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1. HAUMEHOBAHMUME " LHEJIb OCBOEHUS JUCHUIIJIMHBI MOAYJIS).

YuebHas muciuruimHa «JlemoBOM HWHOCTPAHHBIN SI3BIK» HM3ydaeTcs OOy4YarolUMHUCH,
OCBaMBAIOIIMMK 00pa3zoBaTelibHYyI0 Tporpammy «tOpucHpyneHIUs» B COOTBETCTBUU C
@®enepalibHBIM TOCYJAPCTBEHHBIM 00pa30BaTeIbHBIM CTaHAAPTOM BBICIIETO OOpa3oOBaHUsS IO
HanpapieHuto  noarotoBku  40.03.01  FOpucnpynenmuss  (ypoBeHb  OakaiiaBpuaTta),
YTBEP)KJICHHBIM MPpUKa3oM MuHuctepcrBa oopazoBanus u Hayku P ot 13.08.2020 r. Ne 1011
(®10C BO 3++).

OcHoBHas 11eb U3y4eHHs] Y4eOHOM TUCIUIUIMHBI 3aKJII0YaeTCsl B OBIAJCHUH CTYICHTaAMH
HEOOXOAUMBIM H JOCTATOYHBIM YPOBHEM KOMMYHHMKATHBHOW KOMIIETEHLIMH JIJIsi PELICHUs
COLIMAJIbHO-KOMMYHHMKATUBHBIX  3aJlad B Pa3jMYHbIX 00JacTsiX OBITOBOM, KYJIBTYPHOH,
po(heCcCHOHANTLHOM U HAYYHOU JIEATEIBHOCTH (MIOMCK HEOOXOUMBIX CBEICHUM, OCYIIIECTBICHHE
JIEJIOBBIX KOHTAKTOB, YCTHOE oOlleHue, ymMeHue (GuKcUpoBaTh MH(OpPMALMIO), a TaKxkKe s
JaIbHEWIEro camMooOpa3oBaHUs (UIsi JaJbHEWIeH y4eOHOW JesATeNbHOCTH, W3YyYeHUs
3apyOEKHOT0 ONBITAa B MPOGUIUPYIONICH 00JIaCTH HAYKH U TEXHUKH ).

2. MECTO JUCIUMIIJIMHBI (MOAYJIs1) B CTPYKTYPE OIl

YyeOHast qucUIUINHA «/[eT0BOI MHOCTPAHHBIHN S3BIK» OTHOCHTCS K 0053aTeIbHON YacTH
yueOHOro IJIaHa U U3y4aeTcs Ha 2 Kypce OYHO-3a04HOM 1 3a04HON (hopMax oOydeHHUs.

2.1. TpeboBanus Kk mpeABapUTEIBHOM IMOATOTOBKE oOydaromerocs: V3ydeHwne maHHOU
yueOHOW AMCHUHUIUIMHBI MMPOXOJUT HAa OCHOBE OCBOCHHUS NUCHHUIUIMHBI «HOCTpaHHBIN S3BIKY.
[TapamnensHo u3ydaercs nucuuruinaa "OCHOBBI yripaBieHus"

2.2. JlucuuminHbl (MOAYJIHM) U TPAKTHKH, ISl KOTOPBIX OCBOCHUE JAHHOW JHUCUHUIIIHHBI
(MomyIist) HEOOXOMMO KakK MpealecTByromee: Pe3yabTaTl OCBOCHHS TUCHUILIUHBI «/lemoBoii
WHOCTPAHHBIN S3BIK» SIBISIFOTCS 0a30 Ui M3ydeHus y4eOHO# AucuuIuiMHbl "MexayHapoaHoe
npaBo", "MHOCTpaHHBIN sI3bIK B chepe IOPUCHPYASHIMU" U MPOXOXKIACHHS MPOU3BOJICTBEHHON
npakTuku. Ilpu mpoBeneHuU y4eOHBIX 3aHATHH MO y4yeOHOW mucuuiuiuHe «JlenoBoii
WHOCTPAHHBIN SI3BIK» PA3BUTHE y 00YUaIOIIMUXCS HABBIKOB KOMAHIHON paOOThI, MEKINYHOCTHON
KOMMYHHKAIIMH, TPUHATUS pEIICHUH, ITUACPCKUX KauecTB O0O0ecledrBaeTCsl MPOBEICHUEM
TPYIIIOBBIX JUCKYCCHHM, pOJIEBBIX WIp IO H3y4YaeMbIM TE€MaM, aHajJu30M CHUTyallud u
UMUTAIIMOHHBIX Mojenel. [IpenonaBanne NUCHUIUITMHBI OCYHIECTBISETCS B GopMme Kypca IO
temam: «Business Communication: Means, Ways and Styles. Meeting People: Getting
Acquainted and Making Contacts. Telephoning. Business Letters, Emails and Network
Communication. Presentations: Preparation and Delivery. Business Meetings. Making an
Appointment. Negotiating. Applying for a Job. CV and Cover Letter Writing. Jobs.
Requirements to a Specialist. A Job Interview», comepikanue KOTOPBIX pa3paboTaHO Ha OCHOBE
pe3yNbTaTOB HAYYHBIX HUCCIEAOBaHUM, MPOBOJUMBIX YHHUBEPCUTETOM, B TOM YHCIE C YUYETOM
perMOHANbHBIX ~ OCOOEHHOCTEW  MpO(ecCHOHANBHON  NEATENbHOCTH  BBIIYCKHUKOB U
notpeGHOCTeH paboTonarenei.

3. INIAHUPYEMBIE PE3YJIBTATBI OBYYEHUA 110 JUCHUIIJIMHE,
COOTHECEHHBIE C INTAHUPYEMbBIMHU PE3YJIBTATAMU OCBOEHUA OI1
B pesynbrate OCBOEHHS TUCHMILIMHBI OOy4aroIIMHCS MO MporpaMMe OakalaBpHara
JIOJDKEH OBJIAJIETh:
«CriocoOeH OCyIECTBIISATh JIEJIOBYI0 KOMMYHUKAIIMIO B YCTHOM M MHCbMEHHOU (opmax
Ha rOCy/IapCTBEHHOM si3bike Poccuiickoit @enepanuu 1 nHOCTpaHHOM (bIX) si3bike (ax)» (YK-4)

[Tnanupyemsble pe3ynbTaThl 00yUeHHs 10 AUCHIUIUIMHE.
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JIeIIOBYIO - CTPYKTYpHBIC U COJCpPXKATEIbHBIE OCOOCHHOCTH
KOMMYHHMKAIUIO B | KOMMYHUKAllUd B JEJIOBOM HHOCTPAHHOM SI3BIKE M YK-4-31
YCTHOH U | IPUHINITEI €€ OpTaHu3auI
MMHCbMEHHOM - pasroBopHble (OpPMYITBI ITHKETa JEIIOBOTO VK-4-32
thopmax Ha | oOmeHns
FOCYJapCTBCHHOM | - aKTyaJbHBIE MOJEIM PEYEBOr0 IMOBEICHUA U
SI3BIKE peueBoil  MEATETHPHOCTH B  IIPOLECCE  JIEIOBOU VK-4-33
Poccuiickoin KOMMYHHKAIUIHA
Denepanun u - OCHOBHBIE TpaMMaTHYECKAE KOHCTPYKIIUH,
HHOCTPaHHOM o0ecIeunBaroIre KOMMYHHKAIUIO JIETIOBOTO VYK-4-34
(b1X) s3BIKE (ax) Xapakrepa
VK-4 - UICTOPHIO U KYJIbTYpY CTpaH M3y4aeMoro s3bIKa, a VK-4-35
TaK)Ke MPaBHJIa peYEBOr0 ITUKETA
- 0a30BYIO JICKCHUKY JICIIOBOTO HHOCTPAHHOTO SI3bIKA YK-6-36
Ymemo
- MOHUMATh YCTHYIO U MUCbMEHHYIO Peub JEJIOBOU VK-4-Y1
cheps
- BECTH 6%cez[y Ha vI/IHOCTpaHHOM SI3BIKE B TIpe/Ieax VK-4-Y2
W3YUCHHOH NIEIIOBON TEMAaTHKH
- TPUMCHATh MOJICIH pPEUCBOM JEATCIHLHOCTH H
pEYEeBOr0  MOBENEHUS B  IpOLECCE  JIETIOBOM VK-4-V3
KOMMYHUKAIIHA
- BECTH JICJIOBYIO TIIEPENHCKY, COCTaBIATh H
oQOpMIIATh JENOBBIE MHChMa, JOKYMEHTHl Ha VK-4-V4
HHOCTPAHHOM SI3BIKE
-  WHUIMUPOBATh, TMOJACPKUBATH, 3aIlpallnBaTh
uHopMalMIio M OTBeYaTh Ha 3alpalldBaeMylo YK-4-Y5
HH(POPMAIIUIO M 3aKaHYUBATh Oeceay
- MOHUMAaTh OCHOBHOE COJIEp)KaHUE AayTEHTHUYHBIX
VK-4-Y6
TEKCTOB Ha YPOBHE JIEIOBOTO OOIIECHUS
Braoemo
- BCEMHU BUJAMH PEUYEBOU JESITEIHLHOCTH B JIEJIOBOM
VK-4-B1
0OIIIeHUN Ha HTHOCTPAHHOM SI3BIKE
- HaBBIKaMHU TIPOBEJCHMSI JIEIOBBIX BCTPEY, JEIOBIX VK-4-B2
TIEPETOBOPOB
- OCHOBaMH MyOJIWYHON peuu YK-4-B3
- HaBBIKAMM MHUCHbMa, HEOOXOIMMBIMU ISl JCIOBOI VK-4-B4
TepenycKy, 0pOPMIICHHUS IETOBOH JOKYMEHTAIINN
- HaBbIKaMH pabOTHI 10 COBEPUIICHCTBOBAHUIO VK-4-B5
3HAaHUH U YMEHHIA JEIIOBOTO HHOCTPAHHOTO S3bIKa
- BCEMH BHIAaMH YTeHHA (IIPOCMOTPOBOTO,
03HAKOMHUTEIFHOTO, HW3y4alolIero, IMOWCKOBOTO) M VK-4-B6
peueBoiil KOMMYHHKAIMK  (IHalioT, JTUCKYCCHS,
KPYTJIBIA CTOJI, O0CYKICHHE)
4. OBPBEM JUCLMIIIUHBI (MOYJIST) B 3AUETHBIX EJUHULIAX
C YKASAHUEM KOJINYECTBA AKAJEMHUYECKHUX YACOB,
BBIJIEJIEHHBIX HA KOHTAKTHYIO PABOTY OBYYAIOIIIUXCS
C IPENOJABATEJIEM (I1IO BUJIAM YYEBHbBIX 3AHSITHI)
N HA CAMOCTOSATEJBHYIO PABOTY OBYYAIOLIUXCHI.
OO1ast TPYA0EMKOCTh AUCIUIUTMHBI COCTABIIAET 3 3a4eTHBIX eauHHUIlbI (108 yacos).
Cemectp/ O0mas B TOM 4YHCJIe KOHTAKTHasA padoTa ¢
N | Popma ceccusi, TPYA0E€MKOCTh npenojgaBareiemM CP | Konrpoan
o6yuenus Kypc B3.e. | Byacax | Bcero | JI | IIp | KoP |3auer| Konc K3
1. Ounas 3 cemecTp 3 108 54 52 | 1,7 | 0,3 54
p | Ommo- | 3cemectp | g 108 | 26 | - |24|17]03]| - : 82
3aouHas | 2 Kypc




Hroro: 3 108 26 - 24117103 - - 82
2eevectp |y 36 R I I . . 32
3aouHas 3 P
3. ceMectp 2 72 6 . 4 1171 03 - - 62,3 3,7
2 Kypc
Hroro: 3 108 10 - 8 | 1,71 03 - - 94,3 3,7

Pacripenenenre yaeOHOr0 BpeMEHU 110 TEMaM U BHJIaM Y4EOHBIX 3aHITHIA
Ounas ¢hopma 00yueHus

HaunmeHoBanue pa3iesios,
TeM y4eOHBIX 3aHATHIT

Bceero
4acoB

KounrakTnas padora ¢
npenoaaBaresieM

Cp

KonTtposs

®opmupyeMble pe3yabTaThbl
00yyeHust

Bceero | JI

INIp | Kop | 2

3au

2

5|6 7 8

10

11

12

Tema 1.

Business
Communication: Means,
Ways and Styles

13

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
VK-4-35, YK-4-36
VK-4-V1, YK-4-V2,
VK-4-Y3, YK-4-V4,
VK-4-V5, YK-4-V6
VK-4-B1, VK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-B5, VK-4 -B6

Tewma 2.
Meeting People: Getting
Acquainted and Making
Contacts

13

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
VK-4-35, YK-4-36
VK-4-Y1, YK-4-V2,
VK-4-Y3, YK-4-V4,
VK-4-V5, YK-4-V6
VK-4-B1, VK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-B5, VK-4 -B6

Tema 3.
Telephoning

13

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
YK-4-35, YK-4-36
VK-4-Y1, YK-4-V2,
VK-4-Y3, YK-4-V4,
VK-4-V5, YK-4-V6
VK-4-B1, VK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-B5, VK-4 -B6

Tewma 4.

Business Letters, Emails
and Network
Communication

13

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
YK-4-35, YK-4-36
VK-4-Y1, YK-4-V2,
VK-4-V3, YK-4-V4,
VK-4-V5, YK-4-V6
VK-4-B1, VK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-BS, VK-4 -B6

Tema 5.
Presentations:
Preparation and Delivery

13

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,

YK-4-35, YK-4-36

VK-4-Y1, YK-4-Y2,
VK-4-Y3, YK-4-V4,
VK-4-Y5, YK-4-Y6
VK-4-B1, VK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-BS, VK-4 -B6




Tewma 6.

Business Meetings.
Making an Appointment.
Negotiating

13

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
VK-4-35, YK-4-36
VK-4-V1, YK-4-V2,
VK-4-Y3, YK-4-Y4,
YK-4-Y5, VK-4-Y6
VK-4-B1, YK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-B5, VK-4 -B6

Tema 7.
Applying for a Job. CV
and Cover Letter Writing

15

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
YK-4-35, VK-4-36
VK-4-Y1, YK-4-Y2,
VK-4-Y3, YK-4-Y4,
YK-4-Y5, VK-4-Y6
VK-4-B1, YK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-B5, VK-4 -B6

Tema 8.

Jobs. Requirements to a
Specialist.

A Job Interview

13

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
VK-4-35, YK-4-36
VK-4-Y1, YK-4-V2,
VK-4-Y3, YK-4-V4,
VK-4-V5, YK-4-V6
VK-4-B1, VK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-B5, VK-4 -B6

Ilpomerrcymounasn
ammecmayus (3auem)

1,7

0.3

10.

HUTOrO:

108

- 52 | 1,7

0,3

54

OYHO-3204Has popma 00ydeHUs

HaumenoBaHue pa3eJios,
TeM y4eOHbIX 3aHATHI

Bcero
4acoB

KounrakTnas padora ¢
npernogaBaresieM

Cp

Kounrposs

®opmupyeMble pe3yabTaThbl
o0yueHust

Bcero

J |HOp|Kop | I

3au

2

516 7 8

10

11

12

11.

Tema 1.

Business
Communication: Means,
Ways and Styles

14

10

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
VK-4-35, YK-4-36
VK-4-V1, YK-4-V2,
VK-4-V3, YK-4-V4,
VK-4-V5, YK-4-V6
VK-4-B1, VK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-BS, VK-4 -B6

12.

Tema 2.
Meeting People: Getting
Acquainted and Making
Contacts

14

10

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
VK-4-35, YK-4-36
VK-4-Y1, YK-4-V2,
VK-4-Y3, YK-4-V4,
VK-4-V5, YK-4-V6
VK-4-B1, VK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-BS, VK-4 -B6

13.

Tema 3.
Telephoning

14

10

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
VK-4-35, YK-4-36
VK-4-Y1, YK-4-V2,
VK-4-Y3, YK-4-V4,
VK-4-V5, YK-4-V6
VK-4-B1, VK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-B5, VK-4 -B6




VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
Tema 4. VK-4-35, YK-4-36
Business Letters, Emails YK-4-V1, VK-4-V2,
14. ! 14 4 - | 4 10 VK-4-Y3, VK-4-V4,
and Network
Communication YK-4-Y5, VK-4-Y6
VK-4-B1, YK-4-B2,
VK-4-B3, YK-4-B4,
VK-4-B5, YK-4 -B6
VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
VK-4-35, VK-4-36
Tema 5. VK-4-V1, VK-4-Y2,
15.| Presentations: 12 2 - 2 10 VK-4-V3, VK-4-Y4,
Preparation and Delivery VK-4-V5, VK-4-Y6
VK-4-B1, YK-4-B2,
VK-4-B3, YK-4-B4,
VK-4-B5, YK-4 -B6
VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
1o) B e | 2 | 2 || 9
Negotiating YK-4-Y5, VK-4-Y6
VK-4-B1, YK-4-B2,
VK-4-B3, YK-4-B4,
YK-4-B5, YK-4 -B6
VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
VK-4-35, YK-4-36
Tema 7. VK-4-Y1, VK-4-Y2,
17.| Applying for a Job. CV 12 2 - 2 10 VK-4-V3, VK-4-V4,
and Cover Letter Writing VK-4-V5, YK-4-Y6
VK-4-B1, YK-4-B2,
VK-4-B3, YK-4-B4,
VK-4-B5, YK-4 -B6
VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
Tena 8. VK-4-35, YK-4-36
Jobs. Requirements to a YK-4-V1, VK-4-Y2,
18. Specialist. 14 2 -2 12 VK-4-V3, VK-4-Y4,
A Job Interview YK-4-Y5, YK-4-Y6
VK-4-B1, YK-4-B2,
VK-4-B3, YK-4-B4,
VK-4-B5, YK-4 -B6
19, IIpomesrcymounasn 17 0.3
ammecmayus (3auem)
20. HUTOrO: | 108 | 106 - 1,7 0,3 82
3aouyHas hopma oOydeHHst
KonTtakTHas padoTa ¢ CP | Konrpom ®opmupyeMble pe3yIbTaThbl
No HaumenoBanue pa311e1193, Bcero npernoaaBareieM o0yyeHust
TEM y‘leﬁﬂblx 3aHATHHA yacoB Beero I “p KOp 3 3ay
1 2 3 4 5|6 7 8 9 10 11 12
YK-4-31, VK-4-32,
VK-4-33, YK-4-34,
Tema 1. VYK-4-35, YK-4-36
Business VK-4-Y1, YK-4-VY2,
1 12 2 -2 10 VK-4-Y3, VK-4-V4,

| Communication: Means,

Ways and Styles

VK-4-V5, YK-4-V6
VK-4-B1, VK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-BS, YK-4 -B6




Tema 2.
Meeting People: Getting
Acquainted and Making
Contacts

12

12

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
VK-4-35, YK-4-36
VK-4-V1, YK-4-V2,
VK-4-Y3, YK-4-Y4,
YK-4-Y5, VK-4-Y6
VK-4-B1, YK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-B5, VK-4 -B6

Tewma 3.
Telephoning

12

12

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
YK-4-35, VK-4-36
VK-4-Y1, YK-4-Y2,
VK-4-Y3, YK-4-Y4,
YK-4-Y5, VK-4-Y6
VK-4-B1, YK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-B5, VK-4 -B6

Tema 4.

Business Letters, Emails
and Network
Communication

14

12

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
YK-4-35, YK-4-36
VK-4-Y1, YK-4-V2,
VK-4-Y3, YK-4-V4,
VK-4-V5, YK-4-V6
VK-4-B1, VK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-B5, VK-4 -B6

Tema 5.
Presentations:
Preparation and Delivery

14

12

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
VK-4-35, YK-4-36
VK-4-Y1, YK-4-V2,
VK-4-V3, YK-4-V4,
VK-4-V5, YK-4-V6
VK-4-B1, VK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-BS, VK-4 -B6

Tema 6.

Business Meetings.
Making an Appointment.
Negotiating

14

12

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
VK-4-35, YK-4-36
VK-4-V1, YK-4-V2,
VK-4-V3, YK-4-V4,
VK-4-V5, YK-4-V6
VK-4-B1, VK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-BS, VK-4 -B6

Tema 7.
Applying for a Job. CV
and Cover Letter Writing

12

12

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,
VK-4-35, YK-4-36
VK-4-V1, YK-4-V2,
VK-4-V3, YK-4-V4,
VK-4-V5, YK-4-V6
VK-4-B1, VK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-BS, VK-4 -B6

Tema 8.

Jobs. Requirements to a
Specialist.

A Job Interview

14,3

12,3

VK-4-31, YK-4-32,
VK-4-33, YK-4-34,

YK-4-35, YK-4-36

VK-4-Y1, YK-4-V2,
VK-4-Y3, YK-4-V4,
VK-4-Y5, YK-4-Y6
VK-4-B1, VK-4-B2,
VK-4-B3, VK-4-B4,
VK-4-BS, VK-4 -B6

Ilpomescymounasn
ammecmauyus (3auem)

1,7

0,3

3,7

10.

HUTOro:

108

106

1,7

0,3

94,3

3,7




5. COJEP)KAHUE JUCLHMUILIMHBI (MOAY.JIST), CTPYKTYPUPOBAHHOE MO
TEMAM (PA3JIEJAM).

Tema 1. Business Communication: Means, Ways and Styles .
Tematuka 3ausatus: Temaruka 3ansatus:Cpeactsa oOmeHus. Y CTHas U MUCbMEHHast (hOpMBbI
nenoBoro obmenus. OpunuanbHblii 1 Heo(pUIIUATEHBIA CTUIIH OOLICHHUS.
Jluteparypa:
a) ocHoBHas:1,2.
0) mononHUuTeNbHAS: 3,4.

Tema 2. Meeting People: Getting Acquainted and Making Contacts .

3HAKOMCTBO B pa3HBIX cHUTyalusx oOmeHus. OcoO0eHHOCTH O(QUIMATBLHOTO |
HEO(pHUIIUATILHOTO CTUJIS. Y CTAHOBIICHHE KOHTAKTOB M moHsTre Small Talk.

Jluteparypa:

a) ocHoBHas:1-4.

0) nonoaHuTenbHas: 1-3.

Tema 3. Telephoning

Temaruka 3ansatus: TenedonHble TeperoBopbl. OcoOeHHOCTH O0OIIeHUsT Mo TenedoHy.
VYcroitunBble BhIpaxeHusa. Ha3HaueHwe BCTpeuW, 3anpoc W YTOUYHEHHE HMH(POPMALIMH.
[ToaTBepx1eHHE NOTOBOPEHHOCTH, 3aKa3a U T.1.

Jlureparypa:

a) ocHOBHas:1,2.

0) monosHuTenbHas: 3,4.

Tewma 4. Business Letters, Emails and Network Communication.

Temaruka 3ansaTusi: TpeOoBaHus K HAMHCAHUIO JENOBOro mucbMa. CTpPyKTypa JETOBOTO
nucbMa. JlemoBeie muchMa obmiero Ttuma. [luchmo-3ampoc, MUChMO-3aKa3, TMOATBEPKICHUE
3aKa3a, mUchbMo-peknamanusa. OCHOBHbIE OcoOeHHOCTH JenoBoro ctuis. [lomesHwie ¢pa3bl.
O6menue no ceru. Heruker. Hanmcanuio snexTpoHHbIX mnuceM. Ctpykrypa. CokpaiieHwus.
TekcT coobiieHui.

JIureparypa:

a) ocHOBHas:1-4.

0) nomonaUTeIHHAs: 1-3.

Tema 5. Presentations: Preparation and Delivery.

Temaruka 3anstus: [loarotoBka npe3eHTAlMK: OMPENESICHUE LeJIed, 3aaad, CTPYKTYpPbI
npesentauun. IloaroroBka cmaitgoB. IlpencraBienue mpeseHTauuu ayauTopur. (OCHOBBI
MyOIMYHON peun; TUaNornueckas 1 MOHOJIOTHYECKas peub B cepe IeT0BON KOMMYHUKAIIUU.

Jluteparypa:

a) ocHOBHas:1-4.

0) nomoaUTeIRHAS: 1-3.

Tema 6. Business Meetings. Making an Appointment. Negotiating .

Tematuka 3anarus: [lenoBsle BcTpeun. OCOOEHHOCTHM OpraHM3aLUU JENOBBIX BCTpEU.
Mecto u Bpemsi MpoBeleHUsi JeiaoBbIX coOpaHuil. CTHIb peyd [ENOBBIX BCTpEY, IpaBHIIa
peueBoro sTHKeTra. Hambornee ymoTpeOUTENBHBIX KIMIIE JEJIOBOW M NpodecCHOHANbHOM
KoMMyHUuKauu. [leperoBopsl. TakTrka BeieHUS IEPETOBOPOB.

JIureparypa:
a) ocHoBHas:1-4.
0) nomonuuTeabHas: 1-3.



Tema 7. Applying for a Job. CV and Cover Letter Writing.

Temaruka 3ansatus: [loHsTue o HamMcaHuu pestome, QopmaT pe3loMe, COCTaBJICHHE
coOcTBeHHOro pestome. CompoBoauTenbHoe NMUCbMO. CTpyKTypa M KJIMILIE COIPOBOAUTEIBHOTO
UChMa.

Jlureparypa:
a) ocHoBHas:1-4.
0) nomonauTenpHas: 1-3.

Tema 8. Jobs. Requirements to a Specialist. A Job Interview.

Tematuka 3anarus: Ilpodeccun wu  nmomwkHocTH. TpeGoBaHmst K  0Opa3oBaHUIO,
KBTM(DUKAIMH, OTBITY padoTy, Tpo(heCCUOHATHLHBIM YMEHUSM U HaBBIKAM, JIMYHBIM KadecTBaM
crennanucta. CobecenoBanue rnpy npruemMe Ha padoty. Bonmpockl kK KaHauAaTy U paboToIaTeNko.

Jluteparypa:

a) ocHoBHas:1-4

0) nomonauTeNbHAsS: 1-3.

Tema 9. [IpoMe:KyTOUHASI ATTECTAIIUA .

[Tpumepubie Tembl aas oocyxaenus: 1) Business Communication: Means, Ways and
Styles 2) Rules of Communication in Different Cultures 3) Meeting People: Getting Acquainted
and Making Contacts 4) Telephoning Rules and Clichés 5) Types of Business Letters 6) Emails
and Network Communication 7) Presentations: Preparation and Delivery 8) Business Meetings
9) Making an Appointment 10) Negotiating 11) Applying for a Job 12) CV and Cover Letter
Writing 13) Requirements to a Specialist 14) A Job Interview : Questions and Answers 15) Dos
and Don’ts for Job Seekers

IInanvr npakmuueckux 3anamuil

Tema 1. Business Communication: Means, Ways and Styles .
OCHOBHBIE BOIIPOCHI:
1) Brinoanenue JICKCUKO-TpaMMAaTHUYCCKUX ynpa)KHeHHfI, HaITpaBJICHHBIX HaA pPa3BUTUC
JICKCUKO-TPaMMAaTUYCCKUX HABBLIKOB.
2) YreHue U BBIIIOJIHESHUE SaﬂaHI/Iﬁ 10 TCMATUYCCKOMY TCKCTY.
3) BrinosiHeHHEe ynpa)KHEHUN Ha pa3BUTHE HABBIKOB BOCHPUATHS Ha CIyX Pa3rOBOPHO-
OBITOBOM pcuu, I[HaHOFquCKOﬁ U MOHOJIOTUYECKOM peuu, ImucbMa.

Tema 2. Meeting People: Getting Acquainted and Making Contacts .
OCHOBHBIE BOIPOCHI:
1) BrinosHEHNE JEKCUKO-TPAaMMaTHUECKHUX YIPAXKHEHWM, HAIpPaBICHHBIX Ha pPa3BUTHE
JIEKCUKO-TPAaMMaTUYECKUX HABBIKOB.
2) YreHue ¥ BBIIIOJHEHUE 3a1aHUN 110 TEMAaTHYECKOMY TEKCTY.
3) BrinosiHeHHEe ynpa)KHEHUN Ha pa3BUTHE HABBIKOB BOCHPHUATHS Ha CIyX Pa3TOBOPHO-
OBITOBO peun, TUATOTUYECKOM U MOHOJIOTHUECKON peyuH, MUChMA.

Tema 3. Telephoning
OCHOBHBIC BOIIPOCHL:
1) BbinosiHeHHE JIEKCUKO-TPAMMAaTHUYECKUX YIPA)KHEHUM, HAIpaBICHHBIX Ha pPa3BUTHE
JIEKCUKO-TPAMMATHYECKNX HaBBIKOB.
2) UreHue ¥ BBIMOJIHEHUE 33JJaHUIN 110 TEMATHUYECKOMY TEKCTY.




3) BeinosiHeHHEe yNpaKHEHUM HA pa3BUTHUE HABBIKOB BOCHPHATHS Ha CIyX pa3rOBOPHO-
OBITOBOM peuH, TUATOTHIECKON M MOHOJIOTHYECKON peuH, MUChMa.

Tema 4. Business Letters, Emails and Network Communication.
OCHOBHBIE BOIIPOCHL:
1) BeImosHeHHE JIEKCUKO-TPAaMMATHYECKUX YIPAKHCHWM, HAIpPaBICHHBIX Ha pPa3BUTHE
JIGKCI/IKO-FpaMMaTI/I‘-IeCKI/IX HABBIKOB.
2) UteHue U BBIMOJHEHUE 33]JaHUH 110 TEMATHYECKOMY TEKCTY.
3) BeinosiHeHHe ynpaKHEHUM HA pa3BUTHUE HABBIKOB BOCHPUATHS Ha CIyX pa3rOBOPHO-
6BITOBOﬁ pcyu, ,I[PIEL]'IOFI/IHGCKO?I U MOHOJIOTUYECKOU pcuu, Imucbma.

Tema 5. Presentations: Preparation and Delivery
OCHOBHBIE BOIIPOCHI.
1) BbImosHeHHE JIEKCUKO-TPAaMMATHYECKUX YIPAKHCHWM, HAIpPaBICHHBIX Ha pPa3BUTHE
JCKCHUKO-I'paMMaTH4YCCKHUX HAaBbIKOB.
2) YreHue 1 BBIIIOJIHECHUE SaﬂaHI/Iﬁ 10 TCMAaTUYCCKOMY TCKCTY.
3) BeimosiHeHHE ynpaKHEHUM HA pa3BUTHE HABBIKOB BOCHPHATHS Ha CIyX Pa3rOBOPHO-
OBITOBOM peuu, ,I[I/IaJIOFH‘{eCKoﬁ 1 MOHOJIOTHYECKOH peuu, Imucbma.

Tema 6. Business Meetings. Making an Appointment. Negotiating .
OCHOBHBIE BOIIPOCHI:
1) Brinoanenue JICKCUKO-TpaMMAaTHYCCKUX ynpa)KHeHHﬁ, HaIIpaBJICHHBIX Ha pPa3BUTHC
JCKCHUKO-I'paMMaTHYCCKHUX HAaBbIKOB.
2) YreHue 1 BBIIIOJIHECHUE SaﬂaHI/Iﬁ 10 TCMAaTUYCCKOMY TCKCTY.
3) BeimosiHeHHE yNpaKHEHUM HA pa3BUTHE HABBIKOB BOCHPHATHS Ha CIyX pa3rOBOPHO-
OBITOBOM peuu, zmanomqecxoﬁ 1 MOHOJIOTUYECKOM pcuu, IMucbma.

Tema 7. Applying for a Job. CV and Cover Letter Writing.
OCHOBHBIE BOIIPOCHI:
1) BrinosHeHHE JEKCUKO-TPaMMaTHUECKUX YIPAXKHEHHWM, HANpaBiICHHBIX Ha pa3BUTHE
JIEKCUKO-TPaMMaTHYECKHUX HABBIKOB.
2) UteHue u BBIMOJHEHUE 33JJaHUIN 110 TEMATHYECKOMY TEKCTY.
3) BeinonHeHue ynpakHEHUH Ha pa3BUTHE HABBIKOB BOCHPUATHS Ha CIyX Pa3rOBOPHO-
OBITOBOW peuu, TUaJOTHYEeCKON U MOHOJIOTMYECKOH pedH, MuchbMa.

Tema 8. Jobs. Requirements to a Specialist. A Job Interview.
OCHOBHBIE BOIPOCHI:
1) BrinosHEHHE JEKCUKO-TPAaMMaTHUECKHUX YIPAXKHEHWM, HAIpaBICHHBIX Ha pPa3BUTHE
JIEKCUKO-TPAaMMaTHYECKUX HABBIKOB.
2) YreHue ¥ BBIIIOJHEHUE 3a1aHUN 110 TEMAaTHYECKOMY TEKCTY.
3) BrinosiHeHHe ynpa)KHEHUH Ha pa3BUTHE HABBIKOB BOCHPUATHS Ha CIyX Pa3rOBOPHO-
OBITOBO peun, TUATOTUYECKOM U MOHOJIOTHUECKOW peuH, MUChMA.

6. IEPEYEHb YYEBHO-METONUYECKOI'O OBECIHEYEHUSA JJIsA
CAMOCTOSATEJBbHOMN PABOTHI OBYUYAIOIUXCA MO JUCIHUILINHE
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6.1. OcHOBHBIE KaTeropu y4e0HO! JUCHUNIMHBI IJISl CAMOCTOSITE/ILHOI0 U3YYCHUSI:
6.1.1. OcHOBHBIEC KaTeropuu y4eOHON NUCIUIUIMHBI IJIsi CAMOCTOSITETLHOTO HU3yYCHHUS:

1. greet — mpuBETCTBOBATH; 37I0POBATHCS

greeting — mpuBeTcTBHE

customary greeting— oObIYHOE IPUBETCTBUE

2. small talk — merkast cBerckas Gecena, pasroBop HU O YEM

engage in small talk — maunHaTE CBETCKYIO O€cemy; IMBITaThCS 3aBA3aTh Oecery

3. break the ice — HapymmuTh MOTUaHKE, CIENIATH TIEPBBIi 1IAT, MOJI0XUTh HaYajo (pasroBopy,
3HAKOMCTBY)

4. respond — oTBeYaTh, pearupoBaTh, OT3HIBATHCS

response — OTBET, OTKJIUK, PEaKIHs

elicit a response — noOuThCs OTBETA

5. dial— nabupatb HOMep (110 Tene(OHY), 3BOHUTH; HAOOPHBII AUCK

dial the number — nabupars HOMep 10 TenehOHY

dial a wrong number — He Tyna nonactb

6. long-distance call — MexIyropoaHbIi UITH MEXIyHAPOAHBINA Teae(hOHHBIH 3BOHOK
7. hold on — me xmacTs TpyOKy; hang on — oxumaTs (y Tenedona)

8. hang up — moBecuTh TPyOKY, MPEKPATUTH TEIC(HOHHBIH PA3rOBOP

9. put through — coeauuuTs (110 TeaedOHY)

10. observe — co0ironaTh; HaONIOAATh, 3aMEYATh

observe rules — cobromaTe mpaBuIa

11. indented style — ctuib ¢ oTetynom; blocked style — GiiounsIii cTHITB

12. illegible — neuetkuii, HepazboOpUHMBEIi (0 TOYEPKE)

13. letterhead — rranka Ha hupMeHHOM OslaHKe

14. salutation — obGparienue

15. closure— 3axmounTtenbhas Gopmyia (TUcbMa)

complimentary closure — 3axsrounTtensHas Gpopmysia BEXXIHBOCTH (IIHCHMA)

16. enclose — nipuaraTh, BKJIapIBaTh (B MHCHMO) enclosure — MpuiioKeHne

17. forward — oTnpaBisiTh, epechliaTh

18. attach — mpukpermisTh

attachment — npukperienue, nprcoeanHeHne; HHGOPMAIHS, IPUKPEIUIEHHAS K COOOIICHHIO
19. keep in touch with smb — noanep>xuBath cBs3b (KOHTAKT) C KEM-II

20. stay on track — cieauth 3a (X010M, Pa3BUTHEM YETO-II., HATIPUMED, MBICTIEH

21. face a task — cTosTh mepes HEOOXOIUMOCTRIO, PEIIATh 3a/1a9y

22. employ — naauMaTs (Ha paboTy); KCIIOIB30BAThH

employer — nanumarensb, paboToaaTensb

23. post — momKkHOCTH, MecTO (Syn.) position

candidate for a post — kannunar (IpeTeHAEHT) Ha JOJDKHOCTE

24. require — TtpeboBath (4ero-i.), HyXIaThcs (B 4eM-J1.)

requirement— tpeboBaHue, HEOOXOAUMOE YCIOBHE; HYK/1a, TOTPEOHOCTD

meet the requirements — ya0BIeTBOPSATH MOTPEOHOCTIM

25. relevant — ymecTHBIi, OTHOCSIIUICS K JIeTY; aKTyalbHbIi

26. challenge — BbI30B (Ha cocTs3aHKe, HA COPEBHOBAHHUE U T.I1.); UCTIBITAHKE, HATPSHKCHUE CHLT,
CIIOJKHas 3a]a4a, podiema; OpocaTh BBI30B; TpeOOBATh (YCHIIHIA)

meet the challenge — npunsTH BBI30B

challenging — ctumysupyromnuii, moOyXIatoIIKi; TPEOYIONMI HAPSHKESHUS, OTAAYH CHIT
challenging idea — unTEepecHas (mepcrieKTUBHAS) HIIES

27. interview — cobecenoBanue, becea, UHTEPBBIO; MPOBOJUTE cOOECeI0BaHNE, Oecey,
HUHTEPBHIOMPOBATH

attend an interview — npucyTcTBOBaTH Ha cOOECeI0BaHNH (MHTEPBHIO)

interviewer — npoBozsumii codecenoBanue, OepyIInii HHTEPBHIO

interviewee — MHTEPBHIOMPYEMBIH, TAIOIINN HHTEPBHIO

28. appoint — Ha3Ha4aTh

appointment — Bctpeya, cBUIaHNE

make an appointment — Ha3HauUTh BCTpEUy, JOTOBOPHUTHCS O BCTPEUE
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keep an appointment — Bcrpeuarbes (Kak OBIIIO HA3HAYEHO)

29. promote — MoBBIIIATh B JOJKHOCTH, IPOABUTATH IO CITYKOE

promotion — moBkIIIEHHE B JOJKHOCTH, MPOABUKEHHE 10 CITyKOe

30. attend a meeting — mpuCcyTCTBOBATH Ha COOPAHUH

call a meeting — co3Bats cobpanune

hold a meeting — mpoBoauTs cobpanne

run a meeting — npoBoMTL COOpaHKE; PYKOBOIUTH COOpaHHEM

31. staff — mrrar(s1) (cmyskamux), mepcoHal, COTPYIHUKH

staff members — coTpymHHKY (IaHHOTO YUPEIKTEHN)

32. charge — 00s13aHHOCTH, OTBETCTBEHHOCTbD, PYKOBOJICTBO; MOPYYaTh, BO3JIaraTh OTBETCTBEHHOCTD
be in charge — otBeuats (3a Koro-i.), 3aBe10BaTh, BEAaTh, PyKOBOIUTH

33. assign — Ha3Ha4ath (CPOK), MpeIHA3HAYATD; 1aBaTh, MOPyYaTh (3a1aHue, paboTy); Ha3HAYATh Ha
JIOJDKHOCTh

34. have (take) the floor — BeicTymaTh, OpaTh CIOBO

35. motion— mpemioxkeHue (Ha COOPaHUH)

put the motion to vote — mocTaBUTh IpeAIOKEHNE Ha TOI0 "COBAHNE

36. negotiate — BecTH IEPeroBOPEI, JOTOBAPH"BATHCS, 0OCYIKAATEH YCIOBHS
negotiation — (dacro pl) meperoBopsl, 0OCYkKICHNUE YCITOBHIA

37. give in — ycrymaTs, ciaBaThCs

give in to demands — yctynars TpebOBaHUIM

Syn. concede — ycrynarh, IPOUIPBIBATE, IPU3HABATE IOPAKCHIE

concede a point (in an argument) — yctymuts (caaThes) B Bompoce (B crope)
CONCession — ycTymnka

38. long-term — monrocpoYHEIi, JIMTEILHEIIT

short-term — kpaTKoCpOYHBIi

39. schedule — mporpamma, miaH, rpaduk; CIUCOK, EPEUCHB; pACITUCAHHE
40. confidence — yBepeHHOCTB; JOBEpHE.

6.2 3aganus nJisi npuodpeTeHUs1 HOBBIX 3HAHUM, YIJIYOJIEHUS M 3aKpelJIeHUs] paHee
NpHOOPEeTEeHHBIX 3HAHU I

No 3azamue Kopa pe3yabrara
o0y4eHnmst
1 OxapakTepHu3yiTe CTPYyKTypHBIE U COJEpXKaTelbHbIe OCOOCHHOCTH KOMMYHHUKAIUU B VK-4-31
' JICTIOBOM MHOCTPAHHOM SI3bIKE M IPUHIUIIEI ee opranu3anuu Ex.19,pp..105-106 [1]
2 [TpoBenuTe cpaBHUTENBHBII aHATM3 PA3TOBOPHBIX (POPMYIT STUKETA AEIOBOTO OOIIECHHS VK-4-31
' POJHOTO M U3y4aeMOro HHOCTpaHHOro si3bika Ex.24, p.62 [1]
3 [MpoananusupyiiTe akTyajlbHbIE MOJEIHN PEYEBOTO TOBEICHNS M PEUEBOH AEATEIHLHOCTH VK-4-31
) B IIpoliecce aenoBor kommyHnukarmu Ex.5, p.33 [1]
4 [MoBTOpHUTE OCHOBHBIE rpaMMaTHYeCKUe KOHCTPYKLUH, obecrieunBaroue VK-4-31
' KOMMYHHKAIHIO JienoBoro xapakrepa Ex.18, p.38 [1]
W3yuynte HUCTOPUIO M KYJIbTYpPY CTPaH M3Y4aeMOTO 5I3bIKa, a TAK)KE MpPaBUIIa PEYEBOTO
5. JTUKETa, NPOAHATU3ZUPYUTE CXOACTBA U PANIMYUS MHOSA3BIYHONM M POJHOM KYJbTYpBI YK-4-31
Ex.24,p. 41 [1]
6. W3yunre 6a3oByIO JEKCUKY JEJIOBOr0 HHOCTPAHHOTO si3biKa pp.318-352 [1] YK-4-31

6.3. 3ananus, HanpaBJieHHbIE HA (OpMUPOBaHHE NPOPECCHOHATBHBIX YMEHUI.

1 | Ilpocnymaiite/mpounTaiiTe TUAIOTH IO H3ydaeMbIM TeMaM Ex.9,p.157 [1] YK-4-VY1

2 | CocraBbTe M BOCIIPOU3BEINTE AUAIOTH 110 M3y4aeMbiM Temam Ex.31, p.43 [1] YK-4-VY2
[Ipoananu3upyiite pasHble MOAETH PEUYEBON NEATEIHPHOCTH M PEUEBOTO ITOBEACHUS B

3 | mporecce [enoBOi KOMMYHHKAIIMH, COCTaBbTE AUAIOTH C YYETOM JTHX Pa3IUuuid YK-4-VY3

Ex.28, p.43 [1]

4 CocTaBbTe U O(i)OpMI/ITe JCIJIOBBIC MHCbMA, JOKYMEHTHBI Ha HWHOCTPAHHOM SA3BIKE IIO

U3y4aeMbIM TeMaM, 3anoiaHure ankery Ex.35, p.48 [1] YR-4-v4

[ToaroroBbTe BONPOCH M BBIP@XKEHHS JJIS TOTO, YTOOBI MHHUIMHPOBATH, IOAAEPKATh
5 | oOmienue, 3anpocuTh MHGOPMAIMIO, OTBETHTh Ha 3alpallvBacMyr0 MH(OPMALHMIO H YK-4-V5
3akoH4nTh Geceny Ex.20, p.39 [1]

6 [Ipocnywaiire/npounraiite ayTeHTHYHBIE TEKCTHI M NepelaiiTe HMX OCHOBHOE

conepxkanue Ex.27e), p.113 VK-4-Y6

12




6.4. 3aanusi, HanpaBJeHHbIE HA (popMUPoBaHHe NPO(ECCHOHATIBLHBIX HABBIKOB.

BrimonuuTe 3amaHMs, HampaBieHHblE Ha (DOPMHPOBAHHME U COBEPIICHCTBOBAaHHE
HaBBIKOB pedeBoil nestenpHocTH EX.13, p.55 [1]

YK-4-B1

[lponymaiite 1uIaH, ONIpeIeIHTe COACp)KAHUE, IONOEPUTE COOTBETCTBYIOLINE
BBIP)XCHHUS U NPOBEICHUS IENOBBIX BCTPEY, COBELIAHMH, IETOBBIX IIEPErOBOPOB.
TeMy oTpeenuTe caMoCToATENbHO. IToIroToBRTECH K posieBoi urpe Ex.28, p.43 [1]

VK-4-Bl

[Iponymaiite minaH, ompemesuTe coiepxaHue M (GopMy MyOIMYHOTO BBICTYIUICHHS.
Temy ompenenure camoctosiTensHo. [loaroroBeTeck K BhICTyIUIeHHIO Ex.18¢), p.124

[1]

VK-4-Bl

Harmmmte menmoBoe muckMo. Temy ompenenure camoctositensio Ex.36¢), p.49 [1]

YK-4-Bl

BemonHuTe TECTOBBIE 3aJaHMs, HalpaBiICHHBIE Ha COBCPIICHCTBOBAHWE 3HAHMI H
YMEHHH J1eJI0BOro nHOCTpaHHoro si3pika Ex. 11, p.158 [1]

VYK-4-Bl

[IpouwnTaiiTe TEKCTHI IO U3ydaeMbIM T€MaM H IIOATOTOBBTECH K MX 00cykaenHnto Ex.18,

p.163 [1]

YK-4-B1

7. ®OHJ OLIEHOYHBIX CPEJICTB ISl IPOBEJEHUS TEKYIIETO
KOHTPOJIS U MIPOMEKYTOYHOW ATTECTALIMM OBYUYAIOLUXCS 1O

JUCHMUILIMHE (MOIY.JIIO).

7.1. CpeacTrBa OleHUBAHUS TEKYLIEr0 KOHTPOJIA:

- YCTHBIE Y IMCbMEHHBIE KPATKHUE OIIPOCHI B XOJE€ ayJUTOPHBIX 3aHATHH;
- 3aJJaHMsI U YIPAXKHEHUs, PEKOMEHIOBAHHBIE JJIsl CAMOCTOSITEIbHON pabOThI;

- IPAKTUYCCKUC 3alaHus, ITPE3CHTAIUU U T.1.,

- 3a1IaHUA U YIPAXKHCHHUS HA IICPCBO;

- COCTABJICHUC U MMPAKTUICCKOC HUCIIOJIB30BAHUEC I'IOCCAPUS 110 TEMAM,
- TCCTUPOBAHHC,

- HalTMCaHUEC JCJIOBBIX IMMTMCEM, PE3IOME, 3alIOJTHCHHUEC AHKCET,

- pe(bepI/IpOBaHI/IC AYTCHTUYHBIX TCKCTOB, COCTABJICHHUC TC3MCOB BBICTYIIJICHHUA, JOKJIaJa.

7.2. ®OC pJs TeKylero KOHTpoJis.

z

IMoka3zatenu pe3yabTara

obyJenus ®OC TeKymero KOHTPOJIs

YK-4-31 Yerubiit onpoc (Tembr 1-8)

YK-4-32 Tecrt (Temsr 1-8)

YK-4-33 Cocrasnenne auanora (Temsr 1-8)

VYK-4-34 becena (Temsr 1-8)

YK-4-35 Cocrasienne guanora (Temsr 1-8)

YK-4-36 Ponesas urpa (Temsr 1-8)

YK-4-V1 Tecr, 6ecena (Temsr 1-8)

D[N0 DWW IN| -

YK-4-Y2 Hanmcanue mucema (Temsr 1-8)

YK-4-Y3 Ompoc (Temsl 1-8)

YK-4-V4 Joxnan, npesentarms (Temsr 1-8)

YK-4-¥5 becena (Temsr 1-8)

YK-4-Y6 Cocrasnenue raoccapus (Temsl 1-8)

YK-4-B1 Aynupoanue/yrenue Tekcta (Temsl 1-8)

YK-4-B2 Joxnan, npesentanms (Temsr 1-8)

YK-4-B3 Cocrasnenune auasnora (Temsl 1-8)

YK-4-B4 becena, nuckyccust (Temsr 1-8)

YK-4-B5 Hanucanue nucem pasnoro Buga (Temsl 1-8)

YK-4-B6 Tesuce! goknana (Temsl 1-8)

7.3 ®OC /11 NpOMeKYTOYHOM aTTecTAlNU

7.3.1.3a0anus ona oyenku 3nanuil.

Iloka3zarenu pe3yibTara

DOC n1s OLICHKH 3HAHUM
o0yueHus JutA ot
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1 VK-4-31 Read and transla?e 'ghe text from English into Russian
Speak on the topic in accordance with the card

2 VK-4-30 Read and transla@e 'ghe text from English into Russian
Speak on the topic in accordance with the card

3 VK-4-33 Read and transla@e 'ghe text from En_glish into Russian
Speak on the topic in accordance with the card

4 VK-4-34 Read and transIaFe 'Fhe text from English into Russian
Speak on the topic in accordance with the card

5 VK-4-35 Read and translat_e 'ghe text from English into Russian
Speak on the topic in accordance with the card

6 VK-4-36 Read and transla@e 'ghe text from English into Russian
Speak on the topic in accordance with the card

7.3.2. 3a0anusa 01a oyeHKu yMeHuil.
B kadectBe (OHIOB OIICHOYHBIX CPEICTB /IS OIEHKH YMEHHH OOy4aromierocs
UCTIONB3YIOTCS 3aaHus 1-6, pEeKOMEHIOBAHHBIC JIJISl BBIMOJIHEHUS B 4Yachl CaMOCTOSTEILHOMN
paboThI (pazgen 6.3.)

Ne [TokazaTenu pe3ynabrara ®OC 115 onenKH ymenuii
o0yueHus

1 VK-4-31 Read and transla;e 'ghe text from En_glish into Russian
Speak on the topic in accordance with the card

2 VK-4-32 Read and transla;e 'ghe text from En_glish into Russian
Speak on the topic in accordance with the card

3 VK-4-33 Read and transla;e 'ghe text from En_glish into Russian
Speak on the topic in accordance with the card

4 VK-4-34 Read and transla;e 'ghe text from English into Russian
Speak on the topic in accordance with the card

5 VK-4-35 Read and transla;e 'ghe text from English into Russian
Speak on the topic in accordance with the card

6 VK-4-36 Read and transla?e 'ghe text from English into Russian
Speak on the topic in accordance with the card

7.3.3. 3a0anusa 0na oueHKu HAGLIKOG, 6/1A0CHUIL, ONbIMA OCAMENbHOCIU
B kauecTBe (OHIOB OIEHOYHBIX CPEACTB JUIsI OIICHKHM HAaBBIKOB, BJIAJIEHWH, OMBITA
NeATETLHOCTH, OOy4Jaromerocsi MCHOJb3yIOTCs 3amaHus 1-6, peKOMEHJIOBaHHbBIE IS
BBITIOJTHEHHUSI B 4Yachl CaMOCTOSATENbHOW paboThl (pasgen 6.4.), a Takxke 3agaHusi, IS
PAKTUYECKON pabOTHI.

No Toxasarenn pesyiprata DOC 114 OIICHKH BIIaJIEHUIN
o0ydeHus

1 VK-43] Read and translate 'ghe text from English into Russian
Speak on the topic in accordance with the card

5 VK-4-32 Read and transla?e 'ghe text from English into Russian
Speak on the topic in accordance with the card

3 VK-4-33 Read and transla?e 'Fhe text from En_glish into Russian
Speak on the topic in accordance with the card

4 VK-4-34 Read and transla;e 'ghe text from English into Russian
Speak on the topic in accordance with the card

5 VK-4-35 Read and transla?e 'Fhe text from En_glish into Russian
Speak on the topic in accordance with the card

6 VK-4-36 Read and transIaFe 'ghe text from English into Russian
Speak on the topic in accordance with the card

TeKCTbI AJIA YTCHUHA .
Text 1.
CULTURALLY SPEAKING

In the United States, as elsewhere, there is a ritual way to meet and greet people. Certain rules
or formulas should be followed. The degree of formality in business varies according to the company
culture. Some companies are more conservative and formal in how they address each other, how they
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share information, how decisions are made, how power is delegated, how people dress, and so on. Other
companies, especially the younger, smaller high technology companies are very progressive and informal.

If you are a foreigner doing business in America for the first time, you do not have to be more
informal than you feel comfortable with. If you want to call someone by his or her last name, you may do
s0. But do not be surprised (or insulted!) if your American hosts call you by your first name. At some
point, you will probably decide to do what they are doing. The main thing is that you can go at your own
speed. In a truly formal situation, you can be more formal by using titles (Mr., Mrs., Ms., Dr., Professor,
Mr., etc.) and by adding Sir or Ma’am (Yes, Sir/No, Sir, Yes, Ma’am/ No Ma’am\ Thank you, Sir/ Thank
you, Ma’am, etc.). Another thing to realize is that American business people today may know something
about your country. So they might try to address you in the style of
your culture. It could become very interesting, if not amusing.

Along with the handshake, nod of the head, hug, or handgesture, Americans engage in small
talk. This formulaic lightconversation or chitchat may not carry much meaning in itself,but, rather, is
designed to break the ice — to ease into a conversation with someone you have just met. Although the
order of questions may vary, the same questions are always asked, and the same remarks made: How are
you?is answered by Fine, thanks or Howareyou? This is not an inquiry intoyour physical health; it is a
standardgreeting. A Fine, thank you is what is expected, even if your bestfriend was just diagnosed with a
terminal illness.

You always engage in small talk when you first meet someone. If you do not take part in this
polite type of repartee, you will be considered rude and unfriendly; therefore, it is essential to learn the
formulas. The goal of small talk is to get to know someone, yet you should never ask personal questions
too soon; instead, you start with questions or comments that elicit an expected response. This tells you if
the person you are talking to is willing to communicate with you and, if so, on what level.

Text 2

In the business world, there is small talkuntil a relationship is established, after which one may
talk specifically about business oi personal concerns. After business hours, when socializing with
colleagues or associates, you will need to know the acceptable topics of conversation: weather, sports,
good news, travel, positivecomments about your host country, movies, entertainment, food, or the
challenges of learning a foreign language. If asked, you may discuss work, where you live, or where you
are staying. After work hours, when people want to relax, discussions about work or anything too serious
are usually not welcomed. Subjects to avoid are: money, personal health, bad news, religion, politics, and
details about your family or children (unless specifically asked).

Finally, be careful about jokes! Humour varies from culture to culture, and you may offend
without realizing it. There are few things more awkward than an unfunny joke, or one that is in bad taste.
People have very specific ideas about good and bad taste; you may be walking on dangerous ground when
you attempt a joke and you may never realize how your joke was received because people may laugh out
of politeness — or perhaps sympathy.

Small talk may last from a few minutes to over an hour, depending upon circumstances. At its
best, it results in a nice impression being made, a common interest being explored, or a rapport created
that could be the basis of a future meeting or more serious relationship. Smalltalk, although it may not
seem important, is actually quite important in society. It plays a role in people’s getting to know one
another, it establishes a polite and friendly tone, and it is a time for quiet observation. We form
impressions from how people look, dress, speak, and express attitudes by nonverbal means such as
gestures, eye movements, or posture. Skipping the formality of small talkwould be in bad taste in
business as elsewhere; minimizing its importance would bea mistake.

Text 3.
TELEPHONE CONVERSATIONS

Standard formulas in language invade many aspects of our life, including the telephone, which
seems to be the most challenging skills for a foreign speaker to master. A lot of people find it difficult to
make phone calls in a foreign language — and that isunderstandable. You can’t see the person you are
talking to, their voice might be unclear, and it might be difficult for you to find the right words.
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When you make a telephone call, you lift the receiver. Then you dial the number. If you don’t
know the number, you can look it up in the telephone directory. If you can’t find it there, you can call
directory inquiries. Making a call to a place far away is called a long-distance call. For most countries you
can phone direct; first dial the international code-number. If the person you want to call is already
speaking to someone, the number is engaged. When you call a person you want to speak to and somebody
else answers the phone, you can leave a message, or it may mean that you have dialed a wrong number.

One thing you can do to improve your telephone skills is to learn some of the multi-word verbs
that are commonly used in telephone conversations. Most of them are featured in this text. Hold on and
hang on mean “wait”. Be careful not to confuse hang on with hang up. Hang up means “put the phone
down”. Another phrasal verb with the same meaning is ring off. The opposite of hang up I ring off is ring
up — if you ring somebody up, you make a phone call. And if you pick up the phone, you answer a call
when the phone rings.

If you are talking to a receptionist, secretary or switchboard operator, they may ask you to hang
on while they put you through —connectyour call to another telephone. But if you can’t get through to the
person you want to talk to, you might be able to leave a message asking him/her to call you back — to
return a call.

Text 4.

NEGOTIATING STRATEGIES

Understanding the other party’s interests and tactics is integral to good negotiating. Choosing a
strategy that best responds to their interests and tactics will help you achieve the best outcome. Some of
the different strategies for negotiation include:
a) problem solving — committing to examining and discussing issues closely when entering into

long-term agreements that warrant careful scrutiny;

b) contending — persuading your negotiating party to concede to your outcome if you are
bargaining in negotiations or over major “wins”’;

c) yielding — conceding a point that is not vital to you but is important to the other party, but
valuable in on-going negotiations;

d) compromising — forgoing their both parties’ ideal outcomes, settling for an outcome that is
moderately satisfactory to each participant;

e) inaction — buying time to think about the proposal, gather more information or decide your next
tactics.

Your chosen strategy will depend on who you are negotiating with and the type of relationship
you have with them. Every time you negotiate, you have to make choices that affect whether you achieve
a successful outcome for your business. To get the best outcomes, you need to understand the steps
involved in the negotiation process. While many negotiations are straightforward, some will be among the
hardest challenges you face. Yoursuccess will depend on planning and preparation. Always approach
negotiations with a clear set of strategies and tactics that can guide you from planning to closing.

Text 5.
STRUCTURE OF THE BUSINESS LETTER

A Dbusiness letter is the principal means used by a business firm to keep in touch with its
customers. According to the purpose ofthe letter there may be different kinds, e.g. a letter of request, a
memo (a memorandum), a letter of advice, an invitation letter,a congratulation letter, a letter of thanks
(gratitude), a letter of apology, a letter of confirmation, an enquiry letter, a letter of acknowledgement, a
letter of guarantee, a letter of complaint, a letter of claim, an order letter, etc. Customers form their
impression of the firm from the toneand quality of the letters it sends out.

Good-quality paper and an attractive letterhead play their part in this, but they are less important
than the message they carry. Business does not call for the elegant language of the poet, but it does
require us to express ourselves accurately in plain language that is clear and readily understood.
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The business letter has long been customary to set it out in the indented style, but now the
blocked style has come to be much more widely used than before because it saves typing time.

When addressing a correspondent personally by name, take care to spell his name correctly.
Also address him exactly as he signs himself. The courtesy titles used in correspondence are Mr, Mrs,
Miss, Ms and Messrs (abbreviation of Messieurs). When your correspondent holds a special title, such as
Doctor, Professor, Colonel and Sir, he is addressed by his title and Mr must not be used. We write, Dr J.
Brown, Prof. L. Carter, Col. W. Johnson, Sir Arnold Plant. Where it is not known whether a woman
addressed is married or single Ms has recently crept into use as an alternative for both Mrs and Miss.
Messrs is used only for partnerships whose firm name includes a personal element, as in Messrs
Macdonald & Evans.

Text 6.

The salutation is the greeting with which every letter begins. The customary greeting in a
business letter is Dear Sir, but others are used as follows: Dear Madam (for both single and married
women); Dear Sirs (when a partnership is addressed). When your correspondent is unknown to you and
may be either a man or a woman, always use the form Dear Sir.

These are the formal openings normally used, but the modern trend is towards informality,
especially if your correspondent is known to you personally, or if you have traded with him for some
time. The warmer and more friendly greeting, Dear Mr...is then preferred. The greetings Sir, Madam and
Gentlemen are very formal and are now rarely used in English business letters, though Gentlemenis
usually the form preferred by American writers.

The message forms the body of the letter and is the part that really matters. Some letters are
very short and may consist of only one paragraph. Many others fall naturally into the framework of a
three-paragraph plan:

0] the first paragraph takes the form of an introduction, or of an acknowledgment if there has been
previous correspondence;

(i) the second gives information and states the facts;
(iii)  the third refers to future action.

The complimentary closure, like the salutation, is purely a matter of custom and a polite way of
bringing a letter to a close. The expression used must suit the occasion. It must also match the salutation,
the form of which is governed by the relationship between the parties.

Text 7.

EMAIL COMMUNICATION

In computer terms, email is short for electronic mail. It is a more up-to-date method of
transmitting data, text files, and digital photos from one computer to another over the Internet. This
phenomenon did not become popular until 1990 and now emails have become one of the most widely
used forms of business and personal communication. An email is a more relaxed way of sending
messages; it is particularly practical if you do not want to call long distance because of a language barrier
or the expense. When language is an obstacle, sending an email is a blessing; after all, it is easier to see
the message than have to speak on the telephone. Emails are quick, so they are good for chatting, inviting
people out, keeping in touch and doing business. The world hasbecome much smaller now that we have
the ability to send and receive emailmessages over great distances at an
incredible speed.

Emailusers create and send messagesfrom individual computers usingcommercial programs or
mail-user agents(MUAS). A lot of email programs have aprogram that enables you to compose orwrite
your own message to send. To send a message, a user has
to specify the addresses.

The source of the destination is included in the address. There are many different ways to write
the email address depending on the email destination. For instance, an interoffice message distributed
over an intranet, or an internal computer, may have a simple scheme such as the person’s name as the
address, followed by the symbol @ (at), the domain, the name of the organization, and finally the
country. Emails also contain headers and footers above and below the message. They usually state the
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sender’s name, email address, and the date that it was sent. A user then can store, delete, reply, or forward
the message to others.

Most email programs allow you to attach files and photos to emails to send to others. This
allows users to append large text— or graphics-based files, including audio and video files and digital
photographs, to email messages.

Text 8.

FAX COMMUNICATION

Even in today’s modem age of the Internet, it is still necessary to send and receive faxes. A fax
message is the message that is sent or received over a fax machine (phone lines are used) or online fax
service (high-speed Internet connection is used). The word fax comes from the word facsimile standing
for perfect copy.

The original document is scanned with a fax machine, which processes the contents (text or
images) as a single fixed graphic image, converting it into a bit map, the information is then transmitted
as electrical signals through the telephone system. The receiving fax machine reconverts the coded image,
printing a paper copy. A formal fax cover sheet should precede any documents you fax to clarify the
purpose of the fax. A fax cover sheet should indicatewho the faxed documents are for, who is faxing the
documents and why they are being sent. Fax cover sheets should be treated like business documents and
written accordingly. A cover sheet should be organized and include instructions for the recipient.

Although businesses usually maintain some kind of fax capability, the technology has faced
increasing competition from Internet-based alternatives. A fax message is often sent when particular
official correspondence needs to be sent or received urgently and it is not possible to send the documents
via email. Fax machines still retain some advantages, particularly in the transmission of sensitive material
which, if sent over the Internet unencrypted, may be vulnerable to interception, without the need for
telephone tapping. In some countries, because electronic signatures on contracts are not recognized by
law while faxed contracts with copies signatures are, fax machines enjoy continuing support in business.

Text 9.

MAKING A PRESENTATION

A presentation is the practice of showing and explaining the content of a topic to an audience or
learner. Presentations come in nearly as many forms as there are life situations. In the business world,
there are sales presentations, informational and motivational presentations, interviews, status reports,
image-building, and of course, training sessions.

Although individuals most often think of presentations in a business meeting context, there are
countless occasions when that is not the case. For example, a school district superintendent presents a
programme to parents about the introduction of foreign-language instruction in elementary schools; an
artist demonstrates decorative painting techniques to a group of interior designers; a police officer
addresses a neighborhood association about initiating a safety programme. Students are often asked to
make oral presentations. These can be delivered to other students in a seminar or tutorial. You might have
been asked to research a subject and use a presentation as a means of introducing it toother students for
discussion, or youmight be asked to outline a project inwhich you have been involved.

Whenlooking at presentations in the broadestterms, it is more important to focus ontheir
purpose. There are three basicpurposes of giving oral presentation: toinform, to persuade, and to
buildgoodwill.

A good presentation starts out with introductions and may include an icebreaker such as a story,
an interesting statement or a fact, or an activity to get the group warmed up. The introduction also needs
an objective, that is, the purpose or goal of the presentation. This not only tells you what you will talk
about, but it also informs the audience of the purpose of the presentation.

Next, the body of the presentation comes. Do not write it out word for word. All you want is an
outline. By jotting down the main points on a set of index cards, you not only have your outline, but also
a memory jogger for the actual presentation.

Text 10.

STRUCTURING THE PRESENTATION

There are several options for structuring the presentation.
1) Timeline: arrangement in a sequential order.
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2) Climax: the main points are delivered in order of increasing importance.
3) Problem/Solution: a problem is presented, a solution is suggested, and benefits are then given.
4) Classification: the important items are the major points.

5) Simple to complex: ideas are listed from the simplest to the most complex; it can also be done in a
reverse order.

Audiences believe that presenters who use visual aids are more professional and credible than
presenters who merely speak. Visual aids help presenters to emphasize the key points your audience will
understand and remember. The following visual aids should be selected with respect to the needs of your
audience and specific portions of your presentation: tables, bar/line graphs, diagrams,
pie/flow/organizational charts. The presentation vehicles are based upon the audience’s seating
arrangement: overhead projectors, easels, handouts, slides, models, and computer screens. A
presentationprogram Microsoft PowerPoint is often used to generate the presentation content.

After the body, comes the closing. This is where you ask for questions, provide a wrap-up
(summary), and thank the participants for attending.

And finally, the important part is practice. The main purpose of creating an outline is to develop
a coherent plan of what you want to talk about. You should know your presentation so well that during
the actual presentation you should only have to briefly glance at your notes to ensure you are staying on
track. This will also help you with your nerves by giving you the confidence that you can do it. Your
practice session should include a live session by practicing in front of co-workers, family, or friends.
They can be valuable at providing feedback and it gives you a chance to practice controlling your nerves.
Another great feedback technique is to make a video or audio tape of your presentation and review it
critically with a colleague.

Text 11.

HOW TO APPLY FOR A JOB

When you apply for a job, you will generally be asked to send your CV/resume, together with a
letter or email of application. Later, you will probably need to go on interviews to meet with employers
face to face. Employers often receive hundreds of applications for a job, so it is very important to make
sure that your CV and job application letter create the right impression and present your personal
information in a focused, well-structured, and attractive way.

Before beginning to draft your CV, read the advert carefully so that you are clear about the
specific requirements of the job you are applying for. It is important to tailor both your application letter
and the CV to the job in question, focusing on qualifications and experience that are particularly relevant.

A CV should be clear and well structured, with a limited number of main sections, so that an
employer can pinpoint the information they are looking for quickly and easily.

It is also vital to make sure that the letter or email you send with your CV creates the right
impression. It is your opportunity to say why you want the job and to present yourself as a candidate
forthe post in a way that impresses aprospective employer and makesyou standout as a
prospectiveemployee.

Keep your application letteror email brief. You do not needto give a lot of details. What youare
aiming for is a clear andconcise explanation of your suitability for the job. The usual order of a job
application letter or email is as follows.

Give the title of the job as a heading, or refer to it in the first sentence of your letter, using the
reference code if there is one. This will ensure that your application goes directly to the right person in the
organization. You should also mention where you saw the job advert or where you heard about the
vacancy. If you heard about it through someone already working for the company, mention their name
and position.

If you are working, briefly outline your current job. Pick up on the job requirements outlined in
the advert and focus on any of your current skills or responsibilities that correspond to those requested.
For example, if the advert states that management skills are essential, then state briefly what management
experience you have. If you are still studying, focus on the relevant aspects or modules of your course.

Be clear and positive about why you want the job. You might feel that you are ready for greater
challenges, more responsibility, or a change of direction, for example. Outline the qualities and skills that
you believe you can bring to the job or organization.
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In the final paragraph you could say when you are available to start work, or suggest that the
company should keep your CV on file if they decide you are not suitable for the current job.

Text 12.

THE INTERVIEW

The interview is probably the hardest part of getting a job, especially if English is not your first
language. If you are invited to attend an interview, confirm the appointment by letter, telephone or email.

Think about your appearance — first impressions are important.

Take a copy of your CV or application form to the interview. Sometimes the person who is
interviewing you has notseen it.

Prepare a list of questions which you may want to ask the interviewer. Possible subjects include
the industry, the company, the job, pay, working hours and holidays. Use the Internet to research about
the industry and the company.

Prepare answers for questions which you think the interviewer may ask you. In particular, think
of examples of your achievements in previous jobs or while at school, and how you have managed any
difficult situations.

Think about your personal strengths and weaknesses, or how you would describe your own
personality.

Think about what the interviewer is looking for. Remember these points when you answer
questions during the interview.

Ask yourself why the company should choose to employ you, instead of the other people who
are applying.

The first interview may be followed up with second rounds onsite or over the phone. From there
it is a short wait until the company calls back with their offer, or mails a rejection — hopefully the
former.

Text 13.

BUSINESS MEETINGS

Meetings are an important part of doing business. A successful meeting has no surprises. With
proper preparation and careful organization, a meeting can run smoothly. Setting goals and time limits,
keeping to the agenda, and knowing how to refocus are the key components of an effective meeting.

There are a number of ways that you may call or be called to a meeting. Some meetings are
announced by email, and others are posted on bulletin boards. The date, location, time, length, and
purpose of the meeting should be included. In order to keep the meeting on task and within the set amount
of time, it is important to have an agenda. The agenda should indicate the order of items and an estimated
amount of time for each item. If more than one person is going to speak during the meeting, the agenda
should indicate whose turn it is to have the floor. The person in charge of calling and holding a meeting
may decide to allocate certain roles to other staff members. Someone may be called upon to take the
minutes, someone may be asked to do roll call, and someone may be asked to speak on a certain subject.
This should be done either in person, or in an email.

Whether you are holding the meeting or attending the meeting, it is polite to make small talk
while you wait for the meeting to start. You should discuss things unrelated to the meeting, such as
weather, family, or weekend plans. Once everyone has arrived, the chairperson, or whoever is in charge
of the meeting should formally welcome everyone to the meeting and thank the attendees for coming.

If anyone at the meeting is new to the group, or if there is a guest speaker, this is the time when
introductions should be made. The person in charge of the meeting can introduce the new person, or ask
the person to introduce him-/herself. Some people who hold meetings prefer to pass around copies of the
agenda, and others will post a large copy on a wall, or use an overhead projector. No matter which format
is used, attendees should be able to follow the agenda as the meeting progresses. Before beginning the
first main item on the agenda, the speaker should provide a brief verbal outline of the objectives.

Text 14.

RUNNING A BUSINESS MEETING

Some people who hold meetings prefer to pass around copies of the agenda, and others will post
a large copy on a wall, or use an overhead projector. No matter which format is used, attendees should be
able to follow the agenda as the meeting progresses. Before beginning the first main item on the agenda,
the speaker should provide a brief verbal outline of the objectives.
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1)
2)
3)
4)

Anyone may be assigned to take the minutes at a meeting. The minute-taker can use a pen and
paper or a laptop computer and does not need to include every word that is spoken. It is necessary to
include important points and any votes and results. Indicating who said what is also necessary, which is
why the minute-taker should make sure to know the names of the attendees. The minute-taker should type
out the minutes immediately after the meeting so that nothing is forgotten.

One of the most difficult things about holding an effective meeting is staying within the time
limits. A good agenda will outline how long each item should take. A good chairperson will do his or her
best to stay within the limits.

When issues cannot be resolved or decisions cannot be easily made, they are often put to a vote.
Most votes occur during meetings. Votes can be open, where people raise their hands in favour or in
opposition of the issue. In an open vote, the results are evident immediately. Other votes, such as who
should be elected to take on a certain role, are private or closed. During private votes, attendees fill in
ballots and place them in a box to be counted. The results may not be counted until after the meeting.
When a motion is voted and agreed upon, it is carried. When it is voted and disagreed upon, it is failed.
Most often votes are put to a majority. If there is a tie vote, the chairperson will often cast the deciding
vote.

During the meeting, participants will comment, provide feedback, or ask questions.

There are different reasons why a meeting comes to an end. Time may run out, or all of the
items on the agenda may be checked off. Some meetings will end earlier than expected and others will
run late. A meeting may be cut short due to an unexpected problem or circumstance.

The end of the meeting is also the time to thank anyone who has not been thanked at the
beginning of the meeting, or anyone who deserves a second thankyou. Congratulations or good-luck can
also be offered here to someone who has experienced something new, such as receiving a promotion,
getting married, or having a baby.

Text 15.

NEGOTIATING

Negotiation is a process where two or more parties with different needs and goals discuss an
issue to find a mutuallyacceptable solution. In business, negotiation skills are importantin both informal
day-to-day interactions and formal transactionssuch as negotiating conditions of sale, lease, service
delivery,and other legal contracts. Good negotiations contribute significantlyto business success, as they
help you build better relationships;deliver lasting, quality solutions rather than poor short-term onesthat
do not satisfy the needs of either party; help you avoid futureproblems and conflicts. A good negotiation
leaves each party satisfiedand ready to do business with each other again. Strong negotiatorsmaster
written, verbal and non-verbal communication. They adopta conscious, assertive approach to their
communication. Goodnegotiators are flexible, creative, aware of themselves and others.They are also
good planners, honest, win-oriented and excellent
communicators.

During a negotiation, you may choose to use a passive,aggressive or assertive communication
style. Using an assertivestyle will help increase your chances of negotiating successfuloutcomes for your
business.

Passive communicators are inclinedto use ambiguous language, adopt under-confident body
language,and give in to demand too easily.

Aggressive communicatorstake a confrontational approachthat tends to alienate other partiesand
destroy negotiations.

Assertivecommunicators, however, are bothconfident and considerate. Thesecommunicators are
more likely tokeep discussion going and facilitatemutually beneficial agreements.They adopt a strong,
steady toneof voice. They are factual rather than emotional or critical. Theydescribe their views, starting
sentences with | rather than directcriticisms starting with you.

Temul 0na 3auema:
Business Communication: Means, Ways and Styles
Rules of Communication in Different Cultures
Meeting People: Getting Acquainted and Making Contacts
Telephoning Rules and Clichés
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5)
6)
7)
8)
9)

Types of Business Letters

Emails and Network Communication
Presentations: Preparation and Delivery
Business Meetings

Making an Appointment

10) Negotiating

11) Applying for a Job

12) CV and Cover Letter Writing

13) Requirements to a Specialist

14) A Job Interview: Questions and Answers
15) Dos and Don’ts for Job Seekers

8. IEPEYEHb OCHOBHPI71 W JOMOJHUTEJBbHOM YYEBHOM JINTEPATYPHI,
HEOBXOIANMOMU JJIs1 OCBOEHUA JUCHUIIJIMHBI (MOY JIS1).

8.1. OcHoBHas JuTEpaTypa
1.CutnukoBa, . O. JlemoBoii nemerkuit s3eik (B2—C1). Der Mensch und seine Berufswelt :

yueOHUK W mpaktukym ans By3oB/ U. O. CutHukoBa, M. H. I'y3. — 3-¢ u3n., mepepab. u gom. —
Mocksa : U3garensctBo FOpaiit, 2023. — 210 c. — (Bricmiee oopazoBanue). — ISBN 978-5-534-14033-
0. — Tekcr : osnmektponneiii // OOpazoBarenpHas mmnatgopma FOpait [caiit]. — URL:

https://urait.ru/bcode/512075

2.Jlaneruna, H. JI. HdenmoBoii Hemernkuii s3pIk : ydeOHOe mocobme / H. JI. Jlanermna, FO. B.
CypmsaroBa. — Tiomens : TroMeHCKni MHIyCTpHaNbHBIA yHUBepcuteT, 2019. — 81 ¢. — ISBN 978-5-
9961-1899-1. — TekcT : AMeKTPOHHEBIH // DnekTpoHHO-OubmnoTeunas cuctema IPR BOOKS : [caiit]. —
URL: https://www.iprbookshop.ru/101441.html

3.Kocrepuna, 0. E. [lenoBoii anrnuiickuii si3pik = Business English : yuebnoe nocobue / 1O. E.
Koctepuna, M. B. Jlacuna, C. 0. Bssuruna. — Omck : OMCKHIE TOCYZapCTBEHHBIN TEXHHUYECKUIH
yauBepcuter, 2020. — 96 c. — ISBN 978-5-8149-2981-5. — Tekct : snekrponnsiit // Ludposoii
obpasoBatesbHbiii pecypc IPR SMART : [caiit]. — URL: https://www.iprbookshop.ru/115417.html

4.CrageeBa, H. A. [lenoBoil anrnuiickuii s13e1k : yuyeOHoe mocobue / H. A. Cradeesa, B. B.
KOnamkuna. — Tromens : TroMeHcKui WHIycTpUanbHbId yHUBEpcHuTeT, 2019. — 76 ¢. — ISBN 978-5-
9961-1915-8. — TekcT : neKTPOHHBIN // DnekTpoHHO-0nbmoTeunas cucrema IPR BOOKS : [caiit]. —
URL.: https://www.iprbookshop.ru/101410.html

8.2. JlonosnuTebHAS JIUTEPATypa

1.Crynnukosa, JI. B. Anrnuiickuii s3bIK Juis ropuctoB. Kuura mmst npenogasareneii. Learning
Legal English. Teachers book : yue6HOe mocobue aist cpeaHero mpodecCHoHaTLHOTO 00pasoBaHwus /
JI. B. CrynaukoBa. — Mocksa : WznarensctBo IOpaiir, 2023. — 482 c. — (IIpodeccuonansHoe
obpazosanme). — ISBN 978-5-534-12692-1. — Tekct : anexTponHsiii // OOpa3oBarensHas miardopma
FOpaiir [caitr]. — URL: https://urait.ru/bcode/517529

2.CrynnukoBa, JI. B. Anrnmiickuii s3pik juist opuctoB (Learning Legal English) : yueOnuk u
npakTukyMm Ais By30B / JI. B. CtynaukoBa. — 3-e u3n., ucnp. u gon. — Mocksa : U3narensctBo HOpaiir,
2023. — 403 c. — (Bwicuree ob6pazoBanue). — ISBN 978-5-534-10358-8. — Tekcr : 31eKTpoHHBIH //
O6pasoBarensHas miatdopma FOpaiit [caiit]. — URL: https://urait.ru/bcode/510945

3. JleBuran, K. M. Hemeuxuil f3bIK Ui IOPUCTOB : YYEOHHMK M NPAKTHKYM MJISI CPEAHETO

npodeccuonanbHoro obpaszosanusi/ K. M. JleBuran. — 2-e wu3n., mnepepad. u jgomn. — Mocksa :
WznarenscrBo IOpaiit, 2023. — 299 ¢. — (IlpodeccuonansHoe obpazoBanue). — ISBN 978-5-534-
02785-3. — Tekcr : osnextponHbld // OOpaszoBatenvHas miaatdpopma IOpaiit [caiit]. — URL:

https://urait.ru/bcode/512192

9. HEPEYEHb KOMIUVIEKTOB JIMHEH3MOHHOT'O U CBOBOIHO
PACITPOCTPAHAEMOI'O TIPOI'PAMMHOI'O OBECIIEYEHMUA],
HCHOJB3YEMOI'O ITPH U3YUEHUH YUEBHOM JUCIUILIVHBL.
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Onepanuonnas cuctema Microsoft Windows 7 Pro, odwucHbII maker mnporpamm
Microsoft Office Professional Plus 2010, odwucusii maker mnporpamm Microsoft Office
Professional Plus 2007, antuBupycnas nporpamma Dr. Web Desktop Security Suite, apxuBatop
7-zip, ayauonpourpeiBarenab AIMP, npocmotp n3obpaxenuii FastStone Image Viewer, [1O mis
yrenus ¢aitnoB popmara PDF Adobe Acrobat Reader, IIO ans ckanupoBaHUs TOKYMEHTOB
NAPS2, TIO gns 3anmcu Buaeo W mpoBeneHus suaeorpaHcsiiuii OBS Studio, 1O nmns
YAQJIEHHOTO aJMHHUCTPHpPOBaHMUS Aspia, 3JeKTpoHHO-OMOanoreunas cuctema I[PRBooks,
3JIEKTpOHHO-0MOmoTeyHas cucrema IOpaiit, I10 mna mzydeHus: anriuiickoro s3bika: Tell me
more Ultimate. Aurmiickuii si36iK. [lomabiid kype; 1O ans uzydennst Hemenkoro sizbika: Talk to
me platinum. Hemenxuit si3pik. Ilonmuelid Kypc; mporpamma Juisi yOpaBlieHHs JHHTradOHHBIM
kabuneToMm MobiDic.

10. IEPEYEHb PECYPCOB
NHO®OPMAIIMOHHO-TEJIEKOMMYHUKAIIMOHHOU CETU «<MHTEPHET»,
HEOBXOJIUMBIX IS OCBOEHMSA JUCHUIIJIMHBI (MO Y JIS).

10.1. UnTepHET- pecypchl

https://www.businessenglishsite.com — caiiT 1o3BojsieT MPOWTH TECTOBBIC 3aJaHHUS U
NIPOAHAIM3UPOBATh OIIUOKH, CIICIIUATM3UPYETCS] HA TEMAaTUKE JIEJIOBOTO OOIICHUS

https://www.englishclub.com/business-english - JIOTTOJTHUTEIbHBIN HUCTOYHHK
uH(pOpMaIMK YIIyOJNCHUs 3HAHUHA M COBEPLICHCTBOBAHMS HABBIKOB PEUYCBOM JESITEILHOCTH B
chepe 1e10BON KOMMYHUKAITUU

https://www.englishtips.org — caidT colIepXHUT TOCTOSHHO MOMOJHSIOLICecs coOpaHue
HOMYJISIPHBIX M3JaHUH, YYeOHUKOB, aylHO- W BHUJICOKYPCOB JIIOOOrO0 YpPOBHS U cdepsl
JeSITeIbHOCTH, BKITFOYAs TIOJITOTOBKY K 9K3aMEHaM I10 pa3IMYHBIM IPOrpaMMaM U CUCTEMaM

https://global.oup.com/?cc=ru — caiit OxchopACKOro YHHBEPCHTETa, NPEAOCTABIIACT
pa3Ho0Opa3Hble yueOHbIE MAaTEPHAIBI Ui CAMOCTOATEIFHOTO H3YUEHHS aHTJIMHCKOTO si3bla

https://en.wikipedia.org/wiki/World_Book_Encyclopedia — omnnaitn-sHiiukioneams Ha
QHTITHHCKOM SI3BIKE

https:/www.multitran.ru DnexTpoHHbBIE CIIOBapH U CHCTEMBI IEPEBOIA

https:/www.merriam-webster.com DnekTpoHHbIE CI0BapH U CHCTEMBI IIEPEBOIa

http://www.online-translator.com DnexTpoHHbIE CIOBapH U CUCTEMBI IEPEBOIA

https://translate.google.ru DiekTpoHHBIE CIOBAPU M CUCTEMBI IIEPEBOIA

http://www.lingvo-online.ru DiekTpoHHBIE CIOBAPU M CHCTEMBI ITEPEBOIA

11. OCOBEHHOCTH OBYYEHUSA UHBAJIN10B
N JINL C O'PAHUYEHHBIMU BO3MOKHOCTSAMMU 310POBbSI.

W3ydyenne ydeOHOW TUCIUIUIMHBI «J[eTOBOM WHOCTPAHHBIM SI3BIK» OOYUYAIOUTUMUCS
WHBAJIMJIAMA W JIMI[AMU C OTPAHUYCHHBIMA BO3MOXXHOCTSIMH 3J0POBBS OCYIIECTBIAECTCS B
cootBercTBUM C IIpukazom MunuctepcrBa obpazoBanus U Hayku PD ot 9 Hosi0ps 2015 1. Ne
1309 «O6 yrBepxknenun Ilopsimka oOecrieueHus YCIOBHUH OCTYIMHOCTH [Jisi WHBAJIHJIOB
00BEKTOB U MPEJOCTaBISEMBIX YCIYT B cepe oOpa3oBaHUs, a TAKXKE OKA3aHHS UM MPU ITOM
HeoOXomumMor  momommu»  (C  U3MEHEHUSIMH H  JIOTIOJTHEHHSIMHU),  MeToandecKuMu
PEKOMEHIAIMsIMU 0 OpraHu3aluu 00pa3oBaTENBLHOTO Mpollecca AN 0Oy4YeHUs WHBAIUAOB U
JIUI] C OTPAHUYCHHBIMUA BO3MOYKHOCTSIMH 3I0POBBSI B 00pa30BaTEIBHBIX OPTaHU3AIUAX BBICIIETO
o0pa3oBaHHs, B TOM YHCJIE OCHAIIEHHOCTH O0Opa30BaTENLHOTO TMpOIecca, YTBEPIKICHHBIMH
MunucrepctBom obpazoBanusi U Hayku PO 08.04.2014r. Ne AK-44/058H, [lonoxenuem 00
opraHu3any oOyYeHHUs CTYACHTOB — WHBAJIUAOB W JIUIl C OTPAHUYCHHBIMU BO3MOKHOCTSIMHU
3I0pPOBBSI, YTBEPKJICHHBIM MPUKA30M pekTopa YHuBepcurera ot 6 Hos0ps 2015 roma Ne60/o,
[TonoxxenueM o LleHTpe MHKIIO3MBHOTO 00pa3oBaHus W mcuxonorundeckoil momomm AHO BO
«Poccuiickuil HOBBI YHUBEPCUTETY», YTBEPKACHHOIO MpUKa3zoM pektopa ot 20 mas 2016 roma
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Ne 187/o.

Jluna ¢ OrpaHMYECHHBIMH BO3MOXKHOCTSIMH 37I0pOBbSi M HMHBAIWABI 00ECIICUUBAIOTCS
9JICKTPOHHBIMHA O6paSOBaTeHBHBIMI/I peCypcCamMu, aallITUPOBAHHBIMHU K COCTOSSHUIO UX 310POBbA.

[IpenocraBiieHre CHEIHUATBHBIX TEXHUYECKUX CPEICTB OOYUYEHHS KOJUICKTHMBHOTO U
UH/MBUYAIbHOTO  IOJIb30BaHUs, MMOA00p © pa3paboTka y4eOHBIX MaTepHAIOB IS
00YyYarONIMXCs ¢ OrPAHUYCHHBIMUA BO3MOXKHOCTSIMU 3710POBbSI [TPOM3BOAUTCS MPENOAaBATEIIMU
C YYeTOM WHIUBUAYAIbHBIX TCUXO(PU3UOJOTHUECKUX OCOOCHHOCTEH OOydarommxcs U
crieupuKK MpuemMa-repenadn yaeOHoi nHpOopMaIMi Ha OCHOBAHUH MPOCHOBI, BHIPAKEHHOH B
nUChbMEHHOU (hopme.

C oOyyarouMMucs MO0 HWHAMBHIyaIbHOMY I[UIAHY WM HHIMBUIAYAIbHOMY Tpaduky
rpaduKy MPOBOIATCS MHANBUAYAJIbHBIC 3aHATUS U KOHCYIbTALIUH.

12. MIEPEYEHBb YUYEBHBIX AYJIATOPUI U OBOPYJIOBAHMSI,
WCIIOJIb3YEMBIX JUISI TIPOBEJAEHUS YUEBHBIX 3AHSTHM ITO
JUCHUIIVIMHE

VYyeOHass ayautopust JUisi TPOBEACHUS 3aHATUNA  JIGKIIMOHHOTO THUMA, 3aHATUHN
CEMHUHAPCKOTO THIIA, IS TPOBEACHUS TPYIIOBBIX W WHIUBUAYAIBHBIX KOHCYJIBTALUN, IS
TEKYIIEr0 KOHTPOJS YCIEBAEMOCTH M TMPOMEKYTOYHOW aTTECTallMH, JUIsl BBINOJHEHUS
KYPCOBOTO IPOCKTUPOBAHUS (KyPCOBBIX padoT).

Ayn.402 (muaTadOHHBIN KAOMHET)

Crenuanu3upoBaHHasi MeOEIb:

- CTOJIBI CTY/ICHYECKHUE;

- CTYJIbSl CTYJIEHYECKHUE;

- CTOJI JIsl IPEeToAaBaTes;

- CTYJI 115l IPEToAaBaTes;

- Tocka (MenoBasi),

- MapKepHas JIocka (epeHoCcHast).

TexHuuyeckue cpeacTBa OOydeHHUS:

- MPOEKTOP (MMOPTATUBHBIN);

- HOYTOYK JJIs Iperno/iaBaTesi ¢ BEIXOAOM B ceTh "MHTepHet"

u noctynoM B «/HQOpManMOHHO-aHAIUTUYECKYIO CHUCTeMY yrpaBieHus Byzom» (1C
YHuBepcurer);

- BeOKkamepa;

- 9KpaH (IepeHOCHOM );

- KOJIOHKH;

- MUKpPO(QOH.

Crenuanu3upoBaHHOE 000PYI0BaHUE:

obopynoBanue nuHradpoHHoro kabuHeta «Jlmamor M" (mOpTaTHBHBINA): MYJIBT
MIPENOIaBaTeNs C XKUAKOKPUCTALTHYECKUM JHUCIUICEM, Ha KOTOPBIM BBIBOAUTCS WH(MOpMAIUs O
TEKyIIeM peXuMe paboThl, OJIOKM TMOJKIIOUEHUS Tapbl YYEHHKOB (8 IIT. B CTaHAApTHOH
KOMIUIEKTalMi Ha 16 Mect oOydJaromuxcsi), COCAMHHUTENbHBIE Kabenmn TenedoHHO-
MUKPO(OHHBIE TAPHUTYPHI (HAYITHHUKU ¢ MUKPOPOHOM - 17 IIT. B CTAaHAAPTHONW KOMILICKTAIIUN
Ha | mepenonaBarenss u 16 mecT oOydwarommxcs), HarjisigHble MOcoOMs (IUIaKaThl) bMEHHOU

dopme.

ABTOp (cocTaBuTeNb): CT. penofasareis M. H. Xanuna - peecssf
(Tmoarmcs)
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AHHOTanus padoyeil NporpamMMsbl y4eOHOM AUCHUILINHBI
JIEJJOBOM HHOCTPAHHBIN SI3bIK

Hampasaeune nmoarorosiu: 40.03.01 FOpucupyaeHms

HampaBnennocts (mpoduis): ['paxkaiaHCKO-IPaBOBOM/ Y TOJIO0BHO-IIPABOBOU

VYyeOnass aucuumiinHa «JlesoBoil MHOCTpPaHHBIN S3BIK» HM3y4aeTcsl O0y4aroU[MMUCH,
OCBaMBAIOIIMMU 00pa3oBaresibHyl0 mporpamMmy «tOpucnpyaeHUIus» B COOTBETCTBHU C
®enepalibHBIM TOCYAAPCTBEHHBIM O0Pa30BaTEIbHBIM CTAHIAPTOM BBICHIETO O0Opa30BaHUS 110
Hanpasinenuto  noaroroBku  40.03.01  HKOpucnpyaennmst  (ypoBeHb  OakaiiaBpuaTta),
YTBEP)KJICHHBIM TpHUKa3oM MunucrepcTBa obpazoBanus U Hayku P®D ot 13.08.2020 N 1011
(®rocC BO 3++).

OcHoBHas 11e7Tb U3y4eHUsl y4eOHON JUCIUILTUHBI 3aKJIF0YAETCs B OBJIAJICHUH CTYICHTaMU
HEOOXOJUMBIM M JIOCTaTOYHBIM YpPOBHEM KOMMYHUKAaTHBHON KOMIIETEHIIMM Ul DPELICHUS
COLIMATIbHO-KOMMYHHMKATUBHBIX 3a/lad B Pa3JMYHbIX O00JIacTsAX OBITOBOM, KYJIBTYPHOH,
po(heCcCHOHATBHON U HayYHOU J1eATENbHOCTH (IIOMCK HEOOXOUMBIX CBEIECHH, OCYIIECTBIICHUE
JIEJIOBBIX KOHTaKTOB, YCTHOE OOlIeHNe, yMeHHE (PUKCUPOBATh HHGOPMAIUIO U T.J.), a TAKKe IS
JanbHEWIero camooOpa3oBaHus (Uil JaJbHEWIIe y4yeOHOM JEesTeNbHOCTH, U3Yy4YEHUs
3apy0eKHOT0 OIbITa B MPOPMIHUPYIOLIEH 001acTh HAYKH U TEXHUKH U T.1.).

N3ydyenne yueOHOM [MCUUIUIMHBI HAaNpaBlI€HO Ha IMOATOTOBKY OOydYaloIUXcs K
OCYIIECTBICHUI0O KOMMYHHKAIIUU B YCTHOW M MHUCbMEHHOUW (popMax Ha MHOCTPAHHOM SI3BIKE, a
TaKKe K OCYHIECTBICHHIO JCATEIBHOCTH 110 KOHIENTYaJbHOMY, (QYHKIMOHAIBHOMY H
JIOTUYECKOMY MPOEKTHUPOBAHHIO CHUCTEM CPEIHEr0 W KPYHMHOro Maciitaba U CIOKHOCTH,
IUIAHUPOBAHUIO Pa3pabOTKHM WM BOCCTAaHOBJIEHUS TpeOOBaHUI K CcHUCTEME, aHalu3y
npoOJeMHON  CUTyalluM  3aMHTEPECOBAaHHBIX  JIML,  pa3paboTke  OusHec-TpeOOBaHMM
3aMHTEPECOBAHHBIX JIML, MOCTAHOBKM II€JIed CO3[aHUSl CUCTEMBI, pa3pabOTKHU KOHIIETINH
CUCTEMBl M TEXHHMYECKOTO 3aJaHus Ha CUCTEMY, OPraHU3allUd OLEHKH COOTBETCTBUS
TpeOOBaHUSIM CYIIECTBYIOLIUX CHUCTEM U UX AHAJIOIOB, MPEACTABIECHUIO KOHIEMIINH,
TEXHUYECKOTO 3a/laHUsl Ha CHCTEMY M M3MEHEHUIl B HUX 3aWHTEPECOBAHHBIM JIHIIAM,
OpraHM3alMi COTJacoBaHUsA TpeOOBaHMM K CHCTeMe, pa3paboTKe IIa0JIOHOB JIOKYMEHTOB
TpeOOBaHUH, MOCTAHOBKE 3aJjaudl Ha pa3pabOTKy TpeOOBaHUI K MOACUCTEMaM U KOHTPOJIb UX
KauyecTBa, COMPOBOXACHUIO MPUEMOYHBIX HUCHBITAHUN W BBOJA B JKCIUTyaTallMI0 CHUCTEMBI,
o0paboTKe  3ampocoB HAa  U3MEHEHHe TpeOOBaHMH K  CHUCTEMe,  OIpeJleIeHHBIX
npodeccuoHanbHbIM ~ cTaHAapTOM «CHCTEMHBIM aHATUTHK», YTBEPXKIACHHOIO IPHUKA30M
MunucrepcTBa Tpyaa u couuranbHol 3amuthl Poccuiickoit ®@enepannn ot 28.10.2014 N 8091
(Peructpannonnsiii Homep Ne34882).

VYuebHas nucuuminHa «JleaoBoil H”HOCTpaHHBIN SA3bIK» BXOIUT B 00s3aTEIbHYIO 4acTb
y4eOHOTO IJIaHa ¥ U3yJaeTcs Ha 2 Kypce OUYHO-3a09HOM U 3a09HOM hopMax 0OydeHHSI.

B pesynbrare ocBoeHMs Y4eOHOW IUCHMIUIMHBI «J{e7I0BOM HHOCTpaHHBIN S3BIK»
00ydJaronuics JOKEH OBJIAIETh YHUBEPCATHLHON KOMIIETEHITUEH:

YK-4 «CnocoGeH OCyIIeCTBIATh JENOBYI0 KOMMYHUKALMIO B YCTHOW W MUCbMEHHOU
dopMax Ha rocynapcTBeHHOM s3bike Poccuiickoit denepany M MHOCTPAHHOM (BIX) SI3bIKE
(ax)».
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