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3an. kadeapoi HL.H. 3epkuna
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3an. kaenpoit H.H. 3epxuna
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1. Ilesm ocBOeHHUsI AMCHUIIUHBI (MOAYJIs1)

Ienpro 0cBOCHUS TUCHUILIMHBI «/]€710BO MHOCTPAHHBIN S3BIK» SBJISCTCS:

pa3BUTHE y 00yUJarOIUXCs CIOCOOHOCTHU BIAETh MHOCTPAHHBIM S3BIKOM KaK CPEJCTBOM
JIETIOBOTO OOIIEHHsI, CIIOCOOHOCTH HMCIOJIb30BaTh MHOCTPAHHBIM S3bIK B MPO(EeCcCHOHATBHON
cdepe, a TakkKe CrOCOOHOCTH K paboTe B MHOTOHAIIMOHAIBHBIX KOJJICKTUBAX, B TOM YUCJIE TIPU
paboTe Ha/l MEXIMCUUIUIMHAPHBIMU 1 MHHOBAIIMOHHBIMH ITPOEKTaMH, CO3/1aBaTh B KOJUIEKTUBAX
OTHOIIEHUH JAEJI0OBOTO COTPYTHUYECTBA.

2. MecTo AMCUUILINHBI (MOYJIS) B CTPYKTYpe 00pa30BaTe/IbHOH NPOrpaMMbl

Huctunnuna [{enoBoit MHOCTpaHHBIM SI3bIK BXOJUT B 0a30BYIO0 YacTh Y4eOHOTro IjIaHa
00pa3oBaTebHON MPOTPAMMBI.

Jiga  u3ydeHWs ~ JUCHMIUIMHBL ~ HEOOXOAMMBI  3HAaHHMA  (YMEHHS,  BIJIAJCHUS),
c(OpMHUPOBaHHBIE B pe3yIbTaTe U3YUEHUSI TUCITUILINH/ IPAKTUK:

« THOCTpaHHBIN SA3bIK» 10 IPOrpaMMe OakalaBpuaTa;

« THOCTpaHHBIN SA3bIK B MPOPECCUOHAIBHOMN 1€ATEIBHOCTIY;

JUCLMIUIMH M0 TPO(QUITIO MTOATOTOBKH 00YyYaoIUXCsl.

3HaHus (YMEHHUs, BIAJCHUS), NOJyYEHHbIE IPU W3YYEHUU TaHHOW AUCHMILIMHBI OYIyT
HE0OXO0IUMBI JUIS U3Y4EHUs AUCIUILITUH/TPAKTHK:
[ToaroToBka K 3aluTe U 3alIUTa BBIMTYCKHOMN KBaTM(PUKAITMOHHON pabOThI

3. Kommnerenuuu odyuarouierocsi, popmupyemsbie B pe3yJjibTaTe 0CBOECHHUS

AUCHMILIMHBI (MOAYJIs1) M IIAHUPYEMbIe pe3y/IbTaThbl 00y4eHH s

B pesynapTaTe OCBOEHHS IUCHUIUIAHBI (MOIyJsi) «JlelOBOW WHOCTPAHHBIA SI3BIK»
oOyyaromuiicst JoJKeH 001a1aTh CIeIyIOUMMH KOMIETEHIUSIMMU:

CtpyKTypHBIU [TnanupyemMblie pe3yabTaThl 00 ydeHUS
JJIEMEHT
KOMIIETEHITMHI

OIIK-1 roTOBHOCThIO K KOMMYHHKAIlMM B YCTHOW M MHChbMEHHOW (opMax Ha PYCCKOM H
MHOCTPaHHOM $I3bIKAX JJIs1 peuieHus 3a/1a4 NpodecCUOHaIbHON AeSITeTbHOCTH

3HaTh - OCHOBHBIC HOPMBI M TIPAaBUJIa PEUCBOTO JCTIOBOTO ITHKETA;

- 0a30BYIO JIEKCUKY ChephI ICTOBOTO OOIICHUS;

- OCHOBHBIN BH/IBI JICJIOBOM KOPPECHIOHJCHIIMKM U TPeOOBAHUS K BEICHHIO
OM3HEC TePEIICKH.

VYMeThb YyuTaTh M UHTEPHPETHPOBATH TEKCTHI W COOOIICHUS  JCIIOBOM
KOMMYHUKAIIUM ~ C UHOCTPAHHOTO SI3bIKa HAa PYCCKUH S3BIK;

- COCTaBJIATH AEI0BOE IMUCHMO HJIH COOOIIEHHE;

- KOPPEKTHO BBIPAXKATh U ApTYMEHTUPOBAHYO 0OOCHOBBIBATH MOJIOKEHUS B
Ipolecce IeT0BOH KOMMYHUKAIIUU.

Bnanets - 0a30BBIMM HaBBIKAMU PEUEBOTO MOBEJEHUA B cpepe  JeT0BOro OOLICHMS;
- TNpaKkTUYECKUMH HaBbIKAMM  MCHOJb30BaHUs  opdorpadudeckoi,
op(hO3MUYECKOH, JEKCHUKO-TpaMMaTUYeCKOH U CTUJIMCTUYECKOH HOPM
PYCCKOTO MU M3Y4aeMOTO SI3bIKOB.




4. CTpyKTypa, 00bEM M coepkaHNe TUCHUIIIMHBI (MOYJIs1)
OO0mast TpyI0eMKOCTh JUCHHUIUIMHBI COCTaBIsIeT 4 3a4eTHBIX enuHul] 144 akan. 4acoB, B TOM

YHUCIIC:

— koHTakTHas padota — 30,1 akas. gacos:
— aymuropras — 30 akaj. 4acos;

— BHeayauropHas — 0,1 akaz. yacos

— caMmocTosTenbHas padota — 113,9 akan. yacos;

dopma aTTeCTALUH - 3a4YET C OLIEHKON

AynutopHas ) o
o | vonraxtHas paGora 2 E ®opma TeKyIero
S B
B B aKaj. Jyacax 5] U KOHTPOJIS
Pasnen/ Tema 3 (B axaz,. 1acax) £ . P Kon
g S © | caMOCTOSITENBHOM | ycrieBaeMOCTH U
JICIUTUTAHBI 5 e = . | xommereHIMH
@) g & paboThI MPOMEKYTOTHON
7ab. | mpakr. | .8
Jlex. 3 aTTecTaluu
3aH. 3aH. | O &
1. 1.0OcHOBBI JIEJIOBOTO
o0IIeHUs
[IpoBepxka OIIK-1
Brinonnenue POBEp
TEMaTHIECKOr0
nepeBojia TeKCTa,
CJIOBapsl; MPOBEpPKa
MUCbMEHHBIX
N N BBITIOTHEHUS
1.1 Peuesoii STHKET 3a/IaHUi 1
MMUCBMEHHBIX padoT
nenoBoro oomieHus. Ctunu 421 12 COCTaBJICHHE N
10 TEME; YCTHBII
JIEJIOBOTO OOIIEHMS. JIATOTHYECKUX
o OIIpOC B BUIE
BBICKa3bIBaHMUII 11O
JIMATOTHYECKUX
TeMe. o
BBICKa3bIBAaHUH IO
TeMe
[IpoBepxka OIIK-1
Brimonnenue
BBITIOTHEHUS
MHChbMEHHBIX
1.2 CocragiieHue . MMCBbMEHHBIX padoT
aBrobunorpaduu. BuzurtHas SAIAHHH 1 M0 TE€ME; YCTHBIH
P 1 421 | 20 COCTaBIICHHE >
KapTOYKa. JInunas Ompoc B BHUJIE
MOHOJIOTHYECKUX
IIPEe3eHTALHS . MOHOJIOTHYECKUX
BBICKa3bIBaHMUI 11O .
BBICKa3bIBAHUH TIO
TeMe.
TeMe
1.3 ®opmbl OpraHuzanuu -
b P H CocraBienue [IpoBepka OIIK-1
JIETIOBOI BCTPEYH:
TEMaTHIECKOT0 TEMaTHIECKOTr0
-OpraHu3anys BCTPEYH C
CIIOBapSI. CIIOBapsI; MPOBEPKa
JIETIOBBIMH TTApTHEPAMH;
Brmmonuaenne BBITIOTHEHUS
- TesieOHHBIE Pa3rOBOPHI;
9 MUCBMEHHBIX | TMCBMEHHBIX padoT
-YCTPOWCTBO Ha paboTy, 421 | 20 . N
3aJaHui U 0 TeME; YCTHBIN
MIOATOTOBKA TOKYMEHTOB K
COCTaBJICHHE OIpoC B BHIE
MIPOXOXKACHHIO
JIATOTHYECKUX JTMaIOTHYECKUX
cobecenoBaHus . o
BBICKa3bIBAHMH 110 | BBICKa3bIBAHUM IO
(3anonHeHue AHKETHI,
TeMe. TeMe
pe3tome)




CocraBiieHue

TEMaTHIECKOT0
CIIOBapSL.
Brimonunenune
14 Crpykrypa u IHCHMEHHBIX
NEeATeTbHOCTh  KOMITAHUH Sa/IaHiH 1 [pencraBnenne
COCTaBIIEHHE OIIK-1
(mpeampusTHs): 221 20 COOOIIEHUS
- BeAylIHEe  KOMIIAaHHU MOHOJIOTHHACCHIX (pe3eHTAaIHm)
BBICKa3bIBaHUI MO
otpaciu teme. [louck
UH(POPMAITHH 10
TEME B
ANIEKTPOHHBIX
0azax JaHHBIX.
Uroro no pa3aeny 14/8U1 | 72
2. 2. Benmenume  nenoBoit
KOPPECIIOHICHIIUH
Nzyuenue
Y4eOHBIX TEKCTOB IMposepka
2.1 Crpyktypa © BHIBI 401 18 IO TEME. BBITOJIHEHUS OIIK-1
JIEJIOBOTO TTMCHMA. BeimonHenne | muchbMeHHBIX padoT
MUCHhMEHHBIX Mo TemMe
1 3aJaHUN.
Brinonnenue
MUCHhMEHHBIX IpencrasneHue
2.2 Crpyxrypa . THIIbI 221 10 3a/IaHUM. I<):00611161-mﬂ OIIK-1
JIOKJIaJIOB, OTYETOB.
Ilonroroska (npe3eHTaIyn)
COOOLICHUS.
Hroro mo pazneny 6/411 | 28
3. 3. IlepeBox, aHHOTHPOBAHHE
u  pedepupoBaHHE  TEKCTOB
podecCuOHATBEHON
HaNpaBJIeHHOCTH
IlepeBon Tekcra
1o
CIELMAIbHOCTH.
CocraBienue
3.1 OcHoBBl mepeBoja, MTUCbMEHHBIX
AQHHOTHPOBAHMS u AQHHOTALIUH Tposepra
BBITIOTHEHUS OIIK-1
pedepupoBanus  TexctoB| 1 1021 | 10 TEKCTOB
npodecCHOoHATLHON npodeCcCHOHATbH [THCHMEHTHBIX
HaIpaBJIEHHOCTH oit SAIAHIH.
HAaIpaBJICHHOCTH.
PedepupoBanue
TEKCTOB TI0
CIIEHATEHOCTH.
Hroro no pazaeny 10/21 | 13,9
Uroro 3a cemectp 30/14M1 | 110 3320
Uroro no pucruruinae 30/1411113,9 3a4eT C OLICHKOM




5. O0pa3oBaTe/ibHbIE TEXHOJIOTHHU

B cootBerctBuu ¢ tpeboBanusimu ®I'OC 3+ BO no peannsanuu KOMIIETEHTHOCTHOTO
[101X0/1a IpoTrpamMma JTUCUUILINHBL «J{e710BOM MHOCTPaHHBIN A3bIK» IPETyCMaTPUBAET:

— UCTIOJIb30BaHMUE B YUEOHOM MPOIIECcCe aKTHBHBIX M MHTEPAKTUBHBIX (DOPM IPOBEICHHUS
3aHATUH C 1eNbl0 GOPMUPOBAHMS M PA3BUTUSI WHOA3BIYHOM KOMMYHUKATHBHOW KOMITETCHIIUU
oOyJaronuxcs;

— HCIIONIb30BaHue ayano- u Buaeomarepuanos, MHTEPHET - pecypcoB Ha mpakTHyecKux
3aHATHUSX;

— HCIOJIb30BaHUE IEKTPOHHBIX 00Pa30BaTEIbHBIX PECYPCOB MO TEMaM IPAKTHUUYECKUX
3aHATHH;

— MOUCK U U3y4EHHE MEUMHBIX TEKCTOB 110 0003HAYEHHOM ITPOOIIEMATHKE;

— WCTOJB30BaHUE PA3HBIX (POPM BHEAYAUTOPHOW pPabOTHI, TAKMX KaK OpTraHU3aIlHs
Mpa3gHUKOB M TEMaTHUYECKUX BEYEPOB, CTYACHUECKHUX HAyYHBIX KOH(EpEeHLMH; BCTped C
HOCHUTEJSIMU SI3bIKA.

Jlig nocTrKeHUs! IIIaHUPYEMBIX PE3yJIbTaTOB 00yUueHUs, B Kypce « IHOCTpaHHBIN S3bIK»
HCIOJIb3YIOTCS ClIeytolne o0pa3oBaTelbHble TEXHOIOTUHU:

1. NndopmaninoHHO-pa3BUBAIONINE TEXHOJOTHH, HaIpaBieHHbIE Ha (OPMHPOBAHHE
CHCTEMBbI 3HAaHUH, 3alIOMUHAHKE U CBOOOIHOE ONIEPUPOBAHUE UMHU.

Hcnonb3yeTcss KOMMYHUKATUBHO - KOTHUTUBHBIA METOJI, CAMOCTOSITEIbHOE HU3y4YEeHHE
JUTEpaTyphl, NPUMEHEHHWE HOBBIX HHPOPMAIIMOHHBIX TEXHOJOTUH JUIsI CaMOCTOSTEIBHOTO
MOTIOJTHEHUsI 3HAHUM, BKIIOYAas HCIOJIb30BAHUE TEXHUYECKUX M DIIEKTPOHHBIX CPEACTB
uH(popMaLnH.

2. JleATeNbHOCTHBIE, TMPAKTHKO-OPHEHTUPOBAHHBIE TEXHOJOTHH, HAlpaBJICHHBIE Ha
¢dbopMupoBaHHE CHCTEMbl NPO(ECCHOHANBHBIX MPAKTUUYECKUX YMEHMH NpHU MPOBEACHUU
AKCIEPUMEHTAJIbHBIX HCCIEA0BaHNUN, 00ECTIeUNBAIOIIUX BO3MOXKHOCTh KAYECTBEHHO BBIMOIHSATh
podecCHOHABHYIO e TEIbHOCTb.

3. PazBuBaromue npoOIeMHO-OPUEHTUPOBAHHBIE TEXHOJOTHH, HANpaBliEeHHbIE Ha
dbopMupoBaHME M pa3BUTHE MPOOJIEMHOTO MBIIUICHUS, MBICIUTEIbHON AKTUBHOCTH,
CrIOCOOHOCTH BUIIETh U (POpMyTUpOBaTh MPOOJIEMBI, BRIOUpPATh CIOCOOBI M CPEICTBA IS UX
pemieHusa. Mcnonp3yercs KOJUIEKTHBHAsl JIEATENBHOCTh B TpyNIax MpHU  BHIIOJHEHUHU
MPAKTUYECKUX 3aJaHUi, pellieHue 3a7a4 B YCIIOBHBIX CUTYaIUSIX AeT0BOM U MPpodecCuoHaIbHOM
KOMMYHHKAIIH.

4. JIMYHOCTHO-OPUEHTUPOBAHHBIE TEXHOJOTUU OOy4YeHUs, oOecrneuyuBarolie B XOJE
y4eOHOro mpolecca y4deT pa3iMyYHbIX CIocoOHOCTel Oo0y4daemblX, CO3JaHHe HEOOXOAMMBIX
YCIOBUHM Ui Pa3BUTUS UX WHIUBUIYAIbHBIX HABBIKOB, Pa3BUTHUE AKTUBHOCTH JIMYHOCTH B
yueOHOM Tporecce. JIMUHOCTHO-OPUEHTHPOBAHHBIE TEXHOJOTUU OOYYEHHS pealu3yloTcs B
pe3ynbTaTe WHAMBHAYAIBHOTO OOILIECHUS TpEenojaBaTessi M CTYACHTAa HpPHU TMPE3CHTALUAX
COOOIIIEHUH U JOKJIAJ0B, MUCbMEHHBIX PAaOOT M MPY BBHIMOJHEHUH JOMAIIHUX WHAUBUAYATbHBIX
3aJIaHNH.

6. YueOHO-MeToAU4YeCKOe o0eclieYeHHe CAMOCTOSTEIbHOI padoThl 00yUYalommXxcst
[IpencraBneHo B npuioxeHuu 1.

7. OueHoYHbIe CPeACTBA IUIsl IPOBeAeHUsI IPOMEKYTOYHOM aTTecTauuu
[IpencraBieHsl B MPUIOKEHUN 2.

8. YueOHo-MeTOnMYecKkoe U HH(POPMAIIMOHHOE 0fecTiedeHue TUCIUIIIMHBI (MOIYJIs1)
a) OcHoBHas1 IMTEpPATYypA:



AHTJIMHCKHN A3BIK

1. AHrnmiickuit s3bIK Ui 9koHOMHCTOB (B1-B2) : yueOHuk u npakTukym uisi By30B /
T. A. bapanoBckas [u ap.] ; oTBeTcTBeHHBIN penakrop T. A. bapaHoBckas. - 3-e uzg., nmepepad.
u gom. - MockBa : UsnmarensctBo HOpaiit, 2020. - 470c. - (Beicmiee oOpaszoBanue). -
ISBN 978-5-534-13759-0. - Tekcr : onekrponnwnii // 3BC IOpaiit [caiit]. -
URL.: https://urait.ru/viewer/angliyskiy-yazyk-dlya-ekonomistov-b1-b2-466785#page/2 (mata
obpamenus: 01.09.2020).

2. Ilonos, E. b. Jlenosoii anrnwmiickuii si3eik / E.B. TTomos - Mocksa : HUI] MTHOPA-M,
2015. - 64 c.ISBN 978-5-16-103283-1 (online). - Tekcr : osnekrponHbd. - URL:
https://znanium.com/read?id=106233 (mata obpamienus: 01.09.2020). — Pesxum goctyna: 1o
TTO/IITHCKE.
Hemenkmuii s3bIK

1. dyockux, A.1. DEUTSCHE GRAMMATIK : ydyebnoe mocobue / MI'TVY. -
Marunutoropck : MI'TV, 2018. - 1 sanekrpon. ont. auck (CD- ROM) - Tekcr pyc., HEM. ILJU[
336V1. ISBN 978-5-9967-1104-8
https://magtu. mformsvstema ru/uploader/fileUpload?name=3442. pdf&show—dcataloques/1/15
14253/3442.pdf&view=true (nara obparienus: 01.09.2020)

2. PaboTtaukoBa, H. A. Hemerkuii si3b1k tst 5koHOMECTOB (A2 -C1) : yueGHOE mocobue
st By3oB / H. A. PabotaukoBa, E. B. Uepnsiiea, U. U. Kimmosa. - 2-e w3n., mepepal. u
nom. - Mocksa : M3marensctBo IOpaiit, 2020. - 158 c. - (Beicmiee oOpa3zoBaHue). -
ISBN 978-5-534-07102-3. - Tekcr : omektponnsri // 3BC IOpaiit [caiiT]. -
URL.: https://urait.ru/viewer/nemeckiy-yazyk-dlya-ekonomistov-a2-c1-450826#page/2  (nara
obpamenus: 01.09.2020).

@®paHny3CcKHH A3bIK

1. 3anmaBuna, T. }0. ®@pannusa. Ctpana. Jlroau : yuebnoe nmocobue. Y. 1/ T. 0. 3anaBuna
; MI'TY. - Maruautoropck : MI'TY, 2017. - 1 snekrpon.ont. auck (CD-ROM). - 3arm ¢
TUTYJ.OKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3158.pdf&show=dcatalogues/1/11
36492/3158.pdf&view=true (mara oo6pamenus: 01.09.2020). - MakpooOsekt. - Tekcr
ANEKTPOHHBIN. - CBeieHus nocTyHbl Takke Ha CD-ROM.

2. 3meéBa, T. E. ®panimysckuii s3bIK 1151 3koHoMucTOB (B1-B2) : yuebuuk mis By30s /
T. E. 3meéBa, M. C. JleBuna. - 2-e usg., nepepad. u gomn. - Mocksa : U3mparensctBo HOpaiit,
2020. - 440c. - (Beicmee oOpazoBanue). - ISBN 978-5-534-06777-4. - Tekcr
anextpounsii / DBC IOpaiit [caiit]. - URL: https://urait.ru/viewer/francuzskiy-yazyk-dlya-
ekonomistov-b1-b2-450043#page/2 (mara obpamienus: 01.09.2020).

0) JonosiHUTEILHAA JIUTEPATYpPA

AHIJIMHCKHUI A3BIK:

1. Mowuceesa, T. B. AHrmuiickuii sI3pIK 17151 5KOHOMUCTOB : yueOHOe ocoOue a1 By30B /
T. B. Mouceesa, H. H. Hanuna, A. 0. lllupokux. - 2-e uzz., nepepad. u mom. - Mocksa :
WznarensctBo FOpaiit, 2020. - 157 c. - (Beicuiee o6pazoBanue). - ISBN 978-5-534-08911-0.
- Tekcr : anexrponnstii // DBC KOpaiit [caiit]. - URL: https://urait.ru/viewer/angliyskiy-yazyk-
dlya-ekonomistov-455198#page/2 (mara obpamenus: 01.09.2020).

2. Hessopoga, I'. JI. Aurnuiickuii s3pik. ['pammatuka @ ydeOHOe mocoOue s By30B /
I'. JI. HeB3opona, I'. . Hukutymkunaa. - 2-¢ u3fd., ucnp. ¥ Aomn. - Mocksa : M3maTenbcTBO
IOpaiit, 2020. - 213 c. - (Boicuee oOpazoBanue). - ISBN 978-5-534-09359-9. - Tekcr :
anekTponusid // OBC IOpaiit [caiit]. - URL: https://urait.ru/viewer/angliyskiy-yazyk-
grammatika-451966#page/2 (nmara oopamenus: 01.09.2020).
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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/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-dlya-ekonomistov-455198#page/2
https://urait.ru/viewer/angliyskiy-yazyk-grammatika-451966#page/2
https://urait.ru/viewer/angliyskiy-yazyk-grammatika-451966#page/2

0) /lonoJIHUTeIbHAA JINTEpaTypa

AHIJIMACKMH A3BIK:

1. Mowuceea, T. B. AHIIHICKHIA SI3BIK JIJIsI SKOHOMHCTOB : y4eOHOE 1mocooue [yist By30B /
T. B. MouceeBa, H. H. llarmmuna, A. 1O. lllupokux. - 2-e w3x., mepepad. u gom. - Mocksa :
WznatenscrBo FOpaiit, 2020. - 157 ¢. - (Boicmee o6pazosanue). - ISBN 978-5-534-08911-0.
- Tekcr : anexkrponnsrii // DBC ¥Opaiit [caiit]. - URL: https://urait.ru/viewer/angliyskiy-yazyk-
dlya-ekonomistov-455198#page/2 (mata oopamierus: 01.09.2020).

2. Hessoposa, I'. JI. Aarmuiickuii s3sik. ['pammaTika : yaeOHOE mocobue it By30B /
I'. A. HeB3oposa, I'. . Hukurymkuna. - 2-e u3f., ucop. W gon. - MockBa : M3maTenscTBoO
Opaiit, 2020. - 213 c. - (Beicimiee oOpaszoBanme). - ISBN 978-5-534-09359-9. - Tekcr :
anekrpoHHsld // DBC IOpaiit [caiir]. - URL: https://urait.ru/viewer/angliyskiy-yazyk-
grammatika-451966#page/2 (marta oopamenus: 01.09.2020).
HeMenkuii s3bIK:

1.XKypasneBa, A. A. Professional Reading in English, French and German : yueGHo-
metoauueckoe mocodue / A. A. Kypasnesa, T. 0. 3anmaBuna, JI. A. Illopoxosa ; MI'TV. -
Marnutoropck : MI'TY, 2016. - 1 snekrpon. ont. auck (CD-ROM). - 3arn. ¢ tuTyin. skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/11302
51/17.pdf&view=true (mata obpamenus: 01.09.2020). - MakpooObeKT. - TEKCT : 37eKTPOHHBIH.
- Ceenenwms noctymHbl Takxke Ha CD-ROM.
2. Axmet3snoBa, T. JI. WirstchaftDeutschlands : yue6uoe mocooue / T. JI. Axmer3stHOBa

; MI'TY. - Maruauroropck : MI'TY, 2017. - 1 snektpon.ont. auck (CD-ROM). - 3arm. ¢
TUTYJL.OKpaHA. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2887.pdf&show=dcatalogues/1/113
4177/2887.pdf&view=true (mara ooOpamenus: 01.09.2020). - MakpooObekr. - TekcT
ANEKTPOHHBIN. - CBeieHus nocTynHbl Takke Ha CD-ROM.

@®paHuny3cKuil A3bIK:

1. XXypasneBa, A. A. Professional Reading in English, French and German : yueGHo-
metoauueckoe mocobue / A. A. XKypasnesa, T. 0. 3amaBuna, JI. A. Illopoxosa ; MI'TV. -
Maruutoropck : MI'TY, 2016. - 1 snekrpon. ont. guck (CD-ROM). - 3arn. ¢ tuTyin. skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/11302
51/17.pdf&view=true (mara obpamienus: 01.09.2020). - MakpooObeKT. - TEKCT : 3ICKTPOHHBIM.
- CBenenus nocrynHbl Takke Ha CD-ROM.

2. Jleuna, M. C. ®paHIly3ckuii S3bIK. DKOHOMUKA, MEHEIKMEHT, MOJUTHKA : ydeOHOe
nocooue mis By30oB / M. C. Jleuna, U. lO. baprenera, O. b. CamcoHoBa. - 2-¢ U3., UCIIP. H
nomn. - Mocksa : U3narensctBo FOpaiit, 2020. - 203 c. - (Boicmee o6pazoBanue). - ISBN 978-
5-534-06029-4. - Tekcer : omekrtponnsii //  OBC  HOpaiit [caiit]. -
URL: https://urait.ru/viewer/francuzskiy-yazyk-ekonomika-menedzhment-politika-
455016#page/2 (mata obparenus: 01.09.2020).

B) Meroanueckue yKa3aHus:

1. MeToandeckue pa3pabOTKH 110 paszieiaM / TeMaM ayAuTOPHO# 1 BHEAYIUTOPHOM pabOoThI
obyuaromuxcs (ITpunoxenue 3).

2. ITpumepsl aypuTopHbIX KOHTPONIBHBIX padoT (IIpunoxenue 4).



https://urait.ru/viewer/angliyskiy-yazyk-dlya-ekonomistov-455198#page/2
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https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/1130251/17.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2887.pdf&show=dcatalogues/1/1134177/2887.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2887.pdf&show=dcatalogues/1/1134177/2887.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/1130251/17.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/1130251/17.pdf&view=true
https://urait.ru/viewer/francuzskiy-yazyk-ekonomika-menedzhment-politika-455016#page/2
https://urait.ru/viewer/francuzskiy-yazyk-ekonomika-menedzhment-politika-455016#page/2

r) [Iporpammuoe odecrieuenne u UuTepHeT-pecypcebl:

IIporpammHoe obecnieueHue

Haumenosanue [10 Ne norosopa Cpox neiicTsus
JIALIEH3HHU
MS Windows 7 Professional(uis |, 1557 18 o1 08.10.2018 11.10.2021
KJIaCCOB)
MS Office 2007 Professional Ne 135 ot 17.09.2007 OeccpouHo
7Zip ¢B0001HO pacapoctpanseMmoe 110 0eccpoyHO
FAR Manager ¢B0001HO pacapoctpanseMmoe 110 0eccpoyHO

IIpodeccuonanbHble 6a3bl JAHHBIX H HH(OPMAINHOHHBIE CIIPABOYHbIE CHCTEMbI
HasBauue xypca CchLIKa

OnekTpoHHas 0a3a TNEPUOIUYECKUX H3JaHUM
East View Information Services, OO0 «MBUC»
HammonansHast nH(}OpMaITMOHHO-
aHayMTH4eckas cuctema — Poccmiickuit nanexc|URL: https://elibrary.ru/project_risc.asp
Hay4gHoro mutupoBanus (PUHIL)
ITouckoBas cuctema Axagemust Google (Google
Scholar)
Nndopmanronnas cucrema - EnnHoe OKHO
JI0CTyNa K HH(OOPMAIIMOHHBIM pecypcam
DrexkrponHsie pecypcesl oubmuorekn MI'TY um. |http://magtu.ru:8085/marcweb2/Default.
I"'’1. HocoBa asp

9. MaTepuajibHO-TeXHHYECKO€e o0ecredeHrne TUCHUIIIMHBI (MOIYJIs1)

https://dlib.eastview.com/

URL.: https://scholar.google.ru/

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

MartepuanbHO-TEXHUYECKOE 0OecTieyeHre TUCITUIUTNHBI BKIIIOYaeT:

Y4eOHble ayqUTOPUU IS TMPOBEACHUS MNPAKTUYECKUX 3aHATHH, TPYNIOBBIX U
WHIUBUAYAIbHBIX KOHCYJIbTAIMil, TEKYIIEro KOHTPOJS U MPOMEXKYTOYHOM aTTeCTalUU:
MYJIbTUMEUIHBIE CPEICTBA XpaHEHUs, Mepelaud U MpeCTaBlieHuss UH(pOpMaLNK; KOMILIEKC
TECTOBBIX 3aJIaHUH JIJIs IPOBEICHUS IPOMEXKYTOUHBIX U PYOEIKHBIX KOHTPOJICH.

[lomemienuss A CaMOCTOSITENBHOW — pabOThl  0OydYalolIUXCs:  MEPCOHAJIbHBIE
kommbioTepsl ¢ makerom MS Office, Beixogom B MHTEpHET M ¢ JOCTYIIOM B B3JICKTPOHHYIO
nH(OPMALIMOHHO-00pa30BaTENIbHYIO CPEAY YHUBEPCUTETA.

[Momemenne Juisi XpaHEeHUS U NPODUIAKTHYECKOTO OOCITYKHBaHHS y4eOHOTO
oOopynoBanus: mKapbl IS XpaHCHUs YUEOHO-METOJAMYECKOW JIOKYMEHTAIlUH, Y4eOHOTO
o0opynoBaHus U yueOHO-HAT I THBIX TOCOOUH.
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https://scholar.google.ru/
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IIpuioxenue 1

Y4e0HO-MeTOIMUYECKOe 0DecTiedeHHe CAMOCTOSATeILHOI padoThI CTY/IEHTOB

PabGora Hag moAroToBKOM /1€JI0BOM JOKYMEHTAIIUHN
B IIOHATHUEC «ACJIOBAst nepermcxa» BXOISAT:

® [KChMa, B TOM YHCJIE DIIEKTPOHHBIC
® MeMOpaHIYMBI (TaMSATHBIE 3aTIHCKH )
® pEeKOMeHJaTelbHbIe MMChMa

® pe3roMe

e cuera

®  JIOTOBOPHI

® THCHMO 0JIaroapHOCTh

e 3ampoc

® 3aka3

®  [HCHMO MOJATBEPKCHUE

Cmpykmypa 0e106020 nucoma
1. Aapec oTpaBuTens

JlomxkeH OBITh PacIojoKeH B MPaBOM BepxHeM yriy nucbMa. Clienyer ykazaTh HOMeEp JioMa, YIHILY, KOJT
(MHIEKC) TOpOAa, TOPOJI, CTpaHy, TenedoH.

[Ipumeuanue: B aMeprkaHCKOM BapHaHTE aHTIUHUCKOTO SI3bIKA aIPEC OTIPABUTEIIS, KaK
MPaBUJIO, pa3MEUIaeTCs B IEBOM BEPXHEM YTy, HI)KE JaThl MIIM B KOHIIE MHChbMa
MOCJI€ TIOJITUCH.

2. lata

CTpoKoii HHKe TIOCiIe aapeca muiercs aara B opmare wucio - mecsy - 200 (30 October 2011)

Ecnu nenoBoe muchMO MHIIETCS Ha GUPMEHHOM OJIaHKe KOMIAHUH, a/IpeC HE YKa3bIBaeTCs, a
Jlata MPOCTABJISIETCS] B BEPXHEM JICBOM YIITY.

3. Axpec noJrydaresst
B OpuTaHcKOM aHTJIMICKOM aJipec MoJIydaTesis MULIETCs Ha TOM e CTPOKe, Te U AaTa, UiH

CTPOKOM HUIKE.

B AMCPUKAHCKOM BApHUAHTC aHTJIMHACKOTO SI3bIKa apeC noJjriydareys MUImeTcsa AByMsl CTpOYKaMU
HHIKC aapecCa OTIIPABUTCIIA (I/IJ'II/I JaThbl, €CJIN aaApeC HC HI/IH_IGTCH).

4. IlpuBeTcTBHE
Ecnu Bel 3HaeTe umst 4enoBeka, K KOTOpOMY MHUILIETe IHChbMO, TPUBETCTBHE MOAACTCS B hopmaTe:

Dear Ms / Miss / Mrs / Mr / Dr + hamumus
HpI/I 06paH.IeHI/II/I K )KCHIIUHE UCIIOJIB3YOTCSA CIICAYIOMIUE CJIOBA:

Mrs — ecim oHa 3aMy)XeM
Miss — eciu oHa He3aMyKHSIsI

Ms — €CJIM HUYEro He U3BECTHO O €€ CEMENHOM CTaTycCcC, a TAKXXC B 06paH_[CHI/II/I K H€3aMy)KHCI71 JKCHIIIUHE.
Ecnu Bel He 3Haere noi ajpecara, MOXHO HAallMCaTh MOJIHOC UM, YITYCKAA TUTYIIL:

Dear Hadi Jalali

HMeercd HECKOIBKO BapHUaHTOB O6paH_I€HI/I$I K 4YCJIOBCKY, UMCHH KOTOPOIr'O Brrl He 3HaeTe:

K myxuune:



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

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

K xenmmuue:

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

Ecnu Bel He 3HACTEC, KTO 6YI[CT YUTAaTh NMCbMO — MYXYMWHA WA KCHIIUHA:

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

ITocne MPUBCTCTBUA CTABUTCA 3a1ATasi:

Dear Sir or Madam,

WJIH K€ TTYHKTYaIlMOHHBIH 3HAK MOXKET OTCYTCTBOBAThH BOOOIIE:
Dear Sirs

CornacHo ¢ Hopmamu American English - ucrions3yercs nsoerodmne:
Ladies and Gentlemen:

5. Tema nesmoBoro nuceMa

Crpokoit HiKe MPUBETCTBUS pazMeriaercs Tema nuckMa (British English). UtoOs! BbIIENHUTE €€,
UCIIONB3YIOTCS croBa «Subject:» nin «Re:», skupHbIil IpUQT 1K 3araaBHbIC OYKBBI.

Dear Sir or Madam,

Subject:  Order #1234/1

B aMeprKaHCKOM aHTJIMICKOM TeMa IIPOMUCHIBACTCS IIEPEl IPUBETCTBUEM.
6. OcHOBHAs 4acTh AEIOBOro IMMChMa

I[TepBoe ci10BO TeKkcTa mumIeTcs ¢ 60IbII0N OYKBBL. TeKCT — ciemayeT BIpaBHHBATH IO JICBOMY Kparo, a
rocye KaXkJIoro ab3ara mpormyckars onHy cTpoky. IlepBsiii ad3ai mpeacraBisier cobo0il BCTyIUIEHNUE, B
KOTOPOM OOBSCHSIOTCS IPUYMHBI HAIMCAHMs chMa. B mocneqyromux ad3amax 6onee AeTaabHO
n3naratorcs Bamm nenw, npuBoautes nadopmarys u T.1. B nmocjiennem ag3ame HeoOX0AUMO ITOJBECTH
UTOT | OITKCAaTh, 9ero MIMEHHO Brl oxxnmaere ot Bamrero agpecara. TekcT miucbMa JOIKEH OBITH 9€TKO
CTPYKTYPHPOBAH M CO3/1aBaTh ITOJIOKUTEIBHOE BIICUATIICHHUE.

7. 3aKIOYHATENIFHAS YACTh JEJIOBOrO MUCHMa
OT0 SKBHBAIEHT PycCKOro «C yBa)KEHUEM.../C HAMITYUIIINMHA TTOXKENAHU M. ...>»

B OGpuranckom aHTIIHIiCKOM, ecii Bel oOpammaerech k agpecaTy o UMeHH ((haMUIIAN ), UCIIOIB3YHTe
croBo «sincerely», ecau mer - «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 aHTJIMICKOM B TIOAMTMCH MOYET HAXOaUTCs JInIb «Sincerely», 1.x. «faithfully» we
ynotpeOnsercs.

B OJICKTPOHHBIX MACbMAX MOKHO HUCIIOJIB30BATh

Regards



Kind regards
Best wishes

HyHKTyaLH/ISI B 3aKJIIOYUTEIILHON YaCTH ACII0BOro NrMcChbMa - IO aHaJIOruu € MIPUBETCTBUEM,
PasaACIUTECIbHBIC 3HAKN JOJI’KHBL OBITH OJHMHAKOBBIC.

OtcTynuB BE CTPOUKHM OT TOcTenHero ab3ana, cineBa numercsBusiness (firm) to business (firm) ®upma
¢dupme

Yours sincerely/ Yours faithfully

C COOTBETCTBYIOIIUM ITYHKTYAI[HOHHBIM 3HAKOM,

yepes 4 cTpouKH (OCTaBIIAIOTCS IJISl MIOMIKCH) - KM ajipecaTa.
KT0 KOMYy MOXET mucaTh AeiIoBbIe TUChMa?

e Business (firm) to consumer — dupma moTpedUTENIo

e Job applicant to company 3asBuTens Ha TOKHOCTH KOMITAHUT
o Citizen to government official ~ I'paxnaHuH YMHOBHHKY

e Employer to employee = Hanumarenb COTPYIHHKY

e Staff member to staff member  CortpynHuk coTpyaHuky

Ilo KaKoMy 1oBOAYy MUINYTCHA AE€JI0BLIC nucbma?

e to persuade yoenuTh

e toinform nporH(pOPMHUPOBATH

e torequest CIIENaTh 3ampoc

e to express thanks BBIPa3UTh OJIAr0JapHOCTh
e toremind HAIIOMHHUTh

e torecommend pekoMeHIOBATH

e toapologize  u3BHMHHUTBCS

e tocongratulate mo3mpaBuThH

e toreject a proposal (of cooperation) or offer (of goods) orkazarbest OT IpeITOKEHNS O
COTPYOAHUYICCTBE UJIK OT TOBAapa

e tointroduce a person or policy — mpeacTaBuTh YeTOBEKa I HOBBIN KYpC

e toinvite or welcome  mpurIACHTH WK IPHBETCTBOBATH

e tofollowup  mposepurs (ucHonHeHue)

o to formalize decisions 3akpenuTs pemreHus

CranpaprHble BoipaxkeHus B [1€JI0BOM Nepenucke
1. O0pamenue

e Dear Sirs, Dear Sir or Madam  (eciu BaM He U3BECTHO MM aJipecaTa)

e Dear Mr, Mrs, Miss or Ms

e (ecnmu BaM U3BECTHO UMS aJ[pecaTta; B TOM Cllydyae KOIrJIa Bbl HE 3HACTE ceMeitHOoe
MOJIOKEHUE JKESHIIMHBI CIIEAYET MUcaTh Ms, Tpy0oii OITHOKOW ABJISIETCS UCTOB30BaHHE
(hpasst “Mrs or Miss™)

e Dear Frank, (B oOpareHny kK 3HAKOMOMY YEIIOBEKY)

2. Berynenue, npeapiayiee o0meHne.

e Thank you for your e-mail of (date)... Crmacu60 3a Bare muchbMo OT (Yucia)
e Further to your last e-mail... OTBeuas Ha Ballle UCHMO. ..
e | apologise for not getting in contact with you before now... S mpoury nporeHus,

YTO JI0 CUX TIOp HE HAIHCAJl BaM. ..
e Thank you for your letter of the 5 of March. Crnacu0o 3a Baie nmucbMo ot 5 Mapra



o  With reference to your letter of 23" March OTHOCHTENBHO BallIero nucbma ot 23
Mapra

e With reference to your advertisement in «The Times» OTHOCHTEITFHO Balleil peKIaMbl
B Taiimc

3. Yka3aHue NpUYHH HANMCAHUS MHCHMA

e | amwriting to enquire about 4 nuury Bam, 9TOOBI Y3HATh. . .

e | amwriting to apologise for S nunry BaM, 4TOOBI H3BHHUTHCA 34. ..

e |l amwriting to confirm S numry Bam, 9T0O GBI MOATBEPINTS. ..

e | amwriting in connection with I nuiry Bam B CBsI3H C ...

e We would like to point out that... Ml XoTenu Obl 00paTUTH Ballle BHUMAHHE Ha ...

4. IIpocuoda
e Could you possibly... He moruu OblI BB ..
e [ would be grateful if you could ... 51 ObIn OBl IPU3HATENEH BaM, €CIIH OBl BHI ...

e 1 would like to receive 51 ObI XOTEN MOMYYHTb. .....
e Please could you send me... He Moruin Ob1 BBI BEICTIATH MHE. . .

5. Cornamenue ¢ yca10BUAMHA

e [ would be delighted to ... 41 ObL1 OBI paj ...
e | would be happy to 51 GbUT OBI CYACTIIUB. ..
e | would be glad to 51 GbuT OBI pa...

6. Coo01enue MJI0OXNX HOBOCTEH

e Unfortunately ... K coxanenwuro...

e [am afraid that ... borocs, 4To...
e |l amsorry to inform you that MHe TsKENno coodmarh BaM, HO ...
e  Weregret to inform you that... K coxkayieHuro, Mbl BBIHYKIECHBI COOOIIUTE BaM O. ..

7. l'[ppmome}me K IUCbMY JOINOJTHUTEJbHBIX MATEPUAJIOB

e We are pleased to enclose ... MbI ¢ yIOBOJIbCTBHEM BKJIAIBIBACM. ..
e Attached you will find ... B mpukpernernom (aiize BBl HaiieTe. .
e Weenclose ... MBI TIpHIaraeM. . .

e Please find attached (for e-mails)  BsI Haiigere npuKpeIrUIeHHbIH (haiii. . .

8. Bricka3biBaHue 0J1ar0JaPHOCTH 32 NPOsIBJIEHHbIH MHTEpec

e Thank you for your letter of Crmacubo 3a Baile mucbMoO

e Thank you for enquiring Cnacu60 3a IpOsSBICHHBIN HHTEPEC. . .

e We would like to thank you for your letter of ... MasI xoTenu 651 HOOTarOKAPUTH BaC
3a...

9. [lepexon k aApyroii reme

e We would also like to inform you ... MBI Tak ke XOTeIn ObI COOOIUTH BaM O. ..
e Inanswer to your question (enquiry) about ... B oTBer Ha Bar 3ampoc
e [ also wonder if... MeHs Takxe UHTEpECYET. ..

10. lomosHuTEIbHBIE BONPOCHI

e [ am a little unsure about... $1 HEeMHOTO HE YBEPEH B ...
e [ donot fully understand what... f He 70 KOHIIa MTOHSLIT. ..
e Could you possibly explain... He Mormnu 051 BBl OOBSICHUTS. ..



11. Ilepexavya uapopManun

e [’m writing to let you know that... A nunry, 4To0BI COOOMIUTE O ...

e Weare able to confirm to you... MBbI MOXXeM TTOTBEPIUTS ...

e ] am delighted to tell you that... MBpsI ¢ y10BOIBCTBHE COOOILAEM O ...

e  Weregret to inform you that... K coxanenuto, Mbl BEIHYKIEHBI COOOIIUTE BaM O...

12. IIpenJioxkenue cBoeil momMouu

e  Would you like me to...? Mory nu s (caenars)...?

e If you wish, | would be happy to... Ecnu xoTHTE, 5 € pagiocThIo. . .
e Let me know whether you would like me to... Coo01ure, €k BaM IOHaI00UTCSI MOSI
TIOMOIIIp.

13. HamoMuHaHue 0 HAMeYeHHO BCTpPEUY€ WIHA OKUIAHUEC O0TBETA

e | look forward to ... 51 c HeTeprieHHEM K1Y,

e hearing from you soon  koryia cMOT'y CHOBA YCJIBIIIIATh Bac

e meeting you next Tuesday BCTPEYHU C BaMH B CICAYIONM BTOpHUK
e seeing you next Thursday scrpeun ¢ Bamu B UerBepr

14. IToagnucon

e Kindregards, C yBaxeHHeM...
e Yours faithfully, Vckpenne Bam (eciu umMs denoBeka Bam He n3BeCTHO)
e Yourssincerely, (ecau umst Bam n3BecTHo)

IIpurnamenue Ha MeponpusiTUe
Invitation

JlenoBbIe pUTTIAICHUsT OOBIYHO 0YeHb KpaTKu. CaMbIM BaXKHBIM B HHX SIBIISICTCS PABHIILHOE
o0OpaliieHre K MpUTIaIleHHOMY, €CITH 3TO JIMYHOE NIPUTIAIleHre. B TekcTe NOoMKHA coepKaThes
HeoOxorMast MH(OpMAIHsI 0 MECTE U BPEMEHH MTPOBEICHHUS, & TAKXKE O TIOBOJIC MEPOIIPHUSTHS, SCITH 3TO
HeobxomuMo. Ecin purnamenne obmee, oOpaiieHue JOIDKHO OBITh TOHSITHBIM, TEKCT OCTAHETCS

MIPEKHUM.
Dear Mr and Mrs Green, YBakaemble MUCTEp U MUccHUC [ puH,
We cordially invite you to our Name MBbI ¢ yI0BOJILCTBUEM ITPUTIIAIIIAEM Bac Ha
Scholarship Reception, in honor of all the | mprem 1o ciydaro BpydeHUs] KIMEHHBIX
donors to the College Scholarship Fund. CTHIICH/IUM, B YE€CTh JOHOPOB

CTUIICHAWAJIBHOT O (I)OHI[a KOJIIC KA.
HpI/ICM COCTOUTCA B POTOHI[C, c8 BE€UCpa
A0 IIOJIYHOYH.

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

Sincerely, Alumni Office

HUckpenne Bam, Oduc no aenam
BBIITYCKHUKOB

PexomMengareabHOE MUCHMO



A letter of reference, reference letter, reference

OOBIYHO PEKOMEHIATETFHOE MUCHMO HEBEIIMKO 10 00bEMY, Yallle BCEro He 00JIee OHOM CTPAHMIIBI.
eHHOCTH peKOMEHJAIIMY 3aKITI0YAETCS B MOAMKUCH TOT0, KTO JaJl PEKOMEHIAIIHIO.

CylIlecTBYIOT OOIICTIPUHATHIC CTaHIAPTHI COCTABICHUS PEKOMCH AN

0OBIYHO PEKOMEHIATEIHHOE MUCHMO MUIITYT Ha GUPMEHHOM OJaHKe

nata 0OBIYHO CTABUTCS CBEPXY, JIMOO CIipaBa, MO0 CclieBa

IO0CJIC AaThl, O6paIH€HI/I$I ACJIar0TCA OTCTYIIbI, @ B HA4YAJIC 21633113 OTCTyIla HET, TCKCT

pa30ouBaeTcs Ha a03allbl

TCKCT BBIPABHHUBACTCA 110 IIMPHUHC

B KOHIIC CTAaBUTCA MOAINMUCH 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.

The referee has shown also a good working
knowledge of languages, computer, and the
ability to work with great consistency and
attention to detail. He/she is highly
motivated individual who works will in a
team, and who can also be quite
independent. He/she is extremely reliable.

The referee will be an asset to any firm.

Signature

Hata (mecsit/neHs/To)
TeM, KOro 310 Kacaercs:

Hacrosimiee nucbsMo npeacTaBiset
OTIMCaHUE U OLIEHKY paboThl (MMs), TaHO
Tt Oyyteit paboThI B ...

Pabotas y Hac B ouice, OH/OHA OTIUIHO
MIPOSIBUJI CeOsI, BHITTOTHSS CIICTYIONTHE
3aJaHud ... W ITI0Ka3ajl 0CoObIe
CIOCOOHOCTH B ... . PeKoMeH1yembIii
SIBJISICTCS] YEJTOBEKOM OYEHB TIPHIICKHBIM 1
CO3HATENBHBIM, C Pa3BUTHIM YyBCTBOM
oTBeTCTBeHHOCTH. OH/OHA TaKXKe
CYIIIECTBEHHO Pa3BUJI HABBIKU
MEKIUYHOCTHOTO OOIIEHHS.

PeKOMeHHyeMLIfI IIOKa3aJ TAKKE XOPOIIHC
3HaHUA A3BIKOB, KOMIIBIOTCpA U
CIIOCOOHOCTH pa6OTaTL C IIOCTOAHHBIM
MMPpUIJICIKAHUC 1 BHUMAaHUECM K ACTAJISIM.
On/oHa SIBJISIETCS BBICOKO
MOTHUBHUPOBAHHBIM YCJIOBCKOM, KOTOpBIﬁ
OTJINYHO pa60TaeT KaK B KOMaHJZAC, TaK U
caMmocTosTenbHo. Ha Hero/nee BCCraa
MO>KHO ITOJTIOXKHUTHCA.

PexomenyeMblii CTaHET LIEHHBIM
COTPYIHUKOM JIF000H (PUPMBIL.

Iloanuce




Pe3rome

Resume, Curriculum Vitate, CV

Kpome crnoBa résumé, ucnonszyercs cokpamienue CV. [IpousHocar ero npocto mo 6yksam. I1a
ab0peBmMaTypa HCIOIb3yeTcs BMECTO JaTuHCKUX cioB Curriculum Vitate — onucanue (mporpamma)
xu3HH. KoHEeuHO, B TaHHOM CiTydyae Mmojjpa3yMeBaercs olMcanne Baeld mpodeccuoHanbHOM KU3HU.

CyllecTBYIOT OOIICTIPUHSATHIC PpaBUiia cocTaBiaeHue résume, niu CV:

B HAYAJIC MTOJHOCTBIO YKA3bIBAKOTCA UM COUCKATECIA U KOHTAKTHBIC JJAHHBIC

Jlasiee clielyeT nepeynciieHne npo(eccuoHaIbHOTO ONBITA, €CJIN €CTh

YKa3bIBACTCA UMCIOIICCCA O6pa3OBaHI/I€

JIpyrue cBeAeHus 0 mpodeccun u 00pa3oBaHUU, HAIPUMED, KYPChI MTOBBIIICHUS
KBTI (UKAITIHI

yOIMKaIMK, BBICTYIIJICHUS Ha KOH(DEPEHIUAX, ydacTHe B MPOEKTax (€CIU 3TO UMEET
OTHOIIEHHE K KEJIaeMOU JTIOJKHOCTH)

XPOHOJIOTHS BRICTPAUBAETCSI B 00OpPAaTHOM TIOPSIZIKE, TO €CTh BBl HAUMHAETE C IMOCIIETHETO
110 BPEMEHHU COOBITHS

KpaTKO MEPECUUCTIAIOTCA JOCTOMHCTBA, TO €CTh 000CHOBKIBAETCS Ballla HpO(beCCI/IOHaJ'II)Haﬂ
IIPUTOJHOCTH

pe3toMe TOJIKHO OBITh YA0OHO JUIsl UTE€HUS, TO €CTh OTQPOPMATHPOBAHO IO LIUPUHE, C
OTCTYNaMH, MO3BOJISIOIIUMU JIETKO YATATh TEKCT

00beM pe3toMe He JOJHKEH MPEBBIMATh 1-2 cTpaHuI]

Ha3Banue — CV mwim résumé — MUIieTcs, Ho He SIBIIIeTCA 00I3aTeIbHBIM

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



mailto:Julia_Khann@yama.ru

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.
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

3anoJHeHNEe aHKEThI

Job Application Form




Kornma BaM HEOOX0IMMO 3aIIOJTHUTH aHKETY, HAIIPUMEp 3asIBJICHUE O MPUEeMe Ha padoTy, Tpedyercs
MMOHMMATh, YTO TaM HAIMCAHO U MPABUJIBHO 3aTI0JTHUTH COOTBETCTBYIOIIME pa3ieinbl. OOBIYHO BBIIACTCS
OJIaHK, T]Ic HY’)KHO BIMCHIBATh CBOM JlaHHBIe. Hampumep:

Job Application Form bnank 3asBieHus 0 mpueme Ha paboTy

Post/position applied for Ha xakyro J0/KHOCTD XOTHTE MonacTh. [Tumure
MMEHHO Ha3BaHWE BAKaHTHOM JIOJDKHOCTH, a HE
Ha3BaHUe podeccui.

College/University/School Kakoii koJute/ K/ yHUBEPCUTET/IKOJTY ITOCEIIAH.

attended AMEpUKaHIIBI Ha3bIBAIOT «IIKOJIOW» JTH000€ yueOHOe
3aBeJICHHE.

Qualifictions KBamuduxanus. [lepeuncnure Bce HaBBIKA U YMEHHS,
KOTOPBIE CUMTAECTE BAKHBIMH IS TAHHOM
JIOJKHOCTH.

Age at Graduation Bospact 1mo okoHYaHHH yueOHOTO 3aBEACHUS.

[TumuTe TOT BO3pacT, KOTAa BBl MPEKPATHITH YIeOy.

First Job [TepBas pabora. CiioBo job o3HadaeT paboTa,
JIOJDKHOCTB. YKa3bIBaiTe, KEM UMEHHO paOOTaIH.

Length of Employment at CKOJIBKO BPEMEHH MPpOopaboTaan Ha TPEKHEH
Previous job JIOJDKHOCTH. YKaXXUTE, CKOJIBKO JIET U MECALIEB
popaboTalii Ha IPEKHEN JOJKHOCTH.

Reason for Leaving [Iprunna yBonbHeHusa. CTapalTecTh YKa3blBaTh
HeWTpanbHYI0 npunHy, Hanpumep: Contract Expired
— HMcTek KOHTpakKT.

Interest(s) NHrtepecsl. YKaXuTe, 4TO UMEHHO IPEANIOYUTACTE
JIeNIaTh WIN Balll CUJIbHBIE CTOPOHBI.

Special Skills Oco0ble HaBbIKK U yMEHUS. [loNIOTHUTEIbHEIC
HABBIKU U YMEHHSI.

Other Jpyroe. 31ech BBl MOKETE yKa3aTh, HAPUMED, YTO
npeanoyuTaeTe padoTaTh 10 BeyepaM MM YTO BaM
HE BaXXHO, KaKas CMEHa BaM JIOCTaHETCH.

[Tucsmo-3ampoc

Inquiry Letter

HI/ICBMO-3aHp0C MOJKET OBITh COCTABJICHO IO Pa3HbIM MMOBOJAAM:

3aKa3 000pyI0BaHUS

OpOHMPOBaHNE TOCTHHHUIIBI U OUJIETOB
apCHJia TOMCIICHUS

pa3MeleHne peKIaMbl




| 3a1IpOC 0 BO3MOKHOCTH COTPYIHMYECTBA

[Mucemo-3ampoc nnpopmanuu (Inquiry Letter) ornpamsiercs, Korja HeoOX0IMMO MOTY4UTh Oojee
noapoOHYI0 HHPOPMAIIO 00 MHTEPECYIOIIEM Bac TOBape MK YCIyTe.

B nauane nucema CJICAYCT NOMECTUTh HAa3BAHUC U aAPCC BaIlck KOMITaHMH, HUXKE JOJDKHO UATH

Ha3BaHNWEC KOMIIAHWH, B KOTOPYIO BbI O6paHIaCTCCI). CocCTaBUTh TEKCT MHChMAa BbI MOXKETE C IIOMOIIIBIO

CIIEYIONINX CTaHIAPTHBIX BBIPAKCHHIA.

1. OdunmansaOE 0OpaieHue,
HOCKOJIBKY C a/IpecaToM BBl HE
3HaKOMBI.

Dear Sir / Madam (YBakaeMblIif TOCIIOMH/TOCTIOKA),
Dear Sirs (YBaxaemsie rocnoaa). OOpamenue
“Dear” 00bIYHO IIEPEBOAUTCS KaK
“yBakaeMblil/yBaxkaemasi”’, a Ipu 0OpalieHNH K
OJIM3KOMY YETTOBEKY KakK “‘7oporoi/moporas’.
OpHaKO MOXKHO H HE TEPEBONTH, B 3aBHCUMOCTH OT
TOHA IIMCHMa.

2. YkazaHue UCTOYHUKA
“H(pOpMaIIUK O KOMIIAHUHU

With reference to your advertisement (wmu coxparr. —
ad) in... OTHOCUTENHHO BaIICil PEKJIAMBI B ...
Regarding your advertisement (11 COKpaIeHHO —
ad) in ... KacarenpHO BaIieil peKiIambI B ...

3. IIpockba BeICTIATH HEOOXOAUMBIC
JaHHBIC

Could you please send me ... He mormu 0561 BbI
BBICJIATh MHEC ...

I would be grateful if you could... 5 Gbut GBI
OylarogapeH, e€Ciu BHI. ..

Can you give me some information about... Mosxere
JIM BBI 1aTh MHE HH(OPMAIIHIO O. ..

Could you send me more details... Mornu ObI BbI
BBICJIATh MHE T0JIpOOHYIO HH(OpMAIHIO. . .

4. JIonoJHUTENIbHBIE BOIIPOCHI

I would also like to know ... 5 ObI Taxke xoTen
y3HaTh...

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

5. Iloamnuce

Yours faithfully, C yBaxxenuem, (ecnu B
oOpaleHny mMchMa He Oblia yKa3zaHa (haMuus
MOJTy4aTeds)

Yours sincerely, HWckpenne Bar, (eciu B
oOpaieHny muchbMa Oblia yKazaHa haMuiius
noJIyyaTens)

HeszaBucumo ot npeamera o6cyxaeHus, GopMyIHPOBKH COCTaBIEHHsI TAKOIO JAEIOBOr0 MHChMa

OCTarlOTCA CXOXXKHMH.

Dear Sirs,

Translation Brochure

translation services.

Sincerely ...

I should be grateful if you would send us 51 Obi ObI BaM OJarosapeH, eciu Obl Ba
your brochure and price list about your BBICJTAJIM MHE Bally OpoIIopy u mpaiic-

YBaxkaeMmbie rocmionaa,

ITo moBoy bpouttops! o nepeBoze:

JHCT 00 yciyrax Mo MepeBoay.

Hckpense ...




OtBer Ha 3anpoc HHpOpMaLUH

Inquiry Letter

Koraa kommanus monmy4aer mucbMo C IPOCbOOH BBICIATh OAPOOHYIO HH(OPMALIUIO O €€ POAYKIIUH,

TOBApPEC UJIN YCIYTre, B OTBETHOM IMUCbME OYCHb BAKHO ITPOU3BECTU 6HaFOHpI/IHTHOC BIICHATJICHUC Ha

MOTEHIINAJIBHOTO KIMEHTa WM MapTHepa. BexXTMBBIN, IpaMOTHO COCTaBIICGHHBIH OTBET 00513aTEILHO

Oyzer criocoOCTBOBATh CO3AaHMIO MOIOOHOr0 BIICUATIICHHS.

1. Obparenue

Dear Mr, Ms

YBaxxaeMBbIil TOCITOMH, TOCTIO KA

2. bnarogapHOCTh 3a OKa3aHHOE BHUMAaHHE

Thank you for your letter of ...

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

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

Meg1 xoTenu Ob1 oOIaroJapuTh Bac 3a
IIPOSIBJICHHBIN MHTEPEC. ..

3. [Ipenocrasnenue TpedyeMoit
nHdopmanuu

We are pleased to enclose ...

MBI ¢ yI0BOJILCTBUEM BKJIA/IBIBAEM. ..

Enclosed you will find ...

B npukpennienHoMm ¢aiine Bbl Haligere. ..

We enclose ...

MEI1 npusiaraem. ...

4. OTBET Ha JOTOJHUTEIBHBIE BOITPOCHI

We would also like to inform you ...

MBI TaKkxke XoTeau ObI COOOIIMTH BaM O...

Regarding your question about ...

OTHOCHUTENBHO BaIlleTo BOIPOCa 0. ..

In answer to your question (enquiry) about

OrtBeyast Ha Baml BOIIPOC O. ..

IJI0JIOTBOPHOE COTPYAHUUYECTBO

5. Bricka3pIBaHue HaaeK bl Ha JalbHENIIee

We look forward to ...

Mg1 HaneeMmcst / 0)KUIaeM

hearing from you

YCIBIIIATH BaC CHOBA (TIOJyYHTh OT Bac
cooO1ieHune)

receiving your order

IOJIYYHTH OT BAaC 3dKa3

welcoming you as our client (customer)

Bbl CTAHETC HAIlIUM KIMCHTOM

6. Ilognuch

[TomHHuTE, KOT/Ia BBI OOpamaeTech K YelOBEKy, UM KOTOPOTO BaM HE U3BECTHO, CIEAYeT IHUCcaTh Y ours

faithfully’ , a xornma ykxaspiBaere ums, gpammiiio — “Yours sincerely’,

IIpumep oTBeTa Ha 3anpoc MHPOPMALUH




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

New York, NY 12009

Kenneth Beare — ums u dpamunus agpecara

Administrative Director — go/pKHOCTB aapecara

English Learners & Company — HanmMeHoBaHUE HUPMBI-
ajpecara

2520 Visita Avenue — aapec pupmbi-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!

biarogapum Bac 3a Bam 3anpoc ot 12 ceHTs10ps1, B KOTOpOoM
Brbl cipamuBaeTe o HaieM AEWCTBYIOIIEM KaTajore.

C yIoBOJIBCTBHEM MPHIIAraeM Hallly MOCJIEeIHIO OpOIIopYy.
MBI Takke XOTUM cooOuTh Bam 0 ToM, 4TO coBepIleHue
MOKYIIOK OHJIaliH BO3MOJKHO Ha caiite http://jacksonbros.com.
Hagneemcs, uto Bbl cTaHeTe HalIMM KIIMEHTOM.

Hckpenne Ba.

(moamuce)

JIOKHOCTB

Pa0oTa no BbINOJIHEHUIO TMeEPeBOJA TEKCTOB

I[Tpu nepeBozie TEKCTOB IOMHUTE O CICAYIOLIEM:


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

Teker, npeqHa3sHauYCHHBIN AT IIEpEeBOJa, HEOOXOANMO paccMaTpUBATh Kak €INHOE
CMBICIIOBOE LIENIOE.

Hauunates nepeBon Hazo ¢ Ha3BaHuA TekcTa. OHAKO, €CIIU IEPEBOJ 3araBusl BbI3bIBAET
3aTpyJHEHNUS, €r0 MOKHO OCYILLECTBUTH MOCIIE MIEPEBOJIA BCETO TEKCTA.

[Ipexne yem nepeBOaUTH TEKCT, BHUMATENIBHO MMPOYTUTE €ro, CTapasich MOHATH €ro odiee
coJiep)kaHue W HarnpaBieHHOCTh. O0palaiiTe BHUMaHue Ha UHTEPHAIIMOHATILHBIC CIIOBA,
peanuu, 1aTel U T.1.

IIpouuTaiiTe BECh TEKCT, IPUCTYIANTE K IIEPEBOAY OTAEIbHBIX NpennoKeHuN. IIoHsaTh
MpeUIOKEHNE — 3HAUUT BBIICHUTH HE TOJIBKO 3HaYEHHE KaXKIO0ro CJI0Ba, HO U YCTaHOBUTH, B
KaKoM CBSI3M HAXOAATCA APYT C ApyroM cioBa. He cienyer BHITUCHIBATH CIIOBa cpa3y U3
BCEro TEeKCTa, Tak Kak OMHO U TO K€ CJIOBO YacTO UMEET HECKOIbKO 3HAUEHHH, KOTOpbIE He
MIOXOJAT [T JaHHOTO TEeKCTa.

[epBoHaYaNBHBIH MTEPEBOJ] MOXKET OBITh JIOCIIOBHBIM, OOJIErYaIONINM TTOHMMAHHE OCH OBHOTO
CMBICIIa TEKCTA. 3aTeM CIIEeAYyeT MPUCTYIUTh K €r0 CTHINCTUIECKOH, TUTepaTypHOI
00paboTKe, JJIs 4ero Hajo MOAOUPATh CIIOBA U CJIOBOCOYCTAHUS, HAM0OJIee YETKO
Mepearoie CMbICH MEePEeBOTMMOro TekcTa. [lepeBos qomkeH ObITh TOYHBIM, a HE
OyKBaJIbHBIM, JIOCIIOBHBIM. TOYHOCTB TIEpEBOIa — 3TO KPATKOCTh, BEIPA3UTEIBHOCTD,
JIOTHYecKas MocaeloBaTeNIbHOCTh, YeTKOCTh M3JIOXKEHHs TEKCTAa OPUTHHANA U COOTBETCTBHE
€ro HOpMaM PYCCKOI0 JINTEPATYPHOT O 5i3bIKa. byKkBajIbHBIN MTEPEBO CBOAUTCS K
MEXaHWYEeCKOW MOJICTAHOBKE PYCCKOT'O CJIOBAa BMECTO aHTIMIICKOT0 6€3 y4yera ero CBsizu B
MIPEUIOKEHNUH, 9TO OOBIYHO MPUBOJUT K OECCMBICIUIIE I HCKAYKEHUIO CMBICIIA TIEPEBOJIMOTO
TEKCTa.

IIpu nepeBojie nomycKaercs:

a)
b)
c)
d)

e)

M3MEHEHHE MOPSAIKa CIOB B IPEATIOKEHUN
MIEPEHOC OTIENBHOTO CJIOBA U3 OJHOTO MPENIOKEHHS B JPYTOE,

0o0BeMHEHNE IBYX WIIA 00JIee IPEIOKEHUH B OTHO FITH HA000pOT

no0aBJIeHrEe OTCYTCTBYIOIINX B TEKCTE CJIOB, HO TPEOYEMBIX IO CMBICITY CJIOB M, HA00OPOT,
OITyIIEHUE OT/AENTbHBIX CJIOB OPUTHHAIHHOTO TEKCTA HA PYCCKOM SI3bIKE,

3aMeHa OJHOW YacCTH peuH IpYyrou

IIpu nepeBoze NONB3yHUTECH CIIOBAPEM.

Urto6b1 paboTa co cioBapeM He OTHUMala MHOTO BPEMEHH, CIIEAYeT:

v/ XOoporIo 3HaTh ajI(aBuT , TAK KaK CIIOBA PACIIONIOKEHBI B alI(paBUTHOM MOPSIIKE HE TOIHKO IO

nepBoii OyKBe, HO U 10 BCEM IOCIIEAYIOIINM;

v HOMHHTB, YTO CIIOBA JaHBI B MX HCXOAHOW (GopMme, T.e. TIarojibl — B HHOHHHUTHBE,

CYIICCTBUTCIBbHBIC — B 06H_I€M maacikKe, CAMHCTBCHHOM YUCIIC, ITPUJIAraTejibHOC — B
MOJIOKUTENBHON cTeneHu. [locne KaKa0ro cjioBa B CJIOBAPC UCIHIOJIb3YCTCs COKPALLICHUC,
0603Haan0Luee MNPUHAJIC)KHOCTD CJIOBA K onpez[eneHHoﬁ JacCTH pcUu.

adjective a. IpUJIaraTelibHoe
adverb adv. Hapeuue
conjunction Cj. COI03
noun n CYIIECTBUTEIILHOE
numeral num YHCIUTENHHOE
plural pl MHO>KECTBEHHOE YU CJIO
preposition prep peior
pronoun pron MECTOMMEHHE
verb % TJ1aroJt




Caenyer nOMHHUTD!

Henb3s 3moynorpebisath on-line mepeBoqunkamu, a €Ciid UCIOJIb3YEeTe UX, TO HeOOXOAMMa Cephe3Has
penakTypa nepeBeneHHoro Texkcra!l!!

Tak, nanpumep, Google Translate (http://translate.google.com/) — sto cucrema crarucriuyeckoro
MaLIMHHOIO MEPEBOJIA, YTO O3HAYaeT, uTo GT-cHCTeMa He aHATM3UPYET CMHTAKCHC TEKCTA HA OCHOBE
KaKMX-TO CTPYKTYPHBIX MpaBwil. OHa BbIIAeT Haubojlee BEPOSTHBIN MEpeBOJI MPEIOKEH S UITU CJIOBA,
OCHOBAHHBIH HA CTATHCTHUKE HAKOIUIEHHBIX Y€JI0BEYECKHX MEPEBOIOB. B OCHOBE aHajM3a IIPU 3TOM YacTo
JIEKAT KOPOTKHE LETIOYKH BCETO M3 HECKOIBKHUX CIIOB. DTO O3HAYAET, YTO KOT/[d CHCTEME HE XBATAET
JAHHBIX JIS1 KOMILIEKCHOTO CTATUCTHYECKOTO aHaJIM3a MM KOT/Ia B A3bIKaX OPUTHMHAIIA U TIEPEBOJIA
CYIIECTBEHHO Pa3iMyaeTcs MOpsIoK cioB, To GT BbIIaeT TapabapuMHy MM MPOCTO IEPEHOCHUT B
TIEPEBOJI T€ CIIOBA OPMTUHAIA, JUIS KOTOPBIX y HEE HET MePEBOIA.

PaboTa Hax MOATr0OTOBKOI BHICTYNJIEHUS

Cmpykmypa evicmynjieHus.
- Berymienune momoraer oGecnednTs yeeX BBICTYIUICHUS 10 JIo0oi TemaTnke. Beryruienue J0mKHO

COZIepKaTh: Ha3BaHUE, COOOLIEHNE OCHOBHOM HJIeH, COBPEMEHHYIO OLICHKY IIpeIMeTa U3JI0KEeHNU,
KpaTKoe MepeUnCICHUE PACCMAaTPHUBAEMBIX BOIIPOCOB, )KUBYIO HHTEPECHYIO (HOPMY H3IIOKEHHUS,
aKIEHTHPOBaHNE BHUMAHH Ha BA)KHBIX MOMEHTaX, OPUTHHAIBHOCTD Moaxoaa. OCHOBHAS 4acTh, B
KOTOPOH BBICTYMAIOIINI JODKEH TITyOOKO PACKPBITh CYTh 3aTPOHYTOH TEMBI, 0OBIYHO CTPOHUTCS IO
HNPUHLUITY OTYETA.

- 3amaya OCHOBHOM YaCTH — MPENCTABUTH TOCTATOYHO JAHHBIX JJIS TOTO, YTOOBI CITyIIAaTEIH
3aMHTEPECOBAMCH TEMOM M 3aXOTEIH 03HAKOMHUTHCS ¢ MaTepranamu. [Ipu 3ToM jorudeckasi CTpyKTypa
TEOPETHUUECKOro 0JI0Ka He JTOJIKHBI JaBaThCs 0€3 HAIISAHBIX MMOCOOUM, ayqH0-BU3YyaIbHBIX U
BU3yaJIbHBIX MAaTCPHAIIOB.

-3aKIroveHune - ICHOe, YETKOE 00O00IICHIE W KPATKHE BRIBOJIBI, KOTOPBIX BCETAA JKIYT CIYIIATENH.

A) Obmure peKOMEeHIAIHH

- [Ipu noaroToBKe BHICTYIUICHUS YUUTHIBAHTE HHTEPEC U MOATOTOBKY CIIyLIaTeNnel, nx
OCBEAOMJIEHHOCTh O TEME BAILEr0 BBICTYIUICHUS;

- TmareabHO npoz[yMaﬁTe IJIaH BBICTYIIJICHU . OnHo AOJIKHO BKJIIOYAaTh BBEACHNUE, OCHOBHYIO YaCTbh U
3aKJIHOYCHHUC.

- 3apaHee onpenenuTe KIIFoueBble MOMEHTHI, Ha KOTOPBIX HAJI0 CENaTh YIIop, UX
MTOCTIEIOBATENHFHOCTH (TAKIMX MOMEHTOB JIOJDKHO OBITH HE MHOTO, YTOOBI HE MTEPErpyKaTh CITyIIaTeneii).

- CocraBbTe Ballle BBICTYIUUICHHE TaK, YTOOBI paccka3 3aHUMAal 1o BpeMeHu 5-7 muHyT. [loMHUTE, 9TO
XOpOILIO BOCIIPUHUMAETCS] SMOLIMOHAIIEHOE M KOPOTKOE 110 BPEMEHH HU3JIOKEHUE MaTepraia ¢
WCTIOJIb30BAHUEM MHTEPECHBIX PUMEPOB.

- Ynorpe0istiiTe TONBKO MOHATHBIE BAM TEPMUHBL.

- Pacrutanupyiite ncnons3oBaHue CPEACTB HATISITHOCTH - OHH JOJDKHBI COITPOBOXIAThH
BBICTYILICHHE, TIOTYEPKUBATH KITFOYEBBIE MOMEHTBI ¥ IOMOYb CIIYIIATENSM MPEICTaBUTh, TO O YEM HIET
pedb.

- [IpoBeauTe peneTUIio CBOEro BEICTYILIICHUS U JOBEIUTE €ro 10 HY>KHOU MPOJOIKUTEIbHOCTH.
B) Pexomenatyu BeICTyHAIOIIEMY

- Heckoabko FJ'Iy60KI/IX BJOXOB NEpca HA4YaJIOM BBICTYIUICHUSA TIOMOT'YT YHATH BOJIHCHUC. HYMaf/'I 0
TEX, KTO TEOS CJIyIIacT, Kak €ClIn OBl BCE OHU OBLIN TBOUMM APY3bsIMU.
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- Haunute cBOE BBICTYIIIEHHE C TPUBETCTBUS.
- Ornacurte Ha3BaHHUE BAIIEro MPOEKTa, CHOPMYIUPYHTE OCHOBHYIO HJICIO M TPUIMHY BHIOOpA TEMBL.
- He 3a0piBaiiTe 00 yBa)KEHUH K CIIyIIATEISIM B TEYCHUE CBOETO BBICTYIUICHUS (TOBOPHUTE BHSTHO).

- CrapaiiTech YCTaHOBHUTb 3pUTEIBHBIA KOHTAKT C ayTUTOPUEH - 3TO MOMOXKET TeOe BBI3BATh HX
CHMITIaTHIO, KPOME TOT'O IJ1a3a TeX, KTO TeOs CIyIIaeT, MOKaKyT, HACKOIBKO UM HHTEPECHO, TO YTO ThI
TOBOPHILIb.

- [loGnaropapure ciymaTenei 32 BHUMaHUE, & PyKOBOJUTEIS - 32 TIOMOIIb.

- B koH1ie BrICTYIIIEHHS TeOe MOTYT 334aTh BONpockl. OTBET HaYMHAHN ¢ OJaroJapHOCTH 33 BOIIPOC.
BocnpuanMaii kax i BOIpoc Kak CBUAETEIbCTBO HHTEpECa MYOJIHKH K TBOEMY BBICTYIUICHHIO H K TeOe
nu4HO. [IoMHM: TOTTOTHUTENBHBIE BOIIPOCHI - 3TO IIAHC el pa3 MPOJEeMOHCTPUPOBATH CBOIO IPYAUIIUIO!

Kpumepuu CAMOOUYEHKU 6bICMYNIIEHUA.
. AXTyanbHOCTb BHIOPAHHOW TEMBI

. I'myGuHa packpbITHsI TEMBI

. IlpakTrdeckasi IEHHOCTH IPOEKTa,

. KomnozuiimonHas cTpoifHOCTb

. CooTBeTCTBUE IIAHY

. OG0CHOBaHHOCTH BBEIBOJIOB

. [IpaBHIIBHOCTD ¥ TPAMOTHOCTH O(OPMIICHUS
. AKKYpaTHOCTb U Ju3aiiH 0(OpMIICHUS

O 0 9 N D W N~

. ComepkaTenbHOCTh MPUIIOKEHU I

10. Beictynnenue Ha 3amuTe(yMEHHE U3JIOKUTH caMoe IIEHHOE, OTBEYaTh Ha BOIIPOCHI, 3alUIIATh
CBOIO TOYKY 3pCHUS)

11. UroroBas oreHKa.
PaGoTa Hax MOATrOTOBKOI  Npe3eHTaIuii

IIpe3eHTanms, COTIacHO TOJKOBOMY CIIOBapro pycckoro sibpika [I.H. YmakoBa: cmoco6 momaum
nHpopMaIuy, B KOTOPOM IPUCYTCTBYIOT PUCYHKH, (ororpaduu, aHumanus u 3Byk. [l mOAroTOBKU
MIpe3eHTallnd PEKOMEHIyeTcsl ucnoib3oBaTe: PowerPoint, MS Word, Acrobat Reader, LaTeX-oBckuit
maker beamer. Camas mpocras mporpamMmma sl co3manus mpeseHTanmii - Microsoft PowerPoint. s
MONTOTOBKM  TNPE3EHTalMd HEeoOXomuMo co0patb W 00paboTaTh HaYallbHYIO WH(OpMAIIHIO.
[locnenoBaTenbHOCTh MOArOTOBKHM mpe3eHTanuu: 1. Uérko chopmynupoBaTh LENb NPE3EHTALUU: BbI
XOTHTE CBOIO ayAWTOPHIO MOTHBHPOBAThH, YOCAWUTH, 3apa3UTh KAKOH-TO MAEEH WM MPOCcTO (OpMaIbHO
otunTaThes. 2. OnpenenuTs KakoB Oyner GopMaT Hpe3eHTalMH: KUBOE BBICTYIUICHHE (TOTa, CKOJIBKO
OyZer ero MpoAOKUATENFHOCTD) WIIH JIEKTPOHHASA pPacChllka (KakoB OyIeT KOHTEKCT Mpe3eHTaIun). 3.
Oto0OpaTh BCIO COAEP)KATENbHYIO YacTh [yl IPE3EHTAUUH M BBICTPOUTH JIOTHUECKYIO LEHOYKY
npeacraBieHus. 4. OnpenenuTs KIIOUEBbIE MOMEHTHI B COAEPXAHMM TEKCTa M BBIACIUTH HX. 5.
OmnpenenuTs BHUIBI BU3yaldH3alWU (KapTUHKH) A1 OTOOpa)KEHHs MX Ha Cllaiilax B COOTBETCTBUM C
JIOTUKOM, TIeJbIO U crienudukon marepuana. 6. [lomodpats nu3aiiH 1 popMaTUpOBaTh CHAN BT (KOIMIECTBO
KapTHHOK M TEKCTa, HUX DAacloloKeHHe, IBeT u pa3mep). 7. llpoBepuTh BHU3yanbHOE BOCHPUSTHE
npeseHTaunu. K BuIaM BU3yalM3alUd OTHOCATCA WUIIOCTPALMM, 00pasbl, JUarpaMMbl, TaOJUIIBI.
Hnmocmpayus - npencTaBlieHne PeaIbHO CYIIECTBYIOLIETO 3pUTENBHOr0 paga. O6passi - B OTIMYHE OT
wuniocTpaudii - Meradopa. Mx HazHaueHWe - BBI3BaTh SMOLMIO M CO3JaTh OTHOLIEHHE K HEH,
BO3/I€HiCTBOBaTh Ha ayauTopHio. C IOMOIIBIO XOpOIIO NMPOAYMAaHHBIX M TNPENCTaBISEMBIX 00pa3oB,
nH(pOpPMAIUS MOXKET HaI0NT0 OCTATHCS B MAMSTH YeloBeKa. /Juaspamma - BU3yaau3anns KOIMYeCTBEHHBIX
W Ka4yeCTBEHHBIX CBs3ed. X wucmonmb3yloT i yOemuTenbHOM JAEMOHCTpalMK JaHHBIX, UL
MPOCTPAHCTBEHHOI'0 MBILUICHHUS B JIOMOJHEHUE K JIOrnyeckoMy. 7abnuya - KOHKPETHBIH, HATISIAHBIA U
TOYHBIH NIOKa3 TaHHBIX. E€ OCHOBHOE Ha3HAaYeHUE - CTPYKTYPUPOBATH HHPOPMALHMIO, YTO IOPOH obierdaer
BOCIIPHATHE MJAaHHBIX ayauTopued. [IpakThdeckue COBETHI MO TOATOTOBKE NPE3EHTALMKU TOTOBHTE



OTAENbHO: TIEYaTHBIH TEKCT + Claiipl + pa3gaTOuHBId MaTepuai; Claiibl - BHU3yalbHas MMojada
nH(pOpPMalUK, KOTOpass OOJDKHA COAEpXKAaTh MUHHMYM TEKCTa, MAaKCHMyM H300pa)KeHWH, HEeCYIIUX
CMBICIIOBYIO Harpy3Ky, BBITJISICTh HATJISAJHO M MPOCTO; TEKCTOBOE CONEpKaHME MPE3EHTAIMH - YCTHas
peyb WM UTeHHE, KOTopas MAOKHA BKJIIOYATh ApryMEHTHI, (akThl, JOKA3aTeNbCTBA W 3MOLUU;
pEKOMeHTyeMoe Yrcio cnaiifioB 17-22; obs3arenbHas nHGOpMaus A Ipe3eHTaluu: TeMa, GpaMumms u
WHULHMATG] BBICTYMAIOWIET0; TIJIaH COOOLICHHUS; KpaTKue BBIBOABI M3 BCETO CKAa3aHHOIO; CIIMCOK
WCTIOJIb30BaHHBIX UCTOYHUKOB; Pa3laTOUYHBIA MaTepUal - JOJKEH 00eCleunBaTh Ty JKe TIIyOUHY U OXBar,
YTO W JKUBOE BBICTYIUICHWE: JIOAW OOJbIlEe JOBEPSIOT TOMY, YTO OHHM MOTYT YHECTH C COOOii, ueMm
UCUE3aIOIUM HM300pa)KeHUsAM, CJIOBa M ClAiasl 3a0BIBAIOTCS, a pa3JaTOUHBI MaTepuall OCTaeTcs
MOCTOSIHHBIM ~ OCSI3a€MBIM ~ HAallOMHUHAHWEM; pa3JaTOYHBbId MaTepuajl BaKHO pasJaBaTh B KOHIE
Mpe3eHTAllMK; Pa3laTOYHbId MaTephaslbl AOJDKHBI OTJIMYAThCS OT CJAiioB, IOKHBI OBITH Ooree
WH(POPMATHBHBIMH.

KomnbioTepHyio mNpe3eHTanuio, COMPOBOKIAIONIYIO BBICTYIJIEHHE JOKIAJA4MKa, YyJOOHEe BCEro
noaroroputh B mnporpamMe MS Power Point. [IpeseHTanmsi kak JOKYMEHT IIpEJCTaBIseT coOOH
MIOCTIEIOBATENBFHOCTh CMEHSIIOIIUX JIPYT JPyTa CIaiI0B - TO €CTh ANEKTPOHHBIX CTPaHUYEK, 3aHUMAIOIINX
BeCh DKpaH MOHUTOpa (6€3 MpUCyTCTBUS MaHeNel mporpaMmb). Hare BCero JeMOHCTPAITHUS PE3CHTAINH
Mpoenupyercss Ha OOJIBIIOM JKpaHe, pexe — pa3naércss coOpaBHIMMCS Kak TeYaTHBIH MaTepua.
KonmdecTBo craifIoB aieKBaTHO COMEPIKAHUIO M MPOIOIIKUTEIEHOCTH BRICTYIUICHUS (HAmpuMep, s S-
MHHYTHOTO BBICTYIUICHUS PEKOMEHTYETCsI UCIIONIb30BaTh He Oonee 10 craiinos).

Ha mepBom cmaiine 00s3aTenbHO MPEACTABIISAETCS TeMa BBICTYIICHHWS M CBelEeHUS 00 aBTOpax.
Crnenyromue cnaiipl MOXXHO TIOJTrOTOBUTH, HCIIONIB3YS JBE PA3IMYHBIE CTPATETHH UX MTOATOTOBKH:

1 crparerus: Ha ciaiibl HAHOCUTCSI OTIOPHBIN KOHCIEKT BBICTYIUJIGHHWS W KIIIOYEBHIE CIOBA C TEM,
YTOOBI MOJIF30BATHCS MMU KaK IUIAHOM JUISI BBICTYIUIGHHS. B 3TOM ciydae K ciaifilaM MpeabsBISIIOTCS
cleayrolre TpeOoBaHUs: 00bEM TEKCTa Ha Cllal/ie — He 00JIbIie 7 CTPOK; MapKUPOBAaHHBIH/HYMepOBaHHBIN
CIHCOK COIEpXHUT He Ooiee 7 DIIEMEHTOB; OTCYTCTBYIOT 3HAaKM NYHKTyallHM B KOHIIE CTPOK B
MapKHPOBAaHHBIX M HYMEPOBAaHHBIX CIHCKaX; 3HauMMas WH(OpMaIns BBIIENIAETCS C TOMOIIBIO I[BETa,
keruis, 3¢ dexroB annMaimia. Oco00 BHUMATEIBHO HEOOXOIMMO IIPOBEPUTH TEKCT Ha OTCYTCTBUE OLIHOOK
n oneyaTok. OcHOBHasl omwuOKa MpU BBIOOpE AAaHHOW CTPATETMH COCTOMT B TOM, YTO BEICTYIIAIOIINE
3aMEHSIOT CBOIO PeYb YTEHHWEM TEKCTa CO CIIaiJIOB.

2 cTpaterus: Ha clainel momemaercs GakTuaecKkuid Marepuan (Tadnuisl, rpaduku, dpororpaduu u
p.), KOTOPBI SBISICTCS YMECTHBIM M JOCTATOYHBIM CPEICTBOM HATJISTHOCTH, TIOMOTaeT B PACKPBITHH
CTEep KHEBOH HJIeN BBICTYIUICHUS. BbiOpaHHbBIE cpencTBa BU3yanu3anuu nHGopMarmu (TaOInIbl, CXEMBI,
rpadMKH U T.J.) COOTBETCTBYIOT COJCPKAHHIO BBICTYILICHHS. B 9TOM ciyyae K ciaiijamMm npeabsBiIsioTCs
crenyromne TpeOoBaHMs: MaKCUMAaIbHOE KOIMYECTBO Tpadudeckoil nH(opMaliu Ha OMHOM ciaime — 2
pucyHnka (dororpaduu, cXembl U T.1I.) C TEKCTOBEIMH KOMMEHTapusAMHU (He Ooree 2 CTPOK K KaxAOMYy).
Haubonee BaxkHast nHGOpMAIIUs JOHKHA PACIIONAraThCs B IICHTPE dKpaHa.

OcHoBHas ommOKa NpH BHIOOpPE AAHHOW CTPATErMU — «COPEBHOBAHUE» CO CBOMM MIIIIOCTPATHBHBIM
MaTepHajoB (ayIUTOPUH HE MPEAOCTABIISIETCS JOCTATOYHO BPEMEHH, YTOOBI BOCHPUHSTH MaTepuas Ha
crnainax). OObuHBIN cnaiig, 0e3 3¢ (eKToB aHUMAIH I0JDKEH JEMOHCTPUPOBATHCA Ha SKpaHe HE MEHee
10 - 15 cexynn. 3a MeHblIee BpeMsi IPUCYTCTBYIOIIME HE yCIIEET OCO3HATh copepkaHue ciaiaa. Eciam
Kakas-TO KapTHHKa MOSBHJIACH HA 5 CEKyHJ, a IIOTOM TYT K€ CMEHWJIACh APYTod, TO ayAuTOpHs Oyner
CUMTaTh, YTO JOKIamuuK e€ moaronser. OOpaTHOro (Mo3UTUBHOrO) 3¢ (deKTa MOXKHO TOCTHTHYTb, €CIIU
JOKJIAaJuuK TPONUCTHIBAET MHOXECTBO CJIAHZOB CO CIOXHBIMH TAOJULIAMH M AWArpaMMaMH, TOBOPS
pHu 3ToM «BOT TyT nmpuBenéH pasHOro pofa ecnomozamenvHuly MaTepUa, HO g €ro Xouy MpOIMyCTUTH,
4TOOBI HE IEPErpyXaTh BHICTYILICHUE TOAPOOHOCTSIMIY. [IpaBaa, Takol mpuéM Aenathb B Hauane U B KOHYe
MIPE3EHTALNN — PUCKOBAHHO, ONITUMAJIbHBIN BAPHAHT — B CEPEUHE BBICTYIUIEHNUS.

Ecmn Ha cnaﬁz[e MNPUBOAUTCA CJIOXKHAA AUarpamMmma, eé HCO6X0)_'[I/IMO npeaBapuTb BBOAHBIMU CIIOBAMU
(HaanMep, «Ha »roit AuarpamMme NpuBOAUTCA TO-TO U TO-TO, 3€J1EHBIM OTMEYEHBI MMOKa3aTeIu A, CHHHUM
— IIOKa3aTC/In B»), C TEM, YTOOBI JAaTb BpEMs ayJUTOPHUHA HaA e pPaccMOTPCHUC, a TOJIBKO 3aTEM IIPUCTYIIATh



K €€ o0cyxneHnto. Kaxknpiii craiij, B CpeHEM TOJDKEH HaXOqUThCs Ha dKpaHe He MeHbIne 40 — 60 cexyH
(6e3 yuéra BpeMeHM Ha CJIy4ailHO BO3HHUKIIEE OOCyXaeHHe). B CBs3M ¢ 3TUM Jydlle HacTPOHTh
MPE3CHTALIMIO HE HA aBTOMAaTHUYECKUM 1TOKa3, a Ha CMEHY CIaiI0B CaMUM JIOKJIaTYUKOM.

Oco00 TIIATENIFHO HEOOXOOMMO OTHECTUCH K oghopmienuto npezenmayuu. J{ns Bcex ClaiioB
MPE3EHTALNH 110 BO3MOXKHOCTH HEOOXOTUMO HCIIOIB30BATh OJWH U TOT YK€ MabI0H OPOPMICHUS, KErTh —
JUTS 3aTOJIOBKOB - HE MEHbIIIe 24 YHKTOB, /s MH(GOPMAaNuH - He MeHee 18. B mpe3eHTarusx He mpruHITO
CTaBHUTH IEPEHOCHI B CJIOBAX.

[TomymaiitTe, HE OTBIEKAWTE JIM BB CIyIIaTeNel CBOCH ke mpe3eHTanuein? Spkue Kpacku, CIOKHEBIC
LIBETHBIE ITOCTPOEHUS, U3JIUIIHSISA aHUMALMS, BBIIPBITMBAIOIMI TEKCT WJIM WUIIOCTpALUs — HE caMoe
nydiiee JOMONHEHHE K HaydHOMY JoKimany. Takxke HeKenaTeldbHbI 3BYKOBbIE S(QQEKTHl B X0
JEMOHCTpAIUK MTPe3eHTalu. Hammydmmmu siBIsIOTCS KOHTpacTHBIE IBeTa oHa U TekcTta (Oemnblit hoH —
YEPHBIA TEKCT; TEMHO-CUHUH (POH — CBETIIO-KENTHINA TEKCT | T. [.). Jlydllle He cMeIMBaTh pa3HbIE THUITBI
mpupTOB B OTHOM Tpe3eHTauu. PekoMeHmyeTcss He 3JI0yNOTpeOJsTh MPOMUCHBIMH OykBaMu (OHH
YUTAIOTCA XYXKeE).

HexonTpacTHble cnaiiibl OyIyT CMOTPETHCS TYCKIBIMU U HEBBIPA3UTEILHBIMU, OCOOCHHO B CBETIIBIX
aymuTopusax. s mydiiel opveHTaluM B MPE3EHTALMH [0 XOMY BBICTYIUIEHHS Jydllle IPOHYMEpOBaTh
cmaiiael. JKemarenbHO, 4TOOBI Ha ClIaiiflaX OCTaBajMCh IO, HE MeHee | CM C KaXXIOH CTOPOHBI.
BernomorarenbHas uH(pOpMaiins (yHOpaBIsiolye KHOIKK) HE JO/DKHBI IMPeodjazaTh HaJ OCHOBHOM
nHpopmarend (TekcToM, WuTocTpanusMu). Mcmons3oBaTh BCTpoeHHBbIE 3(PQEKThl aHUMAIMH MOXKHO
TOJIBKO, KOTJ]a 6€3 ATOro He 000UTHCH (HAaITpUMeEp, TIOCIIEI0OBATEIEHOE ITOSBIICHHUE JIIEMEHTOB IMAarPAMMBI).
Jig akieHTHpOBaHNUA BHUMaHHS Ha KaKOH-TO KOHKPETHOW MH(POpPMAaIHH claiiia MOYKXHO BOCITOIB30BATHCS
JIa3epHON YKa3KOM.

JluarpaMMbl TOTOBSATCSI C MCIIONB30BAHMEM MacTepa AMarpaMM TabauuHoro mpoieccopa MS Excel.
Jii BBOZIa YMCIIOBBIX NAHHBIX HCIONB3YETCS YUCIOBOU (hopMaT ¢ pa3menuTeneM rpynn paspsaoB. Ecim
naHHbIe (TIOAMMCH TaHHBIX) SBISIOTCS APOOHBIMU YHCIIAMH, TO YACIO OTOOPaKaeMbIX AECATUIHBIX 3HAKOB
JIOJDKHO OBITh OJIMHAKOBO JIJIsI BCEW TPYIIIBI 3TUX JaHHBIX (BCEro psijia MOJNKCEH JaHHBIX). JlaHHBIE U
MOIMUCH HE JOJDKHBI HAaKJIaIbIBaThCA APYT HA Jpyra W CIMBAThCA C TpauUuecKMMH >IIeMEHTaMH
muarpamMmbl. CTpYKTypHBIE THAarPaMMBI TOTOBSITCS TIPH TIOMOIIN CTAaHAAPTHBIX CPEJICTB PHUCOBAHUS MTAKeTa
MS Office. Ecnn nipu ¢hopMaTupoBaHum ciaiiia eCTh HEOOXOTUMOCTh MPOIIOPIHOHAIEHO YMEHBIIHUTh
pasMep IuarpaMMbl, TO pa3Mep MPUQPTOB PEKBU3UTOB JOKEH OBITH YBEITHMYEH C TAKIM PACYEeTOM, YTOOBI
peanbHOE OTOOpaXkeHre OOBEKTOB JUarpaMMbl COOTBETCTBOBANIO 3HAYEHHSIM, YKa3aHHBIM B TaOimie. B
TabnuIax He JOIDKHO OBITH OoJiee 4 CTPOK U 4 CTONOIIOB — B MMPOTUBHOM CITydae JaHHbIE B Tabmuie Oyner
MIPOCTO HEBO3MOXKHO yBHJIETh. SIUeiiku ¢ Ha3BaHWSIMH CTPOK M CTOJOIIOB W HanOoiee 3HAaYMMEbIEC TaHHBIC
PEKOMEHTyeTCs BBIJIENATh [[BETOM.

Tabnuanas nH(bOpPMAIS BCTABISIETCS B MaTePHAIBI KaK TaOIIKIla TEKCTOBOro mpormeccopa MS Word
nnn TabmmuHoro mporeccopa MS Excel. Ilpu BcraBke TabmuIBl Kak 00BEKTa M MPOIMOPIIHOHAIEHOM
M3MEHEHHNH e€ pa3Mepa peabHbI 0ToOpakaeMblil pa3mep mpudTa AoKeH ObITh He MeHee 18 pt. Tabmurs
U TMarpaMMBbl pa3MeIIaloTcsl Ha CBETIIOM WK OertoM QoHe.

Ecnu Bel ipeanounTaere BOCMONB30BaThCS IIOMOIIBIO OMepaTopa (4TO TOXKE BO3MOXHO), a HE JINCTATh
CIalbl CaMOCTOSTEIbHO, OYEHb MOJE3HO MPENYCMOTPETh CCBUIKM Ha CIalAbl B TEKCTE JIOKIIaja
(«Crnenyrormmii ciai, MOXKaIyncTa...»).

ITocie MOATOTOBKU IMPE3CHTAIIUN H€O6XO,I[I/IM3, peneTrunus BhICTYIIICHUA.

3aKTFOUUTENBHBIN ClTali]] MTPe3eHTaluy, cojepxaiuii TekeT «Criacn0o 3a BHUMaHue» win «KoHer,
BpSAJ JIM TIpHEMJIEM ISl TPE3CHTAllMH, CONPOBOXKIAIONIEH IyOJMYHOE BBICTYIUIGHHUE, MOCKOJIBKY
3aBepIlIEHUE MTOKa3a ClIailioB enlé He SBISETCS 3aBepIIeHUEM BhICTyIUIeHUus. KpoMe Toro, Takue claisl,
Tak ke Kak u ciain «Bompocel?y», ayOomupyroT ycTHOe cooOmieHue. OnTHMaabHBIM BapUaHTOM
MIPEACTABISACTCS TOBTOPEHUE MEPBOro Clalia B KOHIIE MPE3CHTALUU, TOCKOIBKY 3TO JAET BOBMOXHOCTh



eré pa3 HAIIOMHUTB CIYHIATCIIAM TCEMY BBICTYIUICHHUA U UM NOKJIAOAYUKa U 60 HepeﬁTPI K BOIIpoOCam,
oo 3aBCPUIUTH BBICTYIIJICHHUC.

s mokasa (aiin mpe3eHTanMu HEOOXOTUMO COXpaHUTh B (opmare «/lemoHcTpanus PowerPointy
(Patin — Coxpanuth kak — Tumn datima — Jlemoncrparus PowerPoint). B aTom ciyuae npe3eHTanus
ABTOMATUYECKU OTKPBHIBACTCSA B PEXKUME MOJTHOIKPAHHOTO Tokasa (slideshow) u ciymaTtenu u30aBiieHbI
KaKk OT BHJaa paboyero okHa mporpammbl PowerPoint, Tak W OT moTephr BpeMEHU B Hayajie IoKas3a
MPEe3CHTAIUH.

Ilocne noocomosku npezeHmayuy no1e3HO NPOKOHMPOIUPOBAMb CeDsl ONPOCAMIU:
1) ynmajioch JM JOCTHYb KOHEUHOW MU Mpe3eHTAIMK (Y4TO yIAloCh ONPEICIUTh, OOBSCHUTH,

MPEUIOKUTD WM MPOAEMOHCTPUPOBATH C MMOMOILBIO HEE?);
2) K KaKUM 0COOEHHOCTSAM 00BEKTa MPE3CHTAINH yalloCh MPUBJICYbh BHUMAHUE ay I TOPHU?

3) He OTBJIEKAET JIM CO3/IaHHAs MPE3EHTAIMS OT YCTHOTO BBICTYIIIICHUS?



Ipunoxenue 2

OHCHO‘IHBIC cpeacrea AJisi IpoOBEACHUSA HpOMe)KyTO‘{HOﬁ aTreCcranuu

a) IlmanupyemMsle pe3yJabTaThl 00y4eHHS M OLlEHOYHBbIE CPeACTBA /ISl MPOBeJIeHHs IPOMeKYTOYH O

arTecTalMm:
CTpykTypH
. ILnanupyemsle
bIN JJIEMECHT
Pe3yJbTaThbl OHeHO‘{Hble cpeacrea
KOMIICTCHII N
o0yueHust
u
OIIK -1 FOTOBHOCTHI0 K KOMMYHMKALIMU B YCTHOHM U NUCbMEHHOM (popMax Ha

PYCCKOM M MHOCTPAHHOM SI3BIKAX JIJIf PCIICHUSA 3a1a1 HpO(l)eCCI/IOHaﬂbHOﬁ

ACATECJIBbHOCTHU

3HaTh - OCHOBHEBIE
HOPMBI 1 1. Tlpouwraiite u mepeBeauTe WHOOPMAIUIO O JIETIOBOM
npaBuia PEUYCBOM OTHUKETE.

€4€BOT'O o o
p AHTIHHACKHN A3BIK
JEI0BOTO
OTHKCTa, One reason to learn English is so that you can meet new
people and talk with them. If you want to meet people
- 6a30BYy10 . .. . .
outside your country, then it is a good idea to learn English.
JIEKCUKY cepbl .
ETTOBOTO Today people from all over the world use English to talk
N — with people who don't know their language. It does not
’ matter if you are Russian, Japanese, Bolivian, or Nigerian. If

- OCHOBHBIH people cannot speak your language, their next question is

BUBI JE€JIOBOU
KOPPECTIOHICHIT
UM U
TpeOOBaHUS K
BEJICHUIO OU3HEC
MIePETTUCKH.

"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
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OuneHo4HBIE CPeICTBA

Manche Leute glauben, dass, gutes Benehmen 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 Buchermarkt ein neuer Ratgeber mit Tipps und Tricks
fur das richtige Verhalten im Geschaftsleben. Nach einer
aktuellen Umfrage unter 600 Fuhrungskréften 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 €tre comprise comme une
forme d’extension de la philosophie née des scandales répétés
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
modele purement financier de I’entreprise ne tient plus et un a
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 qui me fait dire que cela est
« bien » ?

2. CocraBbTe AMATIOTH IO 00pa3ily.
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AHTIIMACKUN A3BIK

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.

Hemenxuii 361k

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

- 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 aufhdren.

- Herr A., ich mdchte gerne wissen, aus welchen Griinden
Sie die Ware nicht rechtzeitig liefern kdénnen und diese
Anderung vornehmen wollen. Wahrscheinlich Sie, Herr A.,
wissen nicht alles und sind nicht auf dem Laufenden. Bei den
gestrigen Verhandlungen wurde dariiber bei unserer Leitung
entschieden: Der Vertrag wird storniert, aber im néchsten
Jahr einen neuen geschlossen wird.

- Oh, wie schade! Danke fur die Information.




CrpykTypH

blil 3JIEMEHT

KOMIIeTEeHIIH
"

IL1anupyemsle
pe3yJibTaThl
o0yueHust

OuneHo4HBIE CPeICTBA

DpaHIy3CKUULL A3BIK

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

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

- : Vous aviez pris rendez-vous ?

- 1 Oui, a 10 heures.

- : Je Vérifie... 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.

- . Clest ennuyeux, car jai des propositions tres
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 SA3BIK.

OO0pas3err 11eJIeBOT0 pe3romMe
Ward Gantney
250 Fort Salonga Road
Northport, New York 11678
(516) 725-5237
Job target: Management position in materials Science.
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:
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-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

Hemenxwuii s3bIK.
Ergénzen Sie das Lebenslauf.

Name (1) ...

Adresse Max-Richter-Strasse 95

8770 Potsdam

Telefonnummer 0117 945649

Mobile 0779 92381882

Email (2) ...

Nationalitait  Deutsche

3 11 March 1979

Berufsausbildung

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

Profil Verhandlungen fuihren, Vertrage abschliel3en,
Kaufkraft analysieren

Interesse Tennis, Fotografie, Reise.

Schreiben Sie lhren eigenen Lebenslauf.
DpaHIy3CKUN A3BIK.

Lisez le CV et la lettre de candidature, dites s’ils
correspondent aux exigences énumérées ci-dessus.

Pascale Filliol

111, boulevard Paul Sert

03100 MONTLUGCON

Tel. : 70 28 30 65
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Née le 13 decembre 1958
Celibataire
FORMATION
BTS de secrétariat trilingue (anglais-allemand).
Baccalauréat série A5 — Académie de Clermont-Ferrand
(1976).
EXPERIENCE PROFESSIONNELLE
Secrétaire correspondanciere (frangais-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
clientéle. Société Perrot-Leroy (Moulins 03) de 1980 a 1984.
Serveuse dans un pub Salford (Angleterre) mars a décembre
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 systemes informatiques et de
la programmation. Maitrise des traitements de textes Word
et Ami Pro. Monitrice a I'école de ski de Superbesse.
YMeTh - YUTaTh U 1. ITpouunTaiiTe NpeasIOKEHHbIA TEKCT U MOATOTOBHTE
HUHTEPIIPETHPOBA | €ro mepeBo (Co cIoBapéM).
Tbh TEKCThI U
AHTTIMHACKAN S3BIK.
Cco00IIEHUSI
JIENOBOH How to greet someone in Britain
KOMMYHHKaIUU o . . . .
First impressions are important in British culture.
C UHOCTPAHHOI'O ) . ) .
J3bIKA HA Whether you're meeting a person in business or in a formal

PYCCKHM S3BIK;

- KOPPEKTHO
BBIpaXaTh U
apryMEHTUPOBaH
0 000CHOBBIBATH
MOJIOKCHUS B
rpoiiecce
HAay4HOU U
JIeI0BOI
KOMMYHUKAIUH.

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
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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.

HeMmenxwuii a3bIK.
Plnktlichkeit

»Punktlichkeit ist die Hoflichkeit der Konige.* Wer sich bei
einem Kundenbesuch verspatet, muss den Kunden noch vor
dem vereinbarten Zeitpunkt informieren. Verspatungen
sollten aber die absolute Ausnahme sein.

BegriRung und Vorstellung

Das Grufen spielt in Deutschland eine sehr wichtige Rolle.
Wenn jemand nicht, grift, gerat er schnell in den Verdacht,
unhoflich zu sein. Fir den miindlichen GruB gilt: Wer zuerst
sieht, grult zuerst. Bei der BegriBung mit Handschlag gibt
der Gastgeber dem Gast, die dltere Person dem jlingeren die
Hand. Wenn man gerade sitzt, muss man zur Begriung
aufstehen. Vor allem in Landern, in denen man Korper-
kontakt meidet, empfindet man die deutsche Sitte des
Héndeschittelns 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 historiquement 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
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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 & des grands principes vagues et inapplicables mais
plutdt 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 1’édiction de chartes et de codes de
conduite. Une véritable réflexion éthique cherchera plutot a
interroger le status quo, les évidences des situations.

2. BoigenuTe OCHOBHBIE TPOOJIEMBI TEKCTa U KPaTKO
nepeJanTe ero ConepIKaHue.

AHTIIMACKAHN S3BIK.

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 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.

Hewmenkuii s3bIK.
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, tragt man eher ein klassisches
Outfit. In kreativen Berufszweigen, also in Werbefirmen oder
in der IT-Branche, ist die Kleidung informeller. Im Rahmen
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der Internationalisierung wird in vielen Unternehmen freitags
unter dem Motto: ,,Casual Friday”“ gute Freizeitkleidung
getragen.

Bei Geschaftsessen heil3t 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 Gespréchsthemen.
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 Geschéft selbst.

DpaHIy3CKUHN S3BIK.

La dimension des entreprises
En observant I'évolution des entreprises depuis un siecle
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 phénomeéne suivant: 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 matiéeres(
- 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
spécialisation, 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 utilisés avec
profit que si I'activité d’une entreprise est assez grande pour
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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 controle
trop important par rapport au résultat recherché. Il existe donc
une dimension optimale des unités de production a partir de
laquelle on constate des rendements d échelle décroissants.
Bnanets - 6azoBbimMu | 1. Hamumure — femoBoe  MHCHMO — MCIIONB3Ys 0Opasell.
HaBbIKaMH
pedyeBoro AHTTTUACKHIN SI3BIK.
IIOBEACHUSA B
chepe IIpumep nesioBoro mucbma _
JIEOBOTO AlphaOmega Industries, Inc.
oOmeHus; 123456 Motor Parkway
. Fresh Hills, CA 91999
MIPAKTHYECKAMHU _ December 28, 2000
HABLIKAMIL Ron R. London, Sales Director
Seasonal Product Corp.
UCIHOJB30BAHNA | 5000 Seasonal Place
opdorpaduyeck | Wiscasset, ME 04321
Oif, Subject: Spring Promotional Effort
opdosnuueckoii, | Dear Ron
EeKCHKO- Since we talked last week, | have completed plans for the
IPAMMATHIECKO spring promotion of the products that we market jointly.
- AlphaOmega and Seasonal Products should begin a direct
nH _ | mailing of the enclosed brochure on January 28.
CTHIIMCTHYCCKOHN

HOPM PYCCKOTO
U HU3y4aeMoro
SI3BIKOB.

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? I
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

Hemenxknii S3bIK.

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

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

Ihre Zeichen, Unsere (05 61) 8243- Kassel
lhre Zeichen, 1 Durchwahl 08.04.2018
Nachricht unsere 8243
vom Nachricht
02.04.2018 vom

04.04.2018
Rickfrage

Sehr geehrte Damen und Herren,

bezugnehmend auf Ihre Bestellung tber eine Kihlanlage
mussen wir Ihnen folgendes mitteilen: Es stellte sich
heraus, dass bei der forgegebenen Grosse des Kithlraums
ein stérkeres Kiihlaggregat eingebaut werden muss, was eie
Verteuerung des Preises um 8% hervorruft. Nun méchten
wir uns erkundugen, ob Sie mit dieser Verteuerung
einverstanden sind.

Bitte, teilen Sie uns Ihren Entscheid mit.

Mit freundlichen Griissen

(Unterschrift)

Helmut Wagner

DpaHIy3CKUN SA3BIK.

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

Objet: candidature a D’emploi de secrétaire
trilingue.

Montlugon, le 2 fevrier 1995

Monsieur le directeur du personnel,
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Suite a ’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 1’étranger m’ont permis
d’acquérir une bonne maitrise de I’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 travail.

Souhaitant que ma proposition retienne votre attention,
je me tiens a 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. [ToAroTOBbTE MPE3CHTAIMIO MO YKa3aHHBIM TEMaM

1. BusutHas kaprouka. JInuHas npe3eHTaims.
2. Benyniue KOMIIaHUM OTPACIHU - CTPYKTypa U
NeSITENIbHOCTD.




0) Ilopsiaok nmpoBeeHNsi NPOMEKYTOYHOMH ATTECTALMH, NOKA3aTeJ I M KPUTEPHUH OLIEHKH.
OneHka miaHupyeMo HHOSI3bIYHOM KOMMYHMKAaTUBHOM KOMITETEHIIMH, KOTOPYIO TpeOyeTCst

chopMHUPOBATh B paMKaxX TUCIUILINHBI «J]e7T0BOM MHOCTPAHHBIN S3bIK», OCYIIECTBIISICTCS 110
pe3yJbTaTam:

— TEKYyUIEro KOHTPOJIA, ONPEIENAIOIIEr0 YPOBEHb BIAJEHUS CTYAECHTAMHU SI3bIKOBBIM
MaTepuajJoM U CTENEHU C(HOPMUPOBAHHOCTH SI3BIKOBBIX HABBIKOB M PEYEBBIX YMEHMH 3a
OTIPE/ICNICHHBIN MEepHOJ] BpEMEHU B paMKax paboueill mporpammsel. Tekylmiuil KOHTpPOJIb
IIPOBOJUTCSI B TEYEHHUE Kypca B YCTAaHOBOYHYIO, 3MMHIOIO U JIETHIOIO CECCUU B opme
YCTHBIX U MUCbMEHHBIX ONPOCOB 10 BCEM BHJIaM PEUEBOM JESATENBHOCTH, IPEACTABICHUEM
COOOIICHUI U TIPE3CHTAINH;

— IPOMEXYTOYHOIO KOHTPOJIS, IPOBEPSAIOIIEr0 YPOBEHb OBJIA/ICHUS CTYACHTaMU PEUEBBIMU
YMEHHSIMH U S3bIKOBBIMU HaBBIKAMM 32 OIPENIETICHHBIN MEPUOJI BPEMEHH, TPOBOAUMOTO
[0 OKOHYAaHHUU Y4eOHBIX KypcoB. OOBEKTOM KOHTPOJIS SIBJISIOTCS KOMMYHUKATHBHBIE
HaBBIKM M YMEHHS 110 BCEM BHIaM pPEYE€BON NHOS3BIYHOM 1€ATEIbHOCTH, a TAKXKE YPOBEHb
BJIQJICHUS SI3BIKOBBIM MaTEpUaIOM B paMKaX U3YUYEHHBIX TEM.

[IpomexyTOUHBIN KOHTPOJb OCYIIECTBISETCS B BUJE KOHTPOJIBHOM pabOThl M 3ayeTa C

OLICHKOW (B JIETHIOIO CECCHI0) B YCTHOM W MNHCBbMEHHOHN (hopMax, INPOBEPSIOLIETO

c(OpMHUPOBAHHOCTh MHOSI3BIYHON KOMMYHUKATHBHON KOMITETEHIIH CTYACHTOB 32 EPHO/]

00y4eHHsI.
Kpurtepuu onieHkH 3HAHWH MarucTPAHTOB NMPHU NPOBeIeHNH 324€Ta C OLeHKOM

3auteHOo «OTIWYHO» CTAaBUTCS, €CIAM  MarucTpaHT TIJIyOOKO H MPOYHO YCBOWI
MIPOrpaMMHBIN MaTepuaj, YeTKO U JIOTHYECKH CTPOWHO €ro M3jaraer, yMeeT TECHO YBS3bIBaTh
TEOPUIO C MPAKTUKOW, CBOOOJHO CHPABIJIAETCS C BOINPOCAMHU U JPYTMMHU BUJAMH MPUMEHEHHUS
3HaHUH, HE 3aTpylHSAETCS C OTBETOM IIpU BHUJIMO3MEHEHHH 3aJJaHuH, BJIaJICET
Pa3sHOCTOPOHHUMM HaBbIKAMU M IIPUEMaMM BBINOJHEHHs MPAKTUYECKUX 3a]ad, MOATBEPXKIaeT
MOJIHOE OCBOCHHME KOMIIETEHIUM, TPEYCMOTPEHHBIX MPOrpaMMOid 3a4eTa ¢ OI[EHKOM.

3a4TeHO0 «XO0pOILIO» CTABUTCA, €CIIM MArUCTPAHT TBEPAO 3HAET MaTepHUall, FPaMOTHO U 110
CYIIECTBY H3JIaraeT €ro, He JOINycKas CYLIECTBEHHBIX HETOYHOCTEH B OTBETE Ha BOIPOCHI,
IIPAaBUIBHO NPUMEHSET TEOPETUYECKUE MOJIOXKEHUS IPU PELICHMH MNPAaKTUYECKUX BOIPOCOB,
BJIaJle€T HEOOXOJMMBIMU HaBbIKAMM M IPUEMAMUUX BBINOJHEHMS, [JOIYyCKas HEKOTOphIE
HETOYHOCTH, JAEMOHCTPUPYET XOPOLIMHA YpOBEHb OCBOCHMs MaTepHaia, MHPOPMALMOHHON U
KOMMYHUKaTUBHOH KYJIbTYpHl, W, B IIEJIOM, [OATBEP)KIAET OCBOCHHWE KOMIIETCHLUH,
IIPEYCMOTPEHHBIX POTrPaMMOM 3a4eTa C OLIEHKO.

3a4TeHo «Y IOBIETBOPUTENILHO» CTABUTCS, €CJIM  MaruCTPaHT OKA3bIBAET 3HAHUS TOJIBKO
OCHOBHOI'O MaTepuajga, HO HE YCBOMWJI €ro JeTajeil, NOIycKaeT HETOYHOCTH, HEeIO0CTaTOYHO
IPaBUIBHO (GOPMYIUpPYET, YTO, B 1EJIOM, HE NPENATCTBYET YCBOEHHUIO IOCIEAYIOIIEro
IIPOrpaMMHOTO MaTepHaja, HapyIIeHUs JOIMYECKOW MOCIeI0BaTEeIbHOCTH B €r0 M3JI0KEHUH,
MOJITBEPXK/IaeT OCBOCHUE KOMIIETCHLIUH, MPeTyCMOTPEHHBIX IPOTpaMMOil 3aueTa ¢ OLIEHKON Ha
MUHHUMAaJIBHO JOIYCTUMOM YPOBHE.

3auyreHo «HeynoBneTBOPUTENbHO» CTAaBUTCS, €CIM  MaruCTPaHT HE 3HAET 3HAUUTEJBbHOM
4acTH MporpaMmHoro wmarepuana (menee 50% ot obmero o6vema Kypca), HOMYCKaeT
CYIIECTBEHHbIE OHIMOKH, HE TMOATBEPKIAET OCBOCHHE KOMIIETEHIMH, MpPeayCMOTPEHHBIX
IIPOrpaMMOH 3a4eTa ¢ OLIEHKOM.
IIpumepsl 3anaHuil I NPOBeCHHUA 324€Ta € OLEHKOM

1. TloarotoBbTe cooluIeHUE (MPE3CHTAINIO) TI0 TEME .

2. CoctaBbTe JENOBOM JOKYMEHT (3asBI€eHHE O IpueMe Ha paldoTy, HalMCaHUE pEe3IOME,
JIEIOBOTO THCbMa) B COOTBETCTBMM C HOpPMaMH M IMpaBUJIaMHU BEACHUS JEIOBOM
KOMMYHHMKAIUH, IPUHATHIMU B CTPAHE U3y4aeMOTO SI3bIKa.

3. IIpouwnraiite npemIoXeHHBINH TEKCT U MOATOTOBBTE €r0 MEPEBOJI (CO CIOBAPEM).

[TpumepHbIie TeMBbl ISl POBeIeHUA 3a4ETa

1. ABroOuorpadus. [IpeseHranus TMYHOTO MOPTHOIHO.
2. HopMbl u cTUIN AE€TI0BOTO OOLIEHHUS.

3. Bupasl 1e10BoOi KOPPECTIOHIEHIUH.

4. MexayHapoaHbie BCTpeuH. /{eI0Bble KOHTAKTHI.



5. CrpykTypa u AesTeIbHOCTh KOMIIAHHUU.
6. Jlupupyromiue KOMIIAHUY OTPACIIH.
7. CooOenne Ha MPAKTHYECKON KOH(PEPEHIIHH.



Mpunoxenue 3

MeTtoanyeckne pa3padoTKu 10 pazaenaM / TeMaM ayAUTOPHON U BHeayAUTOPHOH padoThI
odyuaromuxcs

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:

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

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

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

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

- 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
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.
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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

13 bh

weE" .

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 ..., [ 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.

o - Informal writing with inappropriate language is not acceptable.

o - 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

e A careful use of traditional phrases is encouraged to keep writing smooth and coherent.
Writers must develop a sense of audience.

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.
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TEXT_Talking to People (pa3nmen 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:

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

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

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
¢ Have a calendar, pen and paper at hand
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:
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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

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 Couldyou put me throughto _ , please?
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
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e Thereason | called is
e | amjust calling to

Making appointments

e Justa 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.

TEXT_Public Speaking (pa3nex 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

¢ to inform the audience about some subject matter;
e to introduce some subject matter;

e to encourage the audience to make a decision;

o to sell goods/ services.
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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
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.

© N 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.
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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.

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 (Pa3nea 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

- Circulate new ideas;

- Inform others of work done or progress made;

- Provide update on the progress of the project.
1. Toinstruct
o - Tell others how to put new ideas into practice;
- Explain how a new system will operate;
1. Toinfluence
e - Sell your ideas and persuade the reader or the audience to make a decision;
e - Recommend a course of action;
- Reveal the benefits of the start up of a new project;
1. Tointerpret
e - Assess a situation;
e - Draw up conclusion;
- Analyze the performance of the company;
1. Tointerest
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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 ID provides your name and student 1D number

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

« 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 « 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
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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Mpunoxenue 4

KontpoabsHas pa6ora (AHIJIMMCKUM S13BIK)

I . Match the English phrases with their Russian equivalents:

1. behind schedule a) YCIIOBEYCCKUE PECYPCHI
. ) b) He ykmagpIBaThCS B CPOKH
2. to give the green light
C) BBINOJIHSTH MPOCTHIC 331a41
3. application area d) npuHIMI 0OpaTHOM CBSI3H
€) CPOKH BBITIOJHEHHS
4. time frame f) coepa npumeHenus

. a3peIINTh HA4aTh MPOCKT
5. feedback principle 9) pasp P
h) npousBoncTBeHHast 3P HEeKTHBHOCTD

6. humam resource (HR) I) TPOM3BOJACTBEHHAS CKOPOCTH
J) TmocnemoBaTenbHOCTD

7. perform simple tasks

8. production rate

9. product efficiency

10. sequence

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.

3 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.

T 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,

0. concerned with the flight, of vehicles in space beyond the earth’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.  Ineach 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. HeKOTOpLIe JJIO AU CYUTAKOT, 4TO JJIA TOI'O yTOOBI CTaTh 6I/I3HeCMeHOM, HYKHbI
OMPCACIICHHBIC BPOKIACHHBIC CITOCOOHOCTH U Hpe,[[,l'IpI/IHI/IMaTeJ'IbCKI/Iﬁ CKJIaJg yma.

2. OHM cuMTarOT, 4TO CTaTb TAaKUM HE BO3MOYKHO, M €CIM y HHUX HET TaKux
CocOOHOCTEH 3aHsATHE OM3HECOM HE JJIsl HUX.

3. Jpyrue jroam IeiasaT BCeX Ha BEOMBIX U BEAYIIUX.

4, OHM CcUMTaOT, YTO TOJBKO JIMJEPHl WM BEIYLIHE MOTYT YCIELIIHO OTKPBITh U
pa3BUTH CBOI OM3HEC.

5. Ho B neiicTBUTENIBHOCTH 3TO BCE OTTOBOPKH JIIOIEH, KOTOPBIE OOSITCS MOMBITATHCS

CTaTh OM3HECMEHOM, OOSITCS YTO-TO MEHSTD.



6. YcneurHsIM OM3HECMEHOM MOXKET CTaTh aOCOJIIOTHO JII000W YeOBEK, KOTOPBIi
3TOTO JKEJIAET.

1. Koneuno, ogaum OyzeT nmpoine 3Toro J0CTHYb, IPYTUM CIIOKHEE.

8. VYcmex BO MHOTOM 3aBHUCHT OT CIOCOOHOCTEH, IOJydeHHOro OOpa3oBaHMS,
JMYHOCTHBIX KauyeCTB, TPYIOIIO0HS U (PUHAHCOBBIX CPEJCTB.

Q. Ho Bce, e Kaxaplii MOXET YCHEIIHO YIPaBIATh OH3HECOM M CTaTh
IIPEyCIEeBAOMIUM OM3HECMEHOM, TJIaBHOE HE 0OSIThCs, & IeHCTBOBATD.

10. HyxHO GBITH FOTOBBIM K IOSBISIONIUMCS TPYAHOCTSAM M IPOOIEMaM, KOTOPBIE
BO3HUKAIOT MPAKTUYECKU €KEIHEBHO, 0e3 HMX OW3HEC HE MOXKET CYyLIECTBOBaTh, 3TO HAJO0
[IOHUMAaTh MPAaBUJIBHO M HE OIYCKaTh PYKHM U OBITb TOTOBBIM BO3JIOKUTh Ha ce0s BCIO
OTBETCTBEHHOCTH 3a BeJIeHUE OU3HECA.

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

XI. 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.

XII.  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

XI11. Find Russian equivalents (# translation) to the following English idioms.
A white elephant

An Indian summer

1
2
3. To be like a red rag to a bull
4

To be in one’s black book




To show the white feather

5

6. To paint the town red
7. To make black white
8
9

Castles in Spain

The life and soul

10. Heads or tails?

1 mark for each correct answer Total /10

Koumponwvnan paboma (HEMEITKHH S3bIK)

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

1 waren liefern a peUI0KEHUE, OTPAHMYECHHOE TI0 BPEMECHH
2 verbindliches Angebot b CPOK yKa3bIBaeTCs

3 das Angebot ist befristet C COCTaBHTh ceOe TMPE/ICTaBICHUE

4 zu den genannten Bedingungen d OTBET Ha 3aIpoc

5 die Frist wird angegeben e IOCTABUTh TOBAPHI

6 sich ein Bild machen f TBepaas odepra

7 Antwort auf eine Anfrage g COJICpKaTh JaHHbIC

8 Angaben enthalten h OTIpeICTICHHBIN BU/I TPOAYKIHH

9 das bestimmte Erzeugnis i OTIIPABHUTH TOIYYATEIIO

10 jan den Empfénger senden j COTJIACHO YIOMSIHYTBIM YCIIOBHSM
1. 2. 3. 4. 5. 6. 7. 8. 9. 10.

2. Lesen Sie sorgfaltig die Klischees, die in Geschaftskorrespondenz verwendet werden, und lbersetzen
Sie die Sétze ins Russische.

1.Ich komme zurlick 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 (iber 40 Jahren besteht, ist einer der filhrenden Importeure von Wein und
Spirituosen.

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

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

7. Bitte schicken Sie uns lhre Bestellung so bald wie moglich, 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:

1. Unternehmen (n)

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

2. Kauf (m)

b) Der Rat, der Beschluss, eine der héchsten 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 unabhangige
\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 Verfligung 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.

9. Industrie (f)

1) Ausgabe von Wertpapieren, Aktien.




10. Emission (1) J) 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 Kochgerateindustrie 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 wéhlen 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, Ihren Rechtsanwalt nicht einzuschalten, weil es sich um ein Versehen handelt.
3. Leider sind die Preislisten, die wir lhnen letzten Monat zugeschickt haben, nicht mehr aktuell.

4. Wir werden Thnen sehr dankbar sein, das Sie uns Hilfe leisten konnen.

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

7. Lesen Sie sorgfaltig den Antrag auf Beschaftigung, Ubersetzen Sie es ins Russische.
Sehr geehrte Frau Rechtsanwaéltin Rainer,

in der ,,Siiddeutschen Zeitung* vom 21.01.2006 bin ich auf Ihre Stellenanzeige gestoflen. Ich kann mir
vorstellen, dass die Arbeit bei Ihnen anspruchsvoll ist und zugleich Spall 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 Buroarbeiten zuverlassig und schnell erledigt? — Kein Problem, denn ich bin
gewissenhaft und arbeite — nicht nur am Computer — effizient!

Das Einzige, was ich Ihnen nicht bieten kann, ist ein Berufsabschluss. Wegen Schwangerschaft habe ich
die Ausbildung zur Birokauffrau im Juni 2000 abgebrochen. Mein Entschluss, mich bei Ihnen zu
bewerben, hdngt damit zusammen, dass Sie die Teilnahme an Fortbildungen anbieten. Ich sehe darin die



Chance, meine Berufsqualifikationen auch formal zu vervollstandigen. Sie brauchen nicht zu befiurchten,
dass ich danach gleich wieder kiindige. Genau wie Sie lege ich Wert auf eine dauerhafte Stellung.

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

Mit freundlichen GriRen
Ingeborg von Laufe

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 Grundung 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 beschrankter Haftung (mbH)” enthalten. Haftung:
Als Kapitalgesellschaft mit eigener Rechtspersonlichkeit, also als juristische Person, haftet die GmbH
selbst fur ihre Schulden unbeschrankt mit inrem Vermogen. Die Gesellschafter haften nur gegentiber der
Gesellschaft. Ihre Haftung ist auf die Hohe der Einlage beschrénkt.

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, ¢) nach dem Verhéltnis der Geschéftsanteile. In jedem Fall wird die Hohe der
Einlagen beriicksichtigt. Haufig wird der Gewinn ganz oder teilweise zur Stérkung des
Unternehmenskapitals verwendet. Die Gesellschafter haben weitgehende Rechte auf Mitverwaltung und
Information bis hin zur Einsichtnahme in die Blicher. Diese Rechte gewahrleisten ihnen das Gesetz und
der Gesellschaftsvertrag (die Satzung).

Die Gesellschafterversammlung ist das oberste Organ. Es fasst Beschliisse 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
gefordert wird oder wenn die Halfte des Stammkapitals verloren ist.

Das leitende Organ ist die Geschaftsfihrung. Die Geschaftsfiihrer werden von der
Gesellschafterversammlung eingesetzt. Sie kdnnen sowohl Gesellschafter, als auch dritte Personen sein.
Sie haben die Geschéftsfihrungsbefugnis und Vertretungsmacht fiir die Gesellschaft.

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

2. Die Geschaftsflhrung 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 beschréankter Haftung a [mens nesreapbHOCTH PEAIPUATHS

2 lin notarieller Form b gucmo romocos cobpanus maIUKoB

3 |der Vertrag muss enthalten: C MO PEUICHUIO MaNIINKOB

4 der Gegenstand des Unternehmens d HeorpaHHYeHHAasi OTBETCTBEHHOCTh

5 die unbeschrénke Haftung € HaWBBICIIUI OpraH

6 |die Rechte der Gesellschafter f obwecrso ¢ OrpaiTIeHHON

OTBETCTBEHHOCTBIO

7 die Stimmzahl in derg npaBa maiiKoB
Gesellschafterversammlung

8 nach dem Gesellschafterbeschluss h cuna npeacraBuTeNnbCTBA IS (PUPMBI

9 das oberste Organ | JIOrOBOP JOJDKEH COJICPIKATh
die Vertretungsmacht fur die..

Gesellschaft ] B HOTapuaibHOU popme



1. 2. 3. 4. S. 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 mdchten 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 gehoren zu Kapitalgesellschaften, wie die meisten in der Bundesrepublik. Unsere Organe
sind die Gesellschafterversammlung und die Geschaftsfiihrung.

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 Griindung
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 gedndert 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 Geschaftsfiihrung und
Vertretung der Genossenschaft grundsétzlich gemeinsam zu. Die Vertretungsmacht ist nach aufien 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
gefuhrte Genossenliste erworben. Grundsatzlich kann einem Genossen nur eine Mitgliedschaft zustehen;
jedoch kann das Statut den Erwerb mehrerer Geschéftsanteile 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. Aufldsung der Genossenschaft ist vorgesehen insbesondere durch Beschluss der Generalversammlung
mit Dreiviertel Mehrheit, Beschluss des Registergerichts, Erdffnung des Insolverzverfahrens oder deren
Ablehnung mangels Masse, durch Loschung der Genossenschaft wegen Vermdgenslosigkeit, sowie
Umwandlung. Nach der Auflésung findet eine Liquidation statt. Bis zur Beendigung der Liquidation
besteht die Genossenschaft noch fort.

Koumponvnas paboma (PPAHI]Y3CKUH A3bIK)



1. Lisez le texte:

Comment trouver un emploi?

Il'y a le chémage. 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. 1l 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 regle générale: discrétion, une touche personnelle, un accessoire
qui vous distinguera des autres.

Pendant I’entretient il faut se tenir droit (-e), 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 1’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, c’est absolument impossible.

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

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

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

5. Il ne faut pas exiger une réponse immédiate.

Il. Choisissez la bonne réponse.

6. Pour réussir le premier contact, il faut ...

A venir un peu en retard.

B gquémander 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. Si vous avez une proposition plus intéressante, ...
A exiger I’augmentation des salaires.
B dites-la d’une fagon polie.

C montrez que vous vous sentez fatigue.

I11. Choisissez la bonne réponse.

11. Ce sont revues spécialisées.
Ale B les C des Dla
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 gue les vacances.

A plusdréles B plusdréle C moinsdrole D moins dréles
16. L’enseignement donné par 'université de Paris est en France.

A le meilleur B la meilleure C lepire D la pire

17. La glace 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 étaient C étions D était
20.  L’ouvrier cent pieces.

A afabrigué B aifabriqué C ontfabriqué D as fabriqué
21. 1ls dans un petit village.

A s’est installé B se sont installés C t’esinstallé D sont installés
22. OH pa3roBavBaJl CO CTyIEHTaMH, pabOTaIOMKMU B J1a00paTopuu.

A |l parle avec les étudiants travaillant au laboratoire.
B 1l parlait avec les étudiants travaillant au laboratoire.
C Il parlera avec les étudiants travaillant au laboratoire.



D Il parlerait avec les étudiants travaillant au laboratoire.
23. Les expériences réalisées par nos savants ont montré de bons résultats.

A OmnbITBI, TPOBOJMMBIC HAIIIMMHU YYCHBIMH, TTPOJAEMOHCTPUPYIOT Pa3HbIC PE3YJIbTATHI.
B OmnibiThl, IpOBECHHBIC HAIIMMHE Y4EHBIMU, TTOKA32JIM OTPULIATENILHBIC PE3YIIBTATHI.
C OnbIThl, IPOBENECHHBIC HAIIIMMHU YICHBIMH, TTOKA3aJId XOPOIINE PE3YJIbTAThI.
D OnbIThl, TPOBOIUMBIC HAIIMMHU YYCHBIMH, TPOACMOHCTPUPYIOT XOPOIINE PE3yIbTaThI.
24. ITpuOBIB OYEHB MO3IHO, OH HE CMOT IIPUHSTH YJaCTHE B ATOM KOH(EPEHIINH.

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

25. Les préparatifs effectués, la fusée a été lancée.
A Korma moaroroBuTenpHbIE pabOTH OBLTH 3aKOHYEHEI, pakeTa Obliia 3aIyIieHa.
B Korna oHn 3aKoHYIIN TTOATOTOBUTEIBHBIE PAOOTHI, pakeTa ObLIa 3amyIeHa.
C TloaroroBuTenbHbIe pabOThI 3aKOHYEHBI M PaKeTa ObLIa 3aIlyIleHa.
D IlomroroButenpHBIC PaOOTHI 3aKAHIMBAIOTCS M paKeTa OyJeT 3amyiieHa.
26. Tu___ purépondre 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 Cava bien, ettoi?  CEnchanté! D A demain!
28. Quand je ce travail, je t’appellerai.

Afait Bfont C faites D fais

29. Julien et Lucie viennent partir.

Ade Bsur Csous D a

30. C’est le cas tu dois rester sage.
A pendant B quand C comment D ou
31. Vous ressemblez peu votre frére ainé.
A sur B avec Ca D de.

32. Unxkenep noinkeH 001a1aTh BCEMH HEOOXOUMBIMU 3HAHUSIMHU.

A L’ingénieur a possédé toutes les connaissance nécessaires.
B L’ingénieur avait possédé toutes les connaissances nécessaries.

C L’ingénieur a toutes les connaissances nécessaries.
D L’ingénieur a a posséder toutes les connaissances nécessaires.
33. CBexuit BO3AYX OOJIKCH OBITh JAOCTAaBJICH B IIOMCHICHUS 3JICKTPOCTAHIIUU.
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. La loi découverte par ce savant a une grande importance.
A DTOT y4eHbIH OTKPBLI 3aKOH, UMEIOIIUN OOJIBIIOE 3HAYCHHE.
B 3akoH, OTKpBITHII 3TUM y4eHBIM, UMEET OONbIIOE 3HAUEHHE.
C 3axoH, HCTIONB3YEMBIN ATUM YUY€HBIM, OTKPHIBAE€T HOBbIE BO3MOKHOCTH.
D 3Orot y4yenslit ¢ MUPOBBIM UMEHEM OTKPHIBAET HOBBIH 3aKOH.
35. T"a3omnpoBos OyIeT MoCTPOEH Yepe3 roj.

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.



