
C IOMOMUIBIO0 KOTOPBIX
MOXHO HaOpaTb
JIOIIOJHUTENbHBIE OaJLIbI

9. Hroro 3a cemectp 100

HToroBast oueHka 1o 3a4ety BeicTaBisgercs B 100-0auibHOM 1IKane U B TPaIUIIMOHHON YeThIpeXOaIbHOM
mkane. IlepeBog 100-OamipHONW  PEeHTHHTOBOM  OLIEHKM MO AMCUUIUIMHE B TPAaTUIMOHHYIO
YeThIpeX0auIbHYIO OCYIIECTBISIETCS CIEAYIOUIMM 00pa3oM:

100-6annpHas cucrema Tpagunuonnas cucrema

50 - 100 6ayuioB 3aureHo

0 - 49 Gaiu10B He 3aureno

4.2 TunoBsle OLICHOYHBIE CPEACTBA TEKYILIETO KOHTPOJIS
AynupoBaHue

Tema 1. Business Etiquette
Listening
Task 1/ Recordings 1.11-1.20, Extracts 1, 3, 6 and 9

Listen to these four short extracts and write down exactly what you hear. You will hear each extract twice.

Extract 1

Now

Extract 3

All

Extract 6

It’s

Extract 9

A

Task 2 / Recording 1.27

Listen to this interview and complete the phrases below with two words. The first one is done as an example
for you.

salaries are not the biggest problem
Two bathroom breaks

like having your own
What’s the problem with ?
they would like to send out instructions
it’s not much fun

get it straight from the

AN N B~ WD = O

Tema 6. Management
Listen to the talk on counselling and complete the extracts.

... Does that answer your question? Now, (1) , I’1l just summarize the three points I’ve
discussed. ...

10



... Secondly, counselling is about listening, not about telling. (2) talking to someone
and helping, not about persuading or manipulating. ...

... And, counselling is about assisting and exploring problems. (3) reassuring
someone or solving their problems for them. ...

... This is where you encourage them to think about the problem and reassess it.

(4) to see their situation from a different perspective, so that they can consider the
different options for dealing with the situation. ...

... OK, I now want to say a few words about some of the skills that counsellors need.

%) another handout. ...

TI'oBopenne

Tema 2. Visitors and Travellers. Meetings. Negotiations.
Prepare a one-minute presentation on one of these topics. You have one minute to prepare your talk.

A

What is important when solving a problem?
¢ Defining the problem
« Talking to people involved

B
What are the advantages of setting up a call centre in India?
o Low wages

« High profits

C
What is the impact of call centres on industrialized countries?
o Loss of jobs

« Higher profit for companies

Jlekcnka-rpaMmmaTnka

Tema 2. Visitors and Travellers. Meetings. Negotiations.
Complete the text with the best form of the verbs in brackets.

John Coady (1) (take) his employers to court because his boss (2) (check) on his
computer use. Coady (3) (find) out that his supervisor
4) (put) a key-logging program on his computer to record what Coady
(%) (do). He asked his supervisor what he (6) (do) and his supervisor (7) (threat)
to sack him because he (8) (use) the Internet “all the time’ and (9) (send) many emails.
Coady (10) (lose) the case.

Omnpoc

Tema 5. Modern Banking
Rewrite these sentences so they are more diplomatic. Use the beginning of the new sentence given.

1 Don’t wear jeans to work.
Wouldn’t it be ?

11



2 Ask John for help.

Why ?
3 You should learn to delegate.

It’sa

4 No. Wrong. Do it this way.

You could

5 That’s a terrible idea, isn’t it?

Wouldn’t you agree ?

ITucomo

Tema 2. Visitors and Travellers. Meetings. Negotiations.
Write an email based on the following brief. Write about 50—60 words.

You have ‘Googled’ your old school friends and found the website of John Edwards, who you think is a
good friend of yours from high school who you haven’t seen for many years.

Write a personal email to John:
o Introduce yourself

o Check that this John Edwards is the one from your school
o Give some personal details about yourself

o Suggest that you meet

Tema 4. Money Matters
Prepare a one-minute presentation on one of these topics. You have one minute to prepare your talk.

A
What is important when choosing someone for a placement?
o Experience

o Personal qualities

B
What is important when counselling someone?
o Asking

o Paraphrasing

C
What is important when writing a report?
o Clear sections

o Paragraphs

TecTupoBanme

Tema 3. Marketing, Promotion and Advertising
1 Yro o3navaer cioBo "profit" B Ouznece?

OO11ast BEIpyUKa OT MPOJAXK
JIeHbIH, KOTOpBIE KOMITaHUS 3apabaThIBacT MOCIE BBIYETA PACXOI0B

12



Jlonaru koMmaHuu
3apruiata COTpyJIHUKOB

2 Kakoii riaroJ Jrydiie Bcero moaxoauT s gpassr "to start a business'?

To close
To set up
To sell

To borrow

3 Yro Takoe "customer" B I€JI0BOM aHITTUHCKOM?

YenoBek, KOTOPbIi paboTaeT B oduce

UYenoBek, KOTOPBIM MOKYIIAET TOBAPHI WU YCIYTH
UYenosek, KOTOPBIN MOCTABIISET MaTepUAIIb
UYenoBek, KOTOPBIM yIIPaBIs€T KOMIIAHUEH

4 Kak Ha3bpIBaeTCs JOKYMEHT, KOTOPBIM POoJaBel] Ja€T MOKYIATENIO MOCIIE OIJIaThl TOBapa?

Contract
Receipt
Invoice
Order form

5 Yro o3navaet ¢paza "to be out of office"?

bBITH yBOJIEHHBIM

brITh B 0TBE3/1E / HE Ha paboueM MecTe
[Torepsars oducHOE MOMeIIeHNE

He nmerts HauanpHUKA

6 Uto Takoe "deadline" B paboueii cpene?

OO0eneHHBIN TTEPEPHIB
EsxxenenensHOe coOpaHue

KpaitHuii cpok BBIIIOJHEHUS 3a1a41
HcnbiTaTenbHblii CPoK

7 Kak mpaBUIBHO CIIPOCUTH MO-aHIIHHCKU: «He Moriu Obl BBI IPUCIIATh HAM CUET?»
Could you send us the contract?

Could you send us the delivery note?

Could you send us the invoice?

Could you send us the receipt?

8 Kakoe cioBo o3HavaeT "cobecenoBanue npu npuéme Ha padoty"?

Meeting
Presentation

13



Interview
Training

9 Kako#l u3 3TuX TEepMHUHOB O3Ha4aeT "ckuaka'?

Discount
Price
Tax

Fee

10 The person with the highest rank in a business company is called:

CFO
CEO
COO

11 A person or company that sells goods in large quantities to other companies or people who then sell them
to the public is called a

wholesaler
retailer
consumer

12 The amount of money that a person or company owes is called

assets

book value

balance sheet

liabilities

13 The department of an organization in charge of issues related to employees is called
HR department

R and D department

Marketing department

14 Which of these form the voluntary sector?

non-profit organizations

corporations

limited liability companies

15 The provision of assistance to redundant employees in finding new employment is called
outsourcing

outplacement

placement

16 ”Gross profit” is translated as:

14



qucTas NpUObLIL
BaJIOBasi MPUOBLIH
Hepacnpe/ieJcHHas IPUObLTH

17 The act of being raised in position or rank is called

promotion
demotion
redundancy

18 Kakue qBa ciioBa OTHOCSTCS K TOJDKHOCTSIM B Kommnanuu? (BeiGepurte 1Ba BEpHBIX BapHaHTA):

Manager
Chair

Lamp
Accountant

19 Kakue nBa rarosia oObIYHO UCTIONB3YIOTCS B KOHTEKCTE OTIpaBKH ToBapa? (BriGepute 1Ba BEpHBIX
BapHaHTA):

To deliver
To delete
To ship
To print

20 Kakue /1Ba M3 MepEeYHCICHHBIX JOKYMEHTOB HYKHBI 11 O(OPMIICHUS MEXTyHAPOIHONW NOCTaBKH?
(Br1Gepute 1Ba BepHBIX BapUaHTA):

Commercial invoice
Bill of lading
Restaurant menu
Movie ticket

21 Kakwe 1Ba clioBa SIBISIFOTCSI CHHOHUMaMH cjioBa "mokymnarens"? (Beibepute 1Ba BEpHBIX BapHaHTA):

Buyer
Seller
Customer
Supplier

22 CooTHECHUTE TEPMHUH U €T0 orpeesieHne. Beioepure 1Be BEpHbIE Taphl:

B2B — nponaxu oqHOM KOMITAHUW JPYTOM KOMITAaHUU
B2C — nponaxu KOMIaHUU KOHEYHOMY TOTPEOUTEIIO
CEQO — 0OBIYHBIN COTPYIHUK

ROI — nazBanue oducHoii medenu

23 Kakwe 1Ba BeIpaXKCHUS 03HAUaIOT "Ha4aTh HOBoe Aeno" B Om3Hece? (BriOepure ABa BEpHBIX BapUaHTa):
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To set up a company
To close a deal

To start a business
To fire an employee

24 Kaxkwue J1Ba M3 3THX CJIOB CBS3aHbI C ACHbIAMU, KOTOpble KOMIIAHHS TUIATUT rocynapctBy? (Boibepure aBa
BEPHBIX BAPUAHTA):

Holiday
Tax
Duty

Desk

25 Kaxkwue fBa (pa3oBbIX [V1arosa 03Ha4aoT "3aBepIInTh TelneQOHHBIN pa3roBop” U "mepe3BOHUTD"?
(BbiGepute 1Ba BepHBIX BapuaHTA):

To hang up
To put on

To take off
To call back

26 Match the industries with their types:

agriculture->primary
construction->secondary
banking->tertiary

27 Match the types of stores with their definitions:

discounter->a shop that sells things very cheaply
convenience store->a shop in a town that is open long hours
chain store->a shop that is part of a group of shops, all with the same name

28 Match the types of profit with their definitions:

gross profit->profit after direct costs
net profit->profit after all costs and taxes
retained profit->money reinvested in the company

29 Which of these sell products?

retailers
dealers
customers
distributors

30 Which of these mean “to be dismissed”?



to be sacked

to be fired

to be made redundant
to be given the sack

31 Which of these are assets?

equipment
brands

unpaid salaries
land

32 Which of these are liabilities?

bank loans

unpaid supplier invoices
cars

office furniture

33 Which of these are self-employed?

freelancers
sole traders
emloyees

Tema 6. Management
1 Complete the sentence:
A person or an organization that buys goods or services from a shop or business is called a
2 Complete the sentence:
We tried to contact you, but we couldn’t get
3 Complete the sentence:
A student or new graduate who is getting prac tical experience in a job is called an
4 Complete the sentence:
A job, often as part of a course of study, where you get some experience of a particular kind of work is
called a
5 Complete the sentence:
A letter or advertisement sent to many people at the same time is called a
6 Complete the sentence:
A list of goods that have been sold, work that has been done, etc., showing what you must pay is called an
7 Complete the sentence:
One of a number of phones on the same line, in a home or office is called an
8 Complete the sentence:
Someone who is given or sold a franchise to sell a company’s goods or services is called a
9 Complete the sentence:
Money which must be paid to the government according to income, property, etc. is called
10 A person who buys goods or services from a shop or company (HanumTe CI0BO):
11 Money that a company pays to its workers every month (HarmumuTe cjioBo):
12 A reduction in the price of something (HanumuTe €10BO):

17
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13 A company that makes or provides goods for sale (HanummTe ciioBO):
14 The money that remains after all costs are paid (positive financial result) (HanmumuTe CJI0BO):
15 A person who starts and runs a business (HanmuIIMTe cJI0BO):
16 A document that lists the goods being sent from a seller to a buyer (HanummTe cI0BO):
17 The place where a company's main offices are located (HanumuTe c10B0):

Yrenue

Tema 3. Marketing, Promotion and Advertising
Read the article below about call centres.
Choose the best sentence from A—G below to fill each of the gaps.
Outsourcing call centre work to countries like India is increasingly seen as a high risk and low return
strategy by some UK companies. (0) G . Among the reasons are the danger of fraud, the bad publicity of
cutting jobs and, most importantly, customer dissatisfaction.
In 2005 there were reports from India of large-scale fraud in call centres. The Cyber Crime Cells in Puna
arrested 17 people in a $400,000 fraud case. The workers were able to transfer money from US accounts
into their own accounts. (1) . Industry representatives in India have already promised to look into these
problems and improve data security. They argue though that they have highly competent staff and many
satisfied customers.
In India the systems for background checks on employees is not as well established as in Britain. (2) .
An analyst said, ‘Banks and building societies will lose people’s trust if there are any more such scandals.
Security is not as tight in India as it is in Britain. Some people are already checking where call centres are
located.’
Industry analysts question whether it is sensible to outsource customer services on the basis of cost alone.
Linda Twillings of Bucky Consultants argues that the customer relationship is at the heart of most
businesses and the key is to satisfy the customer and deal with any problems — not deal with the volume of
calls as cheaply as possible. ‘Of course there are great costs savings,’ she says, ‘but if you outsource your
customer care to a third party then you are putting your entire company future in their hands.” (3) .
Although call centre jobs are sometimes seen as low skill and low wage dead-end jobs, in some areas of the
UK these positions are highly sought-after and when a call centre closes it can have a big impact on the
local community. In Witheringham, the town’s largest employer, a local call centre of a big bank, was
closed and moved to Bangalore in India. (4) .
Customer satisfaction surveys show that people are often very unhappy with the service they get from call
centres, whether in the UK or abroad. The British standards Institute (BSI) reports that resolution rates are
very low — only at 50% of calls, while the target for the industry as a whole is 85%. This means that people
have to call again and again. Typical complaints about the service are having to work through automated
menus and then being told there is a queue, not knowing how long you will have to wait, and the high cost
of the calls. (5) .
Call centre staff themselves sometimes have to put up with frustrated and abusive callers who have been
annoyed by being on hold, have tried to get through many times, and find the whole process very irritating.
(6) . The work is often monotonous — answering the phone all day — but it can be challenging when
talking a customer through a complicated process, and satisfying when a problem is sorted out.
Unsurprisingly, there is high staff turnover in most call centres.
A ‘It had a huge impact on the community,’ said the Mayor of Witheringham. ‘We were doing well, but
overnight it was all gone.’

B More and more people are not waiting when they are put on hold.

C The staff have to be cheerful and understanding as many calls are recorded, and if they answer back they
can be fired.

D Security consultants had been warning of such risks for years.

E In other cases callers have been tricked into revealing their PIN numbers to the operators, which provides
access to their accounts.
F This risk to the company brand is a big factor in some companies not offshoring their call centres.
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G This is causing them to rethink plans to move services offshore.

Yrenue.

Tema 1. Business Etiquette
Read the text below about cultural change in companies.
Choose the best word to fill each gap from A, B, C or D below.
American President J.F. Kennedy and British Prime Minister Winston Churchill were both ‘nappers’. They
had short sleeps — ‘naps’ — during the day to help them work (0) A . It might be just what you need to wake
up your company and improve your (1) .
Do energy levels drop in the afternoon? Do your (2)  seem a bit slow and sleepy after lunch? In Spain
the traditional siesta is making a comeback in good companies who want their workers to work smarter, not
(3) . These companies are realizing that their (4) work better with a rest in the afternoon. They are

more productive, make fewer mistakes and are happier. It’s not a case of decreasing their (5) — they

do even more work.

In California’s Silicon Valley, hi-tech companies provide chill-out rooms for employees to relax in, along

with pool tables and gyms. Even family pets, such as dogs, are allowed to go to work (6)

their owners.

A New Zealand company achieved change in the whole company by encouraging staff inone (7) _ to go
home when they had done all the assignments they could do that day, without any loss of pay.

Other employers want their employees to take responsibility (8)  their own success by letting them set
their personal work (9) . Like all these ideas, this only works when everyone in the company (10)
believes in the changes. Even the best intentions of written (11)  can mean nothing if one person does
not follow them. Everyone from the (12)  on down should (13)  the new rules and follow them
themselves.

But perhaps the most important thing to remember is to have a good life-work (14) . Go home at five,
on time, and enjoy the rest of your life. Take control. Life’s too short to let anyone else (15) it for you.
0 A. better B. best C. good D. worse

1 A. attitudes B. profitability C. working D. shareholders

2 A. employers B. employed C. employ D. employees

3 A. hard B. harder C. hardest D. well

4 A. company B. managers C. staff D. interns

5 A. workforce B. workspace C. working D. workload

6 A. by B. with C. for D. together

7 A. company B. organization C. unit D. place

8 A. in B. with C.to D. for

9 A. ideas B. objectives C. criteria D. jobs

10 A. corporation  B. structure C. subsidiary D. department

11 A. guidelines B. rule C. complaints D. instructions

12 A. project leader B. director C. manager D. supervisor

13 A. write B. ensure C. focus D. enforce

14 A. situation B. routine C. balance D. plan

15 A. set B. run C. rule D. decide

4.3 IIpomexxyTouHast aTTeCTaIMs 110 AUCIUIUIMHE MPOBOIUTCS B popMe 3adeTa

Tunossie Bonpocsl 3auera (OIIK-3)

10. busHec-1u1aH.

11. CoBpemeHHBIE CpEICTBA CBSA3U B Oduce.

12. YnakoBka u mapkupoBka. CtpaxoBanue. CaHKIIUH.

13. 3ammra npaB moTpedUTENs.



14. B Ganke.

15. HapyuieHue ycimoBHil KOHTPAKTa.

16. NUuTepHer.

17. Paznuuus B aMepUKaHCKON M aHIJIMMCKOM J1€JI0BOM TEPMUHOIOTHH.
18. BHemHsist Toprosis.

Tunosble 3axanus A 3a4era (OIIK-3)
1) pabora ¢ TekcToM MpodheCCHOHATLHON HANIPABJICHHOCTH,

2) COCTABJICHUC OHaJiora B mmape mno Hpe,Z[J'IO)KCHHOI\/JI CUTyalluu WK COCTABJICHUC ACJIOBOIO MUChMaA.

4.4. Illkana onieHMBaHMsI IPOMEXKYTOUYHOU aTTECTALIUU

Jeckpuntops! (ypOBHH) — OCHOBHBIC PU3HAKKA OCBOCHUS (TIOKa3aTEIH

Onenka Kommnerenriu
TIOCTYKCHHSI pe3YJIBTaTa)

OIIK-3 CamoCTOATEeNBbHO U BEPHO BHIOMPAET KOMMYHUKATUBHO MTPUEMIIEMBIi
CTWJIb JICJIOBOTO OOIICHUSI HA MHOCTPAHHOM SI3BIKE M OCYIIECTBISICT
JIeTTOBYI0 KOMMYHHKAIIMIO B YCTHOH M MUCBMEHHOMN (hopMax.

«3a4TEHOY
(50 - 100 6amoB)

OIIK-3 He cnocobeH caMoCTOSTETbHO ¥ BEPHO BHIOMPATh KOMMYHHKATUBHO

«HE 324TEHO» MPUEMJIEMBIA CTHJIb JEJIOBOTO OOIIEHUS HAa WHOCTPAHHOM SI3BIKE H

(0 - 49 6annos) OCYIICCTBIIATH JICJIOBYF0 KOMMYHHUKAITUIO B YCTHOM U NMHUChMEHHOM
dhopmax

5. MeTonnueckue ykazaHusi AJisi 00y4a0IIUXCS 110 OCBOCHUIO M CHUILTHHBI (MOLYJIS)

5.1 MeTtoandeckue yka3aHus IO OPTaHU3aIlMN CaAMOCTOSTEIBHOM PabOThI 00YUYaIOIIUXCSI:

[Ipuctynas K W3y4eHUIO TUCIUIUIMHBI, B MEPBYIO Odepelb OO0ydaromuMmcsi HEOOXOAMMO O3HAKOMHUTHCS
comepxkaHueM paboueil mporpammbl nuctuiumHabl (PITJ]), xotopas ompexaenser coaepxaHue, o0beMm, a
TaKKe MOPSAIOK U3YUCHHsI U MTPETIOaBaHus yIeOHOM TUCIUILINHEL, €€ pa3/iena, YacTu.

J171 caMOCTOSATENbHOM paboThl BayKHOE 3HAYEHHE UMEIOT pa3zeibl «O0beM U collepikaHue JUCIUTITMHBD),
«YuebHo-MeTonyeckoe U HHGOpMAIIMOHHOE 00ecTieyeHIe TUCIUIUIUHB U «MaTepruaabHO-TEXHUYECKOe
obecrnieueHre JUCITUTUIMHBI, TpOrpaMMHOE obecreueHue, MpodecCuoHaIbHbIC Oa3bl TaHHBIX U
MH(OPMAIIMOHHBIE CIIPABOYHBIE CUCTEMBI».

B pazmene «O0beM u copepkaHHE AMCHUIUIMHBDY YKa3bIBAIOTCS BCE pas3leibl M TEMbl H3ydaeMoi
JTUCLMIUTMHBL, @ TAK)KE BUJIbI 3aHATHI U TUTAHUPYEMBI 00BEM B aKaJIeMUYECKHUX Yacax.

B pasmene «YueOHO-meToamueckoe u HUH(POpMAIMOHHOE OOECleYeHUEe JAUCIUIUIMHBDY —YyKa3aHa
peKOMeHTyeMasi OCHOBHAS U JIOTIOJTHUTEIbHAS JINTEpaTypa.

B paznmene «MarepuanbHO-TeXHUYECKOE OOeCIeueHue TUCIUIUIMHBL, TMPOrpaMMHOE oOecreueHue,
npodeccuoHanbHble 0a3bl JaHHBIX U HWH(GOPMAIMOHHBIE CIPAaBOYHBIE CHCTEMBD» COACPKHUTCS IEepeueHb
npodeccruoHanbHbIX 0a3 JaHHBIX U MHPOPMALIMOHHBIX CIIPABOYHBIX CHCTEM, HEOOXOIUMBIX AJIi OCBOCHHUS
JUCIUIUTAHBL.

5.2 Pexomennanuu oOy4aromumcs 1o padbote ¢ TEOpeTUUECKUMHU MaTeprallaMy 110 TUCLUILIIMHE

[Tpu u3yuennu u npopaboTKe TEOPETUIECKOTO MaTepraia HeoOX0IuMO:

- IPOCMOTPETH €I1I€ pa3 npe3eHTaruo Jekuuu B cuicteMe MOODLe, moBTOpUTh 3aKOHCIIEKTUPOBAHHBIN HA
JEKIMOHHOM 3aHATUM MaTepual M JOMNOJIHWUTh €ro € YYEeTOM PEKOMEHIOBAaHHOW IOMOIHUTEIbHOU
JIUTEPATYPBI;

- IIPY CAMOCTOATEILHOM U3YYEHHH TEOPETUYECKONW TEMBI CAENATh KOHCIIEKT, UCIIOJIb3Yysl PEKOMEH/I0BAaHHbIE
B PIT/] ucrounuku, npodeccuoHanbHbie 0a3bl JAHHBIX U HHPOPMALIMOHHBIEC CIIPABOYHbBIE CUCTEMBI:

- OTBETUTH HA BOIIPOCHI JJIsi CAMOCTOSTEIILHOW pabOTHI, 10 TeME MpeAcTaBIeHHbIe B myHKTe 3.2 PI1/I.

- IIPY NOATOTOBKE K TEKYILIEMY KOHTPOJIIO MCIIOIb30BaTh MaTepralibl (hoH1a oLeHouHbIX cpencTs (POC).
5.3 Pexomennamuu 1o pabote ¢ Hay4HOU U y4eOHOM uTepaTypoit
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PabGota ¢ OCHOBHOM M JONOJHUTENBHOM JHMTEPaTYpOl SBISETCS IIaBHOM (OpMOI caMOCTOATENbHOM
paboThl M HEoOXOoOMMa MPH MOATOTOBKE K YCTHOMY ONpPOCY Ha CEMUHApPCKUX 3aHATHAX, K Jebartam,
TECTHUPOBAHHUIO, 3Kk3aMeHy. OHa BKIIOYaeT MpopabOTKy JIEKIMOHHOTO MaTephalia M PEeKOMEHIOBAHHBIX
HCTOYHUKOB U JINTEPATYpPBI I10 TEMATUKE JICKLIUN.

KoHCHeKT JIeKInu JOIKEeH coliepKaTh peepaTUBHYIO 3alIUCh OCHOBHBIX BOIPOCOB JICKIIUH, B TOM YHUCIIE C
ornopoii Ha pa3MmeleHHsle B cucteme MOODLe mpe3eHTany, OCHOBHBIX MCTOYHUKOB M JIMTEPATYphl IO
TeMaM, BBIBOJBI MO KaXKAOMY Bompocy. KOHCIeKT MOXKeT OBITh BBITIONHEH B paMKax paclieuyaTKH BbIIa4uH
NPe3eHTAlUi JIGKIUH WM B OTACNIBHOW TeTpaau mo mpeaMery. OH JODKEH OBITh aKKypaTHBIM, XOPOIIO
YUTAaEMBbIM, HE COAEPIKAaTh HE OTHOCALIYIOCS K TeMe UH(POPMAITUIO HITH PUCYHKH.

KoHcnieKThl HayyHOW JMUTEparypbl MPU CaMOCTOSATENBHOM IOATOTOBKE K 3aHATHUAM JOJDKHBI CONEPIKaTh
OTBETHl HA KaX/bli TOCTAaBICHHBIH B TEME BONPOC, MMETh CCHUIKY Ha HCTOYHHK WH(POpPMALUU C
00s13aTeNbHBIM YKa3aHUEM aBTOpA, HAa3BaHMS W TOJA HW3AAHUS HUCIOJIb3YeMOH HaydyHOW JHMTEpaTyphl.
KoHcniekT MoXeT ObITh ONOpPHBIM (COAEpXkAaTh JUIIb OCHOBHBIC KIIIOUYEBBIC MO3MIMH), HO TPH 3TOM
MO3BOJISIIOIMM  JIaTh TIOJIHBIA OTBET IO BOINPOCY, MOXET OBITh NOAPOOHBIM. OO0beM KOHCHEKTa
OIIPENIETSAETCS CAMUM CTYIACHTOM.

B nporecce paboThl ¢ OCHOBHOM U JOTIOTHUTEIIBHON JTUTEPATYPOI CTYICHT MOXKET:

- JCJIaTb 3alluCu IO XO4Yy UYTCHUA B BHUAC MPOCTOr0 WJIMW PAa3BCPHYTOIrO IJIaHA (COB,Z[aBaTI: MEpCUCHb
OCHOBHBLIX BOITPOCOB, PACCMOTPCHHLBIX B I/ICTOLIHI/IKG);

- COCTaBJATH Te3HUCHl (LMTHpOBaHHE HauOoJee BAKHBIX MECT CTaTbU MJIM MOHOTpaduu, KOpPOTKOE
U3JI0KEHUE OCHOBHBIX MBICJIEH aBTOpA);

- TOTOBUTH aHHOTAIMH (KpaTKoe 00001eHe OCHOBHBIX BOIIPOCOB PadOTHI);
- CO3/1aBaTh KOHCIIEKTHI (Pa3BEPHYTHIC TE3UCHI).
5.4. PexoMeHalMy 10 OATOTOBKE K OTAEIBHBIM 3a/IaHUSM TEKYIETO KOHTPOJIS

CobecenoBanue MpennojaraeT OpraHu3aluio Oecelpl MpernoAaBareist cO CTyAEHTaMH 10 BOIpOCam
MPAKTHYECKOTO 3aHATUS C LIEJbl0 Oojiee OOCTOATEIHHOTO BBISBICHHUS UX 3HAHUN MO OINpeneIeHHOMY
pasgeny, TeMme, mpobieme U T.I. Bce wieHbl Ipynmbl MOTYT Y4acTBOBaTh B OOCYXKIEHUU, J00aBIATH
nH(pOpMaIUIO, TUCKYTUPOBATh, 3a/1aBaTh BOIIPOCHI U T.1I.

YCTHBIE OMpOC MOXKET TPUMEHATHCS B pas3audHbIX (Qopmax: (PpoHTAIbHBIN, WHIWBUIYAIBHBIN,
KOMOMHUPOBaHHBIA. OCHOBHBIE KaU€CTBA YCTHOTO OTBETA MOJIJIEIKAIIETO OL[CHKE:

- IPaBUJIBHOCTB OTBETA IO CONEPIKAHHUIO;

- IOJTHOTA U TIIyOnHa OTBETA;

- CO3HATEIIBHOCTh OTBETA;

- JIOTMIKA U3JI0KEHUsI MaTepuaa;

- PallMOHAIILHOCTD MCIIOJIb30BAHHBIX IIPUEMOB U CIIOCOOOB PELIEHHs OCTABICHHON yueOHOIl 3a1auy;

- CBOEBPEMEHHOCTh M 3((EKTUBHOCTH MCIIOIB30BAHUS HATNISIHBIX MOCOOMH M TEXHUYECKUX CPEICTB IPH
OTBETE;

- HCIIOJIb30BaHUE JOIIOJHUTEIBHOIO MaTepHUaa;

- PallMOHAJILHOCTb UCIIOJIBb30BaHUS BPEMEHH, OTBEJICHHOIO Ha 3a/laHNE.

YCTHBIM OIIPOC MOXKET CONPOBOXKAATHCS IMPE3ECHTALUEH, KOTOpas IMOATOTaBIMBAECTCA IO OAHOMY U3
BOIIPOCOB MPAKTHUYECKOTO 3aHATUS. [IpH BRICTYIUIEHHH ¢ Mpe3eHTanueld HeoOXoauMo oOpamarb BHUIMaHUE
HAa TaKM€ MOMEHTBHI KaK:

- colep)KaHUE MPE3CHTAllUN: AKTYaJIbHOCTh TEMBI, MOJHOTA €€ PACKPBITHS, CMBICIOBOE COACpIKaHUE,
COOTBETCTBHE 3asBICHHOW TEMBI COJIEPIKAHHUIO, COOTBETCTBHE METOAMYECKUM TPEOOBaHUSIM (IIETTH. CCBHUTKH
Ha PECypChl. COOTBETCTBHUE CONEPXKAHHS M JUTEPATYphl), MPAKTHUECKasT HANPaBICHHOCTh, COOTBETCTBHE
CoZIepKaHus 3asiBICHHON (opMe, aJeKBaTHOCTh UCIIOJIb30BaHHS TEXHHUECKUX CPEICTB yUEOHBIM 3aqadam,
MOCIIEIOBATEIIEHOCTD U JIOTHYHOCTh MPE3CHTYEMOTO Marepuara,

- odopMiieHHE Mpe3eHTAlMU: 00bheM (OMTHUMaTbHOE KOJWYECTBO), AW3alH (YUTAEMOCTh, HAJIUYHE U
COOTBETCTBHE TpapUKd W aHUMAIMH, 3BYKOBOE OQOpMIICHHE, CTPYKTYpHpPOBaHUE WH(POPMAIUH,
COOTBETCTBHE 3asBJICHHBIM TpPEOOBAaHUSIM), OPHUTHHAIBHOCTH OQGOPMIICHHS, ACTETHKA, HCIIOJIIb30BaHHE
BO3MO)KHOCTH ITPOTPAMMHO# CpeJIbl, COOTBETCTBHE CTaHIapTaM 0(hOpMIICHUS;

- JUYHOCTHBIC Ka4€CTBa: OPaATOPCKUC CIIOCOOHOCTH. CO6J'IIOI[€HI/IC periiaME€HTa, SMOIMOHAJIBHOCTh, YMCHHUC
OTBETUTH HAa BOIIPOCHI, CHCTCMAaTU3NPOBAHHLIC, FJ'I}’60KI/I6 1 IIOJIHBIC 3HAHUA 110 BCEM pasgcjiaM IIporpaMMBbl:



- CoJepXaHWE BBICTYIUICHHUS: JIOTUYHOCTh W3JIOKCHHUS Marepualia, PacKpbITUE TEMBI, JOCTYIHOCTh
u3noxkeHus, dPpdexTuBHOCT npuMeHeHust cpeactB WKT, cmocoObl ©u  yClIOBHS — JTOCTHIKCHHUS
PE3yABTaTUBHOCTH M IPGEKTUBHOCTH IJIsS BBIOTHEHUS 3a/ad cBOed MpodeccHoHaTbHOW WU y4eOHOU
JEeSATeNbHOCTH, JOKAa3aTeIbHOCTh MPUHUMAEMBIX PEIICHUHN, YMEHHE apryMEHTHPOBATh CBOM 3aKIIIOYCHUS,
BBIBOJIBI.

6. YueOHO-MeTONM4YecKoe M HHPOPMALMOHHOE o0ecieyeHre JUCHMIITTHHbI

6.1 OcHoBHas UTEpaTYypa:

1. BopobbeBa C. A., Kucenesa A. B. Aurnuiickuii sa3b1k 11 pecropanHoro 6usHeca (B1). Business English
for Restaurants and Catering : y4eOHUK Ui By30B. - UCHp. U A0m; 2-€ u3fd.. - Mocksa: FOpaiit, 2025. - 213
c. - Tekcr : anextponnsiii // DBC «FOPAUT» [caiit]. - URL: https://urait.ru/bcode/563359

2. BopobseBa C. A., KuceneBa A. B. JlenoBoii aHIMIICKUI S3BIK AJisi pecTopaHHoro oOusHeca (Bl).
Business English for Restaurants and Catering : y4eOHHMK Ui CIO. - UCHp. U JIOM; 2-€ u3[.. - MocCKBa:
FOpaiit, 2025. - 213 ¢. - Tekcr : osnektponsbii // DBC «HOPAUT» [caiit]. - URL:
https://urait.ru/bcode/563418

3. Jluc JIx., Topu T. English on business [[lenoBoii anmmiickuii]| : practical English for International
Executives [mpakTuuecKuid aHIIIMHACKUN I MEXKIyHapOAHBIX aaMUHUCTparopoB]. - [OO0HUHCK]: Tutymn,
[199. - 192 c. - Tekcer : anexrponnsiii // ABUC "Pycman" TT'Y um. I.P. JlepxkaBuna [caiir]

6.2 JlonosHUTENBHAS IUTEpATYpA:

1. Ommucon k., Ommepcon I1. busnec. Yposens I : yuebnuk anri. s3.. - Oxcdopa: Maxkmusuian, 2007. -
159 c.

2. KykcoBa H.A. IIpoTokon 1 3TUKET MEXIyHapoaHOro obuienus : yued. nocobue. - TamboB: [M3aar. nom
TI'Y um. I'P. JlepxaBuna], 2013. - 94 c.

3. Cotton (Korron) D. (I.), Falvey (®omnsu) D. ([.), Kent (Kent) S. (C.) Market leader [JIunep pwiHKa] :
intermediate business english course book [kHuTa Mo Kypcy OM3HEC-aHTIIMICKOTO, CPETHUI YPOBEHB|. - New
ed.. - [s.l.]: PEARSON-Longman, 2008. - 176 p. - Tekcr : anexrponnsiii // ABUC "Pycnan" TI'Y um. I'.P.
JepxaBuHa [CalT]

4. Cotton (Korron) D. (/.), Falvey (®onsu) D. (/I.), Kent (Kent) S. (C.) Market leader [JIugep priaka] :
pre-intermediate business english course book [kKHuTra MO Kypcy OM3HEC-aHIIMICKOTO, HU3KUW CpEaHUI
ypoBeHb]. - new ed.. - [s.l.]: PEARSON-Longman, 2010. - 160 p. - Tekcr : snexkrponnsii / ABUC
"Pycman" TT'Y um. I.P. /lepxaBuna [caiit]

6.3 MeToandeckue pa3padOTKH:

1. Mocrogrckas W.1O., Uepnbimesa A.I1. Business English Step by Step : yue6.-mMeTos. MaTepuansi o Kypcy
"IlenoBoii anrnmuiickuit A36IK". - Tam6oB: [U3nar. nom TT'Y um. I.P. JlepxaBunal, 2011. - 47 c.

6.4 IHbIe NCTOYHUKU:
1. caiit Coroza nepeBogunkoB Poccum - http://www.translators-union.ru
2. DmnekrponHoe nepuonnyeckoe m3nanue "MHOCMU - Bee, uTo moctoiiHo mepeBoma’ - www.inosmi.ru

3. Paznen razers! “TheGuardian”o06 sxonomuke - http://www.theguardian.com/business/economics

4. Jlextuu u TIOJIKACTBI o IKOHOMHUKE -
http://www.learnoutloud.com/Podcast-Directory/Business/Economics/Economic-Analysis--Macroeconomic
s

5. Britannica Online - http://www.britannica.com/
6. Caiit bpuranckoro Cosera - http://learnenglish.britishcouncil.org/en/
7. Caitt m3narensctBaCambridgeUniversityPress - www.cambridge.org/
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7. MaTepuaJbHO-TeXHHYeCKOe o0ecnedeHHe TUCHUILVINHBI, IPOrpaMMHOe o0ecredyeHue,
npogeccnoHanbHbIe 023bI JAHHBIX 1 HHPOPMALMOHHBbIE CIIPABOYHbIE CHCTEMbI

I[J'DI MMPOBCACHUA 3aHATUM TI0 JUCHUITIINHEC HGOGXO,Z[I/IMO CJICAyomee MarcpruaJIbHO-TCXHUYCCKOC
obOecrnieucHue: y‘-Ie6HI>Ie AyauTOpruun Jid TIPOBCACHUA 3aHATHI JICKIUOHHOI'O W CCMHUHAPCKOT0 THIIA,
rpynmnoBbIX W HWHIAWBHUAYAJIbHBIX KOHCYHLTaLII/If/’I, TCKYLICTO KOHTPOJA H HpOMe)KYTOqHOﬁ arrecranuu,
IIOMCIICHUA 1A CaMOCTOSITEIIHbHOM pa6OTI:I.

VYdeOHble ayTUTOPUN U MIOMEICHHUS JJIS1 CAMOCTOSTEIbHON pabOThl YKOMIUIEKTOBAHBI CHICIIMATM3UPOBAHHOM
MeOeNbI0 U TEXHUYECKUMHU CPEACTBAMH 00yUeHHUsI, CITy>KalllMMU JJIsl TIPeICTaBIeHus yueOHo nHpopManuu
OO0JIBIION ayTUTOPHH.

[TomereHus: 111 CaMOCTOSITEIbHON PabOThl YKOMITJIEKTOBAHBI KOMIIBIOTEPHOW TEXHUKOM C BO3MOXKHOCTBIO
MOAKITFOYEHHUS K ceTn "UnTepuer” u obecrieueHreM JloCTyna B AIEKTPOHHYIO
MH(pOPMAITMOHHO-00pa30BaTEILHYIO CPeNy YHUBEPCUTETA.

Jlnst mpoBeeHusl 3aHATHI JIEKIIMOHHOTO THIIAa UCTIONB3YIOTCS HA0OPBI IEMOHCTPAILIMOHHOTO 000PYI0BaHUS,
o0ecreYnBarole TEMaTHIEeCKHE WILTIOCTPAIH (TIPOEKTOP, HOYTOYK, SKpaH/ MHTEPaKTUBHAS JOCKA).

JlueH3noHHOE U CBOOOHO pacIpOCTpaHsIeMOe IPOrpaMMHOE 00eCTICUCHHE:

Microsoft Office [Ipodeccronanbhsrii mioc 2007

7-Zip 9.20

Adobe Creative Suite 3 Web Standard Russian Version Win Educ

Adobe Reader XI (11.0.08) - Russian Adobe Systems Incorporated 10.11.2014 187,00 MB 11.0.08
CorelDRAW Graphics Suite X3

Kaspersky Endpoint Security mans OusHeca - Cranmaptasiii Russian Edition. 1500-2499 Node 1 year
Educational Renewal Licence

LiteManager Pro - Server
QuarkXPress 7.2

ITpodeccronanbhplie 6a3bl JaHHBIX U UHPOPMAITMOHHBIE CIIPABOYHBIE CUCTEMBI:
1. Hayunas snexrponnas 6ubnuoreka eLIBRARY.ru. — URL: https://elibrary.ru
2. Hayunas snexkrponHnas oubnunoreka «KubepJlennnka». — URL: https://cyberleninka.ru

3.  VYHuBepcurerckas  OuOnMoOTeKa  OHJIAMH:  DJIEKTpOHHO-OMOMuMoTeunas  cucrema. —  URL:
https://biblioclub.ru

4. IOpaiit: oOpazoBatenbHas arGopma, MeKTPpOHHO-OnbnoreuHas cuctema. — URL: https://urait.ru

5. ONEeKTPOHHBIN KaTrajor @yHIaMEHTaIbHON OubmuoTeKn TTV. — URL:
https://www.tsutmb.ru/biblio/elektronnyij-katalog/

DJIeKTpPOHHAS HH(OPMALIMOHHO-00pa3oBaTe/IbHas cpeaa
https://auth.tsutmb.ru/authorize?response type=code&client id=moodle&state=xyz
B3anMoneiicTBue mpenomaBaTenss W CTY[JEHTa B Tpolecce OOyYeHHUs OCYHIECTBISIETCS MOCPEICTBOM
MYJIBTUMEMHHBIX, THIIEPTEKCTOBBIX, CETEBBIX, TEICKOMMYHHUKAIIMOHHBIX TEXHOJIOTHH, HUCIOJIB3YEMBIX B

ANIEKTPOHHOH HH()OPMAIIMOHHO-00Pa30BaTEILHON CPEIe YHUBEPCHUTETA.



