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1. MIOACHUTEJIBHAS 3AIINCKA

Pabouast mporpaMMa JUCHUTIIMHBI «AHTIIMUCKUN S3BIK B TPOQ)ECCHOHATBHOW KOMMYHH-
Kalumy cocTaBieHa Ha ocHoBe ydyeOHoro muana 44.03.05 Ilemarormueckoe oOpa3oBaHHE IO
npodusim JlomkonpHOe oOpazoBanue, IHOCTpaHHbBIN sA3bIK (aHTIHiCKUN) 2023 1. Havana moj-
roTOBKH (0uHasi popma o0ydeHus).

[Ipu peanuzanuu 0OpazoBaTENbHON MPOrpPaMMbl YHHBEPCUTET BIIpaBe MPUMEHSTH IU-
CTaHLIMOHHBIE 00Pa30BaTEIbHbIC TEXHOJIOTHH.

2. IEPEYEHDB IIVTIAHUPYEMBIX PE3YJIbTATOB OBYYEHUA 11O JUCLU-
IIVIMHE, COOTHECEHHbLIX C IINIAHUPYEMBIMHM PE3YJIbTATAMMU
OCBOEHHS OBPA3OBATEJIBHOMN NPOT'PAMMBI

ean TUCHANINHBI

Llenp AMCUUIUIMHBI O3HAKOMHUTH CTYJEHTOB C OCOOCHHOCTSMH JEJIOBOIO JUCKypca B aHIJIHUii-
CKOM sI3bIK€ M c(hOpMHpOBATh KOMIIETEHIIMU, HEOOXOAUMBIE JUIsl OCYLIECTBIIEHUS Ipodeccuo-
HAJIbHOW J€ATENbHOCTU B YCIOBUSAX JIEIOBOIO OOILIEHHS.
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3. MECTO JUCHOMUILIUHBI B CTPYKTYPE OBPA3OBATEJBHOM ITPO-
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4. OFBEM JUCHUIIVIMHBI
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1. | Basic skills for using telephone 7 18 4 4 72
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2. | Visiting a firm. 7 18 4 4
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Conepmalme AUCHUIIVIMHBI CTPYKTYPUPOBAHHOEC IO TEMaM
JIeKIIMOHHBbIE 3aHATHS

Temal Basic skills for using telephone in business

There is no doubt that conversation in the learning process is the very heart of schooling and
pedagogy. Children, in their efforts to discover and understand the world around them, continu-
ously ask questions. Oral skills are a crucial factor for teacher-child interactions and children’s
development of oral language. In early education, oral language development is particularly sig-
nificant for interactions, social relationships, and friendship, and for building a sense of belong-
ing. Educators help children develop good oral language skills both directly through their lan-
guage interaction with them and indirectly by creating an environment rich in learning stimuli.
Teachers’ oral communication skills are capable of actively supporting curriculum implementa-
tion and meeting its goals. This chapter aims to establish how educators manage oral discourse in
preschool classrooms and how the implementation of specific approaches has more positive re-
sults than that of others. References are made to the theoretical approaches of sociolinguistics
and ethnography of communication, as well as to Fairclough, Vygotsky, Piaget, Bruner, Mercer,
Edwards, Maclure, Maybin, VVolosinov, etc. The significance of active listening is analyzed as a
primary skill for the language development. In addition, references are made to communication
models such as the transmission model of communication and the model of interactive commu-
nication. Early education provides many speaking opportunities. Educators develop various ac-




tivities aimed at language development, such as circle time discussions, teacher-learner routine
interactions, reading and narrating stories, developing topics, giving directions, describing pic-
tures, setting rules, and reading public signs. In this research, kindergarten educators engage stu-
dents in discussions on the topic of ‘Tolerance’. Children are invited to observe, describe, and
narrate the story based on related images. In this effort, they are motivated and supported by
their teachers. The main goals of the teachers’ interventions are children’s active participation,
staying on topic, and responding to who, what, where, when, and how questions. The activities
were recorded and the content was analyzed according to the qualitative content analysis of
speech and communication. The research focuses on two questions: Which specific strategies
result in children being more productive in oral language? Which communication model is im-
plemented by educators? The main body of this work comprises of three parts. Part | considers
theoretical concepts associated with linguistic power and the function of the official language
taught in schools as a medium for imposing state power. Emphasis is placed on oral discourse
and communication in the school context. References are made to the transmission model and
the dialogic model of communication. Part Il consists of two sections. The first section considers
the issue of orality management in the kindergarten and presents the key principles and objec-
tives of the Greek kindergarten curriculum. The second section analyzes the importance of sup-
porting oral communication in early childhood and the critical role of kindergarten educators to
this end. The section also presents the methodology applied for curriculum implementation. Part
IIT presents recordings of classroom discussions on ‘Tolerance’. The recordings come from two
kindergarten classrooms; they were transcribed and analyzed accordingly by the means of com-
munication content analysis. The analysis found that each educator develops their own educa-
tional strategy that stems from their own personal theory and oral competencies. Constructive
interventions with positive results were identified, along with less effective ones, which proved
discouraging for children. Features of the more constructive interventions were: the implementa-
tion of the interactive communication model, the initiation-reaction-feedback (IRF) rule, a child-
centered approach, credit time for children, a positive classroom climate, and the zone of proxi-
mal development perceived as an attribute of pedagogical phenomena. This research attempted
to identify how children learn to construct an understanding of the world around them. We sug-
gest that in early childhood, children construct meaning and learn in accordance with the ways in
which adults manage orality. It is the authors’ opinion that this statement extends the scope of
the communication theory of learning in order to highlight the value of genuine dialog in the
learning process. 2. Symbolic language and communication in the school context Oral discourse
is the child’s earliest medium for knowledge acquisition and exploration of the world. It is the
sphere in which knowledge and understanding are developed.

Tema 2_Visiting a firm.

All you need to do is train yourself to speak English as comfortably and perfectly as you speak
your mother tongue.How do you train yourself? By inculcating certain practices in your daily
lifestyle. These will get you closer to sounding like a native English speaker and equip you with
a global accent -- and you will speak not American or British English, but correct English.

This is the first step to learn any other accent, be it American or British or Australian.

Lisa Mojsin, head trainer, director and founder of the Accurate English Training Company in
Los Angeles, offers these tips to help 'neutralise’ your accent or rather do away with the local
twang, as you speak.

I. Observe the mouth movements of those who speak English well and try to imitate them.

When you are watching television, observe the mouth movements of the speakers. Repeat what
they are saying, while imitating the intonation and rhythm of their speech.

ii. Until you learn the correct intonation and rhythm of English, slow your speech down.

If you speak too quickly, and with the wrong intonation and rhythm, native speakers will have a
hard time understanding you.



Don't worry about your listener getting impatient with your slow speech -- it is more important
that everything you say be understood. iii. Listen to the ‘music’ of English.
Do not use the 'music’ of your native language when you speak English. Each language has its
own way of 'singing'. iv. Use the dictionary.

Try and familiarise yourself with the phonetic symbols of your dictionary. Look up the correct
pronunciation of words that are hard for you to say.

v. Make a list of frequently used words that you find difficult to pronounce and ask someone
who speaks the language well to pronounce them for you.

Record these words, listen to them and practice saying them. Listen and read at the same time.

vi. Buy books on tape.

Record yourself reading some sections of the book. Compare the sound of your English with that
of the person reading the book on the tape.

vii. Pronounce the ending of each word.

Pay special attention to 'S' and 'ED' endings. This will help you strengthen the mouth muscles
that you use when you speak English. viii. Read aloud in English for 15-20 minutes every
day. Research has shown it takes about three months of daily practice to develop strong mouth
muscles for speaking a new language.

ix. Record your own voice and listen for pronunciation mistakes.

Many people hate to hear the sound of their voice and avoid listening to themselves speak. How-
ever, this is a very important exercise because doing it will help you become conscious of the
mistakes you are making.

Be patient.

You can change the way you speak but it won't happen overnight. People often expect instant
results and give up too soon. You can change the way you sound if you are willing to put some
effort into it.

Quick tips

Various versions of the English language exist. Begin by identifying the category you fall into
and start by improving the clarity of your speech.

~ Focus on removing the mother tongue influence and the ‘Indianisms' that creep into your Eng-
lish conversations.

~ Watch the English news on television channels like Star World, CNN, BBC and English mov-
ies on Star Movies and HBO.

Tema 3 Sales and negotiations.

In the professional world, communication matters to the core and oral communication in the
work place are vital for success of any organization. If employees have the ability to communi-
cate effectively, there can be a tremendous scope of success. Glance through any job portal and
you will find that “excellent written and oral communication skills” are one of the vital attributes
that all employers look for in their prospective employees. Oral communication is the art of us-
ing speech to convey information, thoughts and feelings to others and it is the key to improve
interpersonal and professional relationships. Importance of Oral Communication Skills in the
Workplace Would you like to write for us? Well, we're looking for good writers who want to
spread the word. Get in touch with us and we'll talk... Let's Work Together! Human beings are
blessed with the faculty of speech and that is an incredible gift, to say the least. As the 21st cen-
tury has been adjudged to be an era of communication, innovative technologies have revolution-
ized the business world. This is the ‘instant world’, that epitomizes dynamism. The way we con-
vey our thoughts plays a major role in building relationships. If you’re impolite, terse and reck-
less in speaking, your words, no matter how meaningful, won’t achieve their purpose. Moreover,
experts in body language and communication related studies point out a fact that the tone, dic-
tion, pronunciation and speed of our talking matters a lot in daily dealings with people. In work
place, there are employees of diverse cultural and educational backgrounds. This makes team
working a difficult task but guided by the ability to work coherently and with a clear understand-



ing of the task to be achieved, all members work towards the same objective. Misunderstandings,
conflicts and differences in opinions are easily managed when there is a lucid flow of communi-
cation between team members. With proper communication, a bonding and trust builds amongst
the employees thereby promoting excellent working conditions. An atmosphere of support and
cooperation is fostered by properly conveying expectations of the management team to the em-
ployees and vice-versa. If employees are given the opportunity to express their suggestions,
viewpoints and ideas, they feel engaged in shaping the future of the company. Oral communica-
tion also plays a major role in negotiations, mergers & acquisitions and meetings. In almost eve-
ry business set up, individuals are required to make presentations and address them in front of
CEOs and management officers. All this requires a sharp and accurate understanding of the way
to talk and present our thoughts. Both forms of oral communication — listening and speaking are
important for learning things around us. Improving Oral Communication How to improve oral
communication? Well, there is no one fixed method to develop communication skills. A combi-
nation of variety of methods work best in helping people to get more command on their oral
communication skills. In the business world, individuals are expected to be confident about their
beliefs, ideas and convictions. Hence, they must include words like ‘In my opinion’, ‘as far as |
know’, I believe that’ so that their words are more emphatic and reflect self analysis. While im-
proving skills on oral communication skills, people in a workplace must learn the art of listening.
It is said that to speak well, one must be a great listener. In the professional world, poor listening
skills can cost an individual a fortune as some major pointers from the other person’s perspective
can be missed. This is true even in management meetings and seminars. Employees who’re ac-
tive listeners can grasp the main points being discussed in a meeting or a seminar, in a more pro-
found way. Similarly, active listening helps individuals to understand the other person in a more
enhanced way. Besides being a good listener, one must also have a positive body language dur-
ing conversations. A person with a smiling face and positive attitude is able to raise the spirits of
everyone around him. On the other hand, an individual with a negative attitude makes the con-
versation dull and depressing. When we’re talking to someone, we must give the other person an
opportunity to talk to as it improves our listening ability. Many people talk too fast during con-
versations that makes it a difficult task to figure out about what the person is saying. Communi-
cation is an art and it can be improved by working on it consistently. Since it is not an overnight
work, one needs to learn it by observing people who’re good at it. It is a misconception that ef-
fective oral communication skills is about being verbose or to use scholarly language while talk-
ing. Oral communication skills, in fact, are representation of simplicity and detail.

Tema 4 Contracts and its features.

Conversation: conversation means informal discussion among the people. When one person dis-
cusses his views, opinions to another person and exchanges their views in the presence of both
then it is called face to face conversation. It also includes a face-to-face discussion on a particu-
lar issue. In this method, both the information receiver and sender can exchange their views
freely and fairly.

Interview: It suggests a meeting between two or more persons for the purpose of getting a view
of each other or for knowing each other. When we normally think of an interview, we think a
situation in which an employer tries to size up an applicant for a job. The employer’s aim is to
know whether the applicant can be fit for service to this organization and the applicant’s aim is
to find whether the job being offered by the organization can be suitable to him. It’s first, the
speaker asks questions to the listener and then the listener answers the question. There are three
major techniques of interview. They are as follows:

Direct questioning

Non-directive interview and

Guided interview

Does speech: Speech means what the speaker says in front of the audience. It is a fully audience-
oriented system. Generally, the political leaders, the managers, the businessman or the workers’



leaders use this system sometimes. It can build tension or it can relax tension. This system is
practiced in public gatherings at company meetings, inauguration, and seminars, etc. In needs to
considerable skills otherwise, it is not effective.

Group discussion: Group discussion is a popular method of oral communication. Management
arranges group discussions to take a decision on a special matter. Group discussion is very help-
ful to human relations, idea getting an idea development and training.

Formal training courses: Effective communication can be performed through formal training
courses. It is a widely used technique of oral communication. Both the trainer and the trainee can
exchange their views directly.

Meeting: Meeting means the formal group discussion about a specific predetermined topic or
subject. Meeting members to get together and discuss a problem or issue or a special matter.
There are several types of meeting such as —

Security meeting

Minutes meeting

Social meeting

General meeting itself

Counseling: Counseling is an effective medium of oral communication. Generally, it held yearly
or bi-yearly. It is adopted by the higher authority for their followers.

Committee: Committee is an organization. The committee meeting is a popular technique of oral
communication. A special decision is taken through face to face discussion of a committee meet-
ing.

Special prize-giving ceremony: Sometimes the businessmen can meet with others arranging a
special prize-giving ceremony for the workers. In this ceremony, the businessmen can exchange
their views and ideas orally.

Conference: Conference is a kind of meeting at which participants exchange views and talk to-
gether. A conference may be held to exchange views on some problem being faced by the organ-
ization or some other issue related to it and it may even suggest a solution but the suggestions
from a conference are not binding. They are more in the nature of the recommendation.

Lectures: Lecture is used to create an understanding of a topic or to influence behavior, attitudes
of the trainee through spoken words. The lecture is telling someone about something. The meth-
od is an effective way to introduce new information or concepts to a group of learners who gath-
ered at on place. A lecture is given to enhance the knowledge of the listener or to give him the
theoretical aspect of a topic.

Informal communication: Informal communication is another technique to exchange information
orally. It can occur in the playground, tea table, etc. In those situations, both the boss and the
subordinate can exchange their views informally.

Others: Invitation to a lunch, Brainstorming, Advisory board, Inspection of factory and office.

Tema 5 Business correspondence.

telephone: Telephone set is an instrument that converts voice and other sound signals into a form
that can be transmitted to remote locations and that receives and reconverts waves into the waves
into sound signals. The telephone plays a vital role in communication when the two persons stay
in different places they communicate with each other by telephone. Their exchange information
and their views and immediate feedback are possible under this system. Nowadays we can see
that every organization is using the telephone to exchange information and views orally.

Mobile or cell phone: A mobile phone (also known as a cellular phone, cell phone, and a hand-
phone) is a portable telephone that connects to the telephone network over the radio wave trans-
mission. It connects to a wireless communications network through radio waves or satellite
transmissions.

Radio: Radio is the indirect media of oral communication. It is a one-way communication sys-
tem. The receiver can only hear the message from the sender. The receiver cannot reply.



Television: Television is also the indirect media of oral communication. It is a one-way commu-
nication system. Here, receiver cans here the messages and side by side see the sender. The re-
ceiver cannot reply.

Video conference: Video conference is a kind of teleconferencing communication where people
staying in different corners or locations and participate in a face-to-face group meeting or group
discussion through the help of electronic video camera technology.

Teleconferencing: Teleconferencing is a kind of communication where people staying in differ-
ent corners or locations and participate in group meetings or group discussions through electron-
ic telephone technology.

Tema 6 Marketing

JOURNALESE: FORM AND CONTENT Information and news provided for the public in the
form of printed matter has traditionally acquired a number of essential forms shared by publicis-
tic writing and newspaper writing. They are: the article, the editorial, the advertisement, and the
headline. The Article Irrespective of the character of the magazine or newspaper and divergence
of subject matter; whether it is political, literary, popular-scientific or satirical, all the features of
publicistic style are to be found in any article. The Editorial Editorials, like some other types of
newspaper articles, are an intermediate phenomenon bearing the stamp of both the newspaper
style and the publicist style. The function of the editorial is to influence the reader by giving an
interpretation of certain facts. Editorials comment on the political and other events of the day.
Their purpose is to give the editor's opinion and interpretation of the news published and suggest
to the reader that it is the correct one. Along political words and expressions, terms, cliches and
abbreviations one can find colloquial words and expressions, slang, and professionalisms. The
language of editorial articles is characterized by a combination of different strata of vocabulary,
which enhances the emotional effect. Advertisements and Announcements The function of ad-
vertisements and announcements, like that of brief news, is to inform the reader. There are two
basic types of advertisements and announcements in the modern English newspaper: classified
and non-classified (separate). In classified advertisements and announcements various kinds of
information are arranged according to subject-matter into sections, each bearing an appropriate
name. In most newspapers the reader never fails to find several hundred advertisements and an-
nouncements classified into groups, such as COURT CIRCULAR, TODAY'S BIRTHS, MAR-
RIAGES, DEATHS, IN MEMORIAM, BUSINESS OFFERS, PERSONAL, etc. This classified
arrangement has resulted in a number of stereotyped patterns regularly employed in newspaper
advertising. The Headline The headline is the title given to a news item or a newspaper / maga-
zine article. The main function of the headline is to inform the reader briefly of what the news
that follows is about. Sometimes headlines contain elements of appraisal, i.e., they show the re-
porter's or the paper's attitude to the facts reported. English headlines are short and catching, they
compact the gist of news stories into a few eye-snaring words. A skilfully turned out headline
tells a story, or enough of it, to arouse or satisfy the reader’s curiosity; (George C. Bastian, 1956.
Editing the Day's News. N.Y.) In most of the English and American newspapers and magazines
sensational headlines are quite common. The practice of headline writing is different with differ-
ent editions. In many newspapers, there is, as a rule, one headline to a news item, whereas some
others more often than not carry a news item or an article with two or three headlines.

Tema 7 The visit of a foreign partner

The world of the media is an area where it is important not to confuse the object with the lan-
guage. There are newspapers; there is radio; there is television. But there is no such thing as a
variety of newspaper language; or of radio language; or of television language. The media reflect
all aspects of the human condition, and make available to the public many varieties of language
already well known elsewhere, such as those associated with religion, politics, science, and liter-
ature, and the more topic-directed aspects of conversation (e.g. discussion, interview, debate, ar-



gument). When we apply the notion of a language variety to the media, we have to look within
each product (a newspaper, a radio or TV channel) for uses of language which have been shaped
by the nature of the medium, or whose purpose is to make use of the capabilities provided by the
medium. And here, the communication and presentation of news is dominant. The reporting of
news, whether in the spoken or written media, reflects one of the most difficult and constraining
situations to be found in the area of language use. The chief constraint is the perpetual battle
against the pressures of time and space. These pressures are absolutes. To fit a column, 20 words
need to be cut. To fit a radio window, 16 seconds of a script may need to go. There is no argu-
ment. If the writer of the original material does not meet the demand, someone else higher up the
editorial chain of command will do it instead. The average news report, whether printed or
broadcast, is the product of many hands , journalists, editors (chief / check / copy / page sub-
editors), typesetters, proofreaders, compositors, printers. There are several distinctive linguistic
features of the reporting. Most relate fairly to those who, when, where, what, how and why,
which journalists bear in mind when compiling a story. - The headline is critical, summarizing
and drawing attention to the story. Its telegraphic style is probably the best-known feature of
news reporting. - The first (lead paragraph both summarizes and begins to tell the story. This
paragraph is the source of the headline. - The original source of the story is given, either in by-
line (Reuters), or built into the text (A senior White House official said). - The participants are
categorized, their name usually being preceded by a general term (champ, prisoner, official) and
adjectives (handsome French singer J. Bruno). - Other features include explicit time and place
location (In Paris yesterday), facts and figures (56 people were killed in a bomb blast), and direct
or indirect quotations (PM bungles, says expert). Broadcasting In contrast with most newspapers,
only a small part of radio and television output is devoted to news and its discussion (current af-
fairs) as little as 5 per cent, on some channels but its significance is perceived to be far greater
than this small figure suggests. The core element in this output is well-defined: the news bulletin,
consisting of a series of items of varying size, often divided into sections (e.g. general, business,
sport, weather), sometimes punctuated by advertising. Each of them fits into a format which may
be of any length, but often as short as two minutes. Analysis of a typical day's radio or television
broadcasting brings to light several varieties of language which are in use elsewhere. Indeed,
probably all conceivable spoken varieties will be found at some point or other in the broadcast-
ing media. If a use of language is important enough to develop predictable linguistic features, the
situations to which they relate are undoubtedly going to be of regular interests to listeners and
viewers. The only constraint is sensitivity to taboo words. Weather reporting is one of the best
examples, especially on radio where, in its specialized form, it is reduced to its bare essentials, as
a restricted language. The names of the Meteorological Office sea areas surrounding the British
Isles provide British English with some of the most distinctive weather-forecasting lexicon.
Along the well-known areas such as Irish Sea, Plymouth, Portland, Thames, there exist a great
deal of new coinages applied to meteorological regions, for example, Viking, Cromarty, Dogger,
Forties ( in the east), Shannon, Rockall, Bailey (in the west), or even more confusing phrases
North Utsire and South Utsire (the western parts of the Scandinavian Peninsula). Most people
know at least some of the names by heart, though few could locate more than a handful with any
accuracy. Two contrasting styles informal and conversational or formal and formulaic are used
on BBC Radio in weather forecasting. A successful weather forecast is a mixture of fluent spon-
taneity, controlled informality and friendly authority. The fluency is partly a matter of careful
preparation, but is largely achieved through the broadcaster's ability to rely on formulaic phras-
ing (with light winds and largely clear skies, blue skies and sunshine, widespread frost) and on
standard sequences of locations.

Tema 8 Job hunting

Commentary is one of the most distinctive of all uses of English. Its roles extend well beyond
broadcasting. It will be heard in such varied contexts as fashion shows, race-course meetings,
and cookery demonstrations. Within broadcasting the use of commentary extends beyond sport-



ing occasions. It will be heard accompanying such public events as inaugurations, funerals and
other processions. But the most frequent kinds of commentary are those associated with sports
and games. Here, two elements need to be distinguished: the play-by-play commentary, and the
colour-added commentary. The latter is important, for it provides an audience with pre-event
background, post-event evaluation, and within-event interpretation. But there is little to be said
about it stylistically: it is conversational in style, and often in dialogue form. Consider a fragment
of colour commentary: It was two dollars before and | just think something’s wrong with those
dividends that are showing up on our screen. They ve got Speedy Cheval the favourite but I'm
not exactly sure that that’s correct, but anyway theyre in behind the mobile going towards the
starting point now for the first heat of the Lion Brown Rising Star Three-Year-Old Champion-
ship just about there. Stylistic interest in commentary lies chiefly in the play-by-play component.
Because commentary is an oral reporting of ongoing activity, it is unlike other kinds of narrative
which are typically reported in past time. Indeed, it is unlike any other kind of speech situation.
US linguist Charles Ferguson (1983, p. 156) captured its uniqueness when he described radio
sports casting as a monolog or dialog-on-stage directed at an unknown, unseen, heterogeneous
mass audience who voluntarily choose to listen, do not see the activity being reported, and pro-
vide no feedback to the speaker. If such a strange activity is to survive, and to be successful in
maintaining fluency and listener interest, it needs special linguistic features. Sports commentary
is not identified by its vocabulary: sporting terms and idioms can be found elsewhere, such as in
press reports and everyday chat. Other factors are more distinctive: - It is extremely fluent, keep-
ing up with the pace of the activities. The rate is steady, and there is little sign of hesitation nois-
es, false starts, comment clauses, nonsense words, and other features of spontaneous speech. -
The prosody is suited to the sport, reflecting the atmosphere and drama. Some very unusual
prosodies can be heard, and speeds of articulation which differ greatly from everyday conversa-
tions (both slower and faster). Some sports (such as horse racing) may be spoken in a monotone,
either loudly (as in horse racing) or softly (as in snooker). Others make use of wide variations in
pitch range (as in football or baseball).

IIpakTHyeckne 3aHATHA

IIpakTH4yeckoe 3aHsATHE
Temal Basic skills for using telephone in business
YyeOHble Heau:
[To3HaKOMUTH C TEPMUHOJIOTHEN OOIIIEHUSI 110 TEIEPOHY IO JISTOBBIM BOIPOCaM
BeimonHuTh TPECHUPOBOYHBIC YIIPAKHCHUA
OcHOBHBIE TCPMHUHBI 1 MOHATHA .
Dealing with difficult callers
Sometimes a caller is very difficult, especially if complaining. First remember that this caller is a
client, or potential client, so your handling of the call could result either in more business for
your company or in the caller going to a competitor. Whatever the nature of the problem, don’t
try to fob the caller off by disclaiming personal responsibility or by trying to pass the buck. What
you should do is:

o listen without interrupting

o (Qather the facts and make a note of them

« take their details so you can get back to them

o sympathize with them and offer to act as fast as you can

« apologize if you have made the mistake

« stay calm even thought the caller is angry and possibly abusive.

IIpakTuyeckoe 3ansiTue

Tema 2_Visiting a firm.

Y4eOHble nean:

[To3HAKOMUTH C TEPMHUHOJIOTHEH OOIIEHUS TIPU MTOCEIIEHUH (PUPMEI 110 ASTIOBBIM BOTIPOCAM



BbINOIHUTE TPEHUPOBOYHBIE YIIPAKHEHUS

OcHOBHBIE TCPMHUHBI 1 IOHATHUA:

Useful phrases

To explain why you are there:I’ve an appointment with Miss Rush in Personnel at 9.30 on the
18th June, 2016.If you want other things too:But first, could you tell me if Mr. East is in.

First words of a visitor

Sorry, I'm a little early, I hope it is not inconvenient. I’'m pleased to be here, after a trip like that!
Isn’t it cold today? It’s good of you to spare the time. | like your office. Have you been here
long?

First words of the person receiving a visitor

Is the weather the same in your country? Sorry to keep you waiting. | was just a bit tied up. Did
you have a good trip? Would you like a cup of coffee? Will you take a seat, please?

Small talk

Before talking about the details of your business there is usually a period of social conversation
(small talk) which can be difficult. A good tactic is to ask questions.

Ending small talk

If the small talk continues too long, you may want to change the subject to business matters.
Here are some ways of doing it:

a) with someone you know well: Let’s get down to business / let’s get started

b) with someone you don’t know well: Perhaps we could talk about the subject of our meeting.
Shall we talk about the reason I’m here?

HpaKaneCRoe 3aHATHE
Tema 3 Sales and negotiations.

YyeOubie HeIu:

[To3HaKOMUTH ¢ TEPMHUHOJIOTHEN OOLIEHHS TPOAAXK U JETOBBIX IEPErOBOPOB
BBINOTHUTE TPEHUPOBOYHBIE YIIPAKHEHUS
OcHOBHbBIC TEPMHUHBI M IOHATHS:

to act on the price
after-sales activities
after-sales service

assisted brand identification

to be competitive
to be out of stock
behavior pattern
blind product test
brand equity
brand extension
brand loyalty
brand positioning
brand preference
brand range
brand strategy
brand switching
brand value
branded product
buy for fun
buying frequency
buying habit
buying motivation

BIIUSTH HA LIEHY
JIOTIOTHATEIIBHAS TTPOJIaXa
rapaHTUiHOE 00CTyKUBaHUE
UACHTU(DHUKAIIS TOBAPO3aMEHUTENIEH
OBITH KOHKYPEHTOCITOCOOHBIM
HE UMETh B MPOJIAXKE
MMOBEICHYECCKHUI TUIT

CJIETION TECT

3HAYUMOCTh OpeHIa
pacmpenue OpeHa
MIPUBEPKEHHOCTh OpEeHTY
MO3UIIMOHUPOBAHKE OpeHIa
npearnouTeHue OpeHmy
nuHelka OpeHa

cTparerus OpeHa

3aMeHa oTpeduTeNneM MapKu ToBapa
[IEHHOCTh OpeHa

MapOYHBbII TOBAp

MOKYTIaTh Py yIOBOJIbCTBUS
9acTOTa COBEPILICHUS TTOKYITOK
MOKYTaTeTbCKas MPUBBIYKA
MOTHBAIMS TOKYTIKU



case history TUITHYHBINA TIPUMEP

cash and carry pojiaXka 3a HAIMYHBIN pacyeT 0e3 10CTaBKH TOBapa
certificate of guarantee rapaHTUHHBINA cepTU(UKaT

chain of retailers CCTh PO3HUYHBIX Mara3uHOB

cluster analysis KJIACTEPHBIN aHaAIN3; KiIacCu()UKaIUsI

commercial strategy KOMMEPYECKUE CTPATETHH

competition KOHKYPEHIIHS

competitive advantage KOHKYPEHTHOE IIPEUMYIIIECTBO

competitive products KOHKYPEHTOCIIOCOOHAS ITPOAYKIUS

competitiveness KOHKYPEHTOCIIOCOOHOCTb

IIpakTn4yeckoe 3ansiTue

Tema 4 Contracts and its features.

YueOHbIE HEJIH:

HO3HaKOMI/ITI) C BUAaMU U TUIIaAMU KOHTpaKTOB, OC06€HHOCT$[MI/I HUX COCTaBJICHHA, JICKCUYCCKU-
MU ¥ TPAMMATUYECKUMU CTPYKTYypaMU KOHTPAKTOB

BbIOIHUTE TPEHUPOBOYHBIE YIIPAKHEHUS

OCHOBHBbIE€ TEPMHMHBI 1 TIOHSITHS

TpeboBaTh, yIOBIETBOPATH TPEOOBAHUSAM, IMOAXOSIINE YCIOBHS, IPEIOCTABUTD (TIPEATIOKHUTH)
CKUJIKY, ObITh 3arpy>KEHHBIM 3aKa3aMH, He mpuemiieMas (He MpHBIeKaTelbHasi, He 000CHOBaH-
Hasl) IIeHa, IPUHSATH OIUIaTy B (POpME MHKACCO, MOJIH30BATHCSI OTPOMHBIM CIIPOCOM

HpaKaneCRoe 3aHATHEC

Tema 5 Business correspondence.

YuyeOHble 1eau:

ITo3HakoMUTH ¢ BHUJaMH U TUIIaMU HCHOBOP’I MEPpCIHNCKH, 0COOEHHOCTSIMH €€ COCTaBJICHHA, JICK-
CHYECKHMH U I'PaMMATHYECKUMHU CTPYKTYpaMu

BeimionHuTh TPECHUPOBOYHBIC YIIPAKHCHUA

OcHOBHBIE TCPMHUHDLI X IOHATUA

ITucema n 6I/IBHCC, AJCII0OBOC 06H.[CHI/I€, TOBapHBIﬁ YCK, A0roBop, COIMPOBOAUTEIIBHOC IMUCBMO, IC-
JIOBO€ MHUCHhMO, OAHKOBCKUU KPEIUT, JIUIIEH3MS, DJIEKTPOHHAs I0YTa, TOJIocoBas mouta, ¢akc,
ACJIOBasA ICPCIIMCKA, KOPPECIIOHACHIHA, CTPYKTypa ACJIOBOI0 NHUCbMA, OTIIPABUTCIIL, alpeEcC,
IMPUEMHUK, naTa

IIpakTuyeckoe 3aHATHE

Tema 6 Marketing

YueOHble LeIn:

[To3HaKOMUTH TEPMUHOJIOTUEN 110 TEME «MAPKETHHTY
BBITTOTHUTE TPEHUPOBOYHBIE YITPAKHEHUS
OcCHOBHbIE TEPMUHBI 1 IOHATHS:

market penetration BHEJ[PEHHE HA PHIHOK

market potential MOTEHIIMA PhIHKA

market research M3y4yeHHe BO3MOXKHOCTEH phIHKA
market segmentation CErMEHTAIUs PhIHKA

market share JIOJISl PBIHKA

market size eMKOCTb PhIHKA

market survey 0030p phIHKA

market test PBIHOYHEIN TEeCT

marketing goals [[CJTH MapKETHHTa

marketing mix KOMILIEKC MapKETHHTa



marketing plan
marketing techniques
mass-market product
maturity phase
memory research
merchandiser

minimarket
mission

multipack

niche strategy
one-stop shopping
open question

own brand products
panel — consumer panel
parallel import
penetration index
perceived quality
pilot scheme

pilot shop

pilot survey

point of sale (POS)
position
positioning
potential market
premium price
competitor
competitor profile

IIpakTH4yeckoe 3aHsATHE

MapKETHUHIOBbI ILJIaH

METOJIbI 0OECTIeYCHMSI COBITA
TOBap MaccoBOI'0 Crpoca

(haza BHICOKOT'O YPOBHS pa3BUTHS
HCCIIeIOBaHKE MaMATH

MGp‘-IGH,[[ﬁfBGp; CIICOUAJIIUCT I10 00eCIIeueHHIO npeaACTaBJIICHHOCTH

TOBapa

MUHU-MapKeT

MUCCHUS
MYJIbTUIIPOYKTOBBIN
HUILIEBasi CTpaTerus
COBEPULICHHE MTOKYIIOK B OJHOM Mara3uHe
OTKPBITBIN BOIIPOC
TOProBasi MapKa Ipojasua
HOTpeOUTENbCKAs MTaHelb
[1apaJuIeIbHBIA UMIIOPT
WHJIEKC IIEHETPALUN
BOCIIPUHUMAEMOE KauyeCTBO
MUJIOTHBIA TPOEKT
MIUJIOTHBIA MarasuH
[IUJIOTHOE UCCIIEIOBAHUE
TOProBas TO4Ka

MTO3ULINS; TIOJIOKEHUE
[MO3ULIMOHUPOBAHUE
MTOTEHIMAIbHBIA PBIHOK
IpeMuanbHas 1eHa
KOHKYPEHT; YYaCTHHUK PbIHKA
npod b KOHKYpPEHTa

Tema 7 The visit of a foreign partner

YyeOHbIe HeIu:

[To3HaKOMUTH TEPMUHOJIOTHEN OOIIEHUS ¢ 3apYOEKHBIM TAPTHEPOM
BbINOMHUTE TPEHUPOBOYHBIE YIIPAKHEHHS

OcHoOBHBIE TCPMHUHLI 1 IOHATHUA

Excuse me... Are you Mr.Cartwright?

Have | kept you waiting?

My car’s just outside the airport. Shall my driver take your suitcase?
We are going to our office in the center of the city. It’ll take us about half an hour to get there.

What hotel may | stay at?

I hope you’ll enjoy your visit.

Let me introduce my staff to you. This is my secretary.
Would you like something to drink?

Ann, could you make coffee for us, please?

Let's get down to business.

Would you mind speaking a bit slower.

To answer your question

I will show you your factory tomorrow.

What time?



Let me see... I have an appointment with my lawyer at 9 a.m. How about 10 o’clock?

IIpakTuyeckoe 3aHsATHE

Tema 8 Job hunting

YuelOHble nean:

[To3HAKOMUTH MPaBUIAMH HAITMCAHUS PE3IOME
BpINOIHUTE TPEHUPOBOYHBIE YIIPAKHEHUS
OCHOBHbIE TEPMHUHBI M IOHSITHS:

How to Write a Resume
No matter what method of job hunting you use, inevitably somebody will ask you for a re-
sume. Most companies require a resume before seriously considering a job candidate from the
outside. Resumes are sometimes also required in order to receive a job transfer within a com-
pany.
The purpose of a resume is to help you obtain a job interview, not a job. Very few people are
hired without a personal interview.
Effective resumes are straightforward, factual presentations of a person's experience and ac-
complishments. They are neither over detailed nor too sketchy. A general rule is that two or
three pages in length is best.
One page seems too superficial; a four-page (or longer) resume may irritate an impatient em-
ployment official. Some writers suggest that a chronological (the standard-type) resume be
used; others argue for an accomplishment resume. A useful resume should include both your
experiences and key accomplishments. When sent to a prospective employer, a resume should
be professionally reproduced, with particular attention to misspellings, typographical errors,
and careful spacing.
To attract attention, some job seekers print resumes on tinted paper, in a menu-like folder, or
on unusual-sized paper. If done in a way to attract positive attention to yourself, these ap-
proaches have merit.

S. HEPEYEHb YYEBHO-METOAWYECKOI'O OBECIHEYEHUSA JIsA CAMO-
CTOSITEJBHOM PABOTHI OBYYAIOIUXCS IO JUCIUILIUHE

IlepeyeHb y4eOHO-MeTOAMUYECKOT0 00ecTIeYeH sl 1JI1 CAMOCTOSAITEIbHOI padoThl, 00y4alo-
M XCH MO IMCHUILIMHE (MOAYJII0)

1. IlleBenéra, C.A. [lenoBoit anrnwuiickuii : yaeoHoe nmocodue / C.A. IlleBenépa. - 2-¢
U311, iepepad. u pom. - M. : IOuuTu-/lana, 2015. - 382 c. - ISBN 978-5-238-01128-8
; To xe [DnexTponHsIii pecypc]. - URL:
//biblioclub.ru/index.php?page=book&id=436816

2. CnacubyxoBa, A.H. JlenoBoii aHTTIMACKUIA S3BIK: TSI CAMOCTOSITEIbHON PaOOTHI CTY-
neHToB : yueoHoe mocooue / A.H. Crnacubyxosa, M.H. Pantanosa, K.B. Bypkeesa ;
MunucrepcTBo 00pa3oBanus u Hayku Poccuiickoit @enepanuu, denepanbHoe rocy-
JapCTBEHHOE OFOKETHOE 00pa30BaTeIbHOE YUPEKACHUE BHICIIETO MPOGECcCHOHATb-
Horo o0Opa3zoBanus «OpeHOYprcKuil rocy1apcTBEHHBIN YHUBEpCUTET». - OpeHOypr :
oIy, 2013. - 163 c. : Tabmn. - bubmmorp.: c. 80. ; To ke [DnekTpoHHBIH pecypc]. -
URL: //biblioclub.ru/index.php?page=book&id=270303

3. HImunens, E.A. lugaktHaeckue MaTepratbl Il CAaMOCTOSITEIIEHON paOOTHI 110 KypCy
«BusinessEnglish» («JlemoBoit aHrnmuiickuii s3bIk») : ydeOHOe mocoOue /
E.A. Hlnunens ; YactHoe oOpa3zoBaTelbHOE YUYPEKIECHHUE BBICIIETO OOpa30OBaHUS
«MHCTUTYT cienUanbHON Menaroruku u ncuxonoruny. - CI16. : HOYBO «MucTUTYT
CIIEIAAILHOM MEJAaroruku U ncuxojaorumy», 2015. - 80 c¢. - ISBN 978-5-8179-0205-1 ;
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33)13]-[1/[5[ JJIS1 CAMOCTOATEIbHOM paﬁDTbI

Pa36epnTe AHAJIOTH, oﬁpamaﬂ BHUMAaHHuE HA CTUJIb OﬁlIIeHI/Iﬂ N JIEKCHYIECCKUEC €ANHUIIbI.
At the airport
e Excuse me... Are you Mr.Cartwright?
e Yes.
e I’m Vladimir Ivanov, from TST Systems. How do you do?
e How do you do?
o Have | kept you waiting?
e Oh, no... the plane’s just arrived. Thank you for coming to meet me.
« Not at all. Did you have a good trip?
e Yes, thank you. I was airsick a bit, but now I’'m O.K.
e My car’s just outside the airport. Shall my driver take your suitcase?
e Oh, yes...thank you.
In the car
o We are going to our office in the center of the city. It’ll take us about half an hour to get
there. Mr Pospelov is waiting for you.
e What is Mr Pospelov? Remind me, please.
e He’s our General Director. He is going to discuss with you some details of our future
agreement.
e What hotel may | stay at?
o We reserved for you a single room with private bathroom at a hotel near the center.
e That’s O.K. Thank you very much.
At the office
- I"d like you to meet Mr Pospelov, our General Director.
e Glad to meet you Mr Pospelov.
- So am I. Have you ever been to Moscow, Mr Cartwright?
e No, it’s my first visit to Moscow.
e What are your first impressions of Moscow?
- I like Moscow, it’s a very beautiful city and quite different from London.
- I hope you’ll enjoy your visit, Mr Cartwright.
- Let me introduce my staff to you. This is my secretary. Miss Belyaeva.
e Glad to meet you, Miss Belyaeva.
e Soam I Call me Ann.
- [ also want you to meet Victor Volgin, our Sales Manager. You’ve already met Mr Ivanov.
e What does Mr Ivanov do?
- He is our Export- Import Manager... Sit down please, Mr. Cartwright. A cigarette?
e Yes. Thank you.
e Would you like something to drink?
e Er... Yes. I’d like a cup of coffee.
- Ann, could you make coffee for us, please?
- Certainly, sir. What coffee do you prefer, Mr Cartwright, black or white?
o Black, please.
e With sugar?
e No, thanks.
- By the way, Mr Cartwrighrt,
what are you by profession?


https://biblioclub.ru/index.php?page=book_red&id=438772

- I'm an engineer. But at
Continental Equipment | work as a Sales
Manager. Here's my card.
- Let's get down to business, Mr Cartwright. We are extending our business and want to buy
equipment for producing in Russia some goods we are importing now from western countries.
We know some companies, like yours, that produce the sort of equipment we need. Your com-
pany provides advanced technology and efficient service, which small companies can't provide.
That's why we are interested in your equipment.
- Yes. | see You'll be pleased to
find out that service life of our equipment was considerably extended, moreover, we reduced its
price.
- Would you mind speaking a bit
slower, Mr Cartwright? I’m not very good at English.
- Sure. | said we had improved
the performance of our equipment.
- It's very interesting. But first of
all 1 would like to know if it's possible to adapt your equipment to our needs.
e To answer your question, Mr
Pospelov, | have to visit your factory and study your requirements.
- I will show you your factory tomorrow.
- What time?
- Let me see... [ have an appointment with my lawyer at 9 a.m. How about 10 o’clock?
- That’s fine.
- Now we are seeking a Commercial Director for this project so in the future you’ll have to deal
with him. If we decide to buy your equipment, he’ll visit your company and you’ll discuss with
him the main principles of the contract in detail.
- Fine. I’ve got some advertising materials so you’ll be able to study the main characteristics of
our equipment yourself.
- Thank you, Mr Cartwright. Our driver is at your disposal during your visit. His name is Oleg.
- Thank you very much, Mr Pospelov.
- Well. That’s all... our driver’s waiting for you. He’ll take you to your hotel. You need a rest.
o Goodbye, Mr Pospelov.
- Goodbye, Mr Cartwright. See you tomorrow/

Discussing contract terms.

Mr. Blake studied the Buyer’s contract terms and on Tuesday came to the Russian Trade Delega-
tion to discuss them with VVoronin.

Voronin: Good morning, Mr. Blake.

Blake: Good morning, Mr. Voronin. Sorry, I’m a bit late.

Voronin: Never mind. How are things?

Blake: Not too bad, thanks.

Voronin: Would you like a cigarette?

Blake: No, thank you, I don’t smoke.

Voronin: May | offer you a cup of coffee?

Blake: Yes, thank you. Well, Mr. Voronin. I think we can discuss business now. I’d like to clari-
fy some details with you. How many compressors would you like to buy? Voronin: We can buy
40 compressors.

Blake: And when do you require the goods?

Voronin: As soon as possible, say in December.

Blake: In December? Let me see. I’'m afraid, that’s impossible. Our compressors are selling very
well and we are heavy with orders. We can deliver only 15 compressors in December.

Voronin: And what about the other 25 compressors?



Blake: We can deliver them only in six months.

Voronin: All right. And how about the terms of delivery? I hope they suit you. Blake: Yes, we
agree to sell the goods FOB English port and we can accept payment for collection too.

Voronin: Fine. Now comes the question of price. | must say that your price is not attractive to us.
Can you give us a 10% discount?

Blake: That’s difficult. The fact is our compressors are in great demand. However we can offer
you a discount of 5% as we’ve been good partners for a long time.

Voronin: | think we can agree to a 5% discount. Could we meet tomorrow at 10 to sign the con-
tract, Mr. Blake?

Blake: Yes, certainly. Mr. Voronin, would you like to have dinner with me tonight? Voronin:
With pleasure.

Blake: I can pick you up at the Russian Trade Delegation at 6.30 if that’s convenient to you.
Voronin: Yes, thank you.

Practise saying:

2.15, 9 Sept. / Miss Jones/ Accounts2.30, 31 May/ Lim Ludd/ Sales Department5 p.m., 22 July/
Miss Sindon/ Public Relations

Practise asking questions as small talk:

1) how / get here this morning

2) you / been to New York before

3) your firm / have many overseas branches

4) when / you plan to return home

5) who / in charge of your marketing department

6) international situation / affect your exports

Dialogue Meeting a Businessman

It’s the 21st of October, 10 o’clock in the morning. Mr. Blake has come to the Russian Trade
Delegation.

Blake: Good morning! My name is Blake. I’'m from Blake and Co. I’ve got an appointment with
Mr. Voronin at 10.15.

Receptionist: Good morning, Mr. Blake. Mr. VVoronin is expecting you. Will you take a seat,
please?

Blake: Thank you.I’m a bit tired, actually.

Receptionist: That’s all right, Mr. Blake . (In a few minutes VVoronin comes downstairs to meet
him)

Voronin: Oh, Mr. Blake, it’s nice to see you here. How are you?

Blake: Fine, thanks. And you?

Voronin: Pretty well too, thank you. This way, please. (They come into the conference room and
take their seats at the table).

Voronin: Would you like a cup of coffee?

Blake: Yes, please. It’s very cold and wet outside today.

Voronin: Yes, the weather hasn’t been very good lately.

Blake: That’s right,but it’s usually warm here in October. Now, Mr.

Voronin, how about our quotation and catalogues? Have you looked through them? Voronin:
Sure. We’ve studied them closely. The new model is certainly good. Blake: Yes, it’s of high
quality. We’ve just started producing the model and we’ve already received a lot of orders.
Voronin: Your machines meet our requirements and we are interested in buying them. Mr.
Blake, have you seen our contract form?

Blake: Not yet.

Voronin: Would you like to look through it?

Blake: I certainly would.

Voronin: Here you are, Mr. Blake. Please study our terms, and let’s meet again next Tuesday.
Blake: All right, Mr. Voronin. Good-bye for now.



Show your knowledge of the way to be polite while you meet your potential business partner.

Express the following ideas:

1) popmManbpHOE MPUBETCTBUE, BOIPOC O CAMOYYBCTBUU

2) nokasarhb, Ky/1a IpOHTH

3) mpochba npucecTsb

4) Ha ynHIIe XOJIOHO U CBIPO

5) utak, HaYHEM

6) mepeiiném k neny

7) IOroOBOPHUM O MPEAMETE HaIlIel BCTPEUH

8) moroBopuM 0 MpUYHHE, KOTOpasi IPHUBEIA MEHS CloJIa

Prepare a business dialogue in pairs according to the following task:

You’re interested in the goods of Brown and Co. You’ve studied the contract terms. Meet Mr.
Brown at your office. Express your opinion of the quality of their goods. Make a new appoint-
ment to clarify the details of your transaction.

Practise giving an appropriate reply to the words of the Seller (the Buyer):

1. Have you seen our contract form? Would you like to look through it?

2. The fact is your price isn’t acceptable for us. Can you give us a 5 % discount?

3. How many compressors would you like to buy ?

4. We require the goods as soon as possible.

5. I hope our delivery terms suit you.

6. How about our quotations and catalogues? (I hope they suit you too). Have you looked
through them?

7. We’ve studied your catalogues. The new model is certainly good

HN3yuure cnennuky 1eI0BOro nuchbmMa, COCTAaBbTe Ha OCHOBE NPUMEPOB CBOH J/ie/10BbIe
nucbmMa
[Tucbema u GusHeC
[TuceMO MHCHMEHHOCTH SIBISIETCSI HEOTHEMIJIEMOHN YacThbiO AeNoBoro oOmieHus. Yek, JOroBOp
WJIU IPYyTU€ TOKYMEHTHI OU3HEC MO MOYTE BCET/Ia JOJKHBI COMTPOBOXKIATHCS MUChbMOM. B muceme
TOBOPUTCA, YTO B HACTOSIIEE BPEMs OTIPABJICHBI, TaK YTO ajgpecar JOJDKEH 3HATh, YTO UMEHHO
BBI XOTEJIH MepeiaTh. ITO TUTUYHBINA JIEJI0BOE MUCHMO HA3BIBAIOT "pyTHHHON".
B nacrosimee BpeMs Bce 0osblie U O0blle JOTOBOPOB MPOU3BOAUTCS HA AHTJIMICKOM SI3bIKE,
AHTJIMUCKUN SI3BIK SIBJISIETCS YHUBEPCAIBHBIM SI3bIKOM Om3Heca. CorniameHusi 0 COBMECTHOM
IpennpusaTrsi, 0aHKOBCKUE KPEIUTHI, a JMIEH3UHM Ha TOBAPHBIM 3HAK YacTO HAIKMCaHBI Ha aH-
TIIUHACKOM SI3BIKE.
C mosiBJI€HHEM DJIEKTPOHHON MOYTHI, TOJIOCOBOM MOYTHI U (DAaKCOB, XOPOIIO MUCATh MUChMaA Te-
psieT cBoe 3HaueHue. M Bce ke, XOpoIlIo HaMCaHHOE AE0BOE MUChbMO MOKET OYEHb IIOMOYb B
BAaIlIMX JIEJIOBBIX OTHOLIEHUsX. biiaroyctpoeHHas nuchbMo caenaeT Jydllee BIeYaTieHue Ha Yu-
TaTess, TAKUM 00pa30oM, XOpOIITHe MIChMa JCNIal0T XOPOITUH OM3HeC-TTapTHEPOB.
JlenoBas mepenucka He JODKHA OBITh CyXoi u ckydHoi. Ha camom nene, Haubonee a¢dexTus-
HBIM JICTIOBBIX MTHUCEM YacTO KAacaroTCs OYEHb JUYHBIC BOMPOCH], a HE TOJILKO HA JIEHbraxX WU B
HIOKHEH cTpoke. [IpuHuMas Bo BHUMaHHe WH()OPMAIMOHHBIC TIEPErPy3KU CETOMHSIIHUN BasKHO
OBITH KPATKUM U TIO CYIIECTBY B OOJIBITMHCTBE Balleld KOPPECTIOHICHIIUH.

e CTpyKTypa 1€I0BOT0 MUChMa
1. OTnpaBurens aznpec
AJlpec oTIpaBuUTENS MUIIETCS HAa BEPXHEH MPaBON YaCTH CTPAHUIIBI, €CIIU JTUCT OymMaru He UMe-
10T MeYaTHBIX OyiaHkax. Jlata HamucaHa Ha MPaBON CTOPOHE CTPAHUIILI TIOJ] apec OTIPABHUTEIS,
MHOTJIa OTJIEJIEH OT Hero npoctpaHcTBo. Ecnu Oymara nMeer nedyatHble OJIaHKH, J1aTa U OOBIYHO
3aMKUCHIBAETCS HA MPABOI CTOPOHE CTPAaHUIIBI. B MecsI] B CpOK He JOKEH ObITh HAMKCaH B LU }-
pax, TIOCKOJIbKY OHU MOTYT BBeCTH B 3a0myxkaenue. Hampumep, 10.05.2010 o3nauaet, yto 10



mast 2010 B Benmukobpuranuu, Ho B CILIA 370 03Ha4aer, uto 5 okta6ps 2010. Mecsua, kak npa-
BUJIO, HAITUCAHbl HE COKpalIeHHO, HanpuMmep, OKTAOpb B OKTSIOpe, HO OHU MOTYT OBITh COKpa-
IIEHBI, 32 UCKIIOUeHHeM Mas. ' a66peBuaTypa Iocie JaThl O4eHb YacTO OIYCKAETCs, HAIpH-
Mep, 24 mas BMecto 24thMay.

2. IlpuemHuk azpec

OTO HANKMCAHO HUXKE aJpec OTIPABUTENSA U HA MPOTUBOIOJIOKHON CTOPOHE CTPAHUIBL, TO €CTh
neByto oguH. Ecnu gpamunmst nauna, KoTopoMy MUCHhMO HAlMCaHO, KaK M3BECTHO, TO, YTO HAIU-
CaHO Ha IEepBOM CTPOKE ajpeca, MPEALIeCTBYEeT HA3BaHUE YUYTUBOCTU M KAK YEJIOBEK HaYaJIbHbIN
(b1) uM ero / ee mepBbIM UMeHeM, Harpumep, [-H b. cBamennnveckoit wm r-u xon Ilpuctim,
He r-H [Ipuctiu. JIro6e3Ho Ha3BaHMsI, UCIIOIB3YEMbIE B IpEC SIBJISIOTCS CIIEAYIONINE:

— T (c uim 6e3 MOJHON OCTAaHOBKH, TOCIOIANH' TIoJHAsT popMa HE CIeIyeT UCTIOIB30BATh) SIBJIS-
eTcsi OOBIYHBIM HA3BAHUEM BEXJIMBOCTH JIJISl YEJIOBEKA.

— T'ocmioka (¢ mm 6e3 MoIHOI OCTaHOBKH, "X034iKa" 1moyiHas popMa He JO0JKHA HCIIOb30BaTh-
Cs1) UCTIONB3YETCS I 3aMYKHEH KEHIIUHBI.

— mucc (He ab0peBHuaTypa) UCHOIb3YeTCs ISl MOJIOAOW AEBYIIKY U HE3aMY>KHUE JKSHITUHBI.

— 'ocnioxa (¢ uiu 6e3 MOoJMHON OCTAaHOBKM) UCIIOJIB3YETCS ISl 3aMYKHUX U HE3aMY>KHUX JKEH-
IIMH. MHOTHE KEHIIUHBI CErOHs MPEANOYNTAIOT PeIlaTh Ha 3TOT TUTYJ, U OH MOXET ObITh HC-
MOJIb30BaH, KOTJ]a Bbl HE YBEPEHBI, UTO JKEHIIIHA COCTOUT B Opake WM HeT.

— rocnoy (¢ niau 0e3 MoJHONW OCTaHOBKH, cCOKpalleHue ['ocrnoaa, KOTOpbIi HUKOTAAa HE UCIIOJIb-
3yeTcsl) UCHOJb3YeTCss MHOIJA JUIsl ABYX MM Oozee monel, (Hanpumep, rocnoga I1. Cmur u
Tepuep BD), HO wamie Bcero BXOAWT B COCTaB Ha3BaHUs GpupMbI (Hampumep, rocroga J[xoHe u
Paiit Ko)

EcTb MHOTO crienianbHbIX 3BaHUN, KOTOPBIE JOJKHBI ObITh BKJIFOUEHBI B aJIpecaM:

— aKaJeMHYeCKUX WIM MEIUIIMHCKUX Ha3BaHuil, Hanpumep, Bpau (moktop), nmpodeccop (IIpo-
dbeccop)

— BOMHCKHX 3BaHMi, Hanpumep, Kanuran (kanuTan), Maiiop (Maiiop), NOJIKOBHUK (TIOJIKOBHUK)
— apUCTOKPAaTHYECKUH TUTYH, Hanpumep, Cap (MMeeTcs B BUAY, YTO 3TO JIMLO phILaps, Bcerna
comnpoBokaaercss ums - Cap [xon bpayH, a He cap k. Bpayn u cap bpayn), [lama, 'ocrionwu,
OGapoHecca,  T.]I.

— 3cKBalp (¢ uiau 0e3 MoJIHOM OCTaHOBKH, cOKpaiieHne Esquire) peako ucnosb3yercs B HaCTO-
smee BpeMs. OH ucnosib3yeTcs: BMecTo '"r" U momeraercs 1mocjie MMEeHHU, Hampumep, Pugapn
MopToH 3ckBaiip, a He opuct. Puyapax Mopton.

Ecnu nums yenoBeka, KOTOPOMY Bbl ITUILIETE HE U3BECTHO, MOYKHO 3allMCaTh €ro / ee Ha3BaHHUe
WIN JOJDKHOCTh B KOMIIAaHUHU, HaripuMep, MeHepkep 1Mo pojjakaM MM (MHAHCOBOTO TUPEKTO-
pa, B 3TOM cily4yae Bbl MO’KETE UCIIOJIB30BaTh €r0 B CBOM ajipec.

Be ready to demonstrate how specific kinds of compromises are reached. Workinpairs. The

situations to be described:

1. Knuenra He ycTpauBaeT npenaiaraeMas 1ieHa Ha Toap. [locTaBIIMK MPOCUT €ro KOHKPETU3H-
pOBAaTh CBOE JKEJIaHKE U HE COTJIallaeTcs Ha 3TO YCIOBHE, TPUBOJIS PsI JOBOIOB.

2. KilneHT — nocTaBIIMK NPUXOIAT K B3aMMHOMY COIVIALIEHMIO, TAK KaK KJIMEHT IPEIaraeT cle-
JaTh KPYIMHBINA 3aKa3 B oOMeH Ha 10 % ckuaky.

3. KnMeHT — mocTaBUIMK B3aUMHO YIOBJIETBOPEHBI, TaK KAaK KJIMEHT IOJIy4aeT CKUAKY, KYIHB
OO0JIBIIYIO TAPTHIO TOBAPA U OIJIATUB HAJIMYHBIMHU.

4. XKenanue nocraBIIMKa — MMOJTYYUTh OIUIATy HAJIWYHBIMU. [lokynarens, B CBOIO ouepensp, Mpo-
CHUT CKUJKY, TOOO€IIaB C/eNaTh ONTOBYIO 3aKYIKY.

5. O6e cTopoHBI MPUXOAAT K KOMIIpoMuccy. Tak Kak MmpeuioskeHHast eMy CKuKa HeOoJbIuasi,
MOKYyHaTeNh XOTeN ObI, 4TOOBI 3aKyImaeMoe 000py10BaHKe ObUIO YCTAHOBIICHO 3a CUET MPOaBIIa.
6. IToxynaTens >xenan Obl MOJYYUTh KPEAUT Ha Oojee JIbIOTHBIX ycioBusix. Jlocruraercss ko-
IIPOMHCC.

7. Ilokynarenp HE B COCTOSIHUM MIOHECTH JAONOJHUTENIBHBIE PacX0/bl 10 TPAHCIIOPTUPOBKE, XOTS
TOBap M TpeOyeTcsi eMy CPOUYHO.

Structure of a business letter



1. Sender’s address

The sender’s address is written on the top right-hand side of the page if the sheet of paper does
not have a printed letterhead. The date is written on the right-hand side of the page below the
sender’s address, sometimes separated from it by a space. If paper has a printed letterhead, the
date is also usually written on the right-hand side of the page. The month in the date should not
be written in figures, as they can be confusing. For example, 10.05.2010means10™ of May
2010in Britain, but in the US it means5™ of October 2010. Months are usually written not abbre-
viated, e.g. Oct. for October, but they can be abbreviated except forMay. The abbreviation ‘th’
after the date is very often omitted, e.g.24 Mayinstead 0f24™May.

2. Receiver’s address

This is written below the sender’s address and on the opposite side of the page, i.e. the left-hand
one. If the surname of the person to whom the letter is written is known, then it is written on the
first line of the address, preceded by a courtesy title and either the person’s initial(s) or his/her
first given name, e.g. Mr J.B. Priestly or Mr John Priestly, not Mr. Priestly. Courtesy titles used
in addresses are the following:

e Mr (with or without a full stop; the full form ‘mister’ should not be used) is the usual
courtesy title for a man.

e Mrs (with or without a full stop; the full form ‘mistress’ should not be used) is used for a
married woman.

« Miss not an abbreviation) is used for a young girl or unmarried woman.

e Ms (with or without a full stop) is used for both married and unmarried women. Many
women now prefer to be addressed by this title, and it can be used when you are not sure
whether the woman is married or not.

o Messrs.(with or without a full stop; abbreviation for Messieurs, which is never used) is
used occasionally for two or more men, (e.g. Messrs P. Smith and B.D. Turner) but more
commonly forms part of the name of a firm, (e.g. Messrs Jones &Wright Co.)

There are many special titles, which should be included in addresses:

« academic or medical titles, e.g. Doctor (Dr.), Professor (Prof.)

« military titles, e.g. Captain (Capt.), Major (Maj.), Colonel (Col.)

 aristocratic title, e.g. Sir(meaning that the person is a Knight, is always followed by a
given name —Sir John Brown, not Sir J. Brown or Sir Brown),Dame, Lord, Baroness, etc.

o Esq (with or without a full stop; abbreviation for Esquire) is seldom used now. It is used
instead of ‘Mr.” and is placed after the name, e.g. Richard Morton Esq., not Esg. Richard
Morton.

If the name of the person you are writing to is not known, you can write his/her title or position
in the company, e.g. the Sales Manager, or the Finance Director, in which case you can use it in
the address.

3. Salution

To address a man whose name is not known Dear Siris used.

To address a company Dear Sirsis used. In the US the following form of address is used: Gen-
tlemen.

To address a woman whether single or married, whose name is not known Dear Madam is used.
To address a person whose name and sex are not known Dear Sir or Madam is used.

When the name of the person is not known, the salutation takes the form of Dear followed by a
courtesy title and the person’s surname. Initials or first names are not generally used in saluta-
tions: Dear Mr Priestly, not Dear Mr J. Priestly. The comma after the salutation is optional.

4. The body of the letter

This may be indented or blocked. If the blocked style is used it is usual to leave a line space be-
tween paragraphs in the body of the letter.

5. Complimentary close

If the letter begins with Dear Sir, Dear Madam, Dear Sirs, it will close with Yours faithfully.



If the letter begins with a personal name — Dear Mr James, Dear Mr. Robinson— it will close
with Yours sincerely.

Americans usually close even formal letters with Yours truly or Truly yours. These complimen-
tary clauses are not used in the UK in commercial correspondence. A letter to a friend or ac-
quaintance may end with Yours truly or Best wishes.

Signature and position in the firm of the person signing the letter are always typed before hand-
written signature. This is called ‘the signature block’. The signature can begin with initial(s), e.g.
A. Jacobs, or a name, e.g. Andrew Jacobs, and a courtesy title, e.g. Mr., Mrs., Miss, Ms.

If there is no full name or a title, your correspondent will not be able to identify your sex and
may give you the wrong title in the reply letter. Therefore it is better to sign a letter with a full
name and to include the title.

The enclosures into the letter, e.g. documents, leaflets, etc., may be mentioned in the body of the
letter. But it is usual in any case write Enc. or Encl. at the bottom of the letter, and if there are a
number of documents, they are given as a list.

3. Salution

I[J'I}I PCUICHUA YCJIOBCKA, Yb€ UMA HC U3BCCTHO VBakaeMbIH HCIIOJIb3YCTCA.

Jlist pernieHuss KOMIIaHUU Y Baxkaemble rocroaa ucrnoibiyercs. B CIIA cnexyromie ¢hpopMbl 00-
pameHus UCIIOJIB3YETCA: rocroaa.

I[JISI peICHUS KCHIIMWHBI, XOJIOCTBIC WUJIU KCHATBLIC, Yb€ UM HC U3BCCTHO, VYBajkaemast rocroxxa
HCIIOJIB3YCTCA.

Y100BI PCIINTD, YbC UM U I10JI HC U3BCCTHO YBaxxaemble AaMbl U IroCrioa UCIOJb3YCTCH.

Korz[a UM YCJIOBCKA, HC U3BCCTHO, ITPUBCTCTBUC OCYHICCTBIIACTCA B (bopMe YBaxkaeMbIe 3aTeM
Ha3BaHUC BCKIIMBOCTU U q)aMI/IJII/ISI YCJIOBCKaA. I/IHI/IHI/IaJII)I NI UMCHa O6I)I‘-IHO HC HUCIIOJB3YIOTCA
B IpUBETCTBUE: YBaxkaeMbll I-H [Ipuctiu, He YBaxaemslil r-H [x. [lpuctinu. 3anstyro nocie
MMPUBCTCTBUA HE ABJISACTCSA 00s13aTeIbHBIM.

4. B tene nucrMa

DTO MOXKET OBITh CMEIIEHBI WK 3a0JI0KMpoBaHbl. Ecin 3a010KMPOBAHO CTUITH UCIIOJIB3YETCS ATO
0oOBIYHAsA MOKHUHYTB JIMHHUIO MCKIY a63auaMH B TCJIC ITMCbMa.

5. becrimatHeIi 0JU3K0

Ecnu nucemo HaunHaetcs ¢ Dear Sir, Dear Madam, YBaxaemble rocnojia, OHO OYIeT 3aKpPBITO C
YBa)KE€HHUEM.

Ecnu nmuceMo HaumHAaeTCs ¢ IMYHBIM UMEHEM - YBakaeMbld I-H J[keiMc, yBaxkaeMblil I-H Po-
OMHCOH - OH 3aKPOET C YBAXKECHHEM.

AMepI/IKaHI_IBI 00BIYHO 3aKPBIBAKOT OAXKE O(I)I/II_II/IaJIBHBIe nrucbMa C YBAXKCHUCM N YBAXKCHUCM.
Otu OecruiaTHble IMyHKThl HE MCMONb3YIOTCS B BenmkoOpuTaHuu B KOMMEPUYECKON KOppECHOoH-
JCHIINUH. ITucemo k APpyry HUjin 3HAKOMOMY MOXKCT 3aKOHUYHUTBHCA C YBAXKCHUCM U HAWTTYyUYIIUMU
TIOXKCIIAaHUSIMU.

HOIIHI/ICL 1 JOJ)KHOCTH B (I)I/IpMC Jmna, IoAIMCaBIICrO MUCbMO BCEraa HaGpaJm a0 COOCTBEHHO-
PYYHOM MOAMUCH. DTO Ha3bIBaeTCs «OJ0K moamucH. [Toanmucy MOKeT HaYMHATHCS ¢ HAaYaJIbHON
(b1), HanpuMmep, A. JDxeiikoOc, wiu uMs, Hanpumep, DHApro SIkobc, u MOOe3HOCTh Ha3BaHHE,
Harpumep, ['-H, r-xa, r-xa

Eciu He monHOe MM Win HAa3BaHUEC, Balll KOPPECHIOHACHT HEC CMOXKCET OHNPCACIUTH Balll IOJ U
MOXET JaTb BaM HCIIPAaBUJIbHBIC HAa3BaHUS B OTBETHOM IMHUCBMCE. HOSTOMy Jy4lIE, 9TOOBI IIoaInmn-
caTh MUCHLMO C IIOJIHBIM UMEHEM U BKIIOYATh B ce0sl Ha3BaHUE.

Kopnyca B IMMUCBbMEC, HAIPUMEP, JOKYMCHTEI, IUCTOBKHU U T.[d., MOTYT OBITH YIIOMSHYTBI B TCKCTE
nmucbMa. Ho 00BIYHO B 11000M CJIydac 3aliucu Enc. unn Encl. B HUKHEN yacTH nMcpMa, U €CJIU
€CTb pAd JOKYMCHTOB, OHU IOJYYarOT B BUAC CIIHMICKA.

6.20H/1 OUEHOYHBLIX CPEACTB /151 HPOBEJEHUSI TEKYHIEI'O KOHTPOJII,
IMPOMEXYTOYHOU ATTECTAIIUA OBYYAIOIIIUXCA 11O JTUCHUIIJIMHE
DoHJ OLEHOYHBIX CPEACTB AJIA IIPOBEACHUS TEKYILETrO KOHTPOJIS, IPOMEKYTOUHON aTTECTaluU

IIPUBE/ICH B IIPUJIOKEHUU.



B cnyuae mpumeHeHUs B 00pa30BaTeIbHOM MPOIECCE TUCTAHIIMOHHBIX 00pa30BaTENbHBIX
TEXHOJIOTHI MCTOJIB3YIOTCS clieaytonue miargopmbl 1 JOP:

http://dis.ggtu.ru

https://meet.jit.si

https://us04web.zoom.us

7.1IEPEYEHb OgHOBHOfI W JOMNOJHUTEJIBHON YYEBHOM JINTEPATYPHI,
HEOBXOJINMOMU 1JIs1 OCBOEHUA JUCIHUIIVIMHBI

IlepeyeHb OCHOBHOM JIUTEPATYPbI:

1. bopraukosa, T.I'. [lenossie nmuceMma / T.I'. Boptaukosa, U.E. Unsuna, M.H. Makeesa ; - Tam-
6oB : UznatensctBo ®I'BOY BIIO «TT'TY», 2012. - 161 c. : un., tabmn., cxem. ; To xe [Dnek-
TpouHbIi pecypce]. - URL: //biblioclub.ru/index.php?page=book&id=277783

IlepeyeHb 10MOJTHUTENbHOM JIUTEPATYPHI:

1. TI'pumraeBa, E.b. JlemoBoii wHOCTpaHHBIH s3bIK: ydeOHOe mocobue / E.b. I'pumraesa,

N.A. MamykoBa ; MunuctepcTBo o0pa3oBanus u Hayku Poccuiickoit ®@enepaunu, Cubupckuit

OenepanbHblil yHUBepcuTeT. - KpacHosipck : Cubupckuii ¢enepansubiii yHuepcuret, 2015. -

192 c. : Tabn. - bubnuorp. B kH. - ISBN 978-5-7638-3296-9 ; To e [DneKkTpoHHBIA pecypc]. -

URL: //biblioclub.ru/index.php?page=book&id=435604

8. IEPEYEHb COBPEMEHHBIX NMPO®ECCHUOHAJIBHBIX BA3 JAHHBIX, UH-
O®OPMAIIMOHHBIX CITPABOYHBIX CUCTEM

Bce obOyuaromuecs obecrieyeHsl JOCTYIIOM K COBPEMEHHBIM IpodeccuoHalbHBIM 0a3aM
JAHHBIX U MH()OPMAIMOHHBIM CIPABOYHBIM CHCTEMaM, KOTOpBIE MOAJIEKAT OOHOBICHUIO MpPU
HEO0OXOUMOCTH, YTO OTPAXKAETCS B JINCTAX aKTyalIn3alli pabodyux IporpamMmm.

CoBpeMeHHbIe TPpodeccuoHATIbHbIE 0a3bI JaAHHBIX:

OBbC «YHuBepcuterckas oubianoreka onnaitay» http://biblioclub.ru/

ba3za HayunbIx crateii M3natensctBa «['pamoray http://www.gramota.net/materials.htmi
NupopmarmonHas cuctema "EnnHoe OKHO A0cTyna K 00pa30BaTelbHBIM pecypcam
http://window.edu.ru/

Enunas xoutekius nHGOpMaImoHH0-00pa3oBaTelibHbIX pecypcoB http://school-
collection.edu.ru/

[Tnardopmbl BuneokoHdpepeHtcps3u https://meet.jit.si https://us04web.zoom.us
S0P http://dis.ggtu.ru

HNHpopManoHHBIE CIPABOYHbIEC CHCTEMBbI:

Sunexc.ITeperoquuk https://translate.yandex.ru/
Google ITepeBomunk https://translate.google.ru/
Sunexc https://yandex.ru/

Pam6uep https://www.rambler.ru/

Google https://www.google.ru/

Mail.ru https://mail.ru/

JonmoiHuTEILHBIE PECYPCHI:
http://www.englishgrammar.org/
http://learnenglish.britishcouncil.org/en/english-grammar



http://dis.ggtu.ru/
https://meet.jit.si/
https://us04web.zoom.us/
https://biblioclub.ru/index.php?page=book_red&id=277783
https://biblioclub.ru/index.php?page=book_red&id=435604
http://biblioclub.ru/
http://www.gramota.net/materials.html
http://window.edu.ru/
http://school-collection.edu.ru/
http://school-collection.edu.ru/
https://us04web.zoom.us/
http://dis.ggtu.ru/
https://translate.yandex.ru/
https://translate.google.ru/
https://yandex.ru/
https://www.rambler.ru/
https://www.google.ru/
https://mail.ru/
http://www.englishgrammar.org/
http://learnenglish.britishcouncil.org/en/english-grammar

http://www.englishpage.com/
http://usefulenglish.ru/grammar

9. OHNMCAHUE MATEPHUAJBHO-TEXHUYECKOM BA3bI, HEOBXOJIUMOM JIJIsI
OCYHIECTBJIEHUA OBPA3OBATEJIBHOI'O ITPOLHECCA 110 JUCHUIIJIMHE

Ayauropum IIporpammuoe
olecneyeHue
- yueOHas ayJUTOpus AJIs IPOBEACHUSI yUeOHBIX OnepannonHas cucreMa.
3aHATUH 110 TUCLUILIMHE, OCHAILIEHHAs] KOMIIBIOTEPOM [TakeT opucHbIX
C BBIXOJIOM B MHTEPHET, MYJIbTUMEANAIPOCKTOPOM; IIPUIOKECHU.
- MOMEIIEHHUE JUISI CAMOCTOATEIBHOM paboThI Bbpaysep Firefox, Snnexc.

00y4aroIuXxcsi, OCHAIIIEHHOE KOMITBIOTEPHOM
TEXHUKOU C BO3MOKHOCTBIO IIOAKJIHOYCHUA K CECTU
WHTepHeT U 00ecreueHueM JOCTYIa B 3JICKTPOHHYIO
nH(hOpMaIMoOHHO-00pa3oBarenbHyo cpexy [T TY.

10.0BYYEHHUE MHBAJIMA0OB M JIMI C OTPAHUYEHHBIMHU BO3MOXKHOCTS-
MH 310POBbsA

ITpu HeoOxoauMocTH paboyasi mporpaMma JUCHMIIIIMHBI MOXKET OBbITh aJjanTHpOBaHa s
oOecnieueHus 00pa3oBaTENbHOrO MPOLIECCa UHBAIUAOB U JIUI] C OTPAHUYEHHBIMU BO3MOYKHOCTSI-
MU 3710poBbsl. [l 3TOr0 Tpedyercs 3asBieHHe CTyAEHTa (€ro 3aKOHHOIO MpeICTaBUTENs) U 3a-
KIIFOUEHHE TICUXO0JI0ro-MequKo-nenarornueckoit komuccuu (ITMIIK).

CocraButens: K.¢.H., noueHt lllypynosa M.B. %

[Iporpamma yTBepkIeHa Ha 3acellaHUM Kadenpbl aHTIUICKON (DUIIONOTHH M MEePEeBOIOBEACHUS
«16» wmas 2023 r., mporoxom Ne 11.

3aB. xadenpoit Kupumiora A.B. C%//



http://www.englishpage.com/
http://usefulenglish.ru/grammar

Ilpunoscenue

MunucTepcTBo 00pa3oBanusi MocKkoBCKoOil 00J1acTH
I'ocynapcrBeHHOe 00pa3oBaTe/ibHOE YUpesKAeHNe BbICIIEro 00pa3oBaHus
MockoBckoi 001acTH
«l"ocyrapcTBeHHBI TYMAHUTAPHO-TEXHOJIOTHYECKN YHUBEPCUTET»

®OH/JI OHEHOYHbIX CPEJICTB
AJIA ITIPOBEJEHUS TEKYIIEI'O KOHTPOJIA,
MNPOMEXYTOYHOU ATTECTALIUN
PABOYAS ITPOI'PAMMA JUCHUIIVIMHBI

b1.0.07.08
AHIIHICKHUI A3BIK B NPO(EeCCHOHAIBLHOM KOMMYHHKALMHA

Hanpasyienue noaroToBku 44.03.05 IMexarornyeckoe od0pasoBaHue
IIpoduim noaroroBKu JomkonabHoe oOpa3oBaHme,

HNHocTpaHHbIi A3BIK (AHTVIHHCKHUI)
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1. MTHauKaTOpPhI AOCTHKEHUS] KOMIIETCHIM I

Kox u nHaumenoBa- HanmeHnoBanue nHaMKaTopa JOCTUKEHUSI YHUBEPCATbHON

HUE KOMITETEHIIUU

YHUBEPCAIbHOU

KOMITETEHIIUU

VK-4 Criocoben YK-4.3. OcymiecTBisieT KOMMYHUKAIUIO B IU(POBON cpene s TOCTH-
OCYILIECTBIIATH JIe- | JKE€HUs MPo(hecCHOHANBHBIX 1ejel U 3()(HEeKTHBHOTO B3aUMOICHCTBHS

JIOBYFO KOMMYHH-
Kal[MI0 B YCTHOU U
NUChMEHHOHU (op-
Max Ha rocymuap-
CTBEHHOM SI3BIKE
Poccuiickont dene-
paIyu ¥ HHOCTPaH-
HOM(BIX) sI3bIKE(aX)

2. Onucanue moka3sarteieili 1 KpUTepUeB OLEHHUBAHUS KOMIETEHIUH HA Pa3IM4YHBIX
Tanax ux (popMUpPOBaAHUS, ONUCAHME IIKAJ OLIEHUBAHMSI.

OreHka ypoBHsSI OCBOCHHSI KOMIIETCHIIMM Ha Pa3HBIX 3Tarax uX (OPMHUPOBAHUS MPOBO-
TUTCSL Ha OCHOBE (D (HepeHIIMPOBAHHOTO KOHTPOJISI KKIOTO MOKA3aTeNsi KOMIETCHIIMH B paM-
KaX OLIEHOYHBIX CPEACTB, NpuBeAeHHBIX B DOC.

OneHka «OTIMYHO», «XOPOIIO», «3aYTEHO» COOTBETCTBYET NMOBBIIIEHHOMY YPOBHIO
OCBOEHHUSI KOMIIETEHIIUU COTJIACHO KPUTEPUSM OILICHUBAHMS, MPUBEICHHBIX B TaOIHUIE K COOT-
BETCTBYIOIIEMY OLIEHOYHOMY CPEJICTBY

OneHKa «yJ10BJIETBOPUTENIBHOY, «3aUYTEHO» COOTBETCTBYET 0230BOMY YPOBHIO OCBOCHMS
KOMITETCHIIMH COTJIACHO KPUTEPHUSM OLICHUBAHUS, PUBEJICHHBIX B TaOJIHUIIE K COOTBETCTBYIOIIIE-
MY OLIEHOYHOMY CPEACTBY

OneHka «HEYIOBIETBOPUTENBbHOY», «HE 3a4TE€HO» COOTBETCTBYET IOKA3aTEII0 «KOMIIe-
TEHLHS He 0CBOCHA)

IIpencrasnenue
HaumenoBanue
Ne Kparkas xapaktepuctuka OLIEHOYHOTO
OLIEHOYHOTO Kputepuu onenuBanus
n/n OLIEHOYHOTO CPEJCTBa cpencTsa B
cpencTBa
donme

Oyenounvie cpedcmaa 05l NPOGeOeHUs MEKYue20 KOHMPOJisl

1 | Ilpaktuveckue | TexHuka oOydeHws, mpen- | [lepedenn Onenka «OTau4gHO» -
3a/laHus [oJlararpomas  MpoeKTHpO- | nMpakTudeckux | CTyneHT a€r rpamoTHOE
BaHUE pELIEHUS KOHKPET- | 3alaHuit ONMCaHWE U HHTEpIpeTa-

HOM 3a/1a4H. LIUI0 CUTYalluu, CBOOOIHO

Bragess TpodeccuoHab-
HO-TIOHATUIHBIM  armnapa-
TOM; YMEET BBbICKa3bIBaTh
U OOOCHOBBIBaTh CBOU
CYyXJAEeHMs; Tpodeccuo-
HaJIbHO TIPOTHOZHPYET U
MPOEKTHUPYET  pa3BUTHE
CUTyalluu WIN OOBEKTa,
npeiaraet 3¢ PpeKTUBHBIC
CrocoOBl peleHust 3aja-




HUSL
Onenka «Xopouo» -
CryneHTt na€r rpamoTHOE
ONMCAaHHUE W HHTEpHpeTa-
UI0O  paccMaTpUBaeMoi
CUTyalluu;  JOCTAaTOYHO
BJaseeT mnpodeccuoHab-
HOH TEPMUHOJIOTUEN;
BJa/ieeT MpHeMaMH IIpo-
€KTUPOBAHHUA, JIOMYyCKasl
HETOYHOCTH; OTBET IIpa-
BUJIBHBIM, IOJHBIN, C He-
3HAYUTENbHBIMH ~ HETOY-
HOCTSIMU WJIM HeJocCTa-
TOYHO MOJIHBIN.

Onenka «YnoBieTBopu-
TenbHO» - CTyaeHt ciabo
BJIaieeT MPOodeCCUOHATb-
HOM TEPMMHOJIOTHEH IIpU
ONKMCAaHWU U HMHTEpHpeTa-
105051 paccmaTpuBaeMoit
CUTYaIluH; JIOIyCKaeT
OLIMOKU MpU MPOEKTUPO-
BaHUU CIOCOOOB  Jesi-
TEIBLHOCTH, ciabo o00oc-
HOBBIBAET CBOM CYXKIe-
HUS; M3JaraeT Marepuan

HENOJHO, HENOoCIe10Ba-
TEJIBHO.
Onenka «Heynosnerso-

putensHO» - He Bmaneer
npogeccuoHaIbHON  Tep-
MHHOJIOTUEH; HE YMEEeT
IpPaMOTHO 000CHOBATh
CBOM CYXIEHHUsS;, OOHapy-
KHUBaeTCs HE3HaHUue oc-
HOB NPOEKTUPOBAHHS, JO-
MyIIEHbI IPyOble OMUOKH.

Tect

Cucrema cTaHIapTU3UPO-
BaHHBIX 33JaHMI, II03BO-
asouias  U3MEpUTh  ypo-
BEHb 3HAHWM U YMEHHU
00ydJaromerocs.

TectoBble 3a-
HaHusA

Ouenka «Omauuno»
BBICTaBJISIETCS 3 TECT, B
KOTOPOM BBITIOJTHEHO
ooitee 90% 3amaHuii.
Ouenka «Xopouwio»
BBICTaBJISIETCS 3 TECT, B
KOTOPOM BBITIOJTHEHO
ooiee 75 % 3amaHui.
Onenka
«Yooenemeopumenvroy»
BBLICTABJISIETCS 3a TECT, B
KOTOPOM BBITIOJTHEHO
ooiee 60 % 3agaHuii.
Onenka «Heyoosnemeo-




pumenbHo» BBICTaBISETCS
3a TECT, B KOTOPOM BBI-
rmoJiHeHo mMeHee 60 % 3a-
aHWuH.

Oyernounvie cpedcmea 015t NPOBeOeHUs.

NPOMEIHCYMOUHOU

ammecmayuu

3auer

KontponsHoe
MEpPONpPUSITHE, KOTOpOE
MIPOBOAUTCS 1o
OKOHYaHUIO U3yYeHUS
JUCIUIUIMHBL B BUJE,
PeIyCMOTPEHHOM
y4eOHBIM TIITAHOM.

Bompocel K
3a4ery

OneHka  «3aumenoy -
NOBbIUEHHbI VpOoBeHb
MPEAIoJaraer:

— 3HaHHC OCHOBHEBIX
TEOPETHYECKUX TI0JI0-
JKEHHI BOIIPOCa;

— yMEHHE aHAJIM3UPO-
BaTh M3y4yaemble JIHC-
MUIUIMHOM ~ SBJICHHS,
(hakThI, NEHCTBYUS,

— yMeHue coJziepka-
TEJIbHO U CTHJIMCTHYC-
CKM TpPaMOTHO H3JIa-
raTth cyTh Bompoca. Ho
HMeeT MECTO HEeA0CTa-
TOYHAs IIOJHOTA IO
U3JIaraéMoMy  BOIIPO-
cy.

OueHka  «3aumenoy -

0azo6vlil  yposeHb TPEIl-

1oJjiaraert:

HETIOJTHOTY — M3JI0XKe-

HUS UHPOpMaIUH;

— OINEpPUPOBAHUE TOHS-
TMH Ha OBITOBOM
YpOBHE;

— OTCYTCTBUE CBSI3U B
MMOCTPOEHUHU OTBETA;

— HEYMEHHME BBIICIIUTH
IJ1aBHOE;

— OTCYTCTBHE BBIBOJIOB.

OleHKA «He 3auymeHoy —

KoMnemeHyus He 0cCBoe-

Ha» TIPENTOJaraer:

— HE3HaHUE IMOHSATHITHO-
ro amnmnapara;

— HE3HaHUE METOJI0JIO-
THYECKUX OCHOB
pooIeMBbI;

— HE3HAaHWE TEOPUU W
HMCTOPHH BOIIPOCA;

- OTCYTCTBUE YMEHUS

aHAJM3UPOBATH YUCOHBIHN

MaTepuan

Tect

Cucrema craHgapTU3HpO-

TectoBblEe 3a-

Ouenka «Omauuno»




BaHHBIX Sa,Z[aHI/If/'I, IIO3BO- | AaHUA BBICTABJISICTCS 3a TECT, B

JS0IAas  U3MEPUTh  ypo- KOTOPOM BBITIOJTHEHO
BEHb 3HAHUH W YMEHUH ooiee 90% 3agaHuii.
oOyuatomerocs. Onenka «Xopouwto»

BBICTABJIIETCS 34 TECT, B
KOTOPOM BBITIOJTHEHO
ooiee 75 % 3amaHuid.
Orenka
«Yooeremsopumenvroy»
BBICTaBJISIETCS 34 TECT, B
KOTOPOM BBITIOJTHEHO
ooitee 60 % 3amaHuid.
Ouenka «Heyoosremeo-
pumenvbHOo» BBICTABIISACTCS
3a TECT, B KOTOPOM BBI-
nojHeno menee 60 % 3a-
TaHWH.

3. TunoBbie KOHTPOJIbHbIE 3aaHUS M/WJIH MHbIE MaTePHAJIbI JUISI NPOBEIEHUsT TEKYIIero
KOHTPOJIsl, IPOMEKYTOYHON aTTecTaluu, Heo0XOAUMbIe /Jisi OIeHKH 3HAHWIi, yYMeHMIi,
HABBIKOB H/MJIH ONBITA JAeSITEILHOCTH, XapaKTePU3YIIHX 3Tanbl GOpMUPOBAHHUS KOMIIe-
TEeHIUii B Mpollecce 0OCBOEHUsI 00pa30BaTeJbHOIl MPOrpaMMBbl.

B CJIydac IIpUMCHCHUA B 06pa30BaTeJ’ILHOM Inponecce NTMCTaHIMOHHBIX O6paSOBaTeJ'IBHBIX
TEXHOJIOTHH ucnoibzyercs DOP
https://dis.ggtu.ru/course/view.php?id=4534
https://dis.ggtu.ru/course/view.php?id=4533
https://dis.ggtu.ru/course/index.php?categoryid=1146
https://dis.ggtu.ru/course/view.php?id=4861

HpaKTI/I‘-IECKI/Ie 3aJaHusA

Nel

I. Take it in turns to greet someone and make a comment about the weather, using the sit-
uations below. The other person returns the greeting and also replies to the comment about the
weather:

1. You meet your friend Kate in the park. It’s very hot. 2. You meet your friend at the
bus stop. It’s raining. 3. You meet a visiting lecturer Mr. Brown outside the University. You are

both wearing thick coats, gloves and scarves. It’s winter. 4. You meet a friend of yours on
the way to the University. He is wearing a T-shirt and dark glasses. 5. You meet Harry, a British
student, near the University. It’s a cold winter day. The weather is miserable. But the outlook for
tomorrow is rather favourable. Harry is glad to meet you. He says he hopes that the cold weather
won’t stay for too long.

Ne2

The ways to develop a conversation Read the text and do exercises given after it.

A conversation often depends on questions. The person who asks questions in a conversa-
tion usually controls it. Personal questions should be expressed tact-fully, otherwise you may
appear to be rude. When asking questions of this kind the British generally use: ”Excuse me for
asking.” “Excuse me asking/my asking.” Other expressions are: “I wonder if you could tell me
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https://dis.ggtu.ru/course/index.php?categoryid=1146
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your address?” “Excuse me, do you happen to know how often buses run here?” “Would you
mind telling me about the structure of the University?” “I hope you don’t mind my asking, but
I’d like to know more about your re-search.” English-speaking people do not usually ask or give
exact information about their age. It is usual to say that “someone is in his/her early twen-
ties/thirties, etc.”

To make a general enquiry about somebody’s job the British use: “What do you do?
What do you do for a living?”

The British never say: “What’s your profession/work?” Here’re some useful phrases for
describing somebody’s job in more details: “He’s/I’'m in advertising/banking, etc.” “He’s/I'm
responsible for recruiting the staff.” “He’s/I’m an English lecturer at Moscow University.” “I/ He
deal/deals with the finance.” “I’m/He’s qualified as a program designer.”

In order to get more information you can use the following techniques:

“Can you tell me a bit more about the history of your company?”

“Sorry, but I’d like to know some more about your trip to Britain.”

“Sorry, that’s not quite what I meant.” “What I really wanted to know was when exactly
you’d be back.” “Sorry, I don’t quite understand.”

If you want to get some explanations during the conversation you can do it like that:

“What do you mean?” “What exactly do you mean?”

“Can you explain it in more detail, please?

If you want to interrupt when another person is speaking, you should do it politely:

“Excuse me, can I interrupt you for a moment?”” “Sorry to interrupt but I’ve got a ques-
tion for you.” “I’d just like to say that my friend has got a promotion.” “By the way (to change
the subject) I’ve decided to give up teaching.” “That reminds me of the meeting we had last
time.” “Hold on, please.” “Just a moment, please.”

If you want to prevent interruptions and make sure you continue to hold the floor, you
can use the following techniques:

1. “There are two points I’d like to make.”

You can’t be easily interrupted until you have made them both.

2. You may also pause in the middle of a sentence. In this case you can’t be easily inter-
rupted until you’ve completed your sentence. You may probably want to hear other
people’s views and make sure everyone gets a chance to speak in a conversation. The following
phrases may be helpful:

“Don’t you agree, Jane, that English is a beautiful language?”

“What do you think, Nick, about Spanish painting?” “I expect you will agree with me
when | say that we can master English only if we study much.” “ I don’t know what Mary thinks
but I’m sure she knows more about the problem than I do.”

Sometimes people speak indistinctly, so you may need to ask them to repeat what they
have said. Here’re the most common ways: ”Sorry, could you say that again, (please)?” “Sorry,
could you repeat that?” “Sorry, would you mind repeating that.”

“Sorry, I didn’t hear what you said.”

“Sorry, I didn’t (quite) catch what you said.

When you are at a loss for words,the following sentences may be helpful:

“I can’t think of the right word, but you know what I mean.”

“A sort of thing/food, etc. you know.”

“You know the sort/kind of thing I mean.”

“I don’t quite know what you call it.” “One of those things, you know.” “I can’t remem-
ber what it’s called.”

Possible answers may be:

“Yes, I know what you mean.” “No, I’m afraid I don’t remember what you mean.” “You
mean your business trip?” “Are you thinking of your colleagues?” British people usually use tags
to make sure their listeners are keeping up with them. Another good way to check if you are
properly understood is to use different little phrases as: “...if you see what I mean” “I don’t know



if you can see that...” “And you know what I said?” “Can you guess what I did/said, etc?” “See
what I mean, etc.” In more formal situations you might say: “Do you follow me?” “ Are you
with me on that?” “All right so far?” “Is everything clear?” “Got that?”

The importance of these little phrases cannot be overemphasized. In fact they ask for a
tacit agreement from listeners and seek their encouragement or approval to continue a conversa-
tion. And what is more important they make speakers sound less abrupt and bring listeners into
the talk. On the other hand listeners are also expected either to encourage speakers or merely to
show they are listening to be polite. Facial expressions, gestures and so on are very important
indicators of attention and interest. So are certain words and intonation that can be used in utter-
ing them. Here are some useful words you might use to show you are involved and share the
speaker’s feelings: “Ah. Yes. Gosh. Sure. Yeah. Wow. Oh. Really? Lovely. mm...right. Fancy
that! I know. Fine. Well. | see. OK. Exactly so. These brief utterances point to the level of
agreement and comprehension as well as reveal the listener’s emotional involvement. At the
same time you should not put too many of these utterances in, because in this case the expression
may be one of overbearing pugnacity or embarrassing friendliness.

If you need to delay answering a question while you think for a moment or check on your
facts you may use some delaying expressions:

“Well, let me see ...” “Oh, let me think for a moment.” “I’m not sure, I’ll just have to find
it out.” “That’s a very interesting question.”

“That’s a difficult question to answer.” “It’s difficult to say.” “Let me put it this way.”
“What do you mean?” These delaying expressions give people time to think about their replies.

If you want to avoid answering questions altogether you may use expressions like these:

“I’m not really sure.” “I can’t tell you off-hand, I’'m afraid.” “I’m terribly sorry, I really
don’t know.” “I’ve no idea, I’'m afraid.” “I can’t answer that one, but I'll tell you where you can

find it out.” “I’d rather not answer that one, if you don’t mind.”

If you don’t want to discuss something, use the following phrases: “Well, I’d rather leave
individuals out of this.” “Well, I’d rather not discuss it at the moment.” Well, I’d rather not talk
about it if you don’t mind.” “Well, Id rather wait till [ know more about it before I say.” “Well,
I’d rather wait before I commit myself.”

If the British want to terminate a conversation generally end a conversation with people
or a person they know by an excuse and saying something nice after the topics of common inter-
est have been discussed, e.g. “ Excuse me, I'm afraid I have to be going now. It was really a
pleasure to talk to you.”

Some other ways may be: summing up a conversation by using “OK”, "Well”, etc. or/and
making arrangements to speak to the person at a later time. In a business conversation where
there is a specific point to be discussed the British come to the point quickly. In this case the
conversation winds down after the point has been discussed and aexcuse is not necessary.

1. Read the conversation and answer the questions given after the text.
A: Can | help you?

B: Yes, I’d like one of those things, oh, you know.

A: No, I’'m afraid, I don’t.

B: You know the sort of thing I mean for holding papers together, I’ve for-
gotten what they are called.

A: Ah, you mean paper clips, don’t you?

B: No, not exactly. A sort of paper clip. Well, you know what | mean.

A: Sorry, I don’t.

B: They are little wire things you put in a machine and then press.

A: Ah, you mean staples, | think?

B: Yes, that’s right. I couldn’t remember what they were called. Thank you.

2. Questions:



1. Does the first speaker try to be helpful? What language shows he does?
2. What other language could the first speaker have used with the same meaning? 3. Do
you think both speakers are polite and patient with each other?

3. Look through the lines and:

a) rearrange them to produce a natural dialogue:

. Yes, please. Do you mind if | open the window?

. No, I don’t think so. Would you like to look at my timetable?

. No, I don’t think so. Shall I move my bag?

. No, that’s quite all right. The train’s rather crowded, isn’t it?

. Yes, I suppose so. By the way, it does stop at Brighton, doesn’t it?
. Shall I look after your bag for you?

. Yes, please.

8. Excuse me, is this seat taken?

9. No, that’s quite all right. I think, I’ll just go for a cup of coffee.

10.Yes, it is, isn’t it? I suppose it’s because it’s Friday.

b) read the dialogue you have made up and answer the following questions:

1. Do the speakers know each other? 2. How did the speakers develop the conversation
after answering? 3. Do the two speakers sound friendly and polite? If so, what language shows
they are? 4. What sorts of developments did the first speaker use? 5. What other sorts of devel-
opments do you think might have been used in this situation?

~NOoO D kW

4. Make a natural response to the following remarks, remembering that you should
both answer and develop the conversation:

1. You’ve been to London, haven’t you? 2. Have you seen the paper today?

3. You’re not English, are you? 4. You work a lot, don’t you? 5. You haven’t got minute
to spare, have you?

V. Make short conversations in the following situations.

1. Ask the person sitting next to some personal questions politely. Try to sound interested
when listening to her/him.

2. You meet a nice girl/boy outside your University. Strike up a conversation with
her/him to find out whether: 1) she’s/he’s a student of your University; 2) she’s/he’s fond of his-
tory.

3. Your teacher has explained something, but you still don’t understand it very well. Po-
litely ask for clarification.

4. It’s your first day in a new group and you don’t know where to sit. Ask one of the oth-
er students politely about the seating arrangements.

5. Some students come to your door to talk to you about a New-Year party.

You are not well. You have a lot of work. Get rid of them politely.

Someone who has started work in your organization asks you what the boss is like. You

don’t want to discuss him/her.

TecroBble 3a1aHUA
YK-4.3. OcyuecTB/sieT KOMMYHMKANUIO B HuGpoBoii cpeae 151 JOCTHKeHUs podeccHo-
HAJBHBIX Hesleld M 3(PPEeKTHBHOI0 B3aUMO/AeHiCTBHUS.

1. Choose the correct definition of a complaint letter.

a. A letter written to concerned authorities if we are not satisfied with the service provided
by them

0. A letter written to a guest who resides in one country to invite a guest to visit them to in an-
other country

B. A document that seeks to gather information from a reliable source



2. Choose the correct definition of an invitation letter for Visa

a. A document that seeks to gather information from a reliable source

0. A letter written to concerned authorities if we are not satisfied with the service provided
by them

B. A letter written to a guest who resides in one country to invite a guest to visit them to in an-
other country

3. Choose the correct definition of a letter of inquiry

a. A letter written to a guest who resides in one country to invite a guest to visit them to in an-
other country

6. A document that seeks to gather information from a reliable source

B. A letter written to concerned authorities if we are not satisfied with the service provided
by them

4. Employment History' means:

a. Which schools you have attended

6. Which diplomas and certificates you have
B. Where you have worked

5. 'This is Ken' is used when:

a. Answering the telephone

6. Introducing yourself in person
B. Asking who is on the line
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Bonpocsl k 3auery
OTUKa U IpaBUiia I€I0BON MEPETTUCKH.
KynbTypa nenoBoit nepenicky Kak MHIUKATOp MpodecCHOHAIbHON 1 001Ien
KYJIbTYpBI.
MecTo ae710BO# IepenucK B CTPYKTYpE JeATeNbHOCTH CIelnanicTa B obaactu odpaso-
BaHUS.
Bupel nenoBoii nepenucku.
KoHntpakTHas nepenucka.
OcTeTnka opOpMIICHHS U CTUIIb JIEIOBOTO MHChMa.
Oco0eHHOCTH AMHUCTOISIPHOTO JKaHpa CTPaHbl H3y4aeMOro SI3bIKa.
9. Curyauuu AeI0BOTO OOLICHHUS.
10. JInynas mepemnucka.
11. ®pazeonoruzmsl U (ppasbl KIUIIE B TMYHON U JIEIOBOM MEepenncKe.
12. TIpoGiiema KOMMYHUKAITUH 110 TenedoHy.
13. IIpakTHKa UCHOIB30BaHUS TeNEPOHHOTO OOIIEHUS B CTPaHE U3y4aeMOro sI3bIKa.
14. TpeGoBanust K 0OPMIICHUIO FOPUINUECKON TOKYMEHTAIUH.
15. TpebGoBanus Kk 0hOpMICHNIO KOMMEPUECKOM JOKYMEHTAIUH.
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TecToBbIC 3a1aHUA




YK-4.3. OcyumecTB/sieT KOMMYHMKANUIO B HuGpPoBoii cpeae 151 10CTHKeHNs podeccHo-
HAJIBHBIX 1eJIed ¥ 3(PpPekTUBHOr0 B3aUMO1eiiCTBHUS.

6. What type of e-mail is it?

Subject: Meet the new Customer Support Representative

Dear team,

I am pleased to introduce you to [Name] who is starting today as a Customer Support Repre-
sentative. She will be providing technical support and assistance to our users, making sure they
enjoy the best experience with our products.

Feel free to greet [Name] in person and congratulate her with the new role!

Best regards,

[Your name]

[Job title]

7. Put the subject lines in order from best to worst.

a. Marketing Meeting - Monday

6. Meeting

B. Marketing Meeting - Monday, June 17, 3 pm

8. What does “R&D” mean?

9. Fill in the gap in the following sentence:
I am looking to hearing from you

10. Translate the phrase “to notify via e-mail”

6. formal

7. Bab

8. OTJIeJ cCIeIOBaHUM M pa3paboToK

9. forward

10. COOOUIUTDH/YBEIOMHUTD B JIEKTPOHHOM IHCHhME

Cxema cOOTBeTCTBHMS THIIOBBIX KOHTPOJIbHBIX 32/IaHUI U OLlEHUBAEMbIX 3HAHM i, yMEHHUIA,
HABBIKOB U (MJIM) ONBITA AEATEIbHOCTH, XapaKTePU3yOLIMX 3Talbl (opMHUPOBAHUSA KOM-
neTeHnu i

Ne | ®opmupyemas koMneTeHIUSA [Tokazarenu copmu- | TunoBbie KOHTPOILHBIE
n/ POBaHHOCTH KOMIIE- 3a1aHUs
I TEHIINH




VYK-4 - CriocobeH ocymiecTs-
JISITh JIEJIOBYI0 KOMMYHUKAIIHIO
B YCTHOM U MUCbMEHHOM (hop-
Max Ha roCyIapCTBEHHOM $I3bI-
ke Poccuiickoit @enepanuu u
MHOCTPaHHOM(BIX) sSI3bIKE(aX)

YK-4.3

Bomnpocsr k 3auery
[IpakTnueckoe 3axanue
Tect




