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Jluer arkryamsaunn padoucii nporpammu
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yueGuom roay masaceaanni kadeapsi MHOCTPAIHBIX #36IKOB 10 TEXHHYECKHM HANPABICHHAM
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3as. kadenpoii HFF—  HH.3epxnua

Pabosas nporpamma nepecMoTpena, obeykacHa u oolpena s peanuain p 2021 - 2022
yueGHoM romty nasaceganmnm kaeapsl HHOCTPAHHLIX S3ILIKOB 110 TEXHHUCCKUM HANPaBICHNAM

[Tporokon or 20 r. Ne
3an. kadeapoii HLH. 3epkuna

PaGouan nporpamma nepecmorpena, obcyskaena n or06pena s peanmsanin 8 2022 - 2023
yueOHoM roay Ha saceaanni Kadeaput HHOCTPAHHBIX S3LIKOB 110 TEXHHUECKIM HAnpasieHuAM

[porokos or 20 . Ne
3an. kaenpoit H.H. 3epxuna

PaGowas nporpamma nepeeyotpena, odeysiena n onobpena wis peamsa g 2023 - 2024
yueGHOM roay Ha sacegannn Kadeapsl HHOCTPAHHBIX A3BIKOR 110 TEXHHYCCKHM HANPAB/ICHHAM

[Tporokonor 20 o Ne
3as. kadenpoii H.H. 3epkuna



1 Iean ocBoOeHMsT TUCHUIIUHBI (MOYJIs1)

[{enpro OCBOCHUS TUCUMILINHEI «/[€710BOM MHOCTPaHHBIN SA3BIK» SBISETCA:

pa3BUTHE Y 00YJaIOUIUXCS CIIOCOOHOCTH BJIAETh MHOCTPAHHBIM SI3BIKOM KaK CPEJCTBOM
JIETIOBOTO OOIIEHUS, CIIOCOOHOCTH MCIIOJIb30BaTh MHOCTPAHHBIA SI3BIK B HPO(ECCHOHATBHOM
cdepe, a TakKe CIIOCOOHOCTH K pab0oTe B MHOTOHAIIMOHAJBHBIX KOJIJICKTHBAX, B TOM YUCIIE TIPH
paboTe HaJ MEXIUCIUITTIMHAPHBIMA 1 MHHOBAITMOHHBIMHU IIPOEKTaMH, CO3/IaBaTh B KOJUICKTHBAX
OTHOILIEHUH JEI0BOIO COTPYAHUYECTBA.

2 MecTo TMCHMILUIMHBI (MOYJI51) B CTPYKTYpe 00pa3oBaTeIbHOii MPporpaMMbl

Juctunnuna JenoBoil WHOCTPaHHBIN SI3BIK BXOJUT B 0a30BYIO YacTh y4EOHOTO IIaHA
00pa30BaTeNIbHOIN MPOrpamMMmBl.

JUia  u3ydeHus  AMCLUMIIMHBI  HEOOXOAMMBI  3HaHUS  (YMEHHUA,  BJaJeHus),
c(OopMUPOBaHHbIE B PE3YNIbTATE U3YUYECHUS TUCIUIUINH/ MIPAKTHK:

« IHOCTpaHHBIi SI3bIK» 1O TporpaMMe OakajiaBpHaTa;

« IHOCTpaHHBIH SI3bIK B TPOQECCUOHANBHOMN AEATEIbHOCTIY;

JUCLMIUIMH TO MPO(UITIO TOATOTOBKU 00yJatOIINXCS.

3HaHus (YMEHHUS, BJIAJICHUS), MOITYYEHHbIE IPU M3YyYEHUH JAaHHON AUCHMIUINHBI OyIyT
HEOOXOIUMBI JUTSl U3yYeHUS! TUCHUTUIMH/TIPAKTUK:
[ToaroToBka K 3amMTe U 3alIUTa BHITYCKHON KBaTM(UKAMOHHON paboThI

3 KomneTeHnnun ody4yaruierocsi, popmMupyembie B pe3yJjbTaTe 0CBOCHUSI

AUCUUIJIMHBI (MOYJIs1) M IUVIAHMPYeMble pe3yJbTaThl 00y4eHu st

B pesynbrare ocBoeHUs MUCHMIUIMHBI (MOayns) «JlemoBOW WHOCTpaHHBIA SI3BIK»
oOyuarouuiics 10KeH o01aiaTh CIeyIOIUMUA KOMIETEHITUSIMHU:

CtpyKTypHBIU [TnanupyemMblie pe3yIbTaThl 00YICHHS
JJIEMEHT
KOMITIETEHIINH
OIIK-1 TOTOBHOCTBIO K KOMMYHHUKAIIMKM B YCTHOW W TUCbMEHHON (hopMax Ha PyCCKOM U

HHOCTPAHHOM A3bIKaX JIA pCIICHUSA 3aaa4 HpO(bCCCHOHaHBHOﬁ JCATCIIbHOCTH

3HaTh - OCHOBHBIC HOPMBI M TIPAaBUJIa PEUCBOTO JCTIOBOTO ITHKETA;

- 0a30BYIO JIEKCUKY ChEephI ICTOBOTO OOIICHUS;

- OCHOBHBIW BUJIBI JICIOBOM KOPPECTIOHJICHIINK U TPEOOBaHHS K
BEJICHUIO OM3HEC TICPETIHCKH.

YMeTh YUTaTb U UHTCPIIPECTUPOBATD TCKCTHI U COO6I_I_ICHI/I$I HeHOBOﬁ
KOMMYHUKAIUNU C UHOCTPAHHOI'O A3bIKA Ha pYCCKI/Iﬁ SA3BIK,

= COCTaBJIATH ACJI0BOC IITMCbMO HJIN COO6H.I€HI/IG;

- KOPPEKTHO BBIpAXKaTh U apryMCHTUPOBaHYO 000CHOBEIBATh IOJIOXKEHHUS B
Imponecce JIeI0BOM KOMMYHUKaAIHUH.

Bnanets - 0a30BBIMHU HAaBbIKAMH PEUEBOTO MOBEJICHUS B Chepe  J1eJI0BOT0 OOIICHHUS;
- IPaKTUYECKUMH HaBbIKAMU UCIIOJIb30BaHus opdorpaduyeckoi,
op(h0o3MUYECKO, TEKCUKO-TPaMMaTHYECKOHN U CTUIIMCTUYECKON HOpM
PYCCKOTO M M3Y4aeMOTO SI3bIKOB.




4. CTpyKTypa, 00HEM M colepKaHMe TMCHUIIIMHBI (MOIYJIfA)
OO0mast TpyIOeMKOCTh TUCIUILUIMHBI COCTaBIsIeT 4 3adeTHhIX eauHull 144 akan. yacoB, B TOM
qucle:
— xoHTakTHas padora — 30,1 akan. yacos:
— ayguropHas — 30 akaj. 4acos;
— BueayautopHas — 0,1 akaa. yacos
— camocrosTenpHas padora — 113,9 akan. acos;

dopma arTecTaluu - 3a4€T C OLEHKON

AynuropHas § s dopma
o| wxonraktHas | & GE Bux TeKyIIero «
Pa3nen/ rema § padora E 2| CAMOCTOSITETIEHO | KOHTPOJISI oA
21« N =SS . KOMITCTEHITH
JUCIMTUTAHBI 3l 126 £ = i YCIIEBAEMOCTH U H
€Ki |TpaKT. S8 paboThI IIPOMEKYTOYHO
3aH. 3aH. 8 8| W aTrecTannu
1. 1.OCHOBEBI I€I0BOTO
Beinosinenue IIpoBepka
nepeBojia TEMaTH4YECKOTrO
11 Peueoii TeKcTa, cioBaps;
OTHKCT  JECJIOBOTO IMACbMEHHBIX MIpoBEpKa OITK-1
oOmenus. Crwm 4/81 | 12 3aaHuN U BBITTOJTHEHUS
ACJI0BOI0O COCTaBJICHHE MMUCBMEHHBIX
oO1IEeHus. JMAJIOTHYECKUX | paboT Mo Teme;
BBICKA3bIBAHUM |YCTHBIN OMpPOC B
110 TeME RUITIC
Brimonaenune IIpoBepka
1.2 CocraBnenue MTMCbMEHHBIX BbITIOJTHECHUS
aBToOHorpaduu. 3alaHul U MACbMEHHBIX
Busutnas 1 4/411 | 20 cocrapieHue | paboT 1o TeMme; OIK-1
kapTouka. JluyHas MOHOJIOTHYECKHUX | YCTHBIN OIPOC B
MIpe3eHTAIIH BBICKA3bIBaHUI BUJIE
0 TEME. MOHOJIOTHYECKH
1.3 ®opmbl CocrasiieHue [IpoBepka
OpraHu3aIuu TEMaTHUYECKOr0 | TEMAaTHYECKOTO
JIeIOBOI BCTpEYH: CJIOBapsl. CcIoBaps;
-OpraHu3anus Brinmonnenue mpoBePKa |11
BCTpeUHn c 4/41 | 20 | muceMeHHBIX BBITIOJTHEHUS
JIeTOBBIMH 3a/laHui U MUCHEMEHHBIX
napTHEepamu; COCTaBlieHHE | paboT IO TeMe;
- TeneoHHbIE JMAIOTHYECKUX | YCTHBIM Ompoc B
DARTOBRODBIC BBICKARKIRAHUM BUIIC




CocrasieHnue

TEMAaTHYCCKOTO
1.4 Crpykrypa u CJI0Bapsl.
JIeSITeILHOCTh Brinmonnenue
KOMITAaHUH TTHCHEMEHHBIX [IpencraBnenue OINK-1
(mpeanpusTus): 2/41 | 20 3a/laHuu U COO0IIEeHUS
- BEAYLINE COCTaBJICHUE | (TIpe3eHTalun)
KOMITaHHH MOHOJIOTHYECKHX
oTpaciu BBICKA3bIBaHUU
o teme. Ilouck
uH(pOpMaIUH 110
Hroro mo pazgeny 14; 201 72
2. 2. Benenne
N3ydenue
2.1 CprKTypa nu yq}enéHl,Ix HpOBepKa
BeInmosHeHUsa  |OITK-1
BUJIBI JIEJIOBOTO 4/611 | 18 |rexcros mo Teme.
MMHUCHbMEHHBIX
MnYchbMa. Bremonxenue
paboT mo Teme
1 MMCHEMEHHBIX
29 C Bremonxenune
. TPYKTypa H HCEMEHHBIX [IpencraBnenue OIK-1
TUIIBI  JIOKJIAJI0B, 221 | 10 S— CcO0O0IIEHNS
OTYETOB. ) (mpe3eHTaIumn)
IToaroroska
HTtoro no pasueny 6/81 | 28
3. 3. [Tepeson,
AHHOTHPOBAHHE H
pedepupoBanue
IlepeBon TekcTa
o
3.1 OcHoBel CIIEITHATEHOCTH.
pedepupoBaHus 1 1021 | 10 IS pemoeni - OITK-1
aHHOTallnH HUCbMEHHBIX
TEKCTOB TEKCTOR —
?po‘beCCHOHaﬂbHo pohecCHOHANbEH
1 HaNpaBJICHHOCTH oi
HaIpaBJIECHHOCTH
Htoro no pasneny 10/21 | 13,9
Hroro 3a cemecTp 301{1 30 | 110 340
Htoro mo QMCIUILIAHE 3012 30 1%)3' 3a4eT C OLCHKOM




5 O0pa3oBaTe/ibHbIE TEXHOJIOTHH

B cootBerctBum ¢ TpeboBanusmMu ®I'OC 3+ BO no peanuzanuu KOMIETEHTHOCTHOTO
[10/1X0/1a IporpaMMa AUCLHUIUIMHBI «/1e10BOil HHOCTpaHHBIN S3BIK» IPETyCMaTPUBAET:

— UCIIOJIb30BaHUE B y4eOHOM IPOLIECCE AKTUBHBIX U MHTEPAKTUBHBIX (DOPM MPOBEACHUS
3aHATHH C 1ENbl0 GOPMHUPOBAHUS U PA3BUTHUS MHOS3BIYHOW KOMMYHHUKATHBHOM KOMITETCHIIUU
oOyJaronuxcs;

— wucnosib3oBaHue aymuo- u  Buaeomarepuanos, WHTEPHET - pecypcoB Ha
MIPaKTUYECKUX 3aHATUSAX;

— HCIIOJIb30BAHUE BJIEKTPOHHBIX 00pa30BaTENIbHBIX PECYpPCOB MO TEMaM IMPaKTHYECKUX
3aHATHH;

— TIOUCK U M3YYCHHE MEIUINHBIX TEKCTOB 10 0003HAYEHHON MTPOOIEMaTHKE;

— HCIIOJIb30BaHME Pa3HBIX (OPM BHEAYTUTOPHOW pPAaOOTHI, TAaKUX KaK OpraHu3anus
Mpa3gHUKOB W TEMaTHYECKMX BEUEPOB, CTYIEHUYECKUX HAy4YHbIX KOH(EpEeHLHH; BCTped C
HOCHUTEISIMU S3bIKA.

JI1s nocTHKeHUs TUTaHUPYEMBIX pe3ylnbTaToB 00y4eHus, B Kypce « HOCTpaHHBIN S3BIK»
HCIOJIL3YIOTCS CIENyIOIIe 00pa30BaTeIbHbIE TEXHOJIOTHU:

1. MuadopmanoHHO-pa3BUBAIOIINE TEXHOJIOTHH, HaIpaBieHHbIE Ha (QopMUpOBaHHUE
CUCTEMBbI 3HaHUH, 3a[IOMUHAHNE U CBOOOIHOE ONIEPUPOBAHHUE UMHU.

Hcnonb3yeTcss KOMMYHUKaTUBHO - KOTHUTHBHBIA METOJI, CAMOCTOSITENIbHOE H3y4YeHHE
JUTEpaTyphl, MPUMEHEHHE HOBBIX HH(OPMAIMOHHBIX TEXHOJOTUH IJIs CAMOCTOSTEIBHOIO
MOTIOJTHEHUsS] 3HAaHWUM, BKIIOYas MCIOJIb30BAHHE TEXHUYECKMX M DJIEKTPOHHBIX CpEACTB
uH(popMaLnH.

2. JlesTeNbHOCTHBIE, NPAKTHUKO-OPUEHTUPOBAHHBIE TEXHOJOTUH, HAlpaBiCHHbIE Ha
(dbopMHUpOBaHHE CHUCTEMBI MPO(PECCHOHANBHBIX MPAKTHUYECKUX YMEHUW TpHU MPOBEICHUU
AKCIEPUMEHTAJIbHBIX UCCIIEOBaHMM, 00€CIIeYNBAIONINX BO3MOXHOCTh KAU€CTBEHHO BBIMIOJHATh
poQecCHOHABHYIO 1eATEIbHOCTb.

3. PasBuBatomue mnpoGIeMHO-OPUEHTUPOBAHHbIE TEXHOJIOTHH, HaIpaBlIEHHbIE Ha
dbopMupoBaHME U  Pa3BUTHE NPOOJEMHOTO MBILIUICHUS, MBICIUTEIBHON AaKTHBHOCTH,
CIIOCOOHOCTH BUIETh U (POPMYIHUpPOBATH MPOOJIEMBI, BHIOMPATh CHOCOOBI U CPENCTBA Ui UX
pemieHusi. Mcnonb3yercsi KOJUIEKTMBHAs JESATENBHOCTh B Ipylnax M[pU  BBINOJHEHUU
MPAKTUYECKUX 3aJ]aHuil, pelIeHre 3a/1a4 B YCIIOBHBIX CUTYAIUSAX JIEI0BOM U MpodecCHOHATbHON
KOMMYHHUKAIUH.

4. JIMYHOCTHO-OPUEHTHUPOBAHHBIE TEXHOJIOTMH OO0y4YeHHs, oOecrneduBarolue B XOJe
y4eOHOro TMpoliecca Y4eT pa3IMYHBbIX CIIOCOOHOCTEeH O0O0ydaeMbIX, CO3JIaHUE HEOOXOIUMBIX
YCIOBUM JJI1 Pa3BUTHS MX HUHIWBUAYAJIbHBIX HAaBBIKOB, Pa3BUTHE AKTUBHOCTU JIMYHOCTH B
yuyeOHOM Tmpoliecce. JIMYHOCTHO-OPUEHTUPOBAHHBIE TEXHOJOTUH OOYYEHHs pPealn3yloTcs B
pe3ynpTaTe WHAUBUAYAIBHOTO OOIIEHUS TMpenojaBaTeNs M CTYACHTAa MpU Mpe3eHTaIHsIX
COOOILEHUH U JTOKJIAI0B, TUCBbMEHHBIX PA0OT U MPHU BBITIOJHEHUHU JOMAITHUX UHIUBUIYATbHBIX
3aJIaHUH.

6 YueOHO-MeTOANYECKOE 0O0ecniedeHHEe CAMOCTOATEIbHOM padoThl 00yUYaroLIUXCsl
[IpencraBneno B npuiioxeHuu 1.

7 OueHOYHBbIE CPeICTBA ISl IPOBeJeHUsI POMEKYTOYHON aTTecTaluu
[IpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOoqMYecKOe U MH(POPMALIMOHHOE O0ecTieYeHue AUCHUIIMHBI (MOTYJIs1)
a) OcHoBHas JiUTEpaTypa:
AHTTTUACKUN S3BIK

1. AHrauiickuii 361K I SKOHOMHUCTOB (B1-B2) : yueOHMK 1 nipakTukyM 715 By30B /



T. A. bapanoBckas [u ap.] ; otBeTcTBeHHBIN pemnaktop T. A. bapanoBckas. - 3-e w3,
nepepad. u gom. - Mocksa : U3narensctBo FOpaiit, 2020. - 470 c. - (Beicmiee oOpa3oBanue). -
ISBN 978-5-534-13759-0. - Tekct : onektponnwrii // DbC Opaiitr [caiit]. -
URL.: https://urait.ru/viewer/angliyskiy-yazyk-dlya-ekonomistov-b1-b2-466785#page/2  (mata
obpamenus: 01.09.2020).

2. Iomos, E. b. Jlenosoii anrnuiickuii si3eik / E.B. [Tonos - Mocksa : HUL] UHOPA-M,
2015. - 64 cISBN 978-5-16-103283-1 (online). - Tekct : oanekrponssni. - URL:
https://znanium.com/read?id=106233 (xara oOpamienus: 01.09.2020). — Pexxum goctyma: 1o
IIOAITHUCKE.

Hemeuxnii a3n1k

1. HOy6ckux, A.M1. DEUTSCHE GRAMMATIK . yuebHOoe mocobue / MI'TVY.
Marunutoropck : MI'TV, 2018. - 1 snekrpon. ont. auck (CD-ROM). - Tekcr pyc., HEM. - ILJU[
230V U. ISBN 978-5-9967-1104-8
https://magtu. mformsvstema ru/uploader/fileUpload?name=3442. pdf&show—dcataloques/1/1514
253/3442.pdf&view=true (mata oopamenus: 01.09.2020)

2. PabotnukoBa, H. A. Hemenkwii s13p1k jiy1st 3koHOMHUCTOB (A2 -C1) : yueGHOE mocobue
s By30B/ H. A. PabotHukoBa, E. B. Uepnwimena, WM. U. KimumoBa. - 2-¢ w3a., mepepad. u
nom. - Mocksa: WMspmarenbctBo HOpaiit, 2020. - 158 c. - (Beicmiee oOpa3oBanwme). -
ISBN 978-5-534-07102-3. - Tekcr : osnektponnsii // DOBbC IOpaitt [caiiT]. -
URL.: https://urait.ru/viewer/nemeckiy-yazyk-dlya-ekonomistov-a2-c1-450826#page/2 (mata
obpamenus: 01.09.2020).

DpaHIy3CKUI S3bIK

1. 3anaBuna, T. FO. ®pannus. Crpana. Jlroau : yuebHoe mocodue. U. 1/ T. 0. 3anaBuna ;
MI'TY. - Marautoropck : MI'TY, 2017. - 1 3neI<Tp0H ont. guck (CD-ROM). - 3arm. ¢
THUTYJL.OKpaHA. URL:
https://magtu.informsystema. ru/uploader/flIeUpIoad’)name 3158.pdf&show=dcatalogues/1/1136
492/3158.pdf&view=true (mara o6pamenus: 01.09.2020). - MakpooObekr. - TekcT
ANEKTPOHHBIN. - CBeieHns nocTymHbl Takke Ha CD-ROM.

2/ 3meéBa, T. E. ®panmysckuii s3s1k 111 skoHomuctoB (B1-B2) : yueOnuk mis By3os /
T. E. 3meéBa, M. C. JleBuna. - 2-¢ m3a., nmepepad. u momn. - Mocksa : M3narensctBo FOpaiit,
2020. -440c. - (Beicuiee o6pa3OBaHHe) - ISBN 978-5-534-06777-4. - TekcT : 2JIEeKTPOHHBIN

—~ o~ -~

0) JlonosiHuTeIbLHAS JIUTEPATYypa:
AHTTTUACKUN S3BIK

1. Mowuceesa, T. B. AHrImiACKuii S3bIK JJIs1 SKOHOMUCTOB | ydeOHOE mocoOue st By30B /
T. B. Mouceesa, H. H. llaruiuna, A. }O. Illupokux. - 2-e usn., mepepald. u gom. - Mocksa :
WznatensctBo Opaiit, 2020. - 157 c. - (Bsiciiee o6pazoBanue). - ISBN 978-5-534-08911-0.
- Tekct : 3IEKTPOHHBIN // 29bC FOpaiit [caitT]. -
URL.: https://urait.ru/viewer/angliyskiy-yazyk-dlya-ekonomistov-455198#page/2 (mata
obpamenus: 01.09.2020).
2. Hes3oposa, I'. JI. Aurmuiickuii si3p1k. ['pammarrka : yaeOHOe mocobue st By30B /
I'. 1. HeB3opoBa, I'. . Hukutymkuna. - 2-e u3l., ucmp. U jgom. - Mocksa : M3garenscTBo
KOpaiit, 2020. - 213 c. - (Beicuiee oOpazoBanue). - ISBN 978-5-534-09359-9. - Tekcr :
AIEKTPOHHBIN /l 2bC FOpaiir [caitT]. -
URL: https://urait.ru/viewer/angliyskiy-yazyk-grammatika-451966#page/2 (mata oOparieHwus:
01.09.2020).



https://urait.ru/viewer/angliyskiy-yazyk-dlya-ekonomistov-b1-b2-466785#page/2
https://znanium.com/read?id=106233
https://magtu.informsystema.ru/uploader/fileUpload?name=3442.pdf&show=dcatalogues/1/1514253/3442.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3442.pdf&show=dcatalogues/1/1514253/3442.pdf&view=true
https://urait.ru/viewer/nemeckiy-yazyk-dlya-ekonomistov-a2-c1-450826#page/2
https://magtu.informsystema.ru/uploader/fileUpload?name=3158.pdf&show=dcatalogues/1/1136492/3158.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3158.pdf&show=dcatalogues/1/1136492/3158.pdf&view=true
https://urait.ru/viewer/francuzskiy-yazyk-dlya-ekonomistov-b1-b2-450043#page/2
https://urait.ru/viewer/angliyskiy-yazyk-dlya-ekonomistov-455198#page/2
https://urait.ru/viewer/angliyskiy-yazyk-grammatika-451966#page/2

Hemeuxunii 1361k

1.KypaBneBa, A. A. Professional Reading in English, French and German :
yaeOHo-MeToandeckoe mocobue / A. A. Kypasnesa, T. 0. 3amasuna, JI. A. Illopoxosa ;
MI'TYVY. - Marauroropck : MI'TVY, 2016. - 1 snextpoH. ont. auck (CD-ROM). - 3ari. ¢ TUTYII.
3KpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/1130
251/17.pdf&view=true (mara oOpamenus: 01.09.2020). - Makpooosekr. - Tekcr
ANIEKTPOHHBIN. - CBeneHus AocTymnHbl Takke Ha CD-ROM.

2. AxwmetrzsnoBa, T. JI. WirstchaftDeutschlands : yue6noe mocobme / T. JL.
Axmet3snoBa ; MI'TY. - Marautoropck : MI'TV, 2017. - 1 anekrpon.ont. auck (CD-ROM). -
3ari. c TUTYI.9KpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2887. pdf&show—dcatalogues/l/ll
34177/2887.pdf&view=true (mara oOpamtenus: 01.09.2020). - MakpooObekr. - TekcT :
AIIEKTPOHHBIN. - CBeneHns AJocTymHbI Takke Ha CD-ROM.

DpaHIy3CKUI S3bIK

1. XKypasneBa, A. A. Professional Reading in English, French and German :
yuebHo-mMeroandeckoe mocobue / A. A. XKypasnesa, T. FO. 3anasuna, JI. A. Illopoxosa ;
MI'TYVY. - Maruauroropck : MI'TVY, 2016. - 1 snektpos. ont. auck (CD-ROM). - 3arm. ¢ TuTyiL.
JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/1130
251/17.pdf&view=true (mara ooOpamenus: 01.09.2020). - Makpooosekr. - Tekcr
ANEKTPOHHBIN. - CBeieHus nocTynHbl Takke Ha CD-ROM.

2. Jleuna, M. C. ®paHIy3ckuit i3pIK. DKOHOMHKA, MEHEPKMEHT, TIOJIUTHKA © yaeOHOe
roco6ue s By30B / M. C. Jlesuna, U. 1O. bapreneBa, O. b. CamconoBa. - 2-e u3i., ucIp. u

non. - Mocksa: M3marenbctBo IOpaiit, 2020. - 203 c¢. - (Beicmiee oOpa3zoBanme). -
ISBN 978-5-534-06029-4. - Tekctr : osnexrponnbii // OBC IOpait [caiit]. -

B) MeToanuyeckne yKazaHusi:
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AHIJIMHCKHUI A3BIK:

1. 3epkuna, H. H. English for professional purposes : npaktuxym / H. H. 3epkuna, O. B.
Kucens ; MI'TY. - Marautoropek : MI'TY, 2018. - 1 anekrpos. ont. auck (CD-ROM). - 3arm. ¢
TUTYIL. JKpaHa. URL:
https://magtu.informsystema.ru/uploader/fileUpload?name= 3531 pdf&show=dcatalogues/1/15
15176/3531.pdf&view=true (mara ooOpamenus: 01.09.2020). - MakpooOsekr. - Tekcr :
ANIEKTPOHHBIN. - CBeneHus AocTymnHbl Takke Ha CD-ROM.

2. Tacamenko, E. A. Business English in use: maGopaTopHbIi TpPaKTHKYyM C
MCTIOJIb30BAHUEM METOAUKH MPO(PECCHOHATBHOTO MMU/DK-TIPOSKTUPOBAHUS : TIPAaKTHUKYM / E. A.
l'acanenko, H. H. 3epkuna, O. A. Jlykuna ; Maruuroropckuii roc. rexanueckut yu-t um. I'. U.
HocoBa. - Marautoropck : MI'TY um. I U. Hocoma, 2019. - 1 CD-ROM. - 3arn. c
TUTYJ.OKpaHa. URL:
https://magtu.informsystema. ru/uploader/flIeUpIoad’>name 3843 pdf&show=dcatalogues/1/15
30281/3843.pdf&view=true (mata oOpamenus: 01.09.2020). - MakpooObekT. - Tekct
AIIEKTPOHHBIN. - CBeneHus AocTynHbl Takke Ha CD-ROM.

3. SELF-STUDY ENGLISH. STEP Il : npaktukym / 1O. B. FOxaxkosa, JI. C. TTonsikosa, O. A.

Jlykuna, A. I'. Knmagosa ; MI'TY. - Marautoropck : MI'TY, 2018. - 1 s1ekTpoH. onT. AHCK
(CD-ROM). - 3ari. c TUTYJL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3783.pdf&show=dcatalogues/1/15
27929/3783.pdf&view=true (mara oOpamenus: 01.09.2020). - MakpooO6bekr. - TekcT
AIEKTPOHHBIN. - CBEIEHUS JOCTYII

HeMmeukuii s3bIK:
1. Anrtpomona, JI. . HpaKTHKyM o HeMeuKOMy ;13bn<y «MHOCTpaHHBIN $S3BIK B

(SR AP QA .2 wamrmmAary vy~ Aamveis [ wrr s rAwvAraa A A T T A vvrmia A A A nm TT

6432/3140.pdf&view=true (marta 06pa1ueH1/m 01.009. 2020) - MakpooObekr. - TekcT
ANEKTPOHHBINA. HBI Takke Ha CD-ROM.

1. Meroauyeckue yka3aHUsl MO OpraHU3allUd ayJUTOPHOW M BHEAYIUTOPHOH PabOTHI
o gucnuruiuae (IIpunoxenue 1)

2. Metoanveckue pa3pabOTKU Mo pasfenam / TeMaM ayJuTOPHOW M BHEAYJAUTOPHOI
paboTsl oOy4aronuxcs ([Ipunoxenue 2).

3. [Tpumepsl ayaUTOPHBIX KOHTPOJIbHBIX paboT (IIpumoxkenue 3).

4. OueHouHbIE CPECTBA JUIsl IPOBEACHUS NMPoMexXyTouHoi arrectanuu ([Ipunoxenue
4).

r) lIporpammHuoe ob6ecneyenue u UHTepHeT-pecypcebi:

IIporpammHoe obecrieyeHue

Haumenosanue 110 No noroBopa Cpox AciicTus

JIUIICH3U U

MS Windows 7 Professional(mist J1-1227-18 ot 08.10.2018 11.10 2021

KJIACCOB)

MS Office 2007 Professional Ne 135 ot 17.09.2007 0eccpovHO

7Zip CBOOOJHO pacmpocTpaHsIeMoe GecepouHo

5[0
FAR Manager 10_1386()&1{0 PaclpocTparsieMoe O6eccpouHO

IIpodeccuonanbHble 0a3bl JaHHBIX 1 MH(POPMALMOHHBIE CIPABOYHbIC CHCTEMbI
| HasBanue xypca | CchlaKa
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HaumonaneHas
undopmanronno-ananuruueckas cucrema —|URL: https://elibrary.ru/project_risc.asp
Poccuiickuii MHACKC HAyYHOTO IMTHPOBAHUS
ITouckoBas cuctema Akanemus Google (Google
Scholar)
Nudopmanmonnas cuctema - EjgumHOe OKHO
JI0CTYyIIa K HH(QOPMAIIMOHHBIM pecypcam
OnexTpoHHble pecypchl oubanoreku MI'TY um.
I'.11. HocoBa

9 MarepuajibHO-TEXHHYECKOE o0ecnedeHue TUCIUTIIUHBI (MOIYJIs1)

URL: https://scholar.gooqgle.ru/

URL: http://window.edu.ru/

http://magtu.ru:8085/marcweb2/Default.asp

MatepuanbHO-TEXHUUYECKOE 00ecrieueHNe AUCHUIUIMHBI BKIIOYAET:

VY4eOHble ayauTOpUU JUIsl TPOBEACHHUS MPAKTUUYECKUX 3aHSITUH, TPYNIOBBIX U
VHJMBHUIYAIbHBIX KOHCYJIbTAalMM, TEKYHIETO KOHTPOJS MW IPOMEXKYTOYHOW AaTTECTALMM:
MYJbTUMEUIHBIE CPEACTBA XpaHEHHUs, Mepefadyd U MpeAcTaBlIeHUs HH(POpPMAalUU; KOMILUIEKC
TECTOBBIX 33JaHUN IS IPOBEJIEHUS TPOMEXKYTOUHBIX U pyOeKHBIX KOHTPOJIEH.

[Tomemennss Ay CaMOCTOATENBHOM  pabOTBHl  OOy4alOImIUXCS:  TEPCOHAIBHBIE
kommbioTepsl ¢ maketom MS Office, Beixomom B MHTEpHET M C JOCTYIIOM B 3JIEKTPOHHYIO
MH(POPMAITMOHHO-00Pa30BaTEIHHYIO CPEy YHUBEPCUTETA.

[Tomemenne s XpaHeHHS W NPOPUIAKTHIECKOTO OOCTY)KMBaHHUS  y4eOHOTO
obopynoBaHus: ImKadbl I XpaHEHUS Y4eOHO-METOJAMYECKOW JTOKYMEHTAIlMH, Y4eOHOTO
000pyI0BaHUS U Y4€OHO-HATJISAIHBIX TOCOOMIA.
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IIpuioxenue 1

MemoouuecKkue ykazanus no opeanuzauyuu  ayoOunopHoil U 6HeayOunmopHoil padomol

PaboTa Hag moaAroTOBKOI 1€J10BOM JOKYMEHTANH

B nonsitHe «aenoBas nepenuckay BXOIT:

® [MChMAa, B TOM YHCJIE DJICKTPOHHBIE

® MEMOPAHIyMbI (MAMITHBIC 3ATUCKH)

® pEeKOMEHJATeNIbHbIC TUChMA

® pe3oMe

e cuera

® JIOTOBOPHI

® THCHMO 0JIar0IAPHOCTH

® 3amnpoc

® 3aka3

® [IHMCBbMO IMMOATBCPKIACHUC

Cmpykmypa 0e108020 nucoema
1. Anpec ornpaBurens

JlomkeH OBITh PacToJIOkKEeH B IPaBOM BEpXHEM yriry muckMa. ClieyeT yka3zaTh HOMeEp JIoMa,
ynuiy, KoJ (MHACKC) TOpoia, TOPoI, CTpaHy, Tele]oH.

[Ipumeuanue: B aMeprkaHCKOM BapHaHTE aHTIIMHUCKOTO SI3bIKA aIPEC OTIPABUTEIIS, KaK
MIPaBUJIO, pa3MENIaeTCsl B IEBOM BEPXHEM YIJ1y, HUKE JIaThl UM B KOHIIE TMChMa
MOCJI€ TIOIMHUCH.

2. lata

Ctpoxkoii HHKe TIOCiIe afpeca muIIercs aara B Gopmare wucio - mecsy - 200 (30 October 2011)

Ecnu nenoBoe nucbMo nuieTcs Ha pupMEHHOM OJlaHKe KOMIIAHUHU, aIpeC HE YKa3bIBaeTCsl, a
JlaTa MpOCTaBIISIETCS. B BEPXHEM JIEBOM YTITY.

3. Anpec noJrydarens

B OpuTaHcKOM aHTJIMICKOM aJipec MoJIydaTesis MUIIETCs Ha TOU e CTpOKe, e U AaTa, Uil
CTPOKOM HMIKE.

B amepukaHckoM BapHaHTe aHTJIMHCKOTO S3bIKA aJIpecC MOTydaTeNs MUIIETCS ABYMS CTPOYKaMuU
HWKE aJipeca OTIpaBUTeNsl (MK IaThl, €CIIU aAPEC HE MUIIETCS).

4. IlpuBercTBUE

Ecnu Bol 3HaeTe uMs yenoBeka, K KOTOpOMy IUIIETE TUChMO, IPUBETCTBUE MOIAETCS B
¢dopmare:

Dear Ms / Miss / Mrs / Mr / Dr + dhamunus
[Tpu oOpareHnn K >KeHIINHE UCTIONB3YIOTCS CIIEAYIOIINE CIOBA:

Mrs — ecniu oHa 3aMykeM
Miss — ecitit OHa He3aMyXKHsIs

MSs — eciu HUYEro HE U3BECTHO O €€ CEMEHHOM CTaTycCeC, a TaKIKC B O6paH_ICHI/II/I K He3aMy>KHeI>i
KCHIIUHCE.

Ecnu Bel He 3HaeTe moa aZipecara, MOXHO HAIIUCATh IMMOJIHOC UM, YITYCKAs TUTYIIL:

Dear Hadi Jalali

HmeeTtcs HECKOTIBKO BApHAHTOB 00pallieHusl K YelIOBeKY, UMEHU KoToporo Bbl He 3Haere:



http://euroeducation.com.ua/article/36-english/103-american-and-british-english.html
http://euroeducation.com.ua/article/36-english/360-kursy-anglijskogo-kiev-anglijskij-dlja-kompanij-korporativnyj-anglijskij.html
http://euroeducation.com.ua/article/36-english/362-kursy-anglijskogo-kiev-nositel-anglijskogo-jazyka.html
http://euroeducation.com.ua/article/40-razlichnaya-topics/418-anglijskij-dlja-nachinajuschih.html

K myxuune:

Dear Sir / Dear Sirs ( in British English)
Gentlemen (in American English)

K xenmuge:

Dear Madam (in British English)
Ladies (in American English)

Ecmm Bel HE 3HACTEC, KTO 6y,[l€T YUTaTb MMCbMO — MY’KUMHA WJIK JKCHIIWHA:

Dear Sir or Madam (in British English)
Ladies and Gentlemen (in American English)
To whom it may concern (in American English)

Tlocne IMPUBCTCTBHUA CTABUTCA 3alidTasi:

Dear Sir or Madam,

WJIM K€ MYHKTYallMOHHBIN 3HaK MOKET OTCYTCTBOBAaTh BOOOIIIE:
Dear Sirs

Cornacuo ¢ Hopmamu American English - ucons3yercs qsoeroune:
Ladies and Gentlemen:

5. Tema nexoBoro mucbMma

CTpoKoii HHKe IPUBETCTBHS pa3Mmenactcs Tema miucbMa (British English). UtoOs! BeIaETHTS €€,
UCIOJB3YIOTCS cltoBa «Subject:» umu «Re:», sUpHBIN mpU(T WK 3arjaBHbIC OYKBHI.

Dear Sir or Madam,

Subject:  Order #1234/1

B AMCPUKAHCKOM AHTJIMHACKOM TeMa IIPOIUCBIBACTCA NEPEA ITPUBCTCTBUEM.
6. OcHOBHas 4acTh JCJIOBOI'o 1nmmcbma

[lepBoe cnoBO TekcTa mMUIIETCs ¢ 00IbIION OYKBBI. TeKCT — cleayeT BRIpaBHUBATH IO JIEBOMY
Kparo, a mocjie Kaxjaoro adzaia nponyckarb ofHy cTpoky. IlepBbiii ad3am npeacrasiser coOoit
BCTYILUICHUE, B KOTOPOM OOBSICHSIOTCS IPUYMHBI HAMTMCaHUsI MUcbMa. B mocneayronux adb3amax
OoJiee AeTaIbHO M3NararoTcs Bammm nenu, npuBoautcs nHGopManus u T.71. B mociaeanem
a03a1e He0OX0JMMO ITOIBECTH UTOT U OIIHCaTh, Yero MMeHHO BEI oxxumaere ot Baiiero
aapecara. TekcT mUChbMa J0JKEH ObITh YETKO CTPYKTYPUPOBAH M CO37aBaTh MOJIOKUTEIHLHOE
BII€UATIIEHUE.

7. 3aKiIounTeIbHAS YacTh JACJI0OBOro nmuCbmMa
OTO PKBUBAJICHT PYCCKOTro «C YBa)KeHI/IeM.../C HaWJTydYlIUMHU TIOKCIIAaHUAMMU....»

B Opuranckom anrimiickoM, eciii Bel oOpariiaerech k aapecary no uMeHu (pamunmn),
UCTIOJB3YHTE ci10BO «Sincerely», ecnu Het - «faithfully».

Dear Ms Wexley

Dear Jane Wexley

Dear Jane Yours sincerely / Sincerely yours
Dear Sir



Dear Sirs
Dear Madam
Dear Sir or Madam Yours faithfully / Faithfully yours

B amepukaHCKOM aHIJIMIICKOM B TIOJIUCH MOXKET HaX0AUTCs JIHiIb «Sincerely», T.k. «faithfully»
HE YIOTpeOIIseTCs.

B QJICKTPOHHBIX IMTMCbMAaX MOKHO HCII0JIb30BAaTh

Regards
Kind regards
Best wishes

HYHKTyaIII/Iﬂ B 3aKJIIOYUTEILHOM YacTU ACJIOBOI0 MUCbMa - 110 aHAJIOTHU C IPUBCTCTBUCM,
Pa3ACIMTCIBbHBIC 3HAKN TOJIKHBI OLITH OIMHAKOBBIC.

OTcTynuB JIBE CTPOYKH OT MOCIEAHET0 ab3ara, ciea nuiercsBusiness (firm) to business (firm)
dupma pupme

Yours sincerely/ Yours faithfully

C COOTBETCTBYIOIIUM ITYHKTYAallUOHHBIM 3HAKOM,

yepe3 4 cTpouKu (OCTaBIIAIOTCS AJIS MOITUCH) - UMl ajipecaTa.
Kt0 KOMy MOXET nucath IeJ0BbIC MUChMaA?

e Business (firm) to consumer — ®upma nmoTpeduTENIO

e Job applicant to company 3asBHUTENb HA TOHKHOCTH KOMITAHUN
e Citizen to government official I'paxxaaHuH YMHOBHHKY

e Employer to employee Hanwmmarenb cOTpyaHUKY

e Staff member to staff member CotpyaHuk cOTpyIHHKY

[To xakoMy MOBOIy MUUIYTCS AENOBBIE MUChMa?

e topersuade yOeauTh

e toinform IpOHH()OPMHUPOBATH

e to request ClleNaTh 3aIpoc

e to express thanks BBIPA3UTh 0J1ar0JapHOCTh
e to remind HAIOMHHUTH

e to recommend pekoMeHIOBaThH

e toapologize wu3BUHMTHCS

e to congratulatenozapasutsb

e to reject a proposal (of cooperation) or offer (of goods) OTKa3aThCs OT MPEIIOKCHHSI
0 COTPYIHHYECTBE UK OT TOBapa

e to introduce a person or policy — MPEJICTAaBUTh YEIIOBEKA MITH HOBBII KypC

e toinvite or welcome mpuraacuTh WM MPUBETCTBOBATH

e tofollow up mnpoBepurs (ucnonHeHKE)

e to formalize decisions 3akpenuTh pemenus

CTaH,Z[apTHLIC BBIpa)KeHI/I}I B JICTIOBOM TMEPCIHNCKE



1. Obpamienue

e Dear Sirs, Dear Sir or Madam (eciu BaMm He U3BECTHO UM ajpecara)
e Dear Mr, Mrs, Miss or Ms
e (eciM BaM M3BECTHO MM a/Ipecara; B TOM cily4dae Korja Bbl HE 3HAETEe CEMEHHOe
I10JIO’KEHHUE JKEHILUHBI ciieyeT nucatb MS, rpy0oii ommoOKoil sBisercs
ucnoJib3oBanue ¢pasel “Mrs or Miss”)
e Dear Frank, (B oOparieHuu K 3HaKOMOMY 4eJIOBEKy) 2. Berymiienue, npeapiiyiiee

o0meHue.
e Thank you for your e-mail of (date)... Cnacu6o 3a Barire mUCbMO OT (UKCIIa)
e Further to your last e-mail... OTBeuas Ha BaIlle MUCHMO. ..

| apologise for not getting in contact with you before now... S mpory mporienus,
49TO OO0 CHUX IMOPp HC HAIMUCAJI BaM...

Thank you for your letter of the 5" of March. Cnacu6o 3a Bame mucsMo oT 5
Mapra

With reference to your letter of 23" March ~ OTHOCHTENBHO BaIIETo TMHCHMA OT
23 Mapta

With reference to your advertisement in «The Times» OTHocHTEBHO BalIei
pexnamebl B Taiimc

3. YkazaHue NpUYrH HATMCAHUS NTHChMa

| am writing to enquire about I mumry Bam, 4T0OBI y3HATH. ..

| am writing to apologise for I mumry Bam, 4T0OBI H3BUHUTHCS 34. ..
| am writing to confirm I mumry Bam, 9to GBI IOATBEPAUTE. ..

| am writing in connection with$ mumry Bam B CBSI3U C ...

e  We would like to point out that... Mps1 xoTenu Ob1 0OpaTUTh Ballle BHUMaHUE
Ha ...
4. Ilpockba
e Could you possibly... He mornu OblI BHI. ..
e [ would be grateful if you could ... I Obw1 ObI IpU3HATENIEH BaM, €CJIH OBI BHI ...
e | would like to receive 51 O6b1 XOTEN MOJYYHUTb. .....
e Please could you send me... He moriu 651 BBl BeIcAaTh MHE... 5. CoryameHue ¢

YCJIOBHSIMH

e [ would be delighted to ... S Ob11 OBI pan ...

e | would be happy to 5 611 OBI CUACTIIHB. ..
e | would be glad to 51 ObL OBI pa...

6. Coo0l111eH1Ee III0XUX HOBOCTEN

e Unfortunately ... K coxanenuto. ..
e [ am afraid that ... Borocs, 4ToO...
e |amsorryto inform you that Msue TsKEn0 cOOOIIATH BaM, HO ...
e We regret to inform you that... K cosxanenuto, Mbl BBIHYX/JIEHBI COOOIIUTD BaM O. ..

7. Ilpujio:keHne K MUCHMY JOTOJHUTEIbLHBIX MATEPHATIOB
e We are pleased to enclose ... MBI ¢ YI0BOJILCTBHEM BKJIA/IBIBAEM. . .
e Attached you will find ... B npukperuiensHom ¢aitne Bbl Haiiere...



e Weenclose ... Mgl ipuaraem. ..
e Please find attached (for e-mails) Brl Halinere nmpukperieHHbIH ¢ait... 8.
Brbicka3biBaHHe 6J1aroJapHOCTH 32 NPOSIBJIEHHbII HHTEPeC
e Thank you for your letter of  Cnacu6o 3a Bame mucsMo
e Thank you for enquiring Crnacu00 3a MposIBJICHHBINA HHTEPEC. . .
e We would like to thank you for your letter of ... Mbl X0TeHu ObI
no6J1aro1apuTh Bac 3a...

9. Ilepexon k apyroi Teme

e We would also like to inform you ... MpsI Tak ke X0Tenu Obl COOOIIUTE BaM O...
e Inanswer to your question (enquiry) about ... B oTeT Ha Ba 3ampoc

e T also wonder if... Mens Taxxe uarepecyert... 10. JlonoanuresbHbIe BOPOCHI
e |ama little unsure about... 5 HEeMHOTO HE YBEpPEH B ...
e [ do not fully understand what... 51 He 10 KOHIIA ITOHS. ..
e Could you possibly explain... He mornu 051 Bol 00bsicHUTE. .. 11. Ilepenaua
uHopmanuu
e [’m writing to let you know that... A nury, 9To0BI COOOIIUTS O ...
e We are able to confirm to you... Mpb1 MOKEM MTOATBEPAUTH ...
e [ am delighted to tell you that... MBI ¢ yIOBOJIBCTBHE COOOIIAEM O ...
e We regret to inform you that... K corxanenuto, Mbl BEIHY)KJICHBI COOOIIIUTH BaM O...
12. Tlpenso:xkeHue cBOe MOMOIIM
e  Would you like me to...? Mory nu s (cnenats)...?
e If you wish, I would be happy to...  Ecmu xotuTte, s ¢ pagiocThio. ..

e Let me know whether you would like me to... Coobmure, ecinm Bam HoOHa100UTCS
MOSI IIOMOIIIb.

13. HanoMuHanue 0 HaME@UE€HHOW BCTPEYE WIIM OXKUJIAHUE OTBETA

e | look forwardto ... 51 ¢ HeTeprieHHEM Ky,
e hearing from you soon korja cMOry CHOBa YCJIbIIIATh BaC
e meeting you next Tuesday BCTPEUYH C BaMH B CleaAyroni Bropauk
e seeing you next Thursday BcTpeur ¢ Bamu B Yetsepr 14. Ioanuck
e Kindregards, C yBaxeHueM...
e Yours faithfully, Hckpenne Bam (eciau ums degoBeka Bam He H3BECTHO)
e Yours sincerely, (ecnu umst Bam u3BecTHO)

Ilpuriaamenue Ha MepoNpUsATHE
Invitation

I[CJ'IOBLIC IpUrjialmcHus OOBIYHO OYECHB KpaTKHu. CaMBIM Ba)XHBIM B HUX SIBJISICTCS MMpaBHUIILHOC
06pameH1/Ie K IIpUriIamiCHHOMY, €CJIU 3TO JIMYHOC IMPUTJIAICHUC. B TekcTe moimkHa COZACPIKATHCA
HCO6XO,[[I/IM8.${ I/IH(I)OpMaI_II/I}I 0 MCECTC U BPCMCHHU IPOBCACHUS, a4 TAKIKEC O TIOBOAC MCPOIIPUATH,
€CJIN 3TO HCO6XO,Z[I/IMO. Eciu MpUrjIameHue O6I.I.ICC, OGpB.H.[CHI/Ie JOJDKHO OBITH IOHATHBIM, TCKCT
OCTAaHCTCA IMPCIKHUM.



Dear Mr and Mrs Green,

We cordially invite you to our Name
Scholarship Reception, in honor of all the
donors to the College Scholarship Fund.

The reception will take place at the
Rotunda, 8 pm — midnight.

Sincerely, Alumni Office

YBakaemble MUCTEp U MUCCUC ['puH,

MEI ¢ yI0BOJILCTBUEM IIPUTJIAIIIAEM Bac Ha
MIPUEM TI0 CIIy4ar0 BPyYEHUsI UMEHHBIX
CTUINIEHAUH, B 4ECTh JIOHOPOB
CTUNICHINATBHOTO (DOHIA KOJUIEeDKA.
[Ipuem coctoutcs B Potonze, ¢ 8 Beuepa
JI0 TIOJTYHOYH.

Uckpenne Bau, O¢uc no genam
BBIITYCKHUKOB

PexomMengareibHOE MUCHMO

A letter of reference, reference letter, reference

OOBIYHO pEeKOMEHATEIIFHOE TMCHMO HEBEIIMKO M0 00BhEeMY, Yalle BCcero He 0oJiee oTHOM
cTpaHullbl. [[eHHOCTh PEKOMEHIAIIUH 3aKII0YACTCS B MMOAIMKMCH TOTO, KTO Jajl PEKOMEHIAIHIO.

Cy1iecTBYIOT OOIIETPUHATBIE CTAHAAPTHI COCTABIICHUS PEKOMEHAAIINHN

0OBIYHO pEKOMEHAATEIbHOE MUCHMO MUITYT Ha GUPMEHHOM OJaHKe

JaTa OOBIYHO CTaBUTCS CBEPXY, h19%(e10) CIIpaBa, 0o ciieBa

II0CJIC AAaThI, O6paI_HCHI/IH JCIAaI0TCA OTCTYIIBI, @ B HA4YaJIC 3633113 OTCTyIla HET, TCKCT

pazOuBaeTcs Ha ab3aIlsl

TCKCT BBIPABHHUBACTCS 110 INUPHUHC

B KOHIC CTABUTCA IIOAINCH OT PYKH

Date (month/day/year)
To Whom It May Concern:

This is to present the description and job
performance of (name) for the future work
at ...

While working at our office, he/she has
excelled in such tasks as ... and has shown
a specific aptitude for ... . The referee is a
very diligent and conscientious person,
with a solid sense of responsibility. He/she
also has developed considerable
interpersonal skills.

Jata (Mecs1/ieHb/To)
Tem, KOTo 3TO Kacaercs:

Hacrosiiee nucbMo npecTaBiasieT
ONMCAHKE U OLEHKY paboThI (MMs), TaHO
i Oyayieit paboThl B ...

Paboras y Hac B ouce, 0oH/OHA OTIIMYHO
TPOSIBUI ce0s1, BBITIOJHSS CIIEIYIOIINE
3aJaHu ... ¥ I0Ka3al 0coObIe
CHOCOOHOCTH B ... . PekoMeHnyeMblii
SIBIISIETCS] YSIIOBEKOM OUYEHb MPUIICKHBIM H
CO3HATENBHBIM, C Pa3BHTHIM YYBCTBOM
oTBeTcTBeHHOCTH. OH/OHA TaKKe
CYILIECTBEHHO Pa3BUJI HABBIKU




MEXKJIAYHOCTHOTO OOILIEHUS.

The referee has shown also a good working | Pekomengyemblii mokasai TakKe XOpOIInue
knowledge of languages, computer, and the | 3HaHwusI S3bIKOB, KOMIIBIOTEPA U
ability to work with great consistency and | ciocoOHOCTH pabOTaTh C MTOCTOSHHBIM

attention to detail. He/she is highly NPUICKAHHE U BHUMAHUEM K JICTAJISIM.
motivated individual who works will in a On/oHa sSIBJISIETCS BEICOKO
team, and who can also be quite MOTHBHPOBAaHHBIM YEJIOBEKOM, KOTOPBIi

independent. He/she is extremely reliable. | otiuuro paGoTaer kak B komMaHe, Tak U
camocToaTeabHo. Ha Hero/mnee BCeraa
MOKHO ITOJIOKHUTBCA.

The referee will be an asset to any firm. P .
CKOMCHAYEMBIN CTAHECT HCHHBIM

COTPYIHHUKOM J1I0001 PUPMBI.

Signature

ITonmuce

Pe3rome

Resume, Curriculum Vitate, CV

Kpowme ciioBa résumé, ucrnosb3zyercsi cokparierue CV. [IpousHocsT ero mpocto mo OykBaMm. JTa
ab0peBuaTypa UCIOJB3YeTCS BMECTO JaTHHCKUX ciioB Curriculum Vitate — onucanue
(mporpamma) xu3Hu. KoHEYHO, B TAaHHOM CJydae I0/[pa3yMeBaeTCs OMMCAHNE Balllei
npohecCHOHATLHON JKU3HU.

CyI11ecTBYIOT OOILICTIPUHATHIC ITPaBUIIa cocTaBieHue résumeé, i CV:

B Hayasle MOJHOCThIO YKA3bIBAIOTCS UMsl COUCKATENsl U KOHTAKTHbIEC JAHHBIE

Jiajee cieayeT nepeuuciieHue npo(eccuoHaIbHOTO OMbITA, €CIIU €CTh

yKa3blBaeTCsl UMerolieecs 00pa3oBaHue

Jpyrue cBeJieHus o npodeccun u 00pa3oBaHUU, HAITPUMED, KypChl OBBIIIEHUS
KBaJTU(PUKAITIH

MyOJIMKAIUK, BHICTYIUICHHS HA KOH(DEpPEeHLUsAX, ydacTue B MPOEKTax (€CIu 3TO UMEeT
OTHOIIIEHHE K JKeJlJaeMOH JTOJDKHOCTH)

XPOHOJIOTHS BBICTPAaUBaETCs B 0OPaTHOM HOPSI/IKE, TO €CTh Bbl HAUMHAETE C IMOCIEAHETO
110 BPEMEHHU COOBITHS

KpaTKo MEePEeYHCIsIOTCs JOCTOMHCTBA, TO €CTh 00OCHOBBIBAETCA Ballla MpoQecCuoHaIbHAs
MIPUTOAHOCTh

pe3oMe JI0JKHO ObITh YA0OHO AJIS UTEHHS], TO €CTh OT(OPMATHUPOBAHO 10 IIUPUHE, C
OTCTYIIAMH, MTO3BOJISIFOIIUMH JIETKO YATATh TEKCT

00beM pe3roMe He JI0JDKEH MPEBbIIaTh 1-2 cTpaHmIl

HazBanue — CV wiu réSUME — uIIeTCs, HO He SBISICTCsI 00s3aTeIbHBIM




Julia Khann
8 (845) 708-5555 «
Julia Khann@yama.ru

Human Resources Management * IT Recruitment

A seasoned HR manager with extensive expertise in recruiting high-level
information technology professionals. Demonstrated skill in organizational
development, change management and strategic design of marketing and
recruiting efforts. Strong background in management planning, budgeting,
staffing and facilities designed to enhance productivity and profitability. Core
competencies include:

Program Development

Benefits Administration

Preventive Labor Strategies

HR Policy Design & Administration
Succession Planning

Union Negotiations & Mediations

Employee & Labor Law
Compensation & Benefits Design
Professional Experience
FAB Associates, LLC , Moscow
SENIOR HUMAN RESOURCES CONSULTANT
2003 - Present
Recruited as Lead Consultant to standardize organizational structure for an IT
Department with 500 employees of an e-commerce company with a subsequent
rollout to 6,000 employees nationwide.
Led team in analysis of existing operations and development of an action plan.
Worked with Senior Management to gain support of new strategic design
proposals.
Created cost justification of a $2.5 million budget based on savings from retention
and retraining expenses.
Examined market and recruiting efforts, role and level descriptions as well as
lines of communication.
Developed a standardized organizational model, which clarified authority,
relationships and responsibilities within the department.

Fronda Trading, Moscow
TRAINING AND DEVELOPMENT MANAGER
1998-2003

Supervised human resource functions for designated units
Prepared budgets and coordinated planning with other department managers.



mailto:Julia_Khann@yama.ru

Appointed to Strategic Design team to participate in broadening Quality
Management programs throughout the company.
Rompo Insurance, Tomsk

CAREER DEVELOPMENT SPECIALIST
1996 - 1998

Managed training programs, career database system, and career development
promotional

programs.

Developed, published and managed wide-ranging programs to promote
professional growth of current employees.

Designed career planning concepts, analyzed data on career mobility, and
managed departmental

administrative operations.

Consultant to the company’s ten operating divisions.

EDUCATION

Transport University, Moscow 1998
MASTER OF ART « EDUCATION
Pedagogical University, Tomsk 1996
BACHELOR OF ART « HISTORY

3anoJiHeHNe aHKEThI

Job Application Form

KOFI[a BaM HCO6XOI[I/IMO 3aI10JIHUTh aHKETY, HAITPUMCEDP 3asABJICHHUC O IIPUCME Ha pa60Ty,
Tpe6yeT051 IMOHUMATb, YTO TaM HAIIMCAHO W NPABUJIBHO 3aIIOJIHUTh COOTBECTCTBYIOIINEC PAa3aCIIbI.
OOBIYHO BBIJACTCA 6J'IaHK, A€ HY’KHO BIIUCBIBATH CBOU NAHHBIC. HaHpHMep:

Job Application Form bnaHk 3asBJeHuUs O TpUeMe Ha paboTy

Post/position applied for Ha xakyro MOKHOCTB XOTHTE MonacTb. [lumure
MMEHHO Ha3BaHWE BAaKaHTHOM JOJDKHOCTH, a HE
Ha3BaHUe Mpodeccuu.

College/University/School Kakoii komiemx/yHUBEpCUTET/ITKOITY TMOCEIIalH.

attended AMepuKaHIIbl Ha3bIBAIOT «IIKOJIOW» JTH000€ yueOHoe
3aBejICHUE.

Qualifictions Kpamuduxanus. [lepeuncanre Bce HaBBIKK U YMEHUS,

KOTOPBIC CUUTACTC BAXKHBIMU JIA ,Z[&HHOFI




JOJIXKHOCTH.

Age at Graduation Bospact 1o okoHYaHHWU yueOHOTO 3aBECHUS.
ITuruTe TOT BO3PACT, KOT/IA BBI MPEKPATHIIH yIeOy.

First Job [MepBas pabdora. Cnoso job o3Hauaer padoTa,
JIOJDKHOCTD. YKa3bIBalTe, KeM UMEHHO PabOTaIH.

Length of Employment at CKOJIbKO BpEeMEHH MPOpadboTaId Ha TIPEKHEH
Previous job JOJDKHOCTH. YKaXHUTE, CKOJIBKO JIET U MECAIIEB
npopaboTalii Ha MPeKHEN JOJKHOCTH.

Reason for Leaving [IpnurHa yBonbHeHUs. CTapallTecTh yKa3bIBaTh
HeWTpanbHyI0 NpuKHY, Harpumep: Contract Expired
— HcTek KOHTpakKT.

Interest(s) Wutepecsl. YKaxuTe, YT0 UMEHHO TPEANOYUTACTE
JIeTaTh WK Ballld CUIILHBIE CTOPOHBI.

Special Skills Oco0ble HaBbIKU U YMEHUS. [lOTIOTHUTEIbHbIC
HABBIKH M YMEHHSL.

Other Jlpyroe. 371ech Bbl MOKETE YKa3aTh, HAIPUMED, YTO
TIpeIounTaeTe paboTaTh 0 BeUepaM MM YTO BaM
HE BaXKHO, KaKas CMEHa BaM JI0CTAHETCH.

ITncoMmo-3ampoc
Inquiry Letter

HI/ICBMO-3aHpOC MOJKET OBITH COCTABJIEHO 110 Pa3HBIM IIOBOAAM:

3aKa3 000pyI0BaHUS

OpOHUPOBAaHUE TOCTUHUILIBI U OUIJIETOB
apeH]ia MOMEIIeHHs

pa3MelieHne peKiiamMbl

3arpoc 0 BO3MOYKHOCTU COTPYJTHHUYECTBA

[Tucemo-3anpoc urdopmaruu (Inquiry Letter) otnpasisercs, Koraa HE0OOX0AUMO TOJTYIUTh
6os1ee o poOHYI0 HHPOPMAIIHIO 00 UHTEPECYIOIEM Bac TOBape WU yCIyre.

B nauane nucema CJICAYCT MOMECTUTb HA3BAHUEC U aApCC BalIen KOMIIaHWH, HUXKEC JOJIXKHO UATH
Ha3BAHUC KOMITAaHUH, B KOTOPYIO BbI o6pamaeTeCL. CocCTaBUTh TEKCT IIUChMa Bbl MOXKETE C
MMOMOIIBIO CICAYIOIMUX CTAHAAPTHBIX BBIpa)KeHHﬁ.

1. OdpunmansHOE OOpamieHue, Dear Sir / Madam (YBaskaeMblii TOCIIOJH/TOCIIOkKA),
IIOCKOJIBKY C aJIpecaToM BbI HE Dear Sirs (YBaxaemble rocnosa). O6pamienue
3HAKOMBI. “Dear” o0bIYHO TTEPEBOUTCS KaK

“yBakaeMblil/yBaxxaemas”’, a Ipu 0OpalleHuu K
OJIM3KOMY YeJIOBEKY Kak “Ioporoii/moporas’.
OnHaKo MOXXHO U HE NEePEeBONTH, B 3aBUCUMOCTHU OT
TOHA NHCHMa.




2. YkazaHue UCTOYHUKA
nH(OpPMALIUK O KOMITAHUU

With reference to your advertisement (umu coxpari. —
ad) in... OTHOCHUTEIBHO BalleH PEKIIAMBI B ...
Regarding your advertisement (uiu cokpamieHHO —
ad) in ... KacarenpHO Ballieil peKkjIaMbl B ...

Could you please send me ... He moriu ObI BBI
BBICJIATh MHEC ...

I would be grateful if you could... S 6611 OB
OyiarogapeH, €Cyu BHI. ..

Can you give me some information about... Moxere
JIM BBI JaTh MHE UH(HOPMAITHIO O. ..

Could you send me more details... Moriu ObI BbI
BBICJIATh MHE TMOJIPOOHYIO0 HH(OPMAIIHIO. . .

I would also like to know ... 5 ObI Taxke xoTen
y3HATb. ..

Could you tell me whether ... Ckaxwure,
MOXKAIYNCTA, ...

Yours faithfully, C yBaxenuem, (eciu B
oOpallleHny TUchMa He Oblila yka3zaHa haMuIus
oJTy4yaTeis)

Yours sincerely, HWckpenne Ban, (eciu B
oOpallieHny muchbMa Obljia yKazaHa haMuiius
1oJIy4yaTess)

HesaBucumo ot npeamera o0CyxaeHns1, GopMyIHPOBKH COCTABICHUS TaKOTO JICJIOBOTO MUCHMa

OCTAaKTCA CXOKHMU.

3. [Ipock06a BBICTATH HEOOXOIUMBIC
JaHHBIC

4. JlonoaHUTENBHBIE BOIPOCHI

5. Tloamuce

Dear Sirs,

Translation Brochure

| should be grateful if you would send us
your brochure and price list about your
translation services.

Sincerely ...

YBakaeMbIe TOCIIOIA,

ITo nmoBoty bpomttopsl o nepeBoe:

S 6b11 OB1 BaM OarogapeH, eciu Obl Ba
BBICJIAJIM MHE Ballly OpOILIOpY U
paic-IucT 00 ycayrax Imo mepeBoy.

Uckpenne ...

Otser Ha 3anpoc HH(pOPpMaLUH

Inquiry Letter

Korpaa koMmanus noiay4aer MucbkMO € MIPOCH00# BBICIATh MOAPOOHYIO HHPOPMAIUIO O e
MPOIYKIIMH, TOBApEe WM YCIyre, B OTBETHOM MHChME OYEHb Ba)KHO MPOU3BECTU OJIarOMPHUATHOE
BIIEUYATIIEHHE Ha MOTEHIIMAIFHOTO KJIMEHTA WM TapTHepa. BeKIUBBIA, TPAMOTHO COCTaBICHHBIN
OTBET 00s13aTeNILHO OYJET CIOCOOCTBOBATEH CO3/IaHUIO MOI0OHOTO BIIEYATICHUSI.

1. Ob6pamienue
Dear Mr, Ms

YBaxkaeMbIil TOCIIOAMH, TOCTIOXKAa




2. bnarogapHOCTh 32 OKa3aHHOE BHUMAaHHE

Thank you for your letter of ...

Cnacu60 3a Baie nuchbMo OT (J1ata) ...

We would like to thank you for enquiring
about ...

Mpi xoTenu ObI MOOJIaroJapUTh Bac 3a
IIPOSIBJICHHBIM MHTEPEC. ..

3. [Ipenocrasnenue TpedyemMoi
nHbOpMaIH

We are pleased to enclose ...

MBI ¢ yIOBOJIBCTBHEM BKJIA/IBIBAEM. . .

Enclosed you will find ...

B npukperuienHoM daiine Bl HaiieTe. . .

We enclose ...

MBI npwiiaraeMm. . .

4. OTBeT Ha JAOMOJIHHUTEIIbHBIE BOIIPOCHI

We would also like to inform you ...

Me1 Takxke xoteau Obl COOOIIUTH BaM O. ..

Regarding your question about ...

OTHOCHTEIBHO BaIlIero BOMPOCA O. ..

In answer to your question (enquiry) about

OTBeuas Ha Barll BOIIPOC O...

5. Bricka3pIBaHue HaneK bl Ha JaJdbHENIIee
IO JOTBOPHOE COTPYAHUYECTBO

We look forward to ...

MgsI HaneeMmcst / 0KUIaeM

hearing from you

yCIBIIIATh Bac CHOBA (MOJyYUTh OT Bac
cooOrieHune)

receiving your order

IMOJIYYUTH OT BaC 3aKa3s

welcoming you as our client (customer)

BbI CTAHETEC HAallIUM KJIIMECHTOM

6. [loanuce

HOMHI/ITC, KOoraa BbI o6pa1uaeTeCL K 4CJIOBCKY, UM KOTOPOI'0 BaM HE U3BECTHO, CIICAYCT IMNCATh
“Yours faithfully’ , a korma ykaseiBacte ums, pamuuio — “Yours sincerely’,

[Tpumep oTBeTa Ha 3arpoc HHGOPMAIIH



Jackson Brothers — naumeHnoBanue GUPMBI-OTIIPABUTENS
3487 23" Street — anpec hUPMBI-OTIIPABUTES

New York, NY 12009

Kenneth Beare — ums u damuius aapecara

Administrative Director — go/DKHOCTB ajpecara

English Learners & Company — HauMeHOBaHUE
dbupmbI-agpecaTa

2520 Visita Avenue — aapec pupmbIi-aapecara

Olympia, WA 98501

September 12, 2010

Dear Mr Beare,

Thank you for your enquiry of 12 September asking for the
latest edition of our catalogue.

We are pleased to enclose our latest brochure. We would also
like to inform you that it is possible to make purchases online
at http://jacksonbros.com.

We look forward to welcoming you as our customer.

Yours sincerely,

(Signature)

Position

VYBaxkaeMblii roctioguH bup!

bnaronapum Bac 3a Bam 3anpoc ot 12 ceHTSI0ps1, B KOTOpOM
BeI cnipaimBaeTe o HamieM JIHCTBYIOIIEM KaTajore.

C yZoBOJIBCTBHEM IPUIIAracM HAIIy ITOCIIEIHIO OpOIIOpY.
MBpI Takke XO0THM cooOmuTs Bam 0 TOM, 4TO coBepiieHnE
MOKYIIOK OHJIaliH BO3MOJKHO Ha caiite http://jacksonbros.com.
Haneemcsi, uto Bbl craHeTe HAalIMM KIIMEHTOM.

Hckpenne Bami.

(moamuce)

JIOKHOCTB



http://jacksonbros.com/
http://jacksonbros.com/

PaboTa 1o BBHINOJIHEHHIO TEPEBOIA TEKCTOB

HpI/I MEpCBOJAC TCKCTOB IOMHUTC O CICAYIOIICM:

1. Tekct, npeaHa3HaYeHHBIN JIs IEPEBO/IA, HEOOXOIMMO pacCMaTpUBATh KaK €MHOE
CMBICIIOBOE LIENOE.

2. Haumnath mepeBoJ HaJ0 ¢ Ha3BaHUs TekcTa. OHAKO, €CIIM TIEPEBO/I 3arjaBys
BBI3BIBAET 3aTPYIHEHUS, €I0 MOXHO OCYILIECTBUTD [TOCIIE IEPEBOJIA BCETO TEKCTA.

3. Ilpexne yem mepeBoAUTH TEKCT, BHUMATEIBEHO MTPOYTUTE €r0, CTAPAsCh MOHATH €T0
oOmiee cogepkaHue U HarpaBlieHHOCTh. OOpalaiite BHUMaHUE Ha
WHTEPHALIMOHAIBHBIE CJIOBA, pealluy, 1aThl U T.J.

4. TlpounTaiiTe BeCch TEKCT, IPUCTYMANTE K EPEBOAY OTAEIbHBIX MPETOKEHHI.
[ToHsATh NpeUI0KeHNEe — 3HAUUT BBISICHUTH HE TOJBKO 3HAUYE€HUE KaXJ0T0 CJIOBa, HO U
YCTaHOBUTD, B KaKOW CBSI3M HAaXOJATCS APYT ¢ ApyroM ciosa. He cienyet
BBINIMCBIBATD CJIOBA Cpa3y U3 BCETO TEKCTA, TaK KaK OJIHO U TO K€ CJIOBO 4acTo
HMMeEEeT HECKOJIbKO 3HaYeHH, KOTOPbIE HE MOJAXOAAT Ul JaHHOTO TEKCTa.

5. TlepBoHavyabHBIN TIEPEBO MOKET OBITH JOCIOBHBIM, O0JIETYAIONIUM TOHUMAHUE
OCHOBHOTO CMbICJIa TEKCTa. 3aTeM CllelyeT NPUCTYIHUTh K €r0 CTUIMCTHYECKOH,
nuTepaTypHOi 00paboTKe, /I 4Yero HaI0 MoAOHpaTh CI0Ba M CIIOBOCOYETAHUS,
HauboJIee YeTKO Mepeaaroline CMbICT epeBOAUMOro Tekcra. [lepeBoa nomkeH ObITh
TOYHBIM, a HE OYKBaJIbHBIM, JOCIOBHBIM. TOUHOCTb NEPEBOJIA — 3TO KPATKOCTH,
BBIPA3UTENIBHOCTb, JIOTHYECKAs OCIIEI0BATEIbHOCTh, YETKOCTh U3JI0KEHUS TEKCTa
OpHUIMHAJAa U COOTBETCTBHE €r0 HOPMaM PYCCKOTO JINTEPATYPHOTO SA3bIKA.
BykBasibHBIN TTEPEBOJT CBOAUTCS K MEXAaHUYECKOM MOJICTAHOBKE PYCCKOT'O CIOBa
BMECTO aHIJIMICKOTrO Oe3 ydeTa ero CBsI3u B MPEUI0KEHNUH, YTO 0OBIYHO MPUBOJUT K
OeCcCMBICIIULIE U MCKAXKEHUIO CMBICIIa IEPEBOMMOI0 TEKCTA.

[Ipu nepeBoae AomycKaercs:

a)
b)
c)
d)

e)

HM3MEHEHHUE TOPsIIKA CJIOB B MPE/IOKEHNUN

MEPEHOC OTJCIBHOTO CJIOBA U3 OJTHOTO MPEIJIOKECHUS B IPYTrOe,

o0beMHEeHNE ABYX UK OoJiee MPpeaoKeHU B OJJHO WK HA000POT

no0aBJeHHE OTCYTCTBYIOIIUX B TEKCTE CJIOB, HO TPEOYEMBIX IO CMBICITY CJIOB H,
Ha000POT, OMYIIEHHE OTACIBHBIX CIOB OPUTMHATIBHOTO TEKCTA HA PYCCKOM SI3BIKE,
3aMeHa OJIHOM YacTH pedH Apyrou

IIpu nepeBoAe MOIB3YUTECH CIIOBAPEM.

YtoObI pa60Ta CO CJIOBApEM HC OTHUMaAJIa MHOTO BPEMCHU, CIICAYCT:

v

v

XOPOIIO 3HATh alN(aBUT , TAK KaK CJIOBA PACIIOJIOKEHBI B ali()aBUTHOM MOPSJIKE HE
TOJIBKO T10 NEepBOi OyKBE, HO U TIO BCEM IMOCIIEAYIOIINM;

MIOMHHUTB, YTO CJIOBA J]AHBI B UX UCXOJHOU (popMme, T.e. TI1arossl — B MHPUHUTHBE,
CYIIECTBUTENbHBIEC — B O0IIEM Na/ieKe, eIMHCTBEHHOM YHCIIE, TpUjIaraTeIbHoe — B
MIOJIOKUTENBHON cTeneHu. [Tociie kKaXxa0ro cioBa B CII0Bape UCIOJIB3YETCS COKpAIllEHUE,
o0o03HauaroIee MpUHaUIEKHOCTh CJIOBA K ONIPE/IeIEHHON YacTH peyu.



adjective a. HpUJIaraTelibHOe
adverb adv. Hapeyne
conjunction Cj. COI03
noun n CYHICCTBHUTCIILHOC
numeral num YHUCIUTEIBHOE
plural pl MHOYKECTBEHHOE YHCIIO
preposition prep peJyIoT
pronoun pron MECTOMMCHHE
verb % TJIaroJ

Crnenyet mOMHUTS!

Henp3s 3m0ynoTpedists ON-line mepeBoaurkaMu, a €M UCIOJIB3yeTe UX, TO HE0OX0uMa
Cephe3Has peJaKkTypa rnepeBeeHHoro Tekcrall!

Tak, nanpumep, Google Translate (http://translate.google.com/) — 3to cucrema CTaTUCTUYECKOTO
MAaIlllMHHOT'O MEPEBOJAA, UTO O3HAYACT, UTO GT-cucrema He AHAIIN3UPYET CUHTAKCUC TCKCTA HA

OCHOBE KaKHX-TO CTPYKTYPHBIX mpaBwmil. OHa BBIJIaCT HAaNOOJIee BEPOSITHBIN TTEPEBOT
MIPEIOKEHHUS UITH CJIOBA, OCHOBAHHBINM HA CTATUCTUKE HAKOTUICHHBIX YEJIOBEYECKUX TIEPEBOIOB.
B ocHOBe aHanmM3a npu 3TOM 4acTo JiexKaT KOPOTKHUE ENOYKH BCETO U3 HECKOJIBKUX CJIOB. JTO
03HAYaeT, YTO KOT/Ia CHCTEME HE XBATACT JIAHHBIX JIJIl KOMIUIEKCHOTO CTATHCTHYECKOTO aHaIn3a
WJIM KOTJa B SI3bIKaX OPUTHHAJIA U NIEPEBO/Ia CYIIECTBEHHO pa3inyaercs nopsaok cios, To GT
BBIJA€T TapabaplIMHy WIH IIPOCTO MEPEHOCUT B IIEPEBOJ] T€ CIIOBA OPUTHHANA, ISl KOTOPBIX Y
HEe HET MepeBOA.

PaboTa Hag MOATOTOBKOM BBICTYILICHUS

Cmpyxkmypa blcmynieHus.
- Berynuienne nmomoraet o6ecreynTh ycreX BhICTYIUICHHS 110 JI'o00il TeMaTuke. Berymienue

JOJIKHO COJIepKaTh: Ha3BaHUE, COOOIIEHNE OCHOBHON UIeH, COBPEMEHHYIO OIIEHKY IIpeMeTa
U3JI0KEHHUS, KPaTKOE MePEUrCICHHE PAaCCMAaTPUBAEMbIX BOIIPOCOB, )KUBYIO HHTEPECHYIO POpMY
U3JI0’KEHHUS, aKLIEHTUPOBAaHNE BHUMAHUS HAa BaKHBIX MOMEHTAaX, OPUTHHAILHOCTD MOIX0/1a.
OcHoOBHast 4acTh, B KOTOPOI BBICTYIAIOLIUI JOHKEH TNIyOOKO PaCKPBITh CYTh 3aTPOHYTON TEMBI,
OOBIYHO CTPOUTCS MO MPHUHIIUITY OTYETA.

- 33,[[3‘13 OCHOBHOM 4acTH — MMpeACTaBUTh NOCTATOYHO JAHHBIX AJIA TOI'O, YTOOBI CJIymareimn
3aUHTCPCCOBAINCH TEMOH U 3aX0TEIIH 03HAKOMUTLCS C MaTcpHrajliaMu. HpI/I 9TOM JIOI'MYCCKasd
CTPYKTYpPa TCOPETUICCKOTO Oy0Ka He JOJIKHBI 1aBaTbCs 0e3 HarJsiAHbIX HOCO6HI>1,
AyJNO-BU3YAJIbHBIX U BU3YyaJIbHBIX MATCPUATIOB.

-3aK/II0UYCHHE - SICHOC, 4E€TKOE O606H_ICHI/IC H KpaTKUEC BbIBOJbI, KOTOPBIX BCErAa KAYT
CJIyIaaTeJIu.

A) OOmme pekoMeHIauu

- HpI/I MMOATOTOBKC BBICTYIIJICHUS y‘IHTBIBaﬁTe HHTCPEC U NMMOATOTOBKY CJ'Iy].HB.TCJ'ICﬁ, ux
OCBEIOMJIEHHOCTDH O TEME BaIlIero BBICTYIUICHUA,

- TmarensHO r[poL[yMaﬁTe IJIaH BBICTYIIJICHUS. Ono JOJDKHO BKJIFOYAaTh BBCACHHC,
OCHOBHYIO 9aCTb 1 3aKJIFOYCHHC.


http://translate.google.com/

- 3apanee omnpeenuTe KIF0YeBbIe MOMEHTBI, HA KOTOPBIX HAJ0 CAENaTh YIop, UX
MOCIIEIOBATEIBHOCTH (TAKMX MOMEHTOB JOJDKHO OBITH HE MHOTO, YTOOBI HE TIEPETPYKATh
CiTyIiaTesei).

- CocraBbTe Ballle BBICTYIJICHHE TaK, YTOOBI paccka3 3aHUMaJ 110 BPEMEHU O-7 MUHYT.
[ToMHUTE, YTO XOPOIIO BOCIPUHUMAETCS 3MOLIMOHAIBHOE U KOPOTKOE IO BPEMEHU U3JI0KEHHE
MaTepuaia ¢ UCIOJIb30BAaHUEM HHTEPECHBIX IPUMEPOB.

- YnoTpeObusiiTe TOJbKO NOHATHBIE BAM TEPMUHBI.

- PacrimanupyiTe uCnonb30BaHUE CPEACTB HATIIAIHOCTH - OHU JOJDKHBI COITPOBOK1aTh
BBICTYILJICHHUE, IOAYEPKUBATH KIFOUEBLIE MOMEHTHI U IIOMOYb CIIYLIATENISIM [IPEACTaBUTh, TO O
4YEM UJIET peYb.

- HpOBe)II/ITC PENECTUINIO CBOCTO BBICTYITICHUS U JOBEIUTE €ro 10 HY)KHOﬁ
MMPpOAOJIKUTCIIBHOCTH.

B) Pexomennaruu BeICTYIAIOMIEMY

- Heckonbko riy0OKHX BJOXOB MEpe]] HA4alIoM BBICTYIUIEHUS TIOMOTYT YHATH BOJHEHHE.
Jlymaii o Tex, KTo TeOs CiTylaeT, Kak eciiv Obl Bce OHU ObLIM TBOUMHU JPY3bSIMHU.

- HaunuTe cBOE BBICTYIJIEHUE C IPUBETCTBUSI.

- OryacuTe Ha3BaHKE BAIIETO MPOEKTA, CHOPMYIUPYHTE OCHOBHYIO UACIO U TIPUIHHY
BBIOOpPA TEMBI.

- He 3a0pIBaiiTe 00 yBaXKCHUU K CITyIIATENSIM B TEYEHUE CBOETO BBICTYILICHHS (TOBOPUTE
BHSTHO).

- CrapaiiTech YCTAHOBHUTD 3pUTEIbHBINA KOHTAKT C ayIUTOPUEH - 3TO IIOMOKET TeOe BbI3BAThH
UX CHUMIIaTHIO, KPOME TOTO Tj1a3a TeX, KTO TeOs CIyIlaeT, MOKaXXyT, HACKOJIbKO UM UHTEPECHO,
TO YTO Thl TOBOPHIIIb.

- Ho6naroz[apHTe CHym&TCJ’ICﬁ 34 BHUMAaHUEC, a PyKOBOAUTCIIA - 3a IOMOIIb.

- B xoHI1ie BoICcTyIUIeHHS Tebe MOTYT 3aAaTh BOIpockl. OTBET HauMHal ¢ 0JarogapHOCTH 3a
Bompoc. BocpuHumaii KakJ1plif BOIPOC Kak CBUIETENILCTBO MHTEpECa MMyOJIUKU K TBOEMY
BBICTYIUICHHUIO U K TeOe Mu4yHO. [loMHU: TOTOMHUTENbHBIE BOMIPOCHI - 3TO MIAHC eulé pas
MIPOJIEMOHCTPUPOBATH CBOIO SPYAUIIHIO!

Kpumepuu camooyenxu evicmynnenus:
. AKTyanbHOCTb BEIOPaHHOM TeMbI

. 'myObuHa pacKpbITHs TeMbI

. [IpakTryeckas IEHHOCTb MTPOEKTa,

. KomnozuimonHas ctpoiHOCTb

. CooTBETCTBHE NIAHY

. O60CHOBaHHOCTH BBIBOJIOB

. [IpaBUIBHOCTD U TPAMOTHOCTH O(POPMIICHHS
. AKKypaTHOCTb M JU3aitH 0(pOpMIICHHS

. Conepx’aTenbHOCTh PUIIOKEHNN
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10. Beictymienne Ha 3amiuTe(yMEHUE U3JI0KUTh CaMO€ IIEHHOE, OTBEYaTh Ha BOMPOCHI,
3alUIIaTh CBOIO TOUKY 3PEHNUs)

11. UroroBas oueHKa.
PaboTa Haj MOATOTOBKOW — Mpe3eHTAMN

IIpe3enTanus, COTIaCHO TOJKOBOMY CIIOBapo pycckoro si3eika J.H. Ymakosa: crioco6
01a4u MHQPOPMAITHH, B KOTOPOM MPUCYTCTBYIOT PUCYHKH, (hoTorpadum, anumanus u 3ByK. s
MOJI'OTOBKH MIPE3EHTAIMH PEKOMEHIyeTCsl MCIoib30BaTh: PowerPoint, MS Word, Acrobat
Reader, LaTeX-oBckuii maker beamer. Camast mpocrasi mporpaMma Jyisi CO3JaHusl TPEe3CHTALUH -
Microsoft PowerPoint. JIist moAroTOBKH Mpe3eHTaI[ik Heo0X0auMo coOpaTh U 00paboTaTh
HavabHY0 uHpopmaluio. [locienoBarensHOCTh MOATOTOBKH Tipe3eHTanuu: 1. YETko
chopMyIUPOBATh 1EJh MPE3EHTAIIUHU: BB XOTUTE CBOIO ayJIMTOPUI0 MOTHBUPOBATh, YOSIUTD,
3apa3uTh KaKOW-TO UeeH WK MPoCcTO (HOPMATBHO OTUUTATHCS. 2. ONpeeTuTh KakoB OyIeT
(dhopmaT mpe3eHTAIMH: KUBOE BBICTYIUICHUE (TOT/a, CKOJILKO Oy/IET €ro MpOoA0IKUTEIHLHOCTH)
WJIM 3JIEKTPOHHAsS pacchliika (KakoB OyAeT KOHTEKCT nmpe3eHTanuu). 3. OTodpath BCIO
COJIEpXKATEIBHYIO YaCTh JUIS TIPE3EHTAIIMN U BHICTPOUTH JIOTHYECKYIO IIEMOYKY MPECTaBICHUS.
4. OnpenenuTh KI0YEBbIE MOMEHTHI B COJEPKaHUU TEKCTA U BBIIETUTH UX. 5. OnpenenuTs
BHJIBI BU3YyaIN3alluK (KapTUHKH) 711 OTOOpakKeHMs MX Ha caiiax B COOTBETCTBUM C JIOTUKOMH,
1enblo U cnenrdukoi matepuaia. 6. [logobpate au3aitH u GopMaTHpOBaThH CIANIBI
(KoIMYeCTBO KapTHUHOK U TEKCTa, UX PaCIHoJIOKEHHUE, IIBET U pa3mep). 7. [IpoBeputs Bu3yanbHOe
BOCIpusTHe npe3eHTanuu. K Buam Bu3yanu3aluny OTHOCSATCS WILTIOCTpalluu, 00pasbl,
rarpamMmmsl, Tabaupl. Minocmpayus - TpeICTaBICHUE PEabHO CYIIECTBYIOIIETO 3PUTEIHLHOTO
psana. Obpa3svl - B OTIIMYKE OT WILTIOCTpanuil - Metadopa. Mx Ha3HaueHue - BbI3BaTh HIMOLUIO U
CO3/1aTh OTHOIIIEHHE K HEH, BO3/IEHCTBOBATh Ha ayIUTOpHI0. C MOMOIIBIO XOPOIIO
MIPOJIyMaHHBIX U MPEJCTABIAEMbIX 00pa30B, HHPOPMAIIMSI MOXKET HAJ0JI'O OCTAThCS B TAMSTH
4enoBeKa. JJuazpamma - BU3yaau3alns KOJIMUYEeCTBEHHBIX U KaUeCTBEHHBIX cBs3eil. Mx
HCIOJIB3YIOT JJIs1 YO AUTENbHOM IEMOHCTPAIK JaHHBIX, JUIsl IPOCTPAHCTBEHHOT'O MBIIIJICHUS B
JOTIOJTHEHUE K JIoTUYecKoMy. Tabuya - KOHKPETHBIN, HATJISTHBIA U TOYHBIN TTOKa3 HaHHbIX. E&
OCHOBHOE HAa3HAYEHUE - CTPYKTYpUPOBATh MHPOPMALIHIO, YTO MOPOIl 0OsIeryaeT BOCIPUSTHE
JTaHHBIX ayauTopuei. [IpakTruueckre cCoBeThl MO MOATOTOBKE MPE3EHTAIIMU TOTOBBTE OTACIBHO:
MIEYATHBIN TEKCT + cailbl + pa3aTOUHBIM MaTepuan; claibl - BU3yalbHas mojaadya
nH(popMaLUU, KOTOpas I0JDKHA COAEepKATh MUHUMYM TEKCTa, MAKCUMYM H300paKeHHIH,
HECYIIUX CMBICIIOBYIO Harpy3Ky, BBITJISAECTh HATJIAAHO U IPOCTO; TEKCTOBOE COJIEPIKaHUe
MIpPEe3EHTAINH - YCTHAS peyb I YTCHHUE, KOTOpas JOJIKHA BKIIOYATh apryMEHTHI, (PaKThl,
JI0Ka3aTeNbCTBA U AIMOLIMU; PEKOMEHIyeMOoe Uncio criaioB 17-22; o6s3aTenbHast nHGopManus
JUIS TIpe3eHTAIH: TeMa, (aMUIHs 1 MHUIHAIBI BRICTYIAIONIET0; TUIaH COOOIIEeHHUST; KpaTKUe
BBIBO/IbI U3 BCETO CKa3aHHOTO; CIIUCOK MCIOJIb30BAHHBIX HCTOYHUKOB; pa3/1aTOYHbIA MaTepuan -
JIOJIKEeH 00ecreynBaTh Ty K€ TNIyOMHY U 0XBAaT, YTO M KUBOE BBICTYIIJICHHUE: JIIOJIU OOJIbIIE
JOBEPSIOT TOMY, UTO OHH MOTYT YHECTH C COOOM, YeM HCYe3aI0IIM H300pakeHUsIM, CIIOBA U
ClIaiiIbl 3a0BIBAIOTCS, @ pa3aTOYHBIA MaTepUall OCTAETCs MOCTOSHHBIM OCS3a€MBIM
HAaTOMHHAHKUEM; Pa3AaTOYHBIN MaTepuall BAXKHO pa3faBaTh B KOHIIEC MTPE3ECHTAIINH; Pa3aTOYHbBIN
MaTepHabl JOJKHBI OTIMYATHCS OT CIAiI0B, TOJDKHBI OBITH OoJiee HHPOPMATHUBHBIMHU.

KomnbroTepHyIo nmpe3eHTalno, COPOBOKIAIONIYIO BEICTYIICHHE JJOKIAAYHKa, y1o0Hee
BCETo MOJAroTOBHTH B porpamme MS Power Point. [Ipe3eHTanus kak JOKYMEHT MPEACTaBIISCT
co00# MOCIe0BATENBHOCTh CMEHSIOLINX APYT APYyTra CIAiI0B - TO €CTh 3JIEKTPOHHBIX



CTpaHUYCK, 3aHUMAIOIINX BECh IKpaH MOHHUTOPA (0€3 MPUCYTCTBUS MaHeIel mporpaMmel). Yare
BCET0 JIEMOHCTpAIMS IPE3CHTAIMU IPOSILIUPYETCs] Ha OOJIBIIOM IKpaHe, pexe — pa3naéres
coOpaBIIMMCS KaK Me4aTHbIA MaTtepuai. KoindecTBo ciaidjoB aIeKBaTHO COIEPIKAHUIO U
IIPOJIOJKUTEIBHOCTH BBICTYILIEHUS (HapuMep, Ul S-MUHYTHOTO BBICTYIIJICHUS
pEKOMEHAYETCs UCII0NIb30BaTh He Oosee 10 cnaiios).

Ha nepBowM ciaiifie 00s3aTeIbHO PEICTABISICTCS TEMa BBICTYILICHUS U CBEICHUS 00
aBTopax. Creayroniue ciaiapl MOKHO IMOATOTOBHUTE, UCIIOIB3YS JIBE Pa3IUYHbBIC CTPATETUN UX
IIOATOTOBKM:

1 cTparerusi: Ha ciailbl HAHOCUTCS OTMIOPHBINA KOHCIIEKT BBICTYIUJICHUS U KIIFOUEBBIE CJIOBA C
TeM, 4TOOBI TIOJIb30BaThCSl UMY KaK TUTAHOM JUTsl BRICTYIUICHUS. B 9TOM citydae k craiigam
MPEABSIBISIOTCS CIEAYOIKe TpeOOBaHUs: 00bEM TEKCTa Ha cllaiiie — He 00JIbIlne 7 CTPOK;
MapKUPOBAHHBIN/HYMEPOBAHHBIN CIIUCOK COJIEPKUT HE OoJiee 7 FIEMEHTOB; OTCYTCTBYIOT 3HAKU
MYHKTYaIli{ B KOHIIE CTPOK B MAPKUPOBAHHBIX U HyMEPOBAHHBIX CIIUCKAX; 3HAYNMAs
nH(pOpMaIUs BBIJIEISAETCS ¢ TIOMOIIBIO 1BeTa, Kerii, 3 dexToB anumanuu. Oco60 BHUMATEIHHO
HE00X0IMMO MPOBEPUTH TEKCT HA OTCYTCTBHE OMIMOOK U oneyatok. OCHOBHAs OMKUOKa MpH
BBIOOPE TAHHOM CTpATEruu COCTOUT B TOM, UYTO BBICTYMAIOIINE 3aMEHSIOT CBOIO p€Ub YTCHHEM
TEKCTa CO CJIalJI0B.

2 cTpaTerus: Ha cllaiiJipl HoMenaeTcs: pakTHuecKuil MaTepuan (Tabauipl, rpaQuky,
¢doTorpaduu u np.), KOTOPHIH ABJIAETCS YMECTHBIM U JOCTATOYHBIM CPEICTBOM HATJISIAHOCTH,
MTOMOTAeT B PACKPBITUU CTEPKHEBOU MU BBICTYIUUICHHs. BrIOpaHHbIE cpeicTBa BU3YyaIU3alUH
nHpopManuu (TabJIUIIBI, CXeMBI, TPa(HUKH U T.]I.) COOTBETCTBYIOT COACPKAHUIO BHICTYIUICHUS. B
3TOM Ciydae K ciaiiiaM mpeabsBIsSIOTCS Cleayomre TpeOOBaH s : MaKCUMAJIbHOE KOJINYECTBO
rpadguveckoit nHGOPMAIIMU Ha OJTHOM cliaiizie — 2 pucyHka (potorpaduu, CXeMbI U T.J1.) C
TEKCTOBBIMH KOMMEHTapHsIMU (He 6oiee 2 CTPOK K Kakaomy). Hanbosee BaxkHast nHGopMaIus
JIOJI’KHA pacrojiaratbCs B IIEHTPE IKpaHa.

OcHoBHas ommOKa MpU BHIOOPE JAHHOM CTPATETUH — «COPEBHOBAHHUE» CO CBOMM
WLTIOCTPATHBHBIM MaTEPHUAJIOB (ayIUTOPHH HE MPEIOCTABISICTCS JOCTATOYHO BPEMEHH, YTOOBI
BOCIIPUHATH MaTepual Ha ciainax). OObIuHbIN craiia, 6e3 3pPeKToB aHUMAINK JOJHKEH
JIeMOHCTPUPOBATHCS Ha SKpaHe He MeHee 10 - 15 cexyna. 3a MeHblIIee BpeMs MPUCYTCTBYIOILINE
HE yCIIeeT 0CO3HATh CoJiepKaHue craiiia. Eciu kakas-To KapTHHKA MOSIBUJIACh HA 5 CEKYHI, a
MOTOM TYT K€ CMEHHWJIACH JIPYrOi, TO ayAUTOPUs OyJeT CUYMTATh, YTO JOKIATIUK €€ MTOATOHSIET.
O6paTHOro (Mo3uTUBHOTO) 3 (HeKTa MOKHO TOCTUTHYTh, €CIIU JOKIATYUK MPOTUCTHIBACT
MHOJKECTBO CJIAI/IOB CO CJIOXHBIMU TAOJIUIIAMH U TUarpaMMaMu, TOBOPS TIPpU 3TOM «BoT TyT
MPHUBEAEH PA3HOTO POJIa BCHOMO2AmeNbHbIl MAaTEPHall, HO 51 €ro X04y MPOMYCTHTh, YTOOBI HE
Meperpykathb BBICTYIIIEHHE MTOApOOHOCTIMUY. [IpaBna, Takoii mpuém N1enath B Hauale U B KOHYe
Mpe3eHTAINH — PUCKOBAHHO, ONTHUMAJLHBINA BAPHAHT — B CEPEINHE BHICTYIUIICHHUS.

Ecnu Ha cnaiine mpuBoAUTCA CIOXKHAs TuarpaMmma, e€ HeoOX0IUMMO MPEABAPUTH BBOAHBIMU
cinoBamu (Hanpumep, «Ha 3Toit quarpamMme npuBOIUTCS TO-TO U TO-TO, 3€IEHBIM OTMEUYEHBI
mokasarenu A, CHHUM — noka3atenu by), ¢ Tem, uToObl 1aTh BpeMsl ayIMTOPUHU Ha €€
paccMOTpeHHe, a TOJIBKO 3aTeM MPUCTYNATh K €€ 00cyxaeHuto. Kaxaplii ciaiin, B cpeHeM
JOJI’KEH HaXOIUThCS Ha SKkpaHe He MeHbIe 40 — 60 cexyH (0e3 yuéra BpeMEeHH Ha CIIy4aifHO
BO3HHUKIIIEe 00CyXAeHHe). B CBA3M ¢ 3TUM Nydllle HACTPOUTH MPE3EHTAIIMIO HE Ha
ABTOMATUYECKUH TOKA3, 8 HA CMEHY CJIAaliJI0B CAMUM JIOKJIATYUKOM.



Oco00 TIaTensHo HEOOX0IMMO OTHECTUCH K 0ghopmaenuto npezenmayuu. J1ns Bcex
CJIAiiI0B MPE3EHTAIMU TI0 BO3MOKHOCTH HEOOXOIMMO UCTIOIb30BaTh OJMH M TOT XK€ MIa0JIOH
odopmIIeHHS, KeTJb — JIJIs 3ar0JIOBKOB - HE MEHbIIEe 24 MyHKTOB, /U1 HH(POPMAIIUH - HE MEHEe
18. B mpe3eHTanusx He MPUHATO CTaBUTh IIEPEHOCHI B CJIOBAX.

[loxymaiiTe, He OTBIIEKalTE JIM BbI CITyLIaTeNIel CBOEH ke Ipe3eHTanue? SIpkue kpacku,
CJIOHBIE I[BETHbIE IOCTPOEHNUS, U3JIUILIHSAS aHUMAIMsl, BHIIPHITUBAIOIINN TEKCT WIN
WUTIOCTpALMs. — HE caMoe JIydlliee JOMOJIHEHNE K HayYHOMY JI0KJIaay. Takke HexXelaTeIbHbI
3BYKOBBIE A(PPEKTHI B X0JI€ AEMOHCTpALlUU Npe3eHTauuu. Hanmydimymu sBistoTcsl KOHTPacTHbIE
1BeTa poHa u TekcTa (0esbiii PoH — YEPHBIN TEKCT; TEMHO-CUHUN (DOH — CBETJIO-KENTHIN TEKCT U
T. A.). JIyuiie He cMemMBaTh pa3Hble TUIBI LIPU(TOB B OJIHOM Mpe3eHTauu. PekoMmenayercs He
37I0yNOTPEOIIATh MPONUCHBIMU OYKBaMH (OHHM YHUTAIOTCS XYXKeE).

HekoHnTpacTtHble ciaiiibl OynyT CMOTPEThCS TYCKJIBIMU M HEBBIPA3UTEIbHBIMH, OCOOEHHO B
CBETJIBIX ayuTOpusx. [Jist mydiield opueHTaluu B IPE3eHTAUH 110 XOAY BBICTYIJICHUS JIydlle
MIpOHYMepoBaTh ciaipl. JKenaTenbHo, 4TOOBI Ha cllaiijlaX OCTaBaJIUCh MOJIs, HE MeHee 1 cM ¢
KaXJI0i cTopoHbl. BciomorarenbHas uHpopmarus (ynpasisioniie KHOKH) He JODKHbI
npeobsagaTh HaJ OCHOBHOUM MHGOpMaIUel (TEKCTOM, WUTFOCTparusiMu). Mcnonb3oBaTh
BCTpOEHHBIE 3()(PEeKTH aHMMAIMK MOKHO TOJIBKO, KOT/1a 6e3 3TOro He 000UTUCH (HarlpuMep,
MOCJIEIOBATEIBLHOE MOSIBJICHUE JIEMEHTOB TMarpammsl). J{Jis akieHTHpOBaHUsl BHUMaHUS Ha
KaKOM-TO KOHKPETHOU MH(OpMAIIUHU Ciaiia MOYKHO BOCTIOIB30BaThCS JIA3EPHON YKA3KOM.

JluarpaMMbI TOTOBSITCSI C HCTIOJIB30BAHUEM MacTepa JuarpaMm TabaudHoro mpoieccopa MS
Excel. JInst BBOJa YHMCIIOBBIX JAHHBIX HCIOJIB3YETCSl YUCIOBO# (hopMaT ¢ pa3ieuTeseM Py
paspsnoB. Ecnu nanHbIe (MOAMUCH JAHHBIX) SBISIOTCS APOOHBIMU YHCIIAMH, TO YUCIIO
0TOOpaKAEMBIX JCCATUYHBIX 3HAKOB JIOJDKHO OBITH OJMHAKOBO ISl BCEH I'PYITITBI ATHX TaHHBIX
(Bcero psjia moanuceit NaHHbIX). [laHHBIC U TIOJIUCH HE JOJDKHBI HAKIIAABIBATHCS JPYT HA Jpyra
Y CIIMBATHCS € TpaQUUSCKUMHU dJIEMEHTaMu auarpaMMbl. CTpYKTYpHBIE THarpaMMbl TOTOBSITCS
[P TIOMOIIIM CTaHIAPTHBIX CpeacTB pucoBanus makera MS Office. Eciu npu dpopmarupoBanuu
claiiia ecTb He00X0AUMOCTh TIPOTIOPIUOHATBHO YMEHBIITUTD Pa3Mep IuarpamMMel, TO pa3Mep
mpuPTOB PEKBU3UTOB JOJDKEH OBITh YBEJIIMYCH C TAKUM PacyeTOM, YTOOBI pealibHOE
oToOpakeHre 00BEKTOB AUArpaMMbl COOTBETCTBOBAJIO 3HAYCHUSIM, YKa3aHHBIM B Tabmuile. B
TabIUIaX HE JOJDKHO OBITh OoJiee 4 CTPOK U 4 CTOJIOIIOB — B IIPOTUBHOM ClTydac JJAHHBIC B
Tabauie OyJeT IPOCTO HEBO3ZMOXKHO YBUCTh. SIUCHKHM ¢ HA3BaHUSIMH CTPOK M CTOJIOLOB U
Han0oJiee 3HAUUMbIC IAHHBIC PEKOMEHIYETCSI BBIICIISTh LIBETOM.

Tabnuunast nHGOPMAIKSI BCTABISIETCS B MAaTepPHAIIbl Kak TaOJIUIa TEKCTOBOTO MTPOIIeccopa
MS Word wu tabnuusoro npoueccopa MS Excel. Tlpu BctaBke Tabnuipl kak 00beKTa U
MPONOPLHOHATIEHOM U3MEHEHUH €€ pa3Mepa peabHbIi 0ToOpakaeMblil pa3Mep mpudTa 10KEeH
ObITh He MeHee 18 pt. Tabauib! ¥ AUarpaMMbl pa3MeNaloTCs Ha CBETIIOM UK OesioM (oHe.

Ecnu Bel mpeanounTaeTe BOCIOIb30BaTHCS MOMOILBIO OTIEpaTopa (UTO TOXKE BOZMOXKHO), a
HE JINCTATh CJIal/Ibl CAMOCTOSITENIBHO, OYEHb I0JIE3HO IIPEYCMOTPETh CCBUIKU Ha CJIali/ibl B
TekcTe poknana («Creayromui cnanf, noxalyncra...»).

ITocne moaroToBKu MMpe3cHTaIun HCO6XOI[I/IMa PCIICTUL A BBICTYIIJICHUA.

3aKITIOUMTENbHBIN CcIal]] Mpe3eHTaluu, cojiepKamuii TekeT «Crnacubo 3a BHUMaHUE» WU
«Konemy, Bps U IpHeMIIeM Il IPE3EHTAIMH, COIIPOBOXKAIOIIECH MyOJINYHOE BBICTYIIJICHHUE,



IIOCKOJIbKY 3aBEpLICHUE [T0Ka3a CJIalJI0B €€ HE ABJIAETCS 3aBeplIeHUuEM BhICTyIIeHus. Kpome
TOT0, TAKHE CIANJIBI, TAK XKe KaK U claii] «Bompocei?», TyOIupyoT yCTHOE COOOIIEHHE.
OnTuMalIbHBIM BapUaHTOM IIPEACTABISAETCS IOBTOPEHUE IIEPBOTO Cllaii/la B KOHIIE IPE3EHTALINH,
IIOCKOJIBKY 3TO JAET BO3MOXKHOCTB €IIE pa3 HAIIOMHUTD CIYLIATENISIM TEMY BBICTYIUICHUS U UMS
JOKJIaJUMKa U MO0 NEepEenTH K BOpocaMm, JT1M00 3aBEPLIUTh BBICTYIIJICHUE.

Jlost mokasa (haiisa mpe3eHTanuu HeoOX0JMMO COXPAaHUTh B (popmare «JleMOHCTparust
PowerPoint» (Paiin — Coxpanuth kak — Tun daitna — Jlemonctpanus PowerPoint). B atom
Cllydae MPEe3CHTAINS aBTOMATHYCCKU OTKPBIBACTCS B PEXKHUME MOJHOIKPAHHOTO MMOKa3a
(slideshow) u cirymarenu u30aBIeHBI Kak OT BHIa pabodero okHa mporpamMmbl PowerPoint, tak
U OT TIOTE€Ph BPEMEHH B HAYaJle MOKa3a MPe3eHTAIUH.

Ilocne noocomosku npezenmayuu noie3HO NPOKOHMPOIUPOBAMb CeO51 BONPOCAMU:
1) ynanochk a1 JOCTHYb KOHEYHOH LEJH MPE3eHTAIMH (YTO yIaIOCh OTPEACTHTh, OOBSICHUTS,
MPEI0OKUTh WIN IPOAEMOHCTPUPOBATh C TOMOIIbIO HEE?);

2) K KaKuM 0COOEHHOCTSIM 00bEKTa MPE3eHTAlUH YAAJI0Ch MPUBJIEYb BHUMAaHUE ayAUTOPUH?

3) He OTBIIEKAET JIU CO3/AaHHAs MTPE3EHTAIMSI OT YCTHOTO BBICTYIUICHUS?



IIpuioxenne 2

Metoanyeckue pa3pabOTKU N0 pasjenaM / TeMaM ayTUTOPHON 1 BHEAYAUTOPHOU pabOThI
oOyuaronuxcs

TEXT _ Different Styles
(pazmen 1, m. 1.1)

Informal vocabulary is used in one’s immediate circle: family, relatives or friends.
Informal style is relaxed, free-and-easy, familiar and unpretentious.

Formal style is restricted to formal situations and associated with professional communication.

Readable style is important in any area. However, every subject has its own vocabulary. It is the
same with style: If you want to improve your style, you have to control your vocabulary. Every
group demands that its new members master a voice and vocabulary testifying that they have
accepted the values of the group. An aspiring future specialist must learn not only to think like a
professional, but also to sound like one.

We use special language to help us manage how our readers follow and understand us. Some
kinds:

e - Rhetorical actions: explain, show, argue, claim, deny, suggest, contrast, add, expand,
summaries;

e - Parts of our discourse: first, second, third; to begin, finally;

e - Logical connections: therefore, however, consequently, if so;

e - Hedges to our beliefs: It seems that, perhaps, | (we) believe;

e - Guides for our readers: Consider now; Recall; Imagine

Academic language should be clear, unambiguous and objective. “Objective” does not mean that
you avoid taking a position; rather, it means to expose its foundations (reasons, evidence).
Inexperienced writers are often tempted to embellish their language,

using complicated expressions and technical terminology. As a rule of thumb, however, you
should choose ordinary language as long as it is adequate. Scholars who have achieved classical
status often write in a plain and direct style. This is precisely why — regardless of changing
literary conventions — they have been widely read over the years.

Many academic studies are, by necessity, demanding to read. This is partly due to their high
level of specialisation and partly due to formal requirements such as detailed descriptions of
methodology and findings, numerous references etc. This means that the authors have to put
down a good deal of work in order to produce a readable text.

Level of style

Who is your audience? What can you assume that your reader already knows, and how many
definitions are needed? For exapmle, are you writing for your supervisor or for a general reader?
The general advice is to aim somewhere in between, and to write as you would do for a fellow
student.

Active — Passive

Many students and researchers use the passive voice of verbs in their texts. Sometimes this is
necessary, but too much passive voice makes for a heavy-going text. Moreover, passive
constructions often give rise to other problems. For example, you are likely to end up with long
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sequences of words strung together by prepositions. For example, “... investigation of questions
concerning a reduction in the occurrence of ...”

Example of a passive construction: New research in this area is being undertaken continuously
by the institute.

The same sentence using the active voice: The institute is continuously undertaking new
research in this area. Or better: The institute is continuously researching in this area.

Use of the passive voice tends to conceal who is doing the action. There is a common
misunderstanding that sentences using the passive voice are more “objective”, because the author
avoids saying “I”” or “we”. It is sensible to vary your writing style as appropriate. Overuse of

the passive voice makes your text heavy to read, and gives a woolly, bureaucratic and
“mystifying” sound . Do not feel that you have to avoid it altogether, h

We do not always need to be reminded of the person of the researcher through the use of “I” and
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we .

When academic writers use the first person, they typically use I or we in introductions, where
they announce their intentions: We claim that ..., We shall show ..., We begin by .... If they use
this mode of writing at the beginning, they are likely to use it again at the end, when

they summarize: We have suggested ..., I have show that ..., We have not claimed ... On the
other hand, academic and scholarly writers rarely use the first person to describe particular
actions that they performed in their research. For example:

1. The model has been subjected to statistical analysis.

1. 2. An inability to export sufficient crude oil for hard currency needs is proposed
here as the cause of the collapse of the Soviet economy.

2. 3. The assembly of extensive data is being considered, but no evaluation has yet

been made in regard to the potential of its reliability.

Most universities and colleges encourage standard, uncomplicated prose for writing papers:

e - Writing that is too formal is not effective.

e - Informal writing with inappropriate language is not acceptable.

e - Standard English is defined as writing that achieves an academic accuracy without
resorting to stiff, unnatural styles.

Stylistics weaknesses to avoid are:

e - Wordiness;

e - Redundancy;

e - Gender-bias;

e - Cliches;

e - Loose construction;

e - Euphemisis

A careful use of traditional phrases is encouraged to keep writing smooth and coherent.
Writers must develop a sense of audience.
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Standard English arose from impulses toward control. But sometimes we come across
the style that, instead of revealing ideas, hides them. When we find that kind of writing in
government regulations and directives, we call it bureaucratese; when we find it in contracts
and judicial pronouncements, legalese; in scholarly articles and books, academese. Whenever
you write technical prose, your audience is likely to include some readers who will not
understand all your terminology, so for them you must define your terms. Unlike matters
of style, we must write correct English. “Correctness” does not require good taste, only a
good memory. Many of us see clearly, and fell deeply, and think carefully, but cannot write
well to share those visions and feelings and thoughts. But in fact when we write clearly, we
are better able to think and feel and see.

TEXT _Talking to People (pa3men 1, m. 1.3)

Most of the important characteristics of telephone conversation are of course exactly the same as
those of conversations which take place face to face.

Everyone must try to use tact in all human contacts and to make people feel at ease in your
company. When you are in office, you should be very polite and friendly with your customers.
When you are a customer,

you will be pleased not to give anyone any serious trouble. There are no reasons why you should
not become a good and interesting conversationalist in English. Here are some tips on the art of
talking.

e Overcome embarrassment and fear of making mistakes in English;
e To chat is to exchange ideas. Mental vitamins are as important as other kind;
e Silence is the essential part of conversation.

o If you do not like what a person is saying, change your point of view or change
the subject.

You will find especially difficult to talk over the telephone — especially if you do not
know the person on the other end of the line very well. Good telephone manners include
answering promptly, greeting the caller kindly, and giving your whole attention to the call.
Telephone messages must be accurate and complete. Do not forget that the person you are
talking to may be having difficulties too. Remember that the other person:

o Wants to understand you easily, so try to speak clearly;

o Cannot see your reactions, so always confirm that you have (or have not)
understood each point that has been made;

o Cannot see you and does not know what a nice person you are, so make sure you
sound polite and agreeable;

o Cannot spend much time, so make sure your call is brief;

o s getting an impression of your company while talking to you, so make sure that
you sound efficient.


https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66801&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66886&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66845&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66801&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66822&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66822&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66868&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66823&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66824&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66831&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66822&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66825&displayformat=dictionary

o Most of the people find it difficult to make business phone calls in a foreign
language. Therefore, in order to make an effective phone call, you must prepare
ahead.

Preparing for the (business) call:

Gather all the information and suppliers you might need for the call:

e The number and the full name of the person you need to speak to
e Have a calendar, pen and paper at hand
e Have your personal information at hand: phone number and address to reach you at, etc.

Make sure you are in a quiet and comfortable environment.

This means to turn off the TV, music devices and any other distractions; children and
babies should be out of the room when you are making a business call.

Think about what you need to accomplish with this call.

Use notes (‘talking points’) to guide you through the facts and details you want to
mention.

o This may be your only chance to get your point across.

Making the (business) call:
A business call has three main stages: introduction, middle bulk and an ending summary

of the call.

Introduce yourself or/and remind the person you are calling of your identity at the
beginning of the call.

Express gratitude. Always thank the potential client for allowing you a few moments in
his/her busy day. (“I want to thank you for taking my call.

This will only involve a moment of your time so you can get back to your busy
schedule™).

Make sure that the person you are calling is fully available to talk. If not, try to schedule
an appointment for you to call back again.

State the purpose of your call. Be clear and to the point. Do not allow the conversation to
go into meaningless chatter.

It is important to ask the other person to repeat what you are saying.

o Inthis way you will make sure that he/she fully understands what
the conversation is about.

Summarise the important points of the conversation and stress on each other’s
responsibilities.

End the call in a pleasant manner. Thank once again the other person for his/her time. Set
an appointment for another call if it is needed, and wish him/her a good day.

Remember that your voice at the end of the line will be the first impression
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of you. Thus, you need to conduct yourself in a professional manner when making
business phone calls.

How to make arrangements on the phone:
Identifying yourself/ your company

e UMC. Can I help you? (a typical switchboard response)
e John Smith speaking.

e This is John Smith.

e John here.

o Asking the caller to identify himself/ herself
e Who is calling, please?

Asking for a connection

e I’d like to speak to , please.
e Could you put me throughto_ ___, please?
e I’d like to speak to someone about , please.

Taking/ leaving a message
o — I’mafraid he is out/ away/ off at the moment. Can | take a message?
e Can you ask him/ her to call me back?

Explaining the reason for the call

e Thereason I called is
e | am just calling to

Making appointments

e Just a moment, I’ll get my diary.
e Could you manage Tuesday?

o — What about Wednesday?

e Shall we say two o’clock?

e I’msorry, I’mout all day.

e Tuesday would be fine.

e That suits me. Signing off

e | look forward to seeing you.
e Thanks for calling.

e Goodbye.

Complete telephone messages usually include important details such as names, telephone
numbers, appointments, and addresses. For example, you might request the caller’s telephone
number. Be specific. Request only the information you need. Getting the message right in the
first place is quicker and easier than phoning back later for details.
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TEXT_Public Speaking (paznen 1, m. 2.2)

Public speaking is something almost everybody has to do at least once in their lifetime. Many of
us find it stressful and nerve racking. Whether we’re talking in a team meeting or presenting in
front of an audience, we all have to speak in public from time to time.

We can do this well or we can do this badly, and the outcome strongly affects the way that
people think about us. This is why public speaking causes so much anxiety and concern.

The good news is that, with thorough preparation and practice, you can overcome your
nervousness and perform exceptionally well.

Even if you don’t need to make regular presentations in front of a group, there are plenty of
situations where good public speaking skills can help you advance your career and create
opportunities. For example, you

might have to talk about your organization at a conference, make a speech after accepting an
award, or teach a class to new recruits. Public speaking also includes online presentations or
talks; for instance, when training a virtual team, or when speaking to a group of customers in an
online meeting.

Good public speaking skills are important in other areas of your life, as well. You might be asked
to make a speech at a friend’s wedding, give a eulogy for a loved one, or inspire a group of
volunteers at a charity event.

In short, being a good public speaker can enhance your reputation, boost your self-confidence,
and open up countless opportunities.

So, you may speak on public for different reasons, on different subjects, to people of different
business culture and personal taste. The speaker may want

e to inform the audience about some subject matter;

e to introduce some subject matter;

e to encourage the audience to make a decision;

e to sell goods/ services.

e However, delivering speeches will be almost the same in structure. Language points will
differ a little. All good speeches have two things in common: the underlying structure and
the language points which typically arise to serve this structure.

Public speaking doesn’t have to be your greatest nightmare, nor does it have to be
stressful.

e All of these public speaking scenarios have something in common. If you want to share a
financial report or some other information, you have to be prepared. Even if you are
naturally a funny person, you deliver an entertaining speech with no preparation. And if
you support your sales presentation with facts and support your argument, you will
certainly be more successful. The first essential step to succeed in public speaking is
simply to prepare.

e If you are going to deliver a speech, you must first have a plan. You should know exactly
where and when the report is to be made. Having a clear idea of what the people in
the audience are: their knowledge on the subject, status, age, business culture, specific
interests — these help identify the needs of the audience. The information you are going
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to present should be tailored to meet the needs of the listeners. You should also devise the
most appropriate format and sketch out for the use of demonstration

materials and handouts. After providing answers to seven basic questions: why?, to
whom?, what?, where?, when?, how long?, how?, you get down the plan of the report. It may
be as follows:

Greeting/ Introducing oneself;
Introducing the subject;
Describing the sequence;
Starting the report itself;
Moving to the next point;
Summarizing;

Concluding;

Thanking/ inviting questions.

O N R WDNRE

Besides, there’s a good reason that we say, “Practice makes perfect!” You simply cannot be a
confident, compelling speaker without practice.

To get practice, seek opportunities to speak in front of others. For example, Toastmasters is a
club geared specifically towards aspiring speakers, and you can get plenty of practice at
Toastmasters sessions. You

could also put yourself in situations that require public speaking, such as by cross-training a
group from another department, or by volunteering to speak at team meetings.

If you’re going to be delivering a presentation or prepared speech, create it as early as possible.
The earlier you put it together, the more time you’ll have to practice.

Practice it plenty of times alone, using the resources you’ll rely on at the event, and, as you
practice, tweak your words until they flow smoothly

and easily. Then, if appropriate, do a dummy run in front of a small audience: this will help you
calm your jitters and make you feel more comfortable with the material. Your audience can also
give you useful feedback, both on your material and on your performance.

You should make all the necessary preparations (audio-visual material, etc.) beforehand. Pay
special attention to the opening and closing courtesies as the most memorable bits. Appear
before the audience well groomed. Maintain eye contact and use body language to emphasize
your

talk. When answering questions from the audience, be sure you understand the question. Keep to
the point, make your answers as brief as possible. Be friendly and flexible, try to react to the
situation. Keep the time limit of your talk.

So, chances are that you’ll sometimes have to speak in public as part of your role. While this can
seem intimidating, the benefits of being able to speak well outweigh any perceived fears. To
become a better speaker, use the following strategies:

e Plan appropriately.
e Practice.

e Engage with your audience.
e Pay attention to body language.
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e Think positively.
e Cope with your nerves.
e Watch recordings of your speeches.

If you speak well in public, it can help you get a job or promotion, raise awareness for your team
or organization, and educate others. The more you push yourself to speak in front of others, the
better you’ll become, and the more confidence you’ll have.

TEXT_Reports (Paznen 2)

The main purpose of scientific report writing at university is to communicate the results of your
experiments. The process of writing a scientific report also gives you valuable practice in
articulating the theoretical and empirical bases of a particular experiment, what you did, and
what you interpret your results to mean.

The purpose of a scientific report is also to convey essential information in an organized, useful
format. And despite technological advances, the ability to accumulate data, organize facts, and
compose a readable text remains a highly marketable skill.

A well-prepared report will provide complete, accurate information. This information is often
meant to influence decisions, to be used in determining changes, improvements, or solutions to
problems. Therefore, the report must also be clear, concise and readable.

Reports can be analytical (analyzing the information available) and informational (providing
necessary information), formal (following an established form or convention),
and factual (containing information obtained through investigation). Reports are made for the
benefit of others — supplying the readers or the audience with the information they need in a form
they can understand. Each report must serve at least one of the following purposes:

1. Toinform

e - Circulate new ideas;
e - Inform others of work done or progress made;
e - Provide update on the progress of the project.

1. To instruct

e - Tell others how to put new ideas into practice;
e - Explain how a new system will operate;

1. To influence

e - Sell your ideas and persuade the reader or the audience to make a decision;
e - Recommend a course of action;
e - Reveal the benefits of the start up of a new project;

1. To interpret

e - Assess a situation;
e - Draw up conclusion;
e - Analyze the performance of the company;



https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66872&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66872&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66872&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66854&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66872&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66884&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66872&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66872&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66892&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66893&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66894&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66872&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66845&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66872&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66883&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66884&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66885&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66845&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66886&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66887&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66888&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66878&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66889&displayformat=dictionary

1. To interest

e - Use the presentation to appeal to wide audience;
e - Summarize the findings.

Writing an effective scientific paper is not easy. A good rule of thumb is to write as if your paper
will be read by a person who knows about the field in general but does not already know what
you did. Formal reports are a common feature of scientific work and it is important to pay
particular attention to the structure, style, and presentation of your reports.

The typical structure of a written report is as follow:

Preliminary Sections

a) Preface or Foreword
b) Acknowledgements
C) Table of contents

d) Summary

Main part of the report

a) Introduction

b) Body of the report
C) Conclusion

d) Recommendations

Supplementing material

a) Appendices

a) Bibliography

b) Glossary

C) Indices [‘indisi:z] —(pl. from index)

It is desirable to include into a report different illustrations such
as tables, charts, graphs, photographs, and line drawings.

The basic scientific format scientists have designed for research reports:

¢ Introduction

e Methods and Materials
e Results
e Discussion

This format, sometimes called “IMRAD,” may take slightly different shapes depending on the
discipline or audience. The scientific report will usually have the following sections. Those
which are optional are given in brackets (..).

Section Description
Title page and 1D provides your name and student ID number
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details « if the title is not given, ensure that your title is informative.
(Abstract) gives a very brief indication of:

o the aim of the report

e what you did

» what you found

e what you concluded.
Introduction provides the context for the report

« states why the topic is important or useful
« explains any abbreviations or special terms.
Method sets out what you did in sequence

o explains how you did it

« indicates what materials, techniques or equipment you used

o provides sufficient information for the reader to replicate the study.
Results presents what you found

« includes clearly titled and labelled graphs, tables and figures as appropriate
do not simply cut and paste an Excel file into your document

 detailed calculations may be provided in the appendix.
Discussion explains what the results mean

e indicates whether the results were consistent or inconsistent with your

o explains what possible sources of error there are
« indicates how the experiment could be improved in future.
Conclusion « briefly restates the main results
« briefly explains the significance of the findings.
References o provides a list of sources of information which you have used, following the
referencing conventions required for the unit.

(Appendices) e provides supporting information such as calculations.

The scientific format may seem confusing for the beginning science writer due to its

rigid structure which is so different from writing in the humanities. One reason for using this
format is that it is a means of efficiently communicating scientific findings to the broad
community of scientists in a uniform manner. Another reason, perhaps more important than the
first, is that this format allows the paper to be read at several different levels. For example, many
people skim Titles to find out what information is available on a

subject. Others may read only titles and Abstracts. Those wanting to go deeper may look at

the Tables and Figures in the Results, and so on. The take home point here is that the scientific
format helps to insure that at whatever level a person reads your paper (beyond title skimming),
they will likely get the key results and conclusions.

Scientific Style

The research process aims at facts and other information discovering and interpretation. The
purpose of research prose is to analyze and interpret information while making valid conclusions
based upon the research.

The scientific writing style is called expository writing — that is, it explains and clarifies
information. The reliability of sources and the careful documentation is important, but its
effectiveness depends on how well ideas are communicated. While writing, you should avoid
excessive technical detail or jargon. When you are writing a research paper, a report, abstracts, it
is as if you are having a conversation with your reader. Readers interpret prose more easily when
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it flows smoothly, from background to rationale to conclusion. Don’t force the reader to figure
out your logic — clearly state the rational. In addition, it is much easier on the reader if you
explicitly state the logic behind any transitions from one idea to another.
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IIpuioxenne 3

Kourponbhas padora (AHIJIMUCKHH S3BIK)

| . Match the English phrases with their Russian equivalents:

1. behind schedule a) YCIIOBEYECKUE PECYPCHI
) . b) He ykmagpIBaThCS B CPOKH
2. to give the green light c
) BBINIOJIHATH MTPOCTHIC 33/1a41
3. application area d) npuHIMI 0OpaTHOM CBSI3H
€) CPOKH BBITIOJHEHHS
4. time frame f) coepa npumenenus
5. feedback principle 0) paspemHTs HAtaTh MpOCKT
h) npousBoncTBeHHast 3P HEKTHBHOCTD
6. humam resource (HR) I) IIPOU3BOACTBEHHAA CKOPOCThH
J) TmocnemoBaTenbHOCTD
7. perform simple tasks
8. production rate
9. product efficiency
10. sequence
1. 2. 3. 4. 5. 6 7 8. 9 10.
1 mark for each correct answer Total /10
[1.  Find the synonyms in the columns:
1) feedback a) arrange
2) rate b) careless
3) toapply c) effective
4) efficient d) equipment
5) device e) inspire
6) assemble f) refer
7) realm g) response
8) sequence h) series
9) encourage i) speed
10) vague j) sphere
1) 2) 3) 4) 5) 6) 7) 8) 9) 10)
1 mark for each correct answer Total_/10

I11. Match the words with the definitions:
a. The feedback principle b. HR c. Automation d. Critical path




e. Aerospace f. Milestone g. Mechanical h. Gantt chart i. Safety j. Equipment

.................... includes hiring, training, employee development, pay and benefits.

1. a bar chart that shows the overlapping timing of activities involved
in project and sometimes also shows the relationship between them.

2. the principle of a mechanism work when a part of the outgoing signal
is transferred to the entering signal.

K is a critical event during the life of a project, usually the
accomplishment of a project deliveration.

4, is the second step in the design process when a computer gives the
instructions to direct a machining center to machine the part.

O dealing with the prevention of accidents and works out
procedures to secure workers under hazardous conditions.

6. the sequence of activities that must be completed on time for the
entire project in to finish on schedule.

T Specialists of this complex branch design, test, build, operate
machinery.

8. consists of the things that are used for a particular purpose, as
apparatus, tools, instruments

0 concerned with the flight, of vehicles in space beyond the

carth’s atmosphere.

1 mark for each correct answer Total_/10
IV. Write the plural of these words.
1. business 6. switch
2. software 7. woman
3. technology 8. child
4. analysis 9. formula
5. tax 10. query
1 mark for each correct answer Total_/10

V. Rewrite sentences in the Passive Voice:

1. Engineers in the field of electric power and mechanics have brought about several important
developments since 1970s.

2. Digital systems are replacing analog one.



3. Engineers use computers to solve complex problems.

4. It is difficult to generalize from the marginal point the current motives for investment in
robots.

5.Engineers continue to work to squeeze great numbers of circuit elements onto smaller chips

2 mark for each correct answer Total /10

V1. Read the text and decide whether these sentences are true or false. Correct the
false ones:
1) The pocket radio brought a new day in a host of simpler devices thanks to its serviceability.

2) In the late fifties of the past century the pocket radio prevented Russian and American
specialists from launching the first satellites.

3) Most satellites have been appended on transistors either to keep in touch with the earth and to
monitor the mysterious regions around the earth.

4) Today transistor is not developed.

5) The pocket radio won the world fame in the late fifties and fell into oblivion.

1 mark for each correct answer Total /5

Pocket Radios

The transistor’s compactness and low power requirements also brought a new
day in a host of simpler devices. Radio receivers hardly larger than a package of cigarettes
were on a reality. In 1956-58 the transistor found one of the most spectacular applications. It
helped Russian and American specialists to launch the first satellites and to open the space
age. Only a few of the biggest satellites have been able to carry vacuum-tube equipment.
Most satellites have been appended on transistors not only for reporting back to the earth but
for operating the instruments with which the satellites explored the mysterious regions




around the earth. But the most striking aspect of the transistor is not the host of devices it
made possible. Most important was its effect on a new branch of science and technology
which may be called “solids-state electronics”.

VII. In each line cross the word that has an odd meaning :

1) superseding replace dispose displace

2) area realm circuit curriculum

3) ally associate bind grind

4) eliminate remove insert delete

5) obstacle barrier interference insurance
1 mark for each correct answer Total /5

VIII. Translate into English.

1. HeKOTOpBIe JJIOAU CUHUTAKOT, YTO JJISI TOTO 9TOOBI CTaTh 6H3H€CM€HOM, HY)XXHBI
OMMPCACIICHHBIC BPOXKACHHBIC CIIOCOOHOCTH U Hpe)IHpI/IHI/IMaTeJ'H)CKI/Iﬁ CKiIaJg yma.

2. OHHU CYMTAIOT, YTO CTaTh TaKUM HE BO3MOXKHO, W €CJIH y HHUX HET TaKHX
CIIOCOOHOCTEN 3aHsAThE OU3HECOM HE [UIS HUX.

3. Jpyrue Jiroam IeisaT BCeX Ha BEJOMBIX M BEIYIITUX.

4, OHU CUMTAIOT, YTO TOJBKO JIMJEPHI WM BEAYIIHE MOTYT YCHEIIHO OTKDPBITh U
pa3BUTH CBOM OM3HEC.

5. Hos HCﬁCTBHTeHLHOCTH 9TO BCC OTTOBOPKH Jnoz[eﬁ, KOTOPBIC 00sTCS MOMBITATHLCS
CTaThb 6I/ISH6CMCHOM, 00SITCS YTO-TO MEHSITH.

6. VYcenemHsiM OM3HECMEHOM MOXKET CTaTh aOCONIIOTHO 000 YCIIOBCK, KOTOpLIfI
9TOI'O XKEJIacT.

7. KOHG‘-IHO, OJHUM 6yI[CT MMpouIC 3TOro A0CTU4Yb, APpYyIruM CJIIOXKHCC.

8. VYcnex BO MHOTOM 3aBUCHT OT CIIOCOOHOCTEH, IOJIyYEHHOTO OOpa3oBaHU,
JMYHOCTHBIX KauyeCTB, TPYIOIIO0HS U (PMHAHCOBBIX CPEJCTB.




Q. Ho Bce, e KaxIplii MOXET YCHEIIHO YIpPaBIATh OW3HECOM U CTaTh
IIPEyCIEBAIOIUM OM3HECMEHOM, IT1aBHOE HE 00SThCs, a IeHICTBOBATD.

10. HyxHO GBITH FOTOBBIM K TOSBISIONMMCS TPYIHOCTSM M IPOOGIEMaM, KOTOPBIE
BO3HUKAIOT MPAKTUYECKU €KEIHEBHO, 0e3 HMX OW3HEC HE MOXKET CYyLIECTBOBaTh, 3TO HAJO0
MIOHUMAaTh MPAaBUJIBHO M HE OIMYCKaTh PYKHM U OBITb TOTOBBIM BO3JI0XHUTh Ha ce€Os BCIO
OTBETCTBEHHOCTH 3a Be/IeHUE On3Heca.

2 marks for each correct answer Total /20
IX. Translate into Russian.

The Human Resource Management (HRM) function includes a variety of activities, and key
among them is responsibility for human resources - for deciding what staffing needs you have
and whether to use independent contractors or hire employees to fill these needs, recruiting and
training the best employees, ensuring they are high performers, dealing with performance issues,
and ensuring your personnel and management practices conform to various regulations.

Recently, the phrase “talent management” is being used to refer the activities to attract,
develop and retain employees. Some people and organizations use the phrase to refer especially
to talented and/or high-potential employees.

5 marks for the text Total /5
X. Complete this text with a, an, the or nothing (-).

In our classroom, we have five computers connected to (1) Internet. We use them to
prepare (2) ___ projects and reports, and to study subjects like (3) _ Music, Art and Science.
This year, we are preparing (4) ___ exchange with students from a partner school in Europe.
Our teachers use (5) __ video projector to make (6) _ presentations on a large screen. At
home | have a desktop PC and (7) ____inkjet printer. | use my computer to play games, send
and receive (8) __ email, and get (9) ____information from (10) __ Web.

1 mark for each correct answer Total /10
Xl. Read the text and answer these questions.

1. What are the typical components of an office suite?

2. What is the advantage of using OpenOffice?



3. What type of user interface is shared by the components of an office suite?

4. How can you retrieve documents after a system crash?

2 marks for each correct answer Total /8

BASIC OFFICE SOFTWARE

Most businesses use office suites to create text documents, spreadsheets and presentations.
An office suite, or productivity suite, is a collection of programs that are sold as a package and
perform essential office functions.

Application office suites usually combine a word processor, a spreadsheet program and a
presentation program, but they can also contain a database manager, an email client, a web
browser. Instant Messaging, collaboration groupware, and a personal information manager, or
PIM, which includes a calendar, task manager, address book, and more. Each edition has its own
mix of programs and utilities, and each component can be installed separately.

The most widely used office suite is Microsoft Office, a standard in office software.
Depending on the edition, it includes some combination of Word, the Excel spreadsheet
program, the PowerPoint presentation program, the Access database manager, the Outlook mail
program, along with various internet and other utilities. Another popular proprietary suite is IBM
Lotus SmartSuite, which includes WordPro, the famous Lotus 1-2-3 spreadsheet. Freelance
Graphics for business presentations, Approach relational database, and Lotus Organizer.

One alternative to proprietary packages is OpenOffice, a free, open-source suite available
under the GNU Lesser General Public Licence, which means anyone can use it or modify it for
their own purposes. OpenOffice includes Writer, Cole, Impress and Draw, among other
components. Other competitors are online office suites such as Google Apps and ThinkFree
Office, these web-based programs allow subscribers to do the typical office things, collaborate
on documents with others, and even publish to a blog or website.

The components of a suite have a consistent graphical user interface (GUI) and can exchange
data with each other. The OLE (object linking and embedding) feature allows users to insert
information from one program into another. The object may be linked, reflecting the changes
that users make to the original, or just embedded - inserted as a static copy of the original.
Objects can also be dragged and dropped between applications.

Office suites are available for most operating systems, including Windows, Linux and Mac
OS. Lotus SmartSuite and OpenOffice are compatible with Microsoft Office - i.e. they can read
Word or Excel files, and even save files in Microsoft formats (.doc for text documents, .xls for
spreadsheets, .ppt for presentations, etc.). Office suites are reasonably secure, as long as you



have an anti-virus program, and may include a document recovery tool that helps you retrieve
documents after a system failure.

XIl.  Find the following in the text.

1. a package which contains all the main functions needed within a typical office environment

2. another name for office suites

3. a category of software designed to help groups work together

4. describes a database in which tables have a connection or link with one another

5. atechnology that allows objects such as a graphic or video clip to be linked or embedded into
a document

6. the set of programs that control the hardware and software of a computer system

1 mark for each correct answer Total /6

XIII. Find Russian equivalents (# translation) to the following English idioms.
A white elephant

An Indian summer

To be like a red rag to a bull

To be in one’s black book

To show the white feather

To paint the town red

To make black white

Castles in Spain

© ©o N o g B~ wbhPE

The life and soul

10. Heads or tails?

1 mark for each correct answer Total /10

Koumponvuas paboma (HEMELIKUU A3bIK)

1. Finden Sie lexikalische Entsprechungen zu den Ausdriicken aus dem Text. Geben Sie die
Antworten in die Tabelle ein.

. Npe/II0KECHUE OTpaHUYECHHOE 1o
1 waren liefern a P ’ P
BpPEMEHU
2 verbindliches Angebot b CPOK yKa3bIBaeTcs
3 das Angebot ist befristet C COCTaBUTH ceOe MpecTaBlIeHUuE

o

4 zu den genannten Bedingungen OTBET Ha 3aIpoc



5 die Frist wird angegeben e [IOCTABUTh TOBAPHI

6 sich ein Bild machen f TBepas odepra

7 Antwort auf eine Anfrage g COJIepXKaTh JJaHHBIC

8 Angaben enthalten h OTIPE/ICTICHHBINA BU/I TPOAYKIIHH

9 das bestimmte Erzeugnis [ OTIIPABUTH MOJIYYaTEITIO

10 an den Empfanger senden J COTJIACHO YIMOMSIHYTBIM YCJIOBHSIM
1. 2. 3. 4. 5. 6. 7. 8. 9. 10.

2. Lesen Sie sorgfaltig die Klischees, die in Geschaftskorrespondenz verwendet werden, und
ubersetzen Sie die Satze ins Russische.

1.1ch komme zuriick auf unser Telefongesprach vom 20. November 2010.

2. Im Moment wéchst die Nachfrage nach Dienstleistungen dieser Art.

3. Wir suchen Partner, die unsere Produkte importieren und vertrieben mdchten.

4. Unser Haus, das bereits seit tiber 40 Jahren besteht, ist einer der fithrenden Importeure von
Wein und Spirituosen.

5. Wir danken lhnen fur Thre Anfrage vom 17. Juni 2012 und unterbreiten Ihnen gerne folgendes
Angebot.

6. Wir bitten um prompte Bestatigung und Angabe des friihesten Liefertermins.

7. Bitte schicken Sie uns Ihre Bestellung so bald wie mdglich, da unsere Lagerbestande begrenzt
sind.

8. Der Kaufpreis ist ohne Abzug binnen 30 Tagen nach Empfang der Rechnung féllig.

9. Wir hoffen, dass dieser Erstauftrag zu einer dauerhaften Geschaftsverbindung fiihren wird.

10. Die Preisliste, auf die Sie sich in Ihrer Bestellung beziehen, ist inzwischen durch eine
neue ersetzt worden, die wir diesem Schreiben beiliegen.

3. Ubersetzen Sie die Substantive schriftlich (1-10). Wahlen Sie die Definitionen (a - j) aus, die
den Nomen entsprechen:

a) Verkaufsveranstaltungen, auf dem Produkte nur als Muster
vorhanden sind und der Informationsaspekt im Vordergrund
steht.

1. Unternehmen (n)




2. Kauf (m)

b) Der Rat, der Beschluss, eine der hochsten Institutionen eines
Staates, die Staatliche Politik leitet, lenkt und beaufsichtigt.

3. Regierung (f)

c) Erhalt des Eigentums an einer Sache (oder der Inhaberschaft
an einem Recht) gegen Barzahlung bzw. der darauf gerichtete
\Vertrag (Kaufvertrag).

4. Mustermesse (1)

d) Ein spezieller Betriebstyp, eine System unabhéngige
\Wirtschaftseinheit.

5. Arbeitslohn (m)

e) Jede natiirliche Person, die im Geschaftsverkehr eine Gerisse
Menge von Produkten nimmt und flr einen bestimmten Zweck
verwendet.

6. Verbraucher (m)

f) Ein Teil der Mittel, der nicht vom Unternehmen oder dessen
Inhabern zur Verfugung gestellt wird.

7. Fremdkapital (n)

g) Die Leistung (in der Regel ein Geldbetrag), die ein
Arbeitgeber einem Arbeitnehmer aufgrund eines Arbeitsvertrages
schuldet.

8. Bedarf (m)

h) Der Teil der Bedirfnisse (2.B. Guter), die ein Mensch mit
seinen vorhandenen Mitteln (Kaufkraft) befriedigen kann.

0. Industrie (f)

i) Ausgabe von Wertpapieren, Aktien.

10. Emission (f)

i) Zweig der Industrie.

4. Ubersetzen Sie die Satze schriftlich ins Russische und achten auf die Besonderheiten der
Ubersetzung des Ortes «man» in Kombination mit Verben.

1. Man soll die Bestellung widerrufen.

2. Man muss die Anweisungen der Unternehmensleitung genau beachten.




3. Man sendet Ihnen diesen Scheck rechtzeitig.

5. Finden Sie die russischen Aquivalenten

1. Das Defizit im amerikanischen AuRenhandel ist im vorigen Jahr gesunken.

2. Italien ist auch in diesem Saison das billigste Urlaubsland im Alpenregion.

3. Die Heinz- und Kochgeréateindustrie in Deutschland hat ein gutes Ergebnis erreicht.

4. Der Warenumsatz kam um nahezu ein Viertel zu.

5. In Finnland hatte sich die Konjunktur erhéht.

6. Ubersetzen Sie ins Russische und wahlen Sie die passende Kombination: da, weil, dass, der,
die, das, nach, wenn.

1. Zu Mittel- und Osteuropa bedeutet es, dass sich das Wachstum in Polen und Ungarn weiter
festigen wird.

2. Wir mochten Sie bitten, lhren Rechtsanwalt nicht einzuschalten, weil es sich um ein Versehen
handelt.

3. Leider sind die Preislisten, die wir Ihnen letzten Monat zugeschickt haben, nicht mehr aktuell.

4. Wir werden lhnen sehr dankbar sein, das Sie uns Hilfe leisten kdnnen.

5. Die Firma wartete auf Zahlungseingang, nachdem Sie den Kunden gemahnt hatte.

7. Lesen Sie sorgfaltig den Antrag auf Beschéaftigung, Ubersetzen Sie es ins Russische.

Sehr geehrte Frau Rechtsanwéltin Rainer,



in der ,,Stiddeutschen Zeitung®™ vom 21.01.2006 bin ich auf Ihre Stellenanzeige gesto3en. Ich
kann mir vorstellen, dass die Arbeit bei Ihnen anspruchsvoll ist und zugleich Spa3 macht. Daher
bewerbe ich mich als Allround-Bdrokraft in Ihrer Kanzlei.

Sie suchen jemanden, der mit lebhaftem Kundenbetrieb umgehen kann? — Kein Problem, denn
ich habe Freude am Umgang mit Menschen und bin mir nicht zu schade, Besuchern Kaffee zu
servieren! Sie brauchen eine Kraft, die Blroarbeiten zuverléssig und schnell erledigt? — Kein
Problem, denn ich bin gewissenhaft und arbeite — nicht nur am Computer — effizient!

Das Einzige, was ich Thnen nicht bieten kann, ist ein Berufsabschluss. Wegen Schwangerschaft
habe ich die Ausbildung zur Bilrokauffrau im Juni 2000 abgebrochen. Mein Entschluss, mich bei
Ihnen zu bewerben, hangt damit zusammen, dass Sie die Teilnahme an Fortbildungen anbieten.
Ich sehe darin die Chance, meine Berufsqualifikationen auch formal zu vervollstandigen. Sie
brauchen nicht zu beftrchten, dass ich danach gleich wieder kindige. Genau wie Sie lege ich
Wert auf eine dauerhafte Stellung.

Interessiert? Dann lassen Sie uns den Termin flr ein Vorstellungsgespréch vereinbaren. Ich freue
mich darauf!

Mit freundlichen GrifRen
Ingeborg von Léaufe

8. Lesen Sie den Text und bestimmen Sie, ob die Anweisungen sind:

a) wahr
b) falsch
c) es gibt keine Informationen im Text



GESELLSCHAFT MIT BESCHRANKTER HAFTUNG (GMBH)

Die Griindung einer GmbH erfolgt durch eine oder mehrere Personen mit Abschluss eines
Gesellschaftsvertrages in notarieller Form. Der Gesellschaftsvertrag ist zugleich die Satzung der
GmbH. Der Vertrag muss enthalten: Firma, Sitz der Gesellschaft, Gegenstand des
Unternehmens, Hohe des Stammkapitals, Stammeinlagen der Gesellschafter. Die Firma kann
eine Personen-, Sach- oder gemischte Firma sein. Der Name muss allerdings den Zusatz ,,mit
beschriankter Haftung (mbH)” enthalten. Haftung: Als Kapitalgesellschaft mit eigener
Rechtspersonlichkeit, also als juristische Person, haftet die GmbH selbst fur ihre Schulden
unbeschrankt mit ihrem Vermogen. Die Gesellschafter haften nur gegentber der Gesellschatft.
Ihre Haftung ist auf die HOohe der Einlage beschrankt.

Die Rechte der Gesellschafter richten sich nach den Geschéftsanteilen. So bestimmt der
Geschéftsanteil nicht nur den Gewinnanteil, sondern auch die Stimmzahl in der
Gesellschafterversammlung. Gewinnverteilung erfolgt a) nach einem im Gesellschaftsvertrag
festgelegten Schliissel, b) nach dem Gesellschafterbeschluss, c) nach dem Verhéltnis der
Geschaftsanteile. In jedem Fall wird die Héhe der Einlagen bertcksichtigt. Haufig wird der
Gewinn ganz oder teilweise zur Starkung des Unternehmenskapitals verwendet. Die
Gesellschafter haben weitgehende Rechte auf Mitverwaltung und Information bis hin zur
Einsichtnahme in die Biicher. Diese Rechte gewahrleisten ihnen das Gesetz und der
Gesellschaftsvertrag (die Satzung).

Die Gesellschafterversammlung ist das oberste Organ. Es fasst Beschlisse mit einfacher
Mehrheit. Die Satzung kann auch schriftliche, telegrafische, telefonische Abstimmung zulassen.
Die Einberufung erfolgt durch einen eingeschriebenen Brief. Sie wird zwingend, wenn das von
mindestens 10 % Gesellschafter geférdert wird oder wenn die Hélfte des Stammkapitals verloren
ist.

Das leitende Organ ist die Geschéftsfuhrung. Die Geschaftsflihrer werden von der
Gesellschafterversammlung eingesetzt. Sie kdnnen sowohl Gesellschafter, als auch dritte
Personen sein. Sie haben die Geschaftsfihrungsbefugnis und Vertretungsmacht fir die
Gesellschaft.

1. Die Grundung einer GmbH erfolgt durch eine oder mehrere Personen mit Abschluss eines
Gesellschaftsvertrages in notarieller Form.

2. Die Geschéaftsfuhrung ist das oberste Organ.
3. Die Grundung einer GmbH findet sehr kompliziert statt.

1. 2. 3.

9. Finden Sie lexikalische Entsprechungen zu den Ausdriicken aus dem Text.

1 |die Gesellschaft mit beschrankter Haftung @ menp nestenbHOCTH TPEANPUATHSI
2 lin notarieller Form b uucno romocos coOpanus malUKoOB
3 der Vertrag muss enthalten: C MO PEUICHUIO MaNIINKOB



4 |der Gegenstand des Unternehmens d HeorpaHW4YeHHasi OTBETCTBEHHOCTh

5 die unbeschranke Haftung € |HaWBBICIIUI OpraH
6 |die Rechte der Gesellschafter f obmecteo ¢ OTpAHHHACHHON
OTBCTCTBECHHOCTBIO

7 die Stimmzahl in derg 1paBa Ko
Gesellschafterversammlung

8 nach dem Gesellschafterbeschluss h cuna npeacraBuTenbCTBA VIS PUPMBI

9 |das oberste Organ | JI0rOBOP JOJDKEH COJIEPIKATh
die Vertretungsmacht far die|. .
Gesellschaft. ] B HOTapuanbHOU popme

1. 2. 3. 4. 5. 6. 7. 8. 9. 10.

10.  Ordnen Sie die Phrasen des Dialogs in der richtigen Reihenfolge an (kombinieren Sie
Zahlen und Buchstaben).

a) — Haben Sie eine Forschungsabteilung?
b) — Guten Tag, meine Herren! Wie geht es Ihnen?

c) — Wir mochten Sie heute mit mit unserer Firma bekannt machen. Das Unternehmen besteht
aus 5 Abteilungen.

d) — Danke, sehr gut.
e) — Der Rechtsform nach sind Sie eine Gesellschaft mit beschrankter Haftung, nicht wahr?
f) — Noch nicht, aber wir werden sie er6ffnen missen. Die Firma wachst.

g) — Ja. Wir gehdren zu Kapitalgesellschaften, wie die meisten in der Bundesrepublik. Unsere
Organe sind die Gesellschafterversammlung und die Geschéftsfiihrung.

1. 2. 3. 4. 5. 6. 7.

11. Ubersetzen Sie den Text

Genossenschaft

1. Die Genossenschaft ist ein Verein mit nicht geschlossener (d. h. freier und wechselnder)
Mitgliederzahl, dessen Zweck darauf gerichtet ist, den Erwerb und die Wirtschaft der
Mitglieder (Genossen) zu fordern, und der in das Genossenschaftsregister eingetragen werden
muss. Die Grundung einer Genossenschaft vollzieht sich wie beim eingetragenen Verein. Die
Mindestzahl der Genossen ist 7. Das Statut (Satzung) muss schriftlich aufgestellt werden. Es
kann nur durch einen Beschluss der Generalversammlung mit Dreiviertel Mehrheit geandert
werden. Die Genossenschaft entsteht erst mit der Eintragung im Genossenschaftsregister.

2. Jede Genossenschaft hat 3 notwendige Organe: die Generalversammlung, den Aufsichtsrat
und den Vorstand. Der Vorstand besteht aus mindestens 2 Mitgliedern; ihm stehen
Geschéftsfihrung und Vertretung der Genossenschaft grundsétzlich gemeinsam zu. Die
Vertretungsmacht ist nach auf3en hin unbeschrankbar. Der Vorstand wird von der
Generalversammlung gewéhlt. Seine Bestellung kann jederzeit auch ohne wichtigen Grund
widerrufen werden.



3. Die Mitgliedschaft einer Genossenschaft setzt Teilnahme an der Griindung oder eine
unbedingte schriftliche Beitrittserklarung voraus, wird aber erst durch die Eintragung in die
vom Registergericht geflihrte Genossenliste erworben. Grundsétzlich kann einem Genossen
nur eine Mitgliedschaft zustehen; jedoch kann das Statut den Erwerb mehrerer
Geschaftsanteile zulassen oder bestimmen. Der Verlust der Mitgliedschaft tritt ein durch Tod,
Austritt und durch Ausschluss. Nach Ausscheiden des Genossen findet die
Auseinandersetzung mit der Genossenschaft in der Weise statt, dass das Geschaftsguthaben
des Genossen auf Grund der Bilanz zu errechnen und auszuzahlen ist.

4. Auflésung der Genossenschaft ist vorgesehen insbesondere durch Beschluss der
Generalversammlung mit Dreiviertel Mehrheit, Beschluss des Registergerichts, Er6ffnung des
Insolverzverfahrens oder deren Ablehnung mangels Masse, durch Léschung der
Genossenschaft wegen Vermoégenslosigkeit, sowie Umwandlung. Nach der Auflosung findet
eine Liquidation statt. Bis zur Beendigung der Liquidation besteht die Genossenschaft noch
fort.

Koumponvnaa paboma (PPAHI[Y3CKHUH A3bIK)
1. Lisez le texte:

Comment trouver un emploi?

I1'y a le chdmage. On est trois cents personnes pour le méme poste. Tous les jours des sociétés
recrutent. Tous les jours la presse est pleine de petites annonces d’offres d’emploi, tous les jours
on signe un contrat d’embauche. Donc, il y a un poste fait pour vous, il faut le répérer et le
décrocher. Il faut étre différent des autres.

Réussir le premier contact. Premiére chose a retenir avant un entretien: vous ne quémandez pas
un emploi, vous offrez votre compétence une enterprise. Le jour X, si vous étes convoqué (-e)
a 10 h, ne fixez pas un autre rendez-vous a 11h 30. Prévoyez un peu de temps entre deux
entretients d’embauche pour éviter le stress du retard.

Aspect extérieur. Votre compétence est une chose, mais on va aussi vous juger sur votre aspect
extérieur. Certains se présentent en jeans et T-shirt pour un poste de responsable. Voila le cas
de Sandrine qui a aucune chance d’avoir ce poste dans une grande entreprise de cosmétologie.
Son C.V. est excellent, elle connait le métier, en plus elle est plutot jolie. Mais le directeur des
ressources humaines retiendra de Sandrine son attitude “un peu trop” relaxe, sa jupe “un peu
trop” courte, son maquillage “un peu trop” voyant. Alors, il vaut mieux observer la régle
générale: discrétion, une touche personnelle, un accessoire qui vous distinguera des autres.

Pendant I’entretient il faut se tenir droit (-€), les épaules et les bras ouverts et non pas croisés sur
la poitrine.

Facon de parler. Il faut faire attention aux phrases qui sonnent comme un chantage: j’ai une
proposition plus intéressante ailleur; dans I’espoir d’étre mieux payé ici, mais cela aura I’effet



d’un boomerang: “Allez-y”, vous répondra-t-on. Ou bien, exiger une réponse immédiate, sous
prétexte qu’on n’attend que vous chez un concurrent. Si tel est le cas, dites-le d’une fagon polie,
montrez que vous avez d’autres offres.

I.  Ditessi les phrases correspondent aux idées du texte: vrai (V) ou faux (E)?
1. Trouver un emploi, ¢’est absolument impossible.

2. Pendant I’entretien il faut se tenir droit (-€), les épaules et les bras ouverts.

3. La compétence, c’est tout ce qu’il faut avoir.

4. 11 faut éviter des phrases qui sonnent comme un chantage.

5. 1l ne faut pas exiger une réponse immédiate.

I. Choisissez la bonne réponse.
6. Pour réussir le premier contact, il faut ...

A venir un peu en retard.

B quémander un emploi

C venir a temps.

7. Pour se faire embaucher il faut ...
A se présenter en  jeans et T-shirt
B étre discret, mais se distinguer des autres.
C montrer que vous avez d’autres offres.

8. On va aussi vous juger sur...

A votre aspect extérieur.
B vos examens bien passés.
C votre récit du voyage.

9. Tous les jours les sociétés ...

A observent la régle générale.
B attendent leurs concurrents.
C recrutent.

10.  Sivous avez une proposition plus intéressante, ...

A exiger ’augmentation des salaires.
B dites-la d’une fagon polie.
C montrez que vous vous sentez fatigué.

I11. Choisissez la bonne réponse.

11.  Cesont revues spécialisées.



Ale B les C des D la

12. Le titre journal est Le Figaro.

Adu Bdes Cdela D del

13. Mon ami s’appelle Jean. Ilest .

A vendeuse B dessinatrice C maitre D maitresse

14. C’est un exercice

A grammaticale B grammatical C grammaticalle D grammaticaux
15.  Les examens sont que les vacances.

A plusdroles B plusdréle C moinsdréle D moins droles
16.  L’enseignement donné par I'université de Paris est en France.

A le meilleur B la meilleure C le pire D la pire
17. Laglace  sous I’effet de la chaleur.
A fonds B fond C fondait D fondu
18. A cette époque, on ____ dans le moteur a explosion des combustibles liquides.

A utilisons B utilisent C utilise D utilises
19. La locomotive en réparation a 1’usine.

A étais B etaient C étions D était
20. L’ouvrier cent pieces.

A afabrigué B aifabrigué C ont fabriqué D as fabriqué

21. Ils dans un petit village.

A s’est installé B se sont installés C t’esinstallé D sont installés
22. OH pa3roBauBai co CTy/IeHTaMH, pabOTAIONIUMU B IA0OpaTOPHUH.

A Il parle avec les étudiants travaillant au laboratoire.
B Il parlait avec les étudiants travaillant au laboratoire.
C Il parlera avec les étudiants travaillant au laboratoire.
D 1l parlerait avec les étudiants travaillant au laboratoire.
23. Les expériences réalisées par nos savants ont montré de bons résultats.

A OnbITbI, TPOBOAMMBIE HAIIUMHU YYEHBIMH, POJIEMOHCTPUPYIOT Pa3HbIE PE3yIbTaThl.

B OmbiThl, MpoBeI€HHBIE HATUMH YYEHBIMH, ITOKa3aJId OTPULIATENIbHbIE Pe3yIbTATHI.

C OnbIThl, MPOBEACHHBIEC HATUMH YISHBIMH, MTOKA3aJIi XOPOIIIUE PE3YIbTaThI.

D OmnpbIThl, NPOBOAMMBIE HAIIUMH YYEHBIMH, TPOJEMOHCTPUPYIOT XOPOIINE PE3YIbTATHI.
24.  IlpuObIB OYEHb MO3/IHO, OH HE CMOT NMPHUHATH y4acTUE B 3TONH KOH(EPEHLIUH.

A Etant arrivé trés tard, il ne pourrait pas prendre part a cette conférence.



B Etant arrivé trés tard, il ne pourra pas prendre part a cette conférence.
C  Etant arrivé trés tard, il ne peut pas prendre part a cette conférence.
D Etant arrivé trés tard, il ne pouvait pas prendre part a cette conference.
25.  Les préparatifs effectués, la fusée a été lancée.
A Korjaa noarotoBuTeabHbIE padOTHl OBLIM 3aKOHYEHBI, pakeTa Oblia 3amyliieHa.
B Korma oHM 3aKOHYHIIH TOATOTOBHUTEIBHBIC PAOOTHI, pakeTa Obliia 3aIyIeHa.

C TloaroroBurenbHbIC PAaOOTHI 3aKOHYCHBI H paKeTa Oblia 3aIlyIeHa.

D TIloaroroButensHbIe pabOTHl 3aKAHYMBAIOTCA U pakeTa OyJIeT 3ammyIieHa.

26. Tu pu répondre a cette question parce que tu avais lu ce livre.

Aa Bas Cont D ai
27. Martin: Faisons connaissance! Je suis Martin.

Nicolas: A Bonne journée! B Ca va bien, et toi? C Enchanté ! D A demain!
28. Quandje  ce travail, je t’appellerai.
Afait Bfont C faites D fais
29.  Julien et Lucie viennent ____ partir.

Ade Bsur Csous D a

30. C’estlecas  tu dois rester sage.
A pendant B quand C comment D ou
31.  Vousressemblez peu __ votre frére ainé.
A sur B avec Ca D de.
32. HNuxeHnep nomxeH 001a1aTh BCEMU HEOOXO0MMBIMUA 3HAHUSIMHU.

A L’ingénieur a possédé toutes les connaissance nécessaires.
B L’ingénieur avait possédé toutes les connaissances necessaries.
C L’ingénieur a toutes les connaissances nécessaries.
D L’ingénieur a a posséder toutes les connaissances nécessaires.
33.  CBexuil BO3IyX JIOJDKEH OBITH TOCTaBJICH B IOMEIICHHUS 3JIEKTPOCTAHIIHH.
A L’air frais est a amener dans les locaux de la centrale.
B L’air frais est amené dans les locaux de la centrale.
C L’air frais était amené dans les locaux de la centrale.

D L’air frais est dans les locaux de la centrale.



34.

35.

La loi découverte par ce savant a une grande importance.
A DTOT y4eHsbli OTKPBUI 3aKOH, UMEIOLIUI OOJIbIIIOE 3HAYCHHUE.
B 3akoH, OTKPBITBIN 3TUM y4E€HBIM, UMEET OOJIBIIIOE 3HAUCHHE.
C 3akoH, UCTIOJIB3YEMBI 3TUM YYE€HBIM, OTKPBIBAET HOBBIE BO3MOKHOCTH.
D OT1oT y4eHslii ¢ MUPOBBIM UIMEHEM OTKPBIBAET HOBBIM 3aKOH.
I"azompoBox OyaeT HOCTPOEH uepes rol.

A Le gazoduc est construit cette année.

B Le gazoduc était construit il y a une année.
C Le gazoduc sera construit dans une année.
D Le gazoduc a été construit il y a une année.



IIpunioxenue 4

OHCHO‘IHBIC Cpeacrea IJisl MIPpoOBEACHUA HpOMeH(yTOqHOﬁ arreCcTanmu

a) [lmanupyembie pe3ynbTaThl 00ydeHUs U OLEHOYHBIE CPEJICTBA JIJISl TPOBEICHUS

IIPOMEKYTOYHOU aTTECTALNHN:

CTpyKTYpH
Upy P ILlnanupyemsle
bIi DJIEMEHT
pe3yJbTaThbl OueHouyHbIe CpecTBa
KOMIIETEHI]
o0yueHust
1701
OIIK -1 FOTOBHOCTHI0 K KOMMYHMKALMU B YCTHOM U MUCbMEHHOH opmax Ha

PYCCKOM M MHOCTPAHHOM SI3BIKAX JIJIA PCHICHUSA 3a{a1 npmbeccuona.m)ﬂoﬁ ACHATECJIbHOCTH

3HaTe

- OCHOBHBIC HOPMBI U
HpaBHJIa PEYEBOTO
JEI0OBOTO ITUKETA;

- 0a30BYIO JIEKCUKY
chepsl 1e70BOTO
OOIIECHN,

- OCHOBHBIU BUJBI
NEJIOBOU
KOPPECTIOHICHITNH
1 TpeOOBaHMS K
BEIEHUIO OM3HEC
MEePEITUCKH.

1. IIpounTaiire u nepeBeauTe MHMOOPMALIUIO O JIEJIOBOM
pEYEBOM ITHKETE.

AHTIIMACKUA SI3BIK

One reason to learn English is so that you can meet new
people and talk with them. If you want to meet people
outside your country, then it is a good idea to learn
English. Today people from all over the world use
English to talk with people who don't know their
language. It does not matter if you are Russian, Japanese,
Bolivian, or Nigerian. If people cannot speak your
language, their next question is «do you speak English?»
As soon as you introduce yourself, people can see how
good your English is. So we are going to make your
introductions better. We will look at -

o The three levels of register.

o Types of introduction.

o Follow-up questions.
Register

In every country we use register. Children speak to
adults in one way, adults speak to children in another
way. Children speak in another way with other children,
and adults speak in another way to other adults. The boss
speaks to the worker in one way, the worker speaks to the
boss in a different way.

English has three type of register: formal, for
people we do not know, or people we need to be polite to
(like the boss), neutral / general for people we do not
know well, and informal, for friends and family.

Hemenkuii 361K

Manche Leute glauben, dass, gutes Benehmen




CTpykTypH

blil 3JIEMEHT

KOMIIETEHI]
HH

IL1anupyemsle
pe3yJibTaThl
o0yueHust

OuneHo4HbIE CpeICTBA

oder Tischmanieren veraltet sind und ins 18. Jahrhundert
gehoren. In dieser Zeit, genauer gesagt 1788, hat Adolph
Freiherr von Knigge ein Buch mit dem Titel Uber den
Umgang mit Menschen geschrieben, das viele praktische
Tipps enthalt. Doch wer denkt, die alten Verhaltensregeln
aus dem 18. Jahrhundert wirden heute nicht mehr gelten,
der irrt sich. Gute Manieren sind modern. Fast jeden
Monat erscheint auf dem Biichermarkt ein neuer Ratgeber
mit Tipps und Tricks fur das richtige Verhalten im
Geschaftsleben. Nach einer aktuellen Umfrage unter 600
Fuhrungskraften sehen 87 % der Manager einen direkten
Zusammenhang zwischen personlichem Erfolg und gutem
Benehmen. Vor allem in Branchen mit Kundenkontakt ist
gutes Benehmen sehr wichtig und vereinfacht den
Abschluss von Geschéften. Hier finden Sie einige
Hinweise, die Sie im Umgang mit deutschen
Geschaftspartnern beachten sollten.

DpaHIy3CKUUIL S3BIK

L’éthique des affaires peut étre comprise comme une
forme d’extension de la philosophie née des scandales
répétes dans le monde des affaires. La vision des dirigeants
et des entreprises comme n’ayant pour seul objectif que de
maximiser leurs profits n’est plus acceptable aujourd’hui.
Le modéle purement financier de I’entreprise ne tient plus
et una priori négatif teinte désormais le monde des
grandes entreprises, elles sont considérées comme étant
moralement douteuses.

Le principe fondamental d’une démarche éthique est
le recul critique. Elle est une volonté de sortir de son
propre point de vue pour prendre de la hauteur, pour
envisager les situations avec une perspective plus vaste. La
démarche éthique repose donc sur le croisement des points
de vue, I’identification les positions d’autrui, méme si elles
nous sont opposées. L’idée n’est en rien de se plier aux
arguments des autres mais de bien les comprendre pour
asseoir son point de vue sur une analyse large, solide et
rigoureuse. S’engager dans une démarche éthique c’est
donc avant tout envisager une variété de positions. Il faut
interroger le sens commun et ne pas s’y plier par réflexe ou
par habitude ; plus encore, il s’agit aussi d’interroger ses
propres positions, non pas pour les abandonner mais pour
comprendre leur origine. La question de départ pourrait
donc étre : pourquoi est-ce que je pense cela ? et, qu’est-ce
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qui me fait dire que cela est « bien » ?
2. CocraBbTe IUAJIOTH TI0 00pasiry.
AHTTTUACKUAN S3BIK

Formal introductions

- Mr. Thompson, this is Professor Jones.
- Professor Jones. I'm pleased to meet you.
- Mr. Thompson, may | present Professor Jones.

- How do you do?

- Allow me to present Professor Jones.

- I'm delighted to meet you, Professor. My name is
Bob Thompson.

General/Neutral introductions

- Mr. Thompson, do you know Professor Jones?
- How are you, Professor?

- Bob, this is Jane Jones.

- I'm pleased to meet you.

- Bob Thompson, Jane Jones.

- It's nice to meet you.

Informal introductions

- Bob, meet Jane

- How are you, Jane?

- Bob, this is Jane.

- Hi, Jane.

- You don't know Jane, do you?
No, hi Jane, I'm Bob.

Hemenxkuii 1361k

- Herr B., kann ich Sie bitten, dem Vorschlag auf
Anderung der Lieferzeit zuzustimmen wund eine
Zweitschrift des Nebenabkommens mit ihrer Unterschrift
uns zurtickzusenden.

- Ich bin nicht sicher, ob uns solche Lieferzeit passt. Wir
konnen schwerlich diese Anderung vornehmen. Jeden
falls informiere ich Sie unbedingt heute Abend von
unserem endgultigen Beschluss.

- Aber wir bieten Sie, die Lieferzeit zu verlangern. Wir
mochten nicht unsere Zusammenarbeit aufhoren.

- Herr A., ich mochte gerne wissen, aus welchen
Grunden Sie die Ware nicht rechtzeitig liefern kdnnen
und diese Anderung vornehmen wollen. Wahrscheinlich
Sie, Herr A., wissen nicht alles und sind nicht auf dem
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Laufenden. Bei den gestrigen Verhandlungen wurde
daruber bei unserer Leitung entschieden: Der Vertrag
wird storniert, aber im n&chsten Jahr einen neuen
geschlossen wird.

- Oh, wie schade! Danke fir die Information.
DpaHIy3CKUNIL SI3bIK

-- M. Ravel est actuellement en réunion.
Voulez-vous lui laisser un message?

- . Oui... Je suis trés ennuye car je devais le
rencontrer apres-demain; mais je me suis fait une antorse
hier et je dois éviter de marcher pendant 8 jours.

- : Vous aviez pris rendez-vous ?

- : Oui, a 10 heures.

- : Je verifie... Oui, c'est bien cela.

- . Je souhaiterais donc reporter la rendez-vous
d'une semaine.

- Voyons... Ca n'est pas possible : le 29 M. Ravel
est occupé tout le matin et a partir de 14 heures... Et la
lendemain il part a I'étranger pour une semaine.

- . C'est ennuyeux, car jai des propositions trés
attrayantes a lui faire concernant nos nouveaux cadeaux
d'entreprise et le temps presse... Serait-il libre pendant le
temps du déjeuner?

- . Rien n'est prévu sur son agenda, mais je ne
peux vous l'assurer.

- . Alors, je propose la solution suivante : je le
retrouve au restaurant qui se trouve au carrefour, tour prés
de chez vous... Nous pourrions étudier le probléeme sans
perte de temps pour M. Ravel.

- : Je note votre invitation et je vous rappelle. A
quel numéro s'il vous plait?

- : Au 42.06.70.13. C'est mon numéro personnel.

- . Au revoir, monsieur, et bon rétablissement

- :Alors entendu, jattends votre appel. Merci
beaucoup. Au revoir, mademoiselle.

3. CocTaBbTe pe3roMe 1Mo 00pasiry.
AHTTIUHACKAN A3BIK.

OO6paszertr 11e7IeBOTO pe3roMe
Ward Gantney
250 Fort Salonga Road
Northport, New York 11678
(516) 725-5237
Job target: Management position in materials Science.
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Capabilities:

-Write, edit and approve professional reports.
-Provide consultation and support to the government on
contamination problems.

-Manage programs in materials and component
development.

-Conduct corrosion studies.

Achievements:

-Supervised analytical chemistry lab.
-Conducted comparative analysis in the field.
-Set up non-destructive testing procedures.

Work history:
1991 — Present Gage-West Corp. Supervisor, Analytical
Chemistry Laboratory

1988-89 Darnell Electronics, Consultant
1986-87 RET Surface chemicals, Consultant
Education:

Hofstra University 1984 Business Administration
Long Island Univ. 1981 M.A. Chemistry
1979 B.A. Microbiology

Hemenxuii s3bIK.
Ergénzen Sie das Lebenslauf.

Name (1) ...

Adresse Max-Richter-Strasse 95

8770 Potsdam

Telefonnummer 0117 945649

Mobile 0779 92381882

Email (2) ...

Nationalitit  Deutsche

(3) 11 March 1979

Berufsausbildung

2001-bis heute Verkaufsleiter bei der Fa. Seifert
Frachtstrasse 10 3000 Hannover 1

Profil Verhandlungen fuhren, Vertrage abschliel3en,
Kaufkraft analysieren

Interesse Tennis, Fotografie, Reise.
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Schreiben Sie lhren eigenen Lebenslauf.
DpaHIy3CKU S3bIK.
Lisez le CV et la lettre de candidature, dites s’ils
correspondent aux exigences énumérées ci-dessus.
Pascale Filliol
111, boulevard Paul Sert
03100 MONTLUCON
Tél. : 70 28 30 65
Née le 13 décembre 1958
Célibataire
FORMATION
BTS de secrétariat trilingue (anglais-allemand).
Baccalauréat serie A5 —  Académie de
Clermont-Ferrand (1976).
EXPERIENCE PROFESSIONNELLE
Secrétaire correspondanciere (francais-anglais
—allemand). FORD, Cologne (Allemagne) 1993-1995.
Secrétaire chargée de la correspondance clients (anglais
et allemand). Société Interdistri (Grenoble 38) de 1985 a
1991. Secrétaire commerciale, chargée du suivi et des
relations clientele. Société Perrot-Leroy (Moulins 03) de
1980 a 1984. Serveuse dans un pub Salford (Angleterre)
mars a decembre 1979.
AUTRES EXPERIENCES
Stage ANPE : connaissance du traitement de
textes Word, mars 1993.
Stage AFPA : analyste-programmeur janvier a
septembre 1991.
DIVERS
Connaissance de divers systémes informatiques et
de la programmation. Maitrise des traitements de textes
Word et Ami Pro. Monitrice a I’école de ski de
Superbesse.
YMmeth - YUTATh U 1. IIpounTaiite npeI0KEHHBIN TEKCT U
HHTEPIIPETUPOBATH MOJITOTOBBTE €r0 MEepeBO/I (CO CIOBAPEM).

TEKCTHI U COOOIIIEHHUS
JIEITOBOM
KOMMYHUKallMl C
WHOCTPAHHOTO S3bIKA

AHTIIUACKUN A3BIK.

How to greet someone in Britain

First impressions are important in British culture.
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Ha PYCCKHM SI3BIK;

- KOPPEKTHO
BBIPAXaTh U
apryMEHTUPOBAHO
000CHOBLIBATH
MOJI0KCHUS B
MpoIecce HayYHOU U
bi (531 (0):10)
KOMMYHUKAaIUH.

Whether you’re meeting a person in business or in a
formal social setting, it’s important to be well versed in
British customs and etiquette. Common mistakes can
make you appear unpolished or rude. Avoid these pitfalls
by reviewing British traditions before heading to a
cocktail party or business dinner.

It’s customary to greet someone in Britain with a
firm handshake, particularly if you’re meeting him for the
first time. Men should grasp women’s hands more lightly
than they would another man’s. In social situations,
introduce the man to the woman first.

While shaking hands, people in Britain will ask,
“How do you do?” While this phrase is technically a
question, it does not require an answer. The correct
response is not “I’m fine, thank you.” Instead, it’s
common and polite to simple say “How do you do?” back
to the person. However, if the greeter asks, “How are
you?” it is then polite to say something to the effect of,
“Fine, thank you, and you?” Additional British greeting
phrases include, “nice/delighted/pleased/glad to meet
you” or simply “good morning/afternoon/evening.”

You may find that instead of a greeting, the person
you’re meeting simply will give you their name. Do not
take this as rude, as it’s a common British way of
introducing oneself. If you hope to be on a first-name
basis with the person you’re meeting, stress your first
name by repeating it. For example, say, “I’m Jane. Jane
Doe.” Also, remember that you may have to introduce
yourself again through the course of a night, particularly
if there are a lot of introductions going on.

Hewmenkuii A3bIK.
Plnktlichkeit

,Plnktlichkeit ist die Hoflichkeit der Konige.* Wer sich
bei einem Kundenbesuch verspétet, muss den Kunden
noch vor dem vereinbarten Zeitpunkt informieren.
Verspatungen sollten aber die absolute Ausnahme sein.
BegriiRung und Vorstellung

Das Grifien spielt in Deutschland eine sehr wichtige
Rolle. Wenn jemand nicht, grut, gerat er schnell in den
Verdacht, unhoflich zu sein. Fir den mindlichen Gru
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gilt: Wer zuerst sieht, grif3t zuerst. Bei der Begriilung mit
Handschlag gibt der Gastgeber dem Gast, die &ltere
Person dem jlngeren die Hand. Wenn man gerade sitzt,
muss man zur BegriBung aufstehen. Vor allem in
Landern, in denen man Korper- kontakt meidet,
empfindet man die deutsche Sitte des Handeschdittelns oft
als unangenehm.

DpaHIy3CKUN A3BIK.

Les philosophes et les sociologues nous ont appris,
depuis des décennies déja, que les notions de bien et de
mal sont socialement et historiguement construites.
Nietzsche et Heidegger déja avaient des difficultés avec
I’idée d’un bien ou d’une justice qui transcenderaient
leurs contextes d’émergence et d’application. La science
elle-méme est souvent rappelée a ’ordre dans sa volonté
d’établir des vérités générales et objectives. En maticre
d’¢éthique, il s’agirait alors plutdt de se concentrer sur des
problématiques locales pour tenter d’en saisir la
complexité ; de ne pas se limiter a des grands principes
vagues et inapplicables mais plutdét de déconstruire les
positions de chacun. Pour I’instant, I’éthique des affaires
a souvent suivi le chemin d’une opposition caricaturale
entre le bien et le mal, entre le juste et I’injuste,
conduisant a I’édiction de chartes et de codes de conduite.
Une Véritable réflexion éthique cherchera plutét a
interroger le status quo, les évidences des situations.

2. Brigenute ocHOBHBIC HpO6J'IeMbI TCKCTAa M KpPaTKO
nepe):[aﬁTe €ro COACpPIKAHHUC.

AHTTIUACKUN A3BIK.

Virgin is a leading international company based in
London. It was founded in 1979 by Richard Branson, the
present chairman. The group has seven main divisions:
cinema, communication, financial services, hotels,
investments, retail and travel. Its retail segment is led by
Virgin Megastores. Virgin operates in 23 countries,
including the United States, the United Kingdom,
Continental Europe, Australia and Japan. In 2008 the
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combined sales of different Virgin holding companies
exceeded $ 18 bn.

Motorola maintains sales, services and manufacturing
facilities throughout the world, conducting business on
six continents. Its major business areas are:advances
electronic systems, components and services, two-way
radios, paging and data communications, automotive,
defence and space electronics and computers. It has the
largest portfolio in the world of cellular phones. The CEO
is Christopher Galvin and the headquarters are situated in
Chicago. Sales in 2008 were $ 31.1 bn.

Hewmenkwnii s35IK.
Kleidung und Geschéftsessen

Die Kleidung richtet sich nach der Branche und nach den
Kunden. In Branchen, die viel mit Geld zu tun haben, wie
Banken oder Versicherungen, trdgt man eher ein
klassisches Outfit. In kreativen Berufszweigen, also in
Werbefirmen oder in der IT-Branche, ist die Kleidung
informeller. Im Rahmen der Internationalisierung wird in
vielen Unternchmen freitags unter dem Motto: ,,Casual
Friday* gute Freizeitkleidung getragen.

Bei Geschaftsessen heilt die Regel: Wer einladt, bezahlt.
Trinkgeld gibt man in Deutschland zwischen fiinf und
zehn Prozent. Zum Essen wiinscht man ,,Guten Appetit!“.
Ein  bisschen schwieriger wird es bei den
Gesprachsthemen. Meiden sollten Sie Themen wie
Politik, Religion, Krankheiten, die Konkurrenz oder
private Probleme. Gute Gesprachsthemen sind Hobbys,
Sport, das Wetter, der letzte Urlaub, Reisen und andere
Lander und das Geschaft selbst.

DpaHIy3CKUN A3BIK.

La dimension des entreprises
En observant I‘évolution des entreprises depuis un siécle
environ, on constate une tendance générale des
entreprises a s‘agrandir, c‘esta-dire a accroitre les moyens
de production dont elles disposent. Cette tendance
générale est principalement duel au phénomene suivant:
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la production d‘une entreprise varie rarement
proportionnellement aux facteurs de production utilisés.
En général, une augmentation de tous les facteurs de
production provoque une augmentation plus que
proportionnelle de la quantité produite. On parle de
rendements d‘echelle croissants. Par exemple, si une
entreprise triple la quantité de facteurs de production mis
en oeuvre et que la quantité produite quadruple, les
rendements d‘échelle sont croissants.

3 fois plus d*heures de travail

3 fois plus de machines

3 fois plus de matiéres

- 4 fois plus de quantités produites

(Si la quantité produite dans notre exemple augmentait de
3 fois, les rendements d‘échelle seraient constants; si elle
augmentait de 2 fois,les rendements d‘échelle servaient
décroissants.)

Plusieurs raisons expliquent ces rendements d‘échelle
croissants: la production de masse permet une plus grande
specialisation, une division du travail plus poussée, une
organisation plus rationnelle de la production, une
meilleure utilisation des facteurs de production
indivisible. En effet, certains facteurs de production, par
exemple une presse rotative ou un gros ordinateur, ne
peuvent étre utilises avec profit que si l‘activité d‘une
entreprise est assez grande pour les occuper
suffisamment. Cependant, les économies d‘échelle
réalisées par la production de masse ont une limite, a
partir de laquelle la productivité n‘augmente plus, mais
décroit. A partir d‘un certain point, un nouvel
accroissement de la production exige un appareil de
direction et de contrble trop important par rapport au
résultat recherché. 1l existe donc une dimension optimale
des unités de production a partir de laquelle on constate
des rendements d‘échelle décroissants.

Bnaners

0a30BBIMH

HaBBIKAMH ~ PEUEBOTO
MOBeAICHUS B cdepe
ZIETIOBOTO OOIIEHHS;

- IPAKTHYECKUMHU

HaBBIKaMH

1. Hanmmute  11€JIOBO€ MHUCHMO  HCIIOJIB3YSI
obpaszerr.

AHTTIUACKUN A3BIK.

IIpumep nesioBOro mucbmMa
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YCTI0JIb30BAHHSI AlphaOmega Industries, Inc.
opdorpaduyeckoil, 123456 Motor Parkway
0phodIIHUECKOH, Fresh Hills, CA 91999

JIEKCUKO-TpaMMaTH4e
CKO# 1
CTHJIMCTUYECKOM
HOPM PYCCKOTO 1
HA3y4aeMOTO SI3bIKOB.

December 28, 2000
Ron R. London, Sales Director
Seasonal Product Corp.
5000 Seasonal Place
Wiscasset, ME 04321
Subject: Spring Promotional Effort
Dear Ron
Since we talked last week, | have completed plans for the
spring promotion of the products that we market jointly.
AlphaOmega and Seasonal Products should begin a direct
mailing of the enclosed brochure on January 28.

I have secured several mailing lists that contain the names
of people who have a positive economic profile for our
products. The profile and the outline of the lists are
attached.

Do you have additional approaches for the promotion? |
would like to meet with you on January 6 to work out the
details of the project.

Please let me know if a meeting next week at your office
accommodates your schedule.

Sincerely,

Alan Stone

Director of Special Promotions

cc: Yolanda Lane, Vice President, Marketing

Encl: brochure, outline of mailing lists, customer profile

Hemenxuii s3b6IK.

Helmut Wagner & Sohn
Kéltetechnik
Helmut Wagner & Sohn, Postfach 256, 3500 Kassel

Schrader & Lehmann
Einkaufsabteilung
Max-Richter-Strasse 95
8770 Potsdam

lhre Unsere (05 61) Kassel
Zeichen, Zeichen, 8243-1 08.04.2018
lhre unsere Durchwahl

Nachricht Nachricht 8243
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vom vom
02.04.2018 04.04.2018

Rickfrage

Sehr geehrte Damen und Herren,

bezugnehmend auf Ihre Bestellung tber eine Kiihlanlage
mussen wir Ihnen folgendes mitteilen: Es stellte sich
heraus, dass bei der forgegebenen Grdsse des
Kuhlraums ein starkeres Kihlaggregat eingebaut werden
muss, was eie Verteuerung des Preises um 8%
hervorruft. Nun mochten wir uns erkundugen, ob Sie mit
dieser Verteuerung einverstanden sind.

Bitte, teilen Sie uns lhren Entscheid mit.

Mit freundlichen Griissen

(Unterschrift)

Helmut Wagner

DpaHIy3CKU S3bIK.

Pascale Filliol
111, boulevard Paul Sert
03100Montlucon
Tel. : 70 28 30 65
Société Euroexport ZL des Alouettes
03300 Cusset

Objet: candidature a ’emploi de secrétaire
trilingue.
Montlucon, le 2 fevrier 1995

Monsieur le directeur du personnel,

Suite a I’annonce parue dans le journal Le Monde du 1
fevrier 1995, je me permets de vous adresser mon
curriculum vitae pour le poste de secrétaire trilingue.

Mes divers expériences a [’étranger m’ont
permis d’acquérir une bonne maitrise de 1’anglais et de
I’allemand et je recherche actuellement un emploi qui me
permette de développer mes qualités d’organisation et
mon sens du contact. Je suis slre que vous apprécierez le
sérieux et le dynamisme dont je fais preuve dans mon
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travail.

Souhaitant que ma proposition retienne votre
attention, je me tiens & votre disposition, afin de vous
exposer plus clairement mes motivations.

Je vous prie d’accepter, Monsieur le directeur,
I’expression de mes sentiments les meilleus.
P. Fillol

2. IToAroToBHTE MPEZCHTAIMIO IO YKA3aHHBIM TEMaM

1. BusurtHas kaprouka. JInunas npeseHTarus.
2. Benyniue KOMIIAaHUM OTPACIIU - CTPYKTypa U
JIESATEIbHOCTD.

0) Ilopsiiok mMpoBeaeHUS POMEKYTOYHON ATTECTALUM, MOKA3ATEeJ I U KPUTEPHUHU OLIEHKH.
Or1eHKa MIaHUPYEeMOM MHOS3BIYHON KOMMYHUKATHUBHOM KOMIIETCHITUH, KOTOPYIO TpeOyeTcst

chopMUpOBaTh B paMKax TUCIUILINHBI «J{e10BOM MHOCTPaHHBIN A3bIK», OCYIIECTBIISETCS 110
pe3yapTaTam:

— TEKYIIEro KOHTPOJIS, OIpPEACISIONICr0 YPOBEHb BIIAJICHUS CTYACHTAMH SI3bIKOBBIM
MaTepHaIOM U CTeMeHH CHOPMUPOBAHHOCTH S3bIKOBBIX HABBHIKOB M PEUCBBIX YMEHHUI 3a
OTIPECTICHHBIN MEPHUOJT BPEMEHH B paMKax paboueil mporpammbl. TeKylui KOHTPOJIb
MPOBOJUTCS B TEYEHUE Kypca B YCTAaHOBOUHYIO, 3UMHIOI0 H JICTHIOK CecCHH B (hopme
YCTHBIX M [UCBMEHHBIX ONPOCOB TI0 BCEM BHIaM PEYCBOW  JIESATEIBHOCTH,
NpeICTaBICHUEM COOOIICHUI U TIPE3CHTAIIHI;

—  MPOMEXYTOYHOTO KOHTPOJIS, IPOBEPSIIONIETO YPOBCHD OBJIAICHUS CTYJCHTAMU PEUYEBBIMU
YMEHHUSMHU M S3bIKOBBIMH HaBBIKAMH 32 OTIPE/ICIICHHBIN MEPHO BPEMEHHU, TPOBOIMMOTO
M0 OKOHYAaHUHU YYEOHBIX KypcoB. OOBEKTOM KOHTPOJIS SIBJSIOTCS KOMMYHHUKATHBHBIC
HABBIKK M YMEHHS [0 BCEM BHJAaM PEYCBOW HHOS3BIYHOW JEATCIBHOCTH, a TaKXKe
YPOBEHb BIIAJICHUS S3bIKOBBIM MAaTEPHAIOM B PaAMKaX H3y4EHHBIX TEM.

[TpoMexyTOUHBIN KOHTPOJIb OCYIICCTBIISIETCS B BHJIEC KOHTPOJIbHON PabOThl U 3a4era C

OIICHKO# (B JICTHIOIO CECCHI0) B YCTHOW M THCHBMEHHOH (opmax, IMPOBEPSIOIIETO

c(OPMHUPOBAHHOCTH MHOSI3BIYHON KOMMYHHKATHBHOM KOMITETEHIIMU CTYJICHTOB 32 IIEPHOT

oOyueHusl.
Kpurtepnu oneHKkH 3HaHUI MATHCTPAHTOB NPH NMPOBEIEHNH 324€TAa ¢ OIIEHKOI

3aureH0 «OTIUYHO» CTAaBHTCS, €CIM  MAruCTpaHT TJIyOOKO M MPOYHO YCBOMJI
MPOrPaMMHBIN MaTepHaj, YeTKO M JIOTHUYECKU CTPOIMHO €ro M3jaraet, yMeeT TECHO YBS3bIBATh
TEOPHUIO C MPAKTHKOW, CBOOOHO CIPABISETCS C BOMPOCAMHU U JPYTMMHU BUJAAMU MPUMEHCHHS
3HaHUHM, HE 3aTPyAHAETCS C OTBETOM TIPU BHUIHO3MCHCHHH 3aJIaHuH, BJIaJIceT
Pa3HOCTOPOHHUMH HABBIKAMU M MPUEMaMH BBIMOJHEHHS MPAKTUYECKUX 3ajad, MOATBEPIKIacT
MOJIHOE OCBOCHHE KOMITETEHIIUHI, MPETYCMOTPEHHBIX IPOTPaMMON 3a4eTa ¢ OIICHKOIA.

3a4yTeHo «XO0POIoY CTABUTCS, €CJIM MArUCTPAHT TBEPO 3HAET MaTepHall, IPaMOTHO H T10
CYIIECTBY HW3JIaraeT €ro, He JOMycKas CYIICCTBCHHBIX HETOYHOCTEH B OTBETE Ha BOIPOCHI,
MNpaBHUJIIbHO MPUMCHACT TCOPCTUYCCKHUE IIOJIOKCHUA IPU PCIICHHUU IMPAKTUYCCKUX BOIIPOCOB,




BJIaICCT HCO6XOI[I/IMBIMI/I HaBbIKaMU W MNPUCMAMHUHX BBIIOJHCHUA, HOITYCKasd HCKOTOPLIC
HETOYHOCTH, JEMOHCTPUPYET XOPOUIMH ypOBEHb OCBOCHHMS MaTepuaia, WHPOPMALMOHHON WU
KOMMYHUKATUBHON KYJIbTYpBI, WU, B LEJIOM, TMOJATBEPKAAET OCBOCHHE KOMIIETEHLIHIH,
MPEIYCMOTPEHHBIX MPOTPAMMOM 3a4eTa C OI[CHKOM.

3ayTeHo ((y[[OBJIGTBOpHTCJIBHO)) CTaBHUTCs, CCJIU MarucCTpaHT IIOKa3bIBACT 3HAHUSA
TOJIbKO OCHOBHOTO Marepuajga, HO HE YCBOWJI €ro JeTajeld, JOMyCKaeT HETOYHOCTH,
HEJOCTAaTOYHO IMpaBWIbHO (QOPMYIMPYET, 4YTO, B ILEJOM, HE MPEHATCTBYET YCBOEHUIO
MOCIIEAYIOIIETO IPOTPAMMHOTO MaTepuala, HapylIeH!s JJOTMYECKON MOCIIeI0BATEIbHOCTH B €r0
H3JI0KCHUH, ITIOATBECPIKAACT OCBOCHHUC KOMHGTGHHHﬁ, npeaAyCMOTPCHHBIX HpOFpaMMOf/'I 3a4cTa C
OHGHKOﬁ Ha MUHHUMAJIbHO JOITYCTHUMOM YPOBHC.

3auteHo «HeymoBIeTBOPUTETHHO» CTAaBUTCS, €CJIM  MAaruCTPaHT HE 3HACT 3HAUYUTEILHOU
yacTH mporpammHoro wmarepuana (menee 50% ot obOmero oObemMa Kypca), HOIMyCKaeT
CYIICCTBECHHBIC OIHI/I6KI/I, HEC TMOATBECPKIAACT OCBOCHHC KOMHGTCHHHﬁ, npeaAyCMOTPCHHEBIX
IIPOrpaMMOM 3a4eTa C OLIEHKOM.
I[Ipumeps! 3agannii Vis  NpoBeAeHHs 3246Ta ¢ OLEHKOMH

1. TloaroroBbTe cooOiieHue (TPE3EHTALIMIO) TI0 TeMe .

2. CocraBbTe JIeJIOBOH JOKYMEHT (3asBJICHHME O NpHEME Ha paboTy, HAIMCAHHE PE3FOME,
ACJI0BOTO HI/ICBM&) B COOTBETCTBUM C HOpMaMM M IIpaBUJIaMU BCIACHUSA JIeHOBOﬁ
KOMMYHHKAIIUH, IIPUHATBEIMU B CTPAHEC U3YyHAC€MOTI'0 A3bIKaA.

3. TlpouwnraiiTe MPeUTOKECHHBI TEKCT M MMOATOTOBETE €T0 MEePEBOJI (CO CIOBAPEM).

[IpuMepHBIe TEMBI A1l NPOBEACHHS 3a4€Ta
Astobuorpadus. [IpeseHTarus TMIHOTO  MOPTQOIIHO.
Hopw™mb! 1 ctuu 1e1oBoro o0IIeHus.

Bupl nenoBoii KOppeCnOHACHIUN.

MexnyHapoaHbie BcTpeuu. JlenoBbie KOHTAKTHI.
CrtpykTypa U AESITeTbHOCTh KOMITaHUH.

Jlupupyronue KoMOaHUHU OTPACIH.

CooOieHne Ha MPaKTUYECKOM KOH(DEepeHIIHH.
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