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PaBouas nporpamma nepecmorpena, obeyxiena i onoGpena s peanusaunm 8 2023 - 2024
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[Iporokonor 20 r. Ne
3as, kagenpoit ~ H.H.3epxuna



1 lenu ocBOeHHUs TUCHMILINHBI (MOIYJIs1)

[lenbro OCBOEHUS TUCIUILIIMHBI «/]€T0BOM MHOCTPAHHBIN SI3BIKY SIBIISIETCS:

pa3BHUTHE Y O0YUYAIOMINXCs CIIOCOOHOCTH BIIAJETh MHOCTPAHHBIM SI3BIKOM KaK CPEJICTBOM
JIEJIOBOTO OOIIEHUS, CIIOCOOHOCTH HCIOJb30BaTh MHOCTPAHHBIN S3bIK B IMPO(eccrOHAIbHON
cdepe, a TakKe CIOCOOHOCTH K paboTe B MHOTOHAIIMOHAILHBIX KOJUICKTHBAX, B TOM YHCJIEC TIPH
paboTe HaJl MEXIUCUUIUIMHAPHBIMUA U HHHOBAIIMOHHBIMH MPOEKTaMH, CO3/1aBaTh B KOJJICKTHBAX
OTHONICHHH JICTIOBOTO COTPYTHUYECTBA.

2 MecTO TMCUMILTHHBI (MO/1YJIs1) B CTPYKTYpe 00pa3oBaTeIbHOM MPOrpaMMbl

HucnummuHa [lenoBoil MHOCTPaHHBIN S3BIK BXOJUT B BAapHATHBHYIO YacTh Y4eOHOTO
11aHa o0pa3oBaTeNbHON MPOrPaMMBI.

Jns  wW3ydeHUs  JUCHUIUIMHBI ~ HEOOXOOWMBI  3HaHUS  (YMEHHs,  BIIAJCHUSA),
c(OpMHUPOBAHHBIE B Pe3yJIbTaTe U3yUCHUSI JUCITUIUINH/ PAKTUK:

« lHOCTpaHHBIH SA3bIK» IO MIpOorpaMMe OakalaBpuarta;

« IHOCTpaHHBI A3BIK B TPO(HECCHOHAIBHON AEATEIIEHOCTI Y,

JUCIUILIUH 10 MPOQUITIO MOATOTOBKHA 00YUYaOIIUXCS.

3Hanus (YMEHUS, BIaJICHUs), MOTYICHHBIC TTPH M3yYEeHUU TAHHOW IUCIUILIMHBI OyIyT
HEOOXOIUMBI JJIs1 U3YUEHUs TUCHIUTIINH/TPAKTUK:
[ToaroroBka K 3aluTe U 3aIIUTa BBITYCKHOM KBATU()UKAITMOHHON paboTh

3 Komnerenuuu odyuaromerocs, popmupyembie B pe3yibTaTe 0CBOECHHSA

AUCUHMILIMHBI (MOAYJIsl) M IJIAHUPYeMble pPe3yJibTaThbl 00y4eHust

B pesynbrare ocBoeHMs AMCUUILIMHBI (MOnayns) «JleTOBOM MHOCTPAHHBIN S3BIK»
oOyJaromuiicst 1oJbKeH 001aaaTh ClAeIyIOIMMHA KOMIETEHIUSIMHU:

CtpyKTypHBII [Inanupyemsble pe3ynbTaThl 00y4eHUs
JIEMEHT
KOMIIETEHIIMH
OIIK-1 TOTOBHOCTBIO K KOMMYHUKAIIMH B YCTHOW U MUCbMEHHOH (popMax Ha pycCKOM U

HHOCTPAaHHOM A3bIKax JJId pCIICHUA 3aaa4 HpO(i)GCCPIOH&J'IBHOfI JACATCIIBHOCTHU

3HaTh - OCHOBHBIC HOPMBI M TIPaBUJIa PEYEBOTO JETIOBOTO STUKETA,

- 6a30BYI0 JIEKCUKY c(ephl 1e70BOr0 OOLICHHUS;

- OCHOBHBIW BU/IBI JIEIIOBOW KOPPECTIOHJCHIINKM W TPEOOBaHMS K BEJCHUIO
OM3HEC MEePEnHUCKH.

yMCTI: qUTaTh U I/IHTepHpeTI/II)OBaTB TCEKCTBI U COO6HI€HI/I$I I[GJ'IOBOfI KOMMYHI/IKaHI/II/I
C MHOCTPAHHOTO fA3bIKa HA PYCCKUI SI3BIK;

- COCTaBJIAThH JCI0BOE MUCEMO MU COOOIIECHHE;

- KOPPEKTHO BBIpaXKaTh U aprTyMEHTHUPOBAHYO OOOCHOBBIBATH MOJIOKCHHUS B
MpoLEecce IETOBOM KOMMYHUKAIUH.

Bnagers - 6a30BBIMH HAaBBIKAMH PEYEBOT0 TIOBEJCHUS B chepe J1eI0BOr0 OOIICHHUS;
- IPAaKTUYECKUMU HaBBIKAMU HCIIOJIb30BaHUA opdorpaduyeckoi,
ophOIMUYECKOM, JTEKCUKO-TPAMMATHYECKONW U CTUIIMCTHYECKOM HOPM
PYCCKOIO U U3y4aeMOTO SI3bIKOB.

ITK-7 cnocoOHOCTBIO OpEACTABJIATH PC3YJIbTATHI IPOBCACHHOTO UCCICIOBAHNUSA B BUJAC HAYUHOT'O
0TYECTa, CTaThbM WK JOKJIaga




3HaTh

- IEKCUYECKUH (TEpPMUHOJIOTHYECKHI) MUHUMYM HHOCTPAHHOTO SI3bIKa B
npodeccuoHanbHOU cdepe;

- OopMBI TPaMMATUUYECKUX KOHCTPYKITUNA, HEOOXOMUMBIX JJIsI OU3HEC
KOMMYHHKAIIMH B YCTHOW ¥ MUCbMEHHOH (popmax;

YmMmern

- aHAJIM3UPOBATH M HHTEPIPETHUPOBATH UHPOPMALINIO, H3BICYCHHYIO U3
TEKCTOBBIX HCTOYHMKOB HA NHOCTPAHHOM SI3BIKE I10 CIIELIMATIbHOCTH;

- BBIOMpATH aJICKBAaTHBIE A3BIKOBBIE CPE/ICTBA IEPEBO/IA AYTEHTUUHOM
po¢ecCHOHAILHOM JINTEpaTyphbl HA PYCCKHI A3BIK;

- IPUMEHSTh HEOOXO MBI TPaMMaTUYECKUN U JIEKCUYECKUI MaTeprall IS
BEJICHUS JEJI0BOI Nepenucku B NpodeccuoHanbHoi chepe;

Bnanets

- HAaBBIKAMH YCTHOH 1 MMChbMEHHON peur Ha HHOCTPAHHOM SI3BIKE IS
MEKJINYHOCTHON KOMMYHHKAILIMH B JEI0BOH M podeccHoHanbHOM cdepax;
- cnoco0amMy  CO3aHUsl TOYHOTO COOOIIEHUS, IEMOHCTPUPYS BlIaIcHUE
MOJIETISIMUA OpPTaHU3aLUH AETOBOTO M NPO(eCCHOHATBHOTO TEKCTa B
YCTHOM M MUCHbMEHHOU (popMax.




4. CTpyKTypa, 00BEM H cogepKaHue TUCHUIINHBI (MOLYJI51)
OO0mas TpyI0€MKOCTh JUCIUIUIMHBI COCTAaBIsieT 3 3a4eTHBIX enuuuil 108 akax. gacoB, B ToM

quce:

— KOHTaKTHas padora — 6,1 akaj. 4acos:

— ayauTopHas — 6 akaJl. 4acos;

— BHeayautopHas — 0,1 akan. gacos

— caMmocTosATeIbHas paboTta — 98 akas. yacos;

— MOATOTOBKA K 3auéTy — 3,9 akaj. yaca
dopma aTTecTaluu - 3a4eT

AynutopHast e
KOHTaKTHasi paboTa E 5 ®opma TeKylero
=
B aKaj. 4acax g Bun KOHTPOJIA
Pa3nen/ Tema 2 ( A ) £ B . p Kon
> & ©| caMOCTOSATEeNbHOW | YCIIeBAeMOCTH U
JCIUTUTAHBI =z [ . | xommereHMK
2 5 padoThI MIPOMEKYTOUHOH
Tex. 71a0. | mpaxT. R aTTeCTaLHH
3aH. 3aH. |Q &
1. 1.OcHOBBI [1E7I0BOTO OOIEHHS
IIpoBepka
Brimonnenue POBEP
TEMaTHYEeCKOTO
nepeBoJia TeKCTa,
CIIOBapsi; MPOBEPKa
MHChMEHHBIX
. N BBITTOJTHEHHS
11 Peuesoit STUKET 3aaHui 1
macemennsix pabor |OITK-1
nenoBoro oomenus. CTumu 121 | 12 COCTaBJICHHE N
0 TeMe; YCTHBIN
JIETIOBOTO OOIICHUS. JTHATOTHYECKUX
. OIpOC B BHIC
BbICKAa3bIBAHHUH I10
JIMATOTHYECKHX
TeMe. o
BBbICKAa3bIBAHUH 110
Teme
IIposepka
Brinmonnenue POBep
BBITTOJTHEHHS
MHCBMEHHBIX
1.2 CocraBieHnue . MUCEMEHHBIX PadoT (OQITK-1
aBToOunorpaduu. BusnurtHas SAIAHHIH 1 0 TeME; YCTHBIH ’
P 1 1 16 COCTaBJICHHE Y T11IK-7
KapTOYKa. Jlnynas OIIpOC B BHAE
MOHOJIOTHYECKUX
Mpe3CHTaussa o MOHOJIOTHYECKHUX
BBICKa3BIBAHUI 1O .
BBICKa3bIBAHUI 110
TeMe.
Teme
1.3 dopwmbl oOpraHU3aLUH
P P ! Cocrapinenue IpoBepka
JIETIOBOM BCTPEYH:
TEMATHUYECCKOTO TEMATUYECCKOT'O
-OpraHu3alys BCTPEYH C
CJIOBaps. CIIOBapsi; IPOBEpPKa
JIENIOBBIMH TIAPTHEPAMU;
Brmmonnenue BBIINIOJIHCHHU A OHK_l
- Tene(pOHHbIE Pa3rOBOPEL; )
9 MUCBMEHHBIX | MHCHMEHHBIX padoT
-yCTPOWCTBO Ha paboTy, 1 20 . . TIK-7
3aJaHuU U 0 TEME; YCTHBIN
MOATOTOBKAa OOKYMEHTOB K
COCTaBJICHHE OIIpOC B BHAE
MPOX0XKICHUIO
JANAJIOTHYCCKUX JAUATIOTUYCCKUX
cobeceroBaHMs . N
BBICKa3bIBAHUI MO | BBICKA3BIBAHUI 11O
(3amonHeHHe AHKETHI,
TEMe. Teme
pe3iome)




CocraBiieHHe

TEMaTHYECKOTO
CIIOBaps.
Brimonnenue
MUChMEHHBIX
14 Crpykrypa u .
3aaHul 1 OIIK-1
JEeATeNbHOCTE  KOMITaHHH Ipencrasnenne )
(npennpusiTus): 1 20 cocTapiIetue cooOuIeHus I[1K-7
P Be/:[p mue . KOMITaHUH MOHOIOTHHCCIKHX (mpe3eHTaINN) )
Y BBICKa3bIBAHUI MO P
OTpaciu
teme. [Tonck
uHpopMaIuy 1o
TeMe B
JIIEKTPOHHBIX
0azax JaHHBIX.
Hroro no pazueny 4,21 | 68
2. 2. Bemenume  nenoBoi
KOPPECTIOHACHINH
Uzyuenne
y4eOHBIX TEKCTOB IIpoBepka OIIK-1
H
2.1 Crpykrypa W BHIBI 05 10 0 TeMe. BBITTOJTHEHHS
JIEJIOBOTO MHChbMa. ' BeinonHeHue | MUCBMEHHBIX paboT HK-7
MHCBMEHHBIX 1o Teme
1 3aJJaHUM.
Brinonnenune
MIHCBMEHHBIX IpencraBnenne
2.2 Crpykrypa U TUIIBI N pea OIIK-1
05 10 3a7aHuH. cooOuIeHus
JIOKJTaZ0B, OTYETOB.
[MoaroroBka (mpe3eHTarum)
COOOIIECHUSL.
Wroro no pazneny 1 20
3. 3. IlepeBoj, aHHOTHUPOBAHUE U
pedepupoBanue TEKCTOB
npogecCHOHATBEHON
HaIpaBIEHHOCTH
IMepeBox TekcTa no
CTEIHATbHOCTH.
CocraBnenue
IIHUCbMCHHBIX
3.1 OcHOBBI TmepeBoja, AHHOTALLI Mposepka
AHHOTHPOBAHUA 1 TeKCT](-)IB BbllEOHHEHHH OHK-l’
pedepupoBanust  Tekcros| 1 1 10 T11IK-7
. npodeccroHaIbH MTUCEMEHHBIX
npodeccuoHaIbHON N .
oii 3agaHuil.
HaIpaBIEHHOCTH
HAIPaBIEHHOCTH.
PedepupoBanue
TEKCTOB O
CIEIHATbHOCTH.
Wroro no pazneny 1 10
HWroro 3a cemectp 6/211 | 98 3a4€T
Hroro no gucuumiige 6/211 | 98 3a4eT




5 O6pa3oBare/ibHbIe TEXHOJOTHHI

B cootBerctBuu ¢ tpedoBanusmu OI'OC 3+ BO mo peanuzanuu KOMIETEHTHOCTHOTO
MOJIX0/1a MporpaMma JUCLMILTUHBI «/]e10B0i HHOCTpaHHBIH SA3BIKNIPEyCMAaTPUBACT:

— UCTOJIb30BaHUE B YIEOHOM TPOIECCE AKTUBHBIX U MHTEPAKTHBHBIX (DOPM MPOBEICHUS
3aHATUN C 1ENbl0 GOPMUPOBAHMS U PA3BUTHUS MHOA3BIYHOW KOMMYHUKATHBHON KOMIIETEHIIUU
00y4Jarouxcs;

— HCT0JIb30BaHuE ayauo- u Bugeomarepuanos, MHTEPHET - pecypcoB Ha mpakTuyeckux
3QHSTHSIX;

— HCIIOJIb30BaHUE 3JIEKTPOHHBIX 00pa30BaTENIbHBIX PECYPCOB MO TEMaM MPaKTHYECKHX
3aHATHUH;

— MOUCK ¥ U3y4YeHHE MEAUIHBIX TEKCTOB 110 0003HAYEHHON MTPOOIEMaTHKE;

— HCIIOJIb30BaHHME Pa3HBIX (HOpM BHEAYIUTOPHOW pPaOOTHI, TAaKUX KaK OpraHU3aIus
MPa3AHUKOB M TEMATHYECKUX BEUYEPOB, CTYJEHUYECKMX HAYYHbIX KOH(EpPEHLUH; BCTped C
HOCHUTEJISIMU SI3bIKA.

Jl1is oCTHKEHUS TIAHUPYEMBIX Pe3yIbTaToB 00yueHus, B Kypce « THOCTpaHHBIN S3BIK»
UCIOJIb3YIOTCS CIIEAYIOLME 00pa30BaTEIbHbIE TEXHOJIOTUU:

1. UndopmannoHHO-pa3BUBAIONINE TEXHOJOTHH, HANpaBiICHHbIE Ha (HOPMHUPOBAHHE
CHUCTEMBbI 3HAHUH, 3aIIOMUHAHNE U CBOOOIHOE OTIEPUPOBAHNE UMHU.

Hcnonb3yercss KOMMYHUKAaTUBHO - KOTHHUTHBHBIA METOJI, CAMOCTOSITENIbHOE H3yueHUE
JTUTEPATyphl, TPUMEHEHUE HOBBIX WH(MOPMAIMOHHBIX TEXHOJOTHHA JUII CaMOCTOSTEIIEHOTO
MOTIOJTHEHNUST 3HAHUM, BKIIOYas WHCIIOJIb30BAHUE TEXHUYECKHMX M DIEKTPOHHBIX CpEACTB
uH(pOopMaLIUH.

2. JlesaTenbHOCTHBIE, MPAKTUKO-OPUEHTHUPOBAHHBIC TEXHOJOTHH, HAaIlpPaBJICHHbIE Ha
dbopMUpOBaHHE CHCTEMBI MPO(YECCHOHANBHBIX TMPAKTUYECKUX YMCHHA TIPH TPOBEACHHUH
SKCIIEPUMEHTANIBHBIX UCCIIEOBAHMM, 00eCTIEYNBAIOIINX BO3MOXXHOCTh KAU€CTBEHHO BBIMIOJIHATh
po(heCcCHOHATIBHYIO e TEIbHOCTD.

3. PasBuBaromme mnpoOIEMHO-OPUEHTUPOBAHHBIE TEXHOJOTHH, HalpaBlIeHHbIE Ha
dbopMHpOBaHHE W Ppa3BUTHE MPOOJIEMHOTO MBINIJIEHUS, MBICIUTEIHPHON AKTHBHOCTH,
CIIOCOOHOCTH BUAECTh U (POPMYIHPOBATH MPOOJIEMBI, BHIOMPATh CIIOCOOBI U CPENCTBA IS UX
pemenusi. Mcmonp3yeTcss KOJJIGKTUBHAs JESATEIBHOCTH B TPYIIAxX IMPU  BBIIOJHEHUH
MPAKTUYECKUX 3aJJaHHi, pelieHue 3a7a4d B YCIOBHBIX CUTYAIIUSIX JEI0BOM U podeccruoHalbHOM
KOMMYHHKAITUH.

4. JIMYHOCTHO-OPUEHTUPOBAHHBIE TEXHOJOTHU OO0y4YeHHs, oOecrneduBarolIue B XOJe
y4eOHOro TIpollecca Y4eT paszIMYHbIX CIOCOOHOCTEH OO0ydaeMbIX, CO3/IaHHE HEOOXOIMMBIX
YCIIOBUHM IS Pa3BUTHUS UX WHAMBUAYAIbHBIX HABBIKOB, PAa3BUTHE AKTUBHOCTH JIMYHOCTH B
yueOHOM Tmpouecce. JIMYHOCTHO-OPUEHTUPOBAHHBIE TEXHOJOTMU OOYUYEHUS DPEaTu3yroTCs B
pe3ynbTaTe WHANBUAYAIBHOTO OOIIEHUS TMpernofaBaTeliss W CTYACHTa MPH MPE3CHTAIUIX
COOOIIEHUH 1 JTIOKJTaJIOB, TUCBMEHHBIX PA0OT ¥ MPHU BBITTOJHEHUH JOMANTHUX WHIUBUYATHHBIX
3aJJaHuH.

6 YueOHO-MeTOAMYECKOe 00ecneyeHre CaMOCTOATeIbHOM padoThl 00yUYaroLuXCcst
[IpencraBieHo B npuiioxeHuH 1.

7 OueHoYHbIE CPeICTBA LIS POBeAeHHUs IIPOMeKYTOYHOI aTTecTaluu
[IpencraBieHsl B NpUIOKEHUH 2.

8 YueOHO-MeTOANYECKOE U HHPOPMALIMOHHOE 00ecTiedeH e JUCHUILIMHBI (MOLYJI51)
a) OcHoBHas1 JIUTEpaTypa:
AHTIIMICKHN SI3BIK

1. 3epkuna, H. H. English for professional purposes : npaktukym / H. H. 3epkuna, O.



B. Kucenb ; MI'TY. - Maraurtoropck : MI'TY, 2018. - 1 snekrpon. ont. nuck (CD-ROM). - 3ari. ¢
TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3531.pdf&show=dcatalogues/1/1515
176/3531.pdf&view=true (mara obpamenus: 04.10.2019). - Makpoobobekr. - Tekcr
ANIEKTPOHHBIN. - CBeneHus JocTynHbl Takke Ha CD-ROM.

2. T'acanenko, E. A. Business English in use: maboparopssiit npaktukym ¢ ["acanenko, H.
H. 3epkuna, O. A. Jlykuna ; Marauroropckuil roc. texunueckuii yH-T um. I'. M. Hocosa. -
Marnautoropck : MI'TY um. I'. 1. Hocoga, 2019. - 1 CD-ROM. - 3aru. ¢ tutyn.skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3843.pdf&show=dcatalogues/1/1530
281/3843.pdf&view=true (mara oo6pamenus: 22.10.2019). - Makpoobbekr. - Tekcr
ANIEKTPOHHBIN. - CBeneHust JocTynHbl Takke Ha CD-ROM.

Hewmerixuii 361K

1. Awutpomnona, JI. U. Ilpaktukym 1o Hemenkomy s3blky “VIHOCTpaHHBIN S3BIK B
npodeccrona bHOM aesTeapHocTH” (Ut MaructpantoB) / JI. 1. Autpomoa, O. H. Adanacbesa ;
MI'TY. - Maruauroropck : MI'TY, 2017. - 1 saekrpon. ont. auck (CD-ROM). - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3140.pdf&show=dcatalogues/1/1136
432/3140.pdf&view=true (nata oopamenus 04.10.2019). - MakpooOBEKT. - TEKCT : 37I€KTPOHHBII.

2. A. ., Nyockux. DEUTSCHE GRAMMATIK [OnexTtponHsiii pecypc] : yuebHoe
nocobue / MI'TY. - Maruutoropck : MI'TVY, 2018. - 1 snektpon. ont. auck (CD-ROM). - Tekcr
pyc., HEM. - Jls: 236V U. - ISBN 978-5-9967-1104-8 :
https://magtu.informsystema.ru/uploader/fileUpload?name=3442.pdf&show=dcatalogues/1/1514
253/3442.pdf&view=true

OpaHIy3CKUN S3bIK

1. 3anaBuna, T. }0. @pannus. Ctpana. Jlroau : yueonoe mocodue. Y. 1/ T. 0. 3anaBuna ;
MI'TY. - Maruautoropck : MI'TY, 2017. - 1 3J'I€KTp0H ont. muck (CD-ROM). - 3arm. ¢
TUTYJ.3KpaHa. URL:
https://magtu.informsystema. ru/uploader/flIeUpIoad?name 3158.pdf&show=dcatalogues/1/1136
492/3158.pdf&view=true (mara o6pamenus: 04.10.2019). - Makpoobsekr. - Tekcr
AIIEKTPOHHBIN. - CBeneHust JocTynHbl Takke Ha CD-ROM.

0) lonotHuTE/ILHAS JIUTEPATYPA:
AHTTIANCKHAN SI3BIK

1. SELF-STUDY ENGLISH. STEP Il : mpaktuxym / }O. B. FOxaxosa, JI. C. ITonsikosa, O.
A. Jlykuna, A. I'. Knagosa ; MI'TY. - Maruutoropck : MI'TY, 2018. - 1 sneKkTpoH. OnT. AUCK
(CD-ROM). - 3ari. c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3783.pdf&show=dcatalogues/1/1527
929/3783.pdf&view=true (mara ooOpamenus: 15.10.2019). - Makpoobobekr. - Tekcr
ANIEKTPOHHBIN. - CBeneHust JocTynHbI Takke Ha CD-ROM.

2. Aatpornosa, JI. 1. [TpakTHKyM 110 HAMMCAaHUIO HAYYHBIX CTAaTEH HA AHTJIMMCKOM SI3bIKE
«EnglishAcademicWriting « : npaktukywm / JI. . Aarponoga, /I. A. CaBunos, O. B. Tynymosa ;
MI'TY. - Maruautoropck : MI'TY, 2017. - 1 3J'ICKTpOH ont. guck (CD-ROM). - 3arm. ¢
TUTYJL.OKPAHA. URL:
https://magtu.informsystema. ru/uploader/flIeUpIoad’)name 3256.pdf&show=dcatalogues/1/1137
109/3256.pdf&view=true (mara oOpamenus: 04.10.2019). - MakpooObekr. - Tekcr
3EeKTPOHHBIN. - CBeneHus noctynHsl Takxke Ha CD-ROM.



https://magtu.informsystema.ru/uploader/fileUpload?name=3531.pdf&show=dcatalogues/1/1515176/3531.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3531.pdf&show=dcatalogues/1/1515176/3531.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3843.pdf&show=dcatalogues/1/1530281/3843.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3843.pdf&show=dcatalogues/1/1530281/3843.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3140.pdf&show=dcatalogues/1/1136432/3140.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3140.pdf&show=dcatalogues/1/1136432/3140.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3442.pdf&show=dcatalogues/1/1514253/3442.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3442.pdf&show=dcatalogues/1/1514253/3442.pdf&view=true
https://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://magtu.informsystema.ru/uploader/fileUpload?name=3783.pdf&show=dcatalogues/1/1527929/3783.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3783.pdf&show=dcatalogues/1/1527929/3783.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3256.pdf&show=dcatalogues/1/1137109/3256.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3256.pdf&show=dcatalogues/1/1137109/3256.pdf&view=true

3.l0xakoBa, 10. B. SELF-STUDY ENGLISH. STEP Il : npaktuxywm / }O. B. FOxakosa,
JI. C. [Tonskosa, O. A. JIykuna ; MI'TY. - Marautoropck : MI'TVY, 2018. - 1 s5ekTpoH. ONT. IUCK
(CD-ROM). - 3aru. c TUTYIL. JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3782.pdf&show=dcatalogues/1/1527
908/3782.pdf&view=true

Hewmerixuii 361K

1. Autpomnosa, JI. U. Ilpaktukym 1no HeMeunKoMy s3bIKy «MHOCTpaHHBIN S3BIK» U
«MHOCTpaHHBIN SA3bIK B MPO(ECCHOHANIBHON ACATEIBHOCTHY ( Uil OaKaniaBpoB, CIICIHATIHCTOB,
MarucTpanToB u actupanToB) / JI. 1. Autponosa, O. H. Adanaceesa ; MI'TVY. - MaruuToropex :
MI'TY, 2017. - 1 onekrpon.ont. muck (CD-ROM). - 3arn. ¢ turynoskpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3140.pdf&show=dcatalogues/1/1136
432/3140.pdf&view=true (mara oOpamenus: 04.10.2019). - MakpooOsekr. - Tekcr
ANEeKTPOHHBIN. - CBeneHus noctynHsl Takxke Ha CD-ROM.

DpaHLY3CKUN S3bIK

1. XKypasneBa, A. A. Professional Reading in English, French and German
yuebHO-MeTouueckoe mocodue / A. A. Kypasiesa, T. FO. 3anasuna, JI. A. lllopoxosa ; MI'TY. -
Maruurtoropek : MI'TY, 2016. - 1 anekrpon. ont. auck (CD-ROM). - 3arn. ¢ TuTyI1. 9KpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/113025
1/17.pdf&view=true (mara oopamenus: 04.10.2019). - MakpooObeKT. - TEKCT : 3JEKTPOHHBIH. -
Ceenenus noctynusl Takxke Ha CD-ROM.

B) MeToauyeckne yKazaHus:

1. Meronuyeckue ykazaHus 110 OpraHU3alluy ayIUTOPHON U BHEAyIUTOPHOI pabOTHI 10O
muciurnae (Ipunoxenue 1)

2. Meromuueckue pa3paboTKu 1Mo paszfenam / TeMaMm ayJAMTOPHOH M BHEAyJUTOPHOMN
pabotsl obyuarontuxcs (Ipunoxenue 2).

3. [Ipumepst koHTpoOIBHBIX padoT ([Tpunoxenue 3).

4. OueHOYHBIE CPEACTBA IS TPOBEICHHS POMEKYTOUHOI arrectanuu ([Ipunoxenue 4).

r) [Ilporpammuoe ob6ecnieuenue u UHTepHeT-pecypcebl:

IIporpammHoe obecneuenune

Hanmenosanue 10 Neo norosopa CpoK neicTBHS JIUIIEH3UU

MS Windows 7 Professional (ms

N1-1227-18 ot 08.10.2018 11.10.2021
KJIaCCOB)



https://magtu.informsystema.ru/uploader/fileUpload?name=3782.pdf&show=dcatalogues/1/1527908/3782.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3782.pdf&show=dcatalogues/1/1527908/3782.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3140.pdf&show=dcatalogues/1/1136432/3140.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3140.pdf&show=dcatalogues/1/1136432/3140.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

MS Office 2007 | 135 o 17.09.2007 GeccpouHo
Professional

7Zip CBOOOJIHO PACIPOCTPAHIECMOE 0ECCPOUHO
FAR Manager |cBoOogHO pacmpocTpaHseMoe OCCCPOYHO

IIpodeccnonanbHbie 0a3bl JAHHBIX U HHGOPMALMOHHbIE CIIPABOYHbIE CHCTEMbI
HasBanwue Kypca CchbllIKa

OnekTpoHHas 0a3a MEPUOAWYECKUX H3TaHUN
East View Information Services, OO0 «MIBHUC»
HammmonansHas
nHdopmarMonHo-ananutuueckas cucrema —|URL: https://elibrary.ru/project_risc.asp
Poccuiickuii  MHIEKC HAYYHOTO ITUTHPOBAHHSI
[Touckosas cuctema Axanemus Google (Google
Scholar)
Nudopmanmonnas cucrtema - EnmHOEe OKHO
JI0CTyTa K MHOOPMAIIMOHHBIM pecypcam
DNeKTpOoHHBIE pecypchl ondmorekun MI'TY um.
I".1. HocoBa

9 MaTepuajibHO-TEXHHYECKOE o0ecrnedyeHHe TN CIUIINHBI (MOIYJIs1)

https://dlib.eastview.com/

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

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

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

MarepuanbHO-TEXHHUECKOE 00ecTiedeHre TUCIMITIMHBI BKIIIOYAET:

VY4eOHble ayauTOpUM [UIsl TPOBEACHUS MPAKTUUYECKUX 3aHSITUM, TIPYyNIOBBIX U
VWHIVBUAYAJIBHBIX KOHCYJIbTALMM, TEKYIIEr0 KOHTPOJIS M IPOMEXKYTOUYHOM aTTECTALlUU:
MYJIbTUMEINIHBIE CPEJCTBA XpAaHEHHS, Nepeadn U TPEACTaBICHUS MH()OPMAIMHN; KOMIUIEKC
TECTOBBIX 3aJlaHUM JJIs1 IPOBEJCHUS IPOMEKYTOUHBIX U PyOESIKHBIX KOHTpPOJIEH.

[lomemenuss uis  caMOCTOSITEIbHOM — pabOThl  OOydYaroLUXCA:  NEPCOHAIbHBIE
kommeioTepsl ¢ makerom MS Office, Beixomom B MHTEpHET M € JOCTYIIOM B 3JEKTPOHHYFO
UH(POPMALIMOHHO-00pa30BaTENIbHYIO CPEy YHUBEPCUTETA.

[Tomemenne st XpaHeHUss U MNPOPUIAKTHUECKOTO OOCTY)KHMBAaHUA y4eOHOTO
obopynoBaHus: MWKapbel IS XpaHEHHUs Y4eOHO-METONUYECKOW JOKYMEHTAIuH, Y4eOHOTo
000pyoBaHus M y4eOHO-HATJIAHBIX TTOCOOUH.


https://dlib.eastview.com/
https://elibrary.ru/project_risc.asp
https://scholar.google.ru/
http://window.edu.ru/
http://magtu.ru:8085/marcweb2/Default.asp

Ipuioxkenne 1

Memoouueckue yKkazanusa no op2anu3ayuu  ayOumopHoul u 6HeayoOumopHoi padomaot
Paboma nao noozomoexoit 01080t 0OKymeHmayuu
B nmonsarue «AeJI0Bas NEepCrcCKa» BXOOAT:

® [HCHhMa, B TOM YHCJE IICKTPOHHBIC
e  MEMOpaHIyMbI (TTAMSATHBIE 3aITUCKH)
®  pEKOMEHJATeNbHbBIC MUChMa

e pesoMe

e cuyera

®  JIOTOBOPHI

®  MUCHMO OJaroJapHOCTD

e 3ampoc

® 3aka3

®  [HCHMO TMOATBEPIKACHHUEC

Cmpykmypa 0enogozo nucoma
1. Anpec otnpaBuTens

Jomken ObITh PacIiosiokKeH B IPaBOM BEpXHEM yIiy nucbMa. CienyeT yka3aTb HOMEp AoMa, YIIHILy, KO
(MHOEKC) TOpoJa, TOPO, CTpaHy, TeaedoH.

HpI/IMe‘-IaHI/IeZ B AMCPHUKAHCKOM BAPpUAHTC AHTJIMICKOTO A3bIKa aZipeC OTIPABUTECIIA, KaK ITPaBUIIO,
PasMEIacTCA B JICBOM BEPXHEM YIJTy, HUKC OAaThl UJIM B KOHIIC IMMCbMa IMOCJIC
IO CH.

2. Jlara

CTpoKkoii HHXKe TIoCIIe apeca MUIIeTcs ara B popmare uucio - mecsay - 200 (30 October 2011)

Ecinu ieioBoe mucbMo MUIeTcst Ha GUpMEHHOM OJIaHKE KOMITAHHH, aJIpec He YKA3bIBaeTCs, a JaTa
IIPOCTABJISICTCS B BEPXHEM JIEBOM YTITY.

3. Aapec nosay4areJis
B OpuTaHCcKOM aHTTIMHCKOM aJipec MoJIydaTess MUILIETCs Ha TOH JKe CTpOKe, TJe U JaTa, U1

CTPOKOW HHKE.
B ameprkaHCKOM BapyaHTe aHIVIMICKOTO SA3bIKa aIpec MOJIyqaTelis MUMIETCS ABYMS CTPOUYKAMU

HUKE aJpeca OTIpaBuTeNs (WIK JaThl, €CIH aJIpec He MUIIETCS).

4. IlpuBercTBHE
Ecnu Bel 3HaeTe nms YCJIOBCKA, K KOTOPOMY MUIICTC IMTUCbMO, ITPUBETCTBUEC IOAACTCA B (bOpMaTeZ

Dear Ms / Miss / Mrs / Mr / Dr + damunus
[pu oOparnieHn K KEHIIMHE UCTIONb3YIOTCS CIEIYIOIINE CIIOBa:

Mrs — ecitit OHa 3aMyKeM
Miss — eciii OHa He3aMyKHSS

Ms — €CJIM HUYEro HE U3BECTHO O €€ CEMENHOM CTaTycCe, a TaKiKC B 06paH_l€HI/II/I K He3aMy)KH€ﬁ JKCHIIINHE.
Ecnu Bl He 3HaeTe 1o ajpecara, MOKHO HalucaTh MOJIHOE UMs, YITyCKasi TUTYJI:

Dear Hadi Jalali

HNMmeeTcst HECKOIBKO BAapUAaHTOB O6paH_[€HI/I$I K UCJIOBCKY, UMCHU KOTOPOTO BruI He 3HaeTe:

K myxunne:



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 xenuiune:

Dear Madam (in British English)

Ladies (in American English)

Ecau Bl He 3HAcTEC, KTO 6yI[eT YUTaTh NMCbMO — MY’K4YMHA WK JXCHIIMHA:

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

Ilocne MPUBETCTBUA CTABUTCA 3alidTas:

Dear Sir or Madam,
WM K€ ITyHKTYaIllMOHHBIN 3HAK MOXKET OTCYTCTBOBAThH BOOOIIIE:
Dear Sirs

Cornacho ¢ Hopmamu American English - ucnonssyercst nBoeroune:
Ladies and Gentlemen:
5. TeMa genoBoro nucekMa

CTpoKkoii HIKE IPUBETCTBHS pa3MeliaeTcs Tema nrckMma (British English). UToOs! BeLIEHTS €€,
HCIIONB3YIOTCS cioBa «Subject:» wiu «Re:», sKupHbId HpUQT WK 3arTaBHbIC OYKBBI.

Dear Sir or Madam,

Subject:  Order #1234/1

B AMCPUKAHCKOM AHTJIUUCKOM TeMa IIPOIMUCHIBACTCA NEPE MMPUBETCTBUEM.
6. OcHOBHAs YaCTh JACJIOBOIro mmcbma

IlepBoe ciIOBO TeKCTa MUIIETCS ¢ OOJNBIION OYKBBI. TEKCT ClieJyeT BRIpaBHUBATD 110 JICBOMY Kparo, a
MocJie KakI0ro ab3aria npomyckaTh oaHy cTpoky. IlepBbiii ad3am npeacTaBiiseT co00l BCTYIUICHHUE, B
KOTOpPOM OOBSICHSFOTCS PUYWHBI HAIIMCAHUS TUChMa. B mocienyrommx ad3anax 0osee qeTanbHO
u3nararotcs Bamu nenu, npuBoauTcs nHGopManus u T.1. B mociegneM ad3aime HeoOX0MMO TIOIBECTH
UTOT | OTHCAaTh, 4ero MMeHHO Bl oxkumaere ot Bamrero aapecara. TekcT nmuckMa JTOMKEeH OBITH Y€TKO
CTPYKTYPUPOBaH M CO3/1aBaTh MOJOKUTEILHOE BIICYATIICHHE.

7. 3akrounTeNIbHas YacTh ASJI0BOr0 IUChMa
DTO0 3KBUBAICHT PycCKOro «C yBaKEHHEM.../C HAWITYYITUMHE TTOKETaHHUSIMH. ...)»

B Oputanckom aHTIIHIICKOM, eciii Bl oOparraerech K anpecaTy 1o uMeHH ((haMuTum), UCIIOIB3YHTE CIIOBO
«sincerely», ecru et - «faithfullyy.

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 aMeprKaHCKOM aHTITHICKOM B ITOIIIMCH MOKET HaxoauTcs auinb «Sincerely», .x. «faithfully» ue
ymoTpeossieTcs.

B OJICKTPOHHBIX MUCbMAX MOXXHO UCIIOJIb30BaATh

Regards



Kind regards
Best wishes

HyHKTyaHI/IH B 3aKJIIOYMTEIIFHOM YaCTH JIEJIOBOTO IMMChMA - 0 aHAJIOTHH C IIPUBETCTBUEM,
Pa3aACInUTCIIbHBIC 3HAKW JOJIPKHBL OBITH OJHHAKOBEIC.

OTCTynuB IBE€ CTPOYKH OT IMOCIETHEro ab3ara, ciuesa numercaBusiness (firm) to business (firm) ®upma
bupme

Yours sincerely/ Yours faithfully

C COOTBETCTBYIOIIUM MYHKTYaI[HOHHBIM 3HAKOM,

qgepe3 4 CTPOYKHU (OCTaBJ’IHIOTCSI JJIsL HOI[HI/ICI/I) - UMs aJipecarta.
Kto KOMY MOXKCT IMUCATh JCJIOBLIC muceMa?

e Business (firm) to consumer — ®upma noTpeduTento

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

e Employer to employee = Hanumaresnb COTpyAHUKY

e Staff member to staff member  CorpynHuk coTpyaHUKY

ITo KaKOMY MoBOAY MUIIYTCHA AE€JT0BbIC nucbMa?

e to0 persuade ybemuTh

e toinform npouH(OPMHPOBATH

e (o request CIEeNaTh 3aIpoc

e to express thanks BBIPA3UTh OJAr0AapHOCTD
e toremind HAIIOMHHTH

e torecommend pekOMEHIOBATH

e toapologize  u3BHHHUTHCS

e tocongratulate mo3mpaBuTh

e to reject a proposal (of cooperation) or offer (of goods) otka3zaTbest OT peATIOKEHHS O
COTPYIHHYECTBE WIIK OT TOBapa

e tointroduce a person or policy — mpeacTaBuTh YeIOBEKA UIIM HOBBIH KypC

e toinvite or welcome  mpuriacuTh WIK NPUBETCTBOBAThH

e tofollowup  mpoBeputh (MCHOIHEHHE)

e to formalize decisions 3akpemnurh pemeHus

CranpaptHblie BeipajkeHus B 1eJIOBOI Mepenucke
1. O0pamenue

e Dear Sirs, Dear Sir or Madam (ecm BaM He M3BECTHO UMS aJIpecaTa)

e Dear Mr, Mrs, Miss or Ms

e (ecy BaM M3BECTHO UM aJIpecaTa; B TOM cllydae KOrJia Bbl HE 3HaeTe CEMEWHOE MOJI0KEHHE
KCHIMHBI ClIeyeT nrcath Ms, rpy0oii omuoKoit sBisiercst ucronb3oanue Gpassl “Mrs or
Miss™)

e Dear Frank, (B ob6parmernn kK 3HAKOMOMY YE€JIOBEKY)

2. Beryniienue, npeapiayinee oomeHue.

e Thank you for your e-mail of (date)... Cracu0o 3a Baie muchbMo OT (Jncia)
e Further to your last e-mail... OtBeyast Ha Ballle MUCHMO. ..
e T apologise for not getting in contact with you before now... S npoury mporieHus,

YTO A0 CUX IOp HC HAITKCAJT BaM...
e Thank you for your letter of the 5™ of March. Cracubo 3a Bailie muchbMo oT 5 Mapra



e With reference to your letter of 23 March OTHOCHTENBHO BAIIEro MUChMa OT 23
Mapra

e  With reference to your advertisement in «The Times» OTHOCUTENBHO Balllel peKIambl
B Talimc

3. Yka3anue Npu4MH HANMCAHUA MUCbMA

e | am writing to enquire about 4 nuury BaMm, 4TOOBI y3HATE. ..

e | am writing to apologise for 4 nuury BaM, 4TOOBI H3BHHUTHCA 34. ..

e | amwriting to confirm S mumry Bam, 910 ObI MOATBEPINTS. . .

e | am writing in connection with I numry Bam B cBsI3U C ...

e We would like to point out that... MbI XoTenu 061 00paTUTH Ballle BHUMaHHUE Ha ...

4. IIpocboda
e Could you possibly... He mornu 06l BHI. ..
e [ would be grateful if you could ... $1 Ob11 OBI IPU3HATENECH BaM, €CJIH OBI BHI ...

e | would like to receive 51 O6bI XOT€N NONYYHTb. .....
e Please could you send me... He Mornu Ob1 BBI BEICTIATH MHE. . .

5. Cornamenue ¢ yca10BUSIMH

e | would be delighted to ... 51 6b11 OBI pas ...
¢ | would be happy to 51 GBI GBI CUACTIINB. . .
e | would be glad to 51 6b11 OBI paj...

6. CooO1enne mjioxux HOBOCTEM

e Unfortunately ... K coxanenuto...

e [ am afraid that ... Boroce, uTo. ..
e | am sorry to inform you that MHe TsKeNno coodars Bam, Ho ...
e We regret to inform you that... K coxanenuto, Mbl BBIHY>KJ€HBI COOOIIUTE BaM O...

7. Hpnﬂomeﬂne K IIICbMY JONMOJHHUTECJIBHBIX MaTEPUajaIoB

o We are pleased to enclose ...  MB&I ¢ y/I0BOJILCTBHEM BKJIA/IBIBAEM. . .
e Attached you will find ... B npukperuieaHom (aiisie BbI HaliA€eTe. .
e Weenclose ... MpI nipusiaraem. ..

e Please find attached (for e-mails)  BwI HaiiieTe NTpUKpeIICHHbIH (aii. . .

8. BoickasbiBanme 0J1aroapHOCTH 32 NPOSIBJICHHBII HHTepec

e Thank you for your letter of Cracu0o 3a Baiie mucbLMo
e Thank you for enquiring Cracu60 3a npOsIBICHHBIIH HHTEPEC. ..
e We would like to thank you for your letter of ...  MpI xoTenu 651 TOOIATOJAPUTH BaC 3a...

9. Ilepexona Kk Apyroii Teme

e We would also like to inform you ... MBI Tak e XOoTelIn ObI COOOIIUTE BaM O...
e Inanswer to your question (enquiry) about ... B otBer Ha Bam 3anpoc
e lalso wonder if... MeHs TaKxe UHTEPECYET. ..

10. JomoJHATEIBHBIE BONPOCHI

e [am alittle unsure about... S HEMHOTO HE YBEPEH B ...
e [ do not fully understand what... I He 70 KOHIIa TOHSLI. ..
e Could you possibly explain... He mormnu 051 BBl OOBSICHUTS. . .

11. Ilepenavya uapopmanun



I’m writing to let you know that... A nurny, 4To0bI COOOIIUTS O ...

We are able to confirm to you... MsI MOKeM HOATBEPIUTS ...

I am delighted to tell you that... Mgl ¢ yI0BOJIBCTBHE COOOIIAEM O ...

We regret to inform you that... K coxkaneHuto, Mbl BEIHY>KAEHBI COOOIINUTE BaM O...

12. IIpenJioxkeHue cBoeil MoOMoOIIA

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

If you wish, I would be happy to... Ecam xoTHTe, 5 ¢ pamocThIO. ..
Let me know whether you would like me to... Coo0mure, eciii BaM MOHAI0O0UTCST MOS
MIOMOIIIb.

13. HamoMuHaHue 0 HaMeYeHHOH BCTpeue WIN OKUAaHUE 0TBETa

14. ITonnuces

| look forward to ... 4 ¢ HeTeprieHUEM K1Y,

hearing from you soon  korja cMOr'y CHOBA YCIIBIIIATE BAC

meeting you next Tuesday BCTPEYH C BaMH B CIeAyIONMi BTOpHUK
seeing you next Thursday Bctpeuu ¢ Bamu B UeTBepr

Kind regards, C yBa)XCHHUEM...
Yours faithfully, Mckpenne Bam (eciu ums uenoBeka Bam He u3BecTHO)
Yours sincerely, (ecmu nms Bam u3BecTHO)

Hpnrﬂameﬂne Ha MepornpusiTue

Invitation

I[GJ'IOBBIQ IMpUTJIallICHUA 0OBIYHO OYCHb KpaTKu. CaMbIM Ba)KHBIM B HUX SIBJISICTCS MpaBUJIIBHOC O6paH_I€HI/I€

K MPUTIIAIIICHHOMY, €CJIM 3TO JTUYHOE MpHUTIaIieHue. B TeKkcTe nomKHaA coepKaThesl He0OXoaumas

I/IH(I)OpMaLIPISI 0 MECTC U BPEMCHU MPOBCACHUS, a4 TAKIKC O TIOBOAC MEPOIIPUATHS, €CIIU 3TO H606X0,HI/IMO.

Ecnu mpurnamenue obriee, 0OpaiieHue T0KHO OBITh TOHATHBIM, TEKCT OCTAHETCS TIPEKHUM.

Dear Mr and Mrs Green, YBaxkaemble MucTep u muccuc ['pus,

We cordially invite you to our Name | MbI ¢ yIOBOJILCTBHEM MpUTJIANIaeM Bac Ha
Scholarship Reception, in honor of all the | mpuem mo cay4ao BpyueHHS HMEHHBIX

donors to the College Scholarship Fund. CTUIICHIUH, B YeCTh JIOHOPOB
The reception will take place at the | crunenauambHOrO dboHma  KoJUemKA.
Rotunda, 8 pm — midnight. [Tpuem cocroutcs B Potonze, ¢ 8 Beuepa 10
Sincerely, Alumni Office MOJIYHOYH.

Uckpenne Bam, Oduc mno gemnam

BBIITYCKHHKOB

PexomeHnaaTeibHOE MUCHbMO

A letter of reference, reference letter, reference

OOBIYHO PCKOMCHAATCIIBHOC MUCbMO HCBCJIIMKO 11O 06’BeMy, qgamie BCEro HE Ooitee 0,I[HOI71 CTpaHHIbI.

IleHHOCTh PEKOMEHIAINH 3aKII0YACTCS B TIOITUCH TOTO, KTO AaJl PEKOMEH/IAIIHIO.

CYIJ_ICCTByIOT 06H_ICHpI/IH$ITI>Ie CTaHAAPThI COCTABJICHUS PCKOMCHAAIIUN

‘ 00BIYHO PEKOMEHIATEIIbHOE MUCHMO MUIIYT Ha (UPMEHHOM OJIaHKe




JaTa OOBIYHO CTABUTCS CBEPXY, JIMOO crpasa, 1100 ceBa

IIOCJIC JaThl, 06pa1ueH1/151 ACIA0TCA OTCTYIIBI, 4 B Haydali€ a63aua OTCTYyIla HCT, TCKCT

pazOuBaeTcst Ha ab3aIlbl

TCKCT BBIPABHHUBACTCH 11O INUPUHC

B KOHIIC CTAaBUTC ITOAIIUCH 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.

JaTa (Mecs1/neHb/To )
Tem, KOro 3TO Kacaercs:
Hacrosimee MUCHMO MIPEJICTaBIISIET
OMHCAHUE W OIEHKY padoThl (MMs), JaHO
JUTst Oymytei paboTHI B ...

Pabotas y Hac B odwuce, oH/OHA OTIUYHO
MpOSIBU  ceOsl, BBIMOJHAS ~ CICAYIOIINE
3aaHisl ... W TOKa3zal  0coObIe
CITIOCOOHOCTH B PexomeHngyembiii

SABJIACTCA YCJIOBCKOM OYCHDb INPHUIIC)KHBIM U

CO3HATCIbHBIM, C pa3BI/ITI)IM T-IYBCTBOM
OTBETCTBEHHOCTH. On/oHa TaKXKeE
CYIIECTBEHHO pa3BuII HABBIKHA

MCXKINYHOCTHOI'O 06H_IGHI/I$[.

PexoMenayeMblil moka3al Takke XOpOIIue
3HAHUSA KOMIIbIOTEpa u
CIOCOOHOCTh paboTaTh € TOCTOSIHHBIM

SA3BIKOB,

MNPpUICKAHUEC W BHUMAaHHUEM K OCTAISAM.

Own/oHa SIBIISIETCS BBICOKO

MOTHUBHUPOBAHHBIM YCJIIOBEKOM, KOTOpBIfI

OTJINYHO paboTaeT Kak B KOMaHJE, Tak

camocrosaTensbHo. Ha Hero/Hee Bceraa
The referee will be an asset to any firm. MOYKHO TIOJIOKHUTHCH.
Signature PexoMeHnnyembli CTAHET IEHHBIM
COTPYJIHUKOM JIF000H (PUPMBI.
IToxmuce
Pe3ome

Resume, Curriculum Vitate, CV

Kpome cnoa résumé, nucnonsdyercs cokpamenne CV. [Ipousnocsr ero nmpocto no 6yksam. Ota
ab0peBuaTypa HCIOIB3YyeTCss BMECTO JIaTHHCKUX ciioB Curriculum Vitate — orncanue (mporpamma) xKu3HH.
KoneuHo, B JaHHOM ciTyyae MoJipa3yMeBaeTCs ONKMCaHNe Bamei mpodecCnoHaAIbHON KU3HU.

CyI1ecTBYIOT OOIIETIPHHSTHIC TIPaBMIIa cocTaBieHue résumé, unu CV:

B Ha4aJie MOJHOCTBIO YKA3bIBAIOTCSI UMsI COMCKATEIsl U KOHTAKTHBIC TAHHBIC
Jiajiee CIeyeT MepedrcieHne npoecCHOHaIbHOTO OMBITA, €CIIH €CTh

yKa3bIBAETCsl UMEIoIIeecs 00pa3oBaHue

JIpyrue CcBeACHUS O mpodecchu W OOpa30BaHUM, HANPUMEP, KypChl IOBBIIICHUS
KBaJTM(DUKAITIH

NMyOJMKalny, BBICTYIUICHHS Ha KOH(EpEeHIHIX, yJyacThe B MPOEKTax (eCiu 3TO MMeeT
OTHOUICHUE K )KEJTaeMOH JTOJDKHOCTH)




XPOHOJIOTUS BBICTPANBACTCA B 06paTHOM nopAAKE, TO €CTh Bbl HAYMHACTC C MMOCJICIHETO 110
BpEMEHU COOBITHS

KpaTKO MEePEUNCIISIOTCS JOCTOMHCTBA, TO €CTh 00OCHOBBIBACTCS Ballla MpodeccCHOHaTbHAs
MMPUTrOJHOCTb

pe3toMe JO0DKHO OBITh YAOOHO AJIS YTEHHUS, TO €CTh OT(HOPMATHUPOBAHO IO LIMPHHE, C
OTCTYIIaMHU, MTO3BOJISIIOIIUMH JIETKO YUTATh TEKCT

00BEM pe3roMe He JJOJDKEH MPEBBIAaTh 1-2 cTpaHuil

HazBanue — CV wim résumé — MUIIETCS, HO HE SABIISIETCSA 00513aTCIbHBIM

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

Human Resources Management ¢ IT Recruitment

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

Program Development

Benefits Administration

Preventive Labor Strategies

HR Policy Design & Administration
Succession Planning

Union Negotiations & Mediations

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

Fronda Trading, Moscow
TRAINING AND DEVELOPMENT MANAGER



mailto:Julia_Khann@yama.ru

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

3anoiHeHHe aHKETDbI
Job Application Form

Korna BaM HE0OX0MMO 3alIOJTHUTH aHKETY, HAIPUMEp 3asiBICHHUE O ITpHeMe Ha padoty, Tpedyercs
MMOHUMAaTh, YTO TaM HAIMMCAHO ¥ MPABWIHLHO 3aIMIOJIHATH COOTBETCTBYIOMNE pa3zaeiibl. OOBITHO BHITACTCS
OJiaHK, TJIe HY’)KHO BIIMCHIBATh CBOM JIaHHBIe. Hampumep:

Job Application Form brank 3asBieHus 0 mpuemMe Ha paboTy

Post/position applied for Ha kakyio IOMKHOCTH XOTHTE IMOMacTh. IlumuTe
MMEHHO Ha3BaHWE BAKaHTHOW JOJ/UKHOCTH, a He
HasBaHue npodeccuu.

College/University/School Kakoif  KoJIe/K/yHUBEPCUTET/IIKONY — TIOCEIIAIH.

attended AMepuKaHIbl Ha3bIBAIOT «ILIKOJIOW» Jr000€e yueOHoe
3aBeJ/ICHHE.

Qualifictions Kpanudukarms. [Tepeuncianre Bce HaBBIKK U YMEHUS,

KOTOPBIC CYUTACTC BAXKHBIMU I ,HaHHOfI JOJIXKHOCTH.




Age at Graduation Bospact 1m0 OKOHYAaHHH y4eOHOTO 3aBEICHUS.
[TummmTe TOT BO3pacT, KOT/a BB MPEKPATHIIN yuely.

First Job [lepas pabGora. CnoBo job o3HawaeT paboTa,
JOJDKHOCTB. YKa3bIBalTe, KEM HMEHHO PabOTaIIH.

Length of Employment at | Ckombko BpeMeHH TmpopaboTaid Ha IMpEKHER
Previous job JIOJDKHOCTH. YKaXKHTE, CKOJBLKO JIET W MECSILEB
popaboTaii Ha MPEKHEH JOHKHOCTH.

Reason for Leaving [Mpuunna yBosmbHeHus. CrapalTecTb yKa3bIBaTh
HelTpanbHyto npunHy, Harpumep: Contract Expired —
Hctek KOHTpakKT.

Interest(s) WuTepecbl. YkaxuTe, 4TO MMEHHO MPEANOYUTACTE
JIeJIaTh WK Balll CHJIbHBIE CTOPOHBI.

Special Skills Oco0Oblc HaBbIKK H yMeHHUA. JlOTOJIHHUTEIbHBIC
HaBBIKU M YMCHHS.

Other Jpyroe. 371ech BBl MOXETE yKa3aTh, HAIpUMEp, YTO
[peInoYnTaeTe paboTarh 10 Be4epaM WIIH YTO BaM He
B&KHO, KaKasi CMEHA BaM JI0CTAHETCS.

“llCl)MO-Bal'lpOC

Inquiry Letter

HI/ICI;MO-?;&HPOC MOJKET OBITh COCTaBJICHO 110 Pa3HbBIM IOBOAAM:

3aKa3 000py/IOBaHMS

OpOHUPOBAHNE TOCTUHHUIIBI U OUIIETOB
apeH/1a IOMEIICHHUSI

pa3MenieHne peKaambl

3ampoc 0 BO3MOYKHOCTH COTPYJHUYECTBA

[Mucemo-3anpoc napopmanuu (Inquiry Letter) otnpaBnsiercs, koraa He0OX0UMO TOTYIHUTE Oojiee
MoIpoOHYI0 HHGOPMAIUIO 00 MHTEPECYIOIIEM BaC TOBAPE MIIM YCIIyTe.

B nHavarne nuceMa ciiefyeT NOMECTUTh Ha3BaHUE U apec Ballled KOMITAHNUH, HWXKE JOJDKHO MJITH Ha3BaHHE
KOMITaHUH, B KOTOPYIO BBl oOpariaeTech. COCTaBUTh TEKCT MUCHMa BBl MOXKETE C MOMOIIBIO CIIEIYIOIINX
CTaHJAPTHBIX BBIPAXKECHUM.

1. OdununansHoe oOpaienue, | Dear Sir / Madam (YBaxxaemblif TOCIIOAMH/TOCTIONA),
MOCKONIBKY ¢ azapecatoM Bbl  He | Dear Sirs (YBaxkaembie rocnionia). O6pamienue “Dear”
3HAKOMBI. 0OBIYHO TIEPEBOJIUTCS KaK ‘“‘yBakaeMbIi/yBakaemasi
a Tpu oOpameHuu K OTU3KOMY YEIOBEeKYy Kak
“noporoii/moporas”.  OmHakO MOXHO H  HeE

MNEPCBOJNUTH, B 3aBUCUMOCTHU OT TOHA MUCbMa.
2. Ykazanue ucrounnka uadopmaruu | With reference to your advertisement (umu cokpari. —

0 KOMIIaHUU ad) in... OTHOCHUTENBHO Ballle PEKIAMBI B ...
Regarding your advertisement (wiu COKpamieHHO —
ad) in ... KacarenpHO Bamiei pekjIaMbl B ...

3. Ilpocrba BeicTaTh HeoOXxomuMmeble | Could you please send me ... He mormm Obl BB

JaHHbIC BbBICJIaTh MHC ...

I would be grateful if you could... S Opu1 OBI
OmarosmapeH, €ciy BHI. ..

Can you give me some information about... Moxere
JIM BBI IaTh MHE MH(OPMAIIHIO O. ..

Could you send me more details... Mornu Obl BbI




BBICIIATh MHE MOAPOOHYI0 HHPOPMAITHIO. . .

4. JlonoJIHUTENbHBIE BOMPOCHI

I would also like to know ... S OBl Taxkxke XoTel
y3HATh. ..
Could you tell me whether ... Cxaxwure, moxxanyiicra,

Yours faithfully,

5. Ilognuce C yBaxenuem, (ecnu B
oOpamieHuyn mnuchbMa He Oblia ykazaHa (amuims
I10JIy4aTest)
Yours sincerely,  HWckpenne Bam, (ecniu B
oOpameHnn mHCbMa Obula  yKa3aHa (amMuius
MOJTYJaTelIs)

HezaBucumo oT ipemmeTa o0CyKAeHHS, POPMYITHPOBKH COCTABIIEHHUS TAKOTO JEIOBOTO TUChMa OCTAIOTCS

CXOXKHMHU.

Dear Sirs, VBakaeMble IOCIIoa,

Translation Brochure

translation services.

Sincerely ...

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

ITo moBoay bpomtopsl o0 nepeBoe:
S O6bu1 Ob1 BaM OmnaromapeH, eciu Obl Ba
Opomtopy U

BbICJIaJIN MHEC Bamy

npaic-ucT 00 yciIyrax 1o nepeBoiy.

Uckpensue ...

OTtBer Ha 3anpoc HH(pOPMALUA

Inquiry Letter

Koraa kommaHus mony4aeTr muchkMoO € IPOCh00i BBICIATH MOAPOOHYI0 HHPOPMAIIUIO O €€ IPOAYKIIHH,

TOBApC WM yCJIYTC, B OTBETHOM IMUCbME OYUCHB BA’KHO MMPOU3BECTHU 6HaFOHpI/I$ITHO€ BIICYATJIICHUEC HA

MOTEHIMATBHOTO KIIMEHTAa MK TapTHEpa. Be>KIIHMBEIiA, TpaMOTHO COCTAaBJICHHBIN OTBET 00S3aTENbHO OyAeT

CII0COOCTBOBATh CO3JaHHIO HO,Z[06HOI‘O BIICYATJICHUA.

1. O6panienue

Dear Mr, Ms

YBaxkaeMblIi TOCIIOJIMH, TOCHOXKAa

2. barogapHOCTh 32 OKa3aHHOE BHUMAaHHE

Thank you for your letter of ...

Crnacu6o0 3a Balle muchbMo OT (J1aTa) ...

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

Mpb1 xoTenmu OBl TOOJIAroapuTh Bac 3a
IIPOSIBJICHHBIN UHTEPEC. ..

3. IlpenocraBienue TpedyeMoit nHGopmanmu

We are pleased to enclose ...

Mzl ¢ YAOBOJIbCTBUECM BKJIAABIBACM. ..

Enclosed you will find ...

B npukperieHHOM (aiiie BBl HaileTe. ..

We enclose ...

ME1 npustaraem. ..

4. OTBer Ha AONOJIHUTCIILHBIC BOIIPOCHI

We would also like to inform you ...

MBI Takke XoTeau ObI COOOIIUTE BaM O...

Regarding your question about ...

OTHOCHUTENIHHO BaIICTO BOIIpOCa O...

In answer to your question (enquiry) about ...

OTBeyas Ha Balll BOMPOC O...

5. BrIckaspIBaHHE HaAe KLl Ha JajdbHEHIIEe
IJIOAOTBOPHOE COTPYAHUYECTBO

We look forward to ...

Mpas1 Hageemcs / oxxugaem

hearing from you

YCJIBIH_IaTL BaC CHOBa (HOHY‘II/ITB OT BacC
COOOITICHHE)

receiving your order

MOJIYYUTH OT BaC 3aKa3

welcoming you as our client (customer)

BbI CTAHECTC HAllIUM KIIMCHTOM

6. IToamuce




ITomuwuTE, KOT1a BBl OOpamaeTech K 4eJI0BEKY, UMl KOTOPOTO BaM HE M3BECTHO, CIIEAYeT MUcath “Yours
faithfully’ , a kornma yka3seiBaete umsi, pamuuio — “Yours sincerely’,

IIpumep oTBeTa Ha 3anpoc MH(OPMALUH

Jackson Brothers — nanmMeHOBaHHE (PUPMBI-OTIIPABUTENS
3487 23rd Street — agpec GUPMBI-OTIIPaBUTEIS

New York, NY 12009

Kenneth Beare — ums u pamunus agpecara

Administrative Director — moKHOCTB ajpecara

English Learners & Company —  HaMMeHOBaHHE
¢bupmeI-aspecara

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 rocrioguH bup!

bnaronapum Bac 3a Bam 3anpoc ot 12 ceHTs0psi, B KOTOpOM
BeI ciipammBaeTe 0 HameM JeHCTBYIOIIEM KaTaJlore.

C yIoBOJBCTBHEM MpUIIaraeM Hally HOCIETHIOI OpOIIopY.
Ms1 Takxke XOTUM cooOmuTh Bam 0 Tom, 4TO coBepIieHHE
MIOKYIIOK OHJIAiTH BO3MOXKHO Ha caiite http://jacksonbros.com.
Haneemcs, uyto Bel cTaHeTe HallIuM KIIMEHTOM.

Hckpenne Bam.

(moamucek)

JIOIDKHOCTD

Pa6oTa 1o BbINOJTHEHHIO nmepesoja TEKCTOB


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

IIpu mepeBoie TEKCTOB TIOMHHTE O CIICTYIOIICM:

1.

TekcT, npenHa3HAYCHHBIN TS TIEPEeBOa, HEOOXOAUMO paCCMATPUBATh KaK €IMHOC
CMBICIIOBOE LIETIOE.

Haunnate nepeBox Hazo ¢ Ha3BaHuA TekcTa. OHAKO, ECIIH TIEPEBOJI 3aTJIaBHS BEI3BIBAET
3aTpyIHEHMSI, €[0 MOYXKHO OCYIIECTBUTH IOCIE NEPEBO/IA BCETO TEKCTA.

[Ipex e ueM nepeBOIUTh TEKCT, BHUMATEIHHO MIPOYTHTE €T0, CTApasCh MOHATH ero odIiee
collep’kaHue U HalpaBIeHHOCTh. OOparaiiTe BHUMaHNe Ha HHTEPHAIIMOHAIIFHBIE CIIOBA,
peayuu, 1aThl ¥ T.1.

IIpounraiiTe BeCh TEKCT, MPUCTYIANTE K IEPEBOAY OTIENbHBIX NpeaioxeHuil. [IoHaTs
MPEUIOKCHUE — 3HAYUT BBISICHUTD HE TOJIBKO 3HAYCHHE KaXI0TO CJIOBA, HO U YCTAaHOBUTH, B
KaKOW CBSI3M HAXOMATCS IPYT C APYroM ciioBa. He ciiemyeT BRIMUCHIBATH CIIOBA Cpa3y U3 BCETO
TEKCTa, TaK KaK OJHO ¥ TO )K€ CIIOBO YaCcTO MMEET HECKOIBKO 3HAUCHHIA, KOTOPHIE He
MOJIXOJIAT JUTSl TAHHOTO TEKCTA.

[lepBoHaYaTBHBINA TIEPEBOT MOKET OBITH JOCIOBHBIM, OOJIETYAOIINM TIOHUMAaHHE OCHOBHOTO
CMBICJIa TeKCTa. 3aTeM CleAyeT MPUCTYIUTh K €ro CTUINCTHIECCKOM, TUTepaTypHOI
00paboTKe, JUIst Yero Hajao0 Mo0MpaTh CJIOBA U CIIOBOCOUCTAHMS, HAUOOJIee YETKO
TIepearoIIie CMBICH ITePEeBOUMOr0 TeKcTa. [lepeBos 1omKkeH ObITh TOYHBIM, a He
6yKBaIH)HI>IM, JOCJIIOBHBIM. TouHOCTH nepeBoaa — 3TO KpaTKOCThb, BEIPA3UTCIIbHOCTD,
JIOTUYECKas MOCIIET0BATENIbHOCTD, YeTKOCTh M3JI0KEHUS TEKCTa OPUTHHAIA U COOTBETCTBUE
€ro HOpMaM PYCCKOTO JINTEPaTypPHOTO sI3bIKa. byKBalbHEIN MIEpeBO]] CBOAUTCA K
MEXaHHMUYECKOH MOICTAHOBKE PYCCKOTO CIIOBA BMECTO aHTIMICKOTO 0€3 y4eTa ero CBsI3H B
MIPEIOKEHHUH, 9TO OOBIYHO MPUBOIUT K OECCMBICIHIIE U HCKKEHUIO CMBICIIA TIEPEBOIUMOTO
TeKcTa.

IIpu nepeBoae KoOMyCcKaeTcs:

a)
b)
c)
d)

€)

HN3MCHCHHUC MOPAAKa CJIOB B IPCAJIOKCHUN

MEPEHOC OTACIBHOTO CJIOBA U3 OAHOI'O MPCAJIOKCHHUA B IPpYyroc,

00beIMHEHUE JIBYX WK 00JI€€ MPEJIOKESHHUI B OJTHO WM HA000pOT

,I[06aBJ'I6HI/I6 OTCYTCTBYIOIIIUX B TECKCTC CJIOB, HO Tpe6yeMLIX 10 CMBICJTY CJIOB U, HaO60pOT,

OIMyHICHUE OTACIBbHBIX CJIOB OPUTMHAJIBHOI'O TCKCTA HA PYCCKOM A3BIKEC,

3aMeHa OJJHOM YaCTH peyu Ipyrou

[Ipu nepeBojie MoIb3yHTECH CIIOBAPEM.

YTo05I pa60Ta CO CJIOBApEM HC OTHHMAJIa MHOT'O BpEMCHH, CICAYCT:

v/ XOpolIo 3HATh an(aBuT , TAK KaK CJI0OBA PACIIOI0KEHBI B alI()aBUTHOM MOPSIAKE HE TOJIBKO 110

v

r[epB0171 6YKBC, HO Y IO BCEM IIOCIICAYIOIIUM;

IIOMHUTB, YTO CJI0Ba JaHbI B UX I/ICXO,Z[HOﬁ (bopMe, T.C. I'J1IaroJjibl — B I/IH(I)I/IHI/ITI/IBC,

CYIIECTBUTCIILHBIC — B O6HI€M nagexe, CAIMHCTBEHHOM YHUCJIC, TPpUIaraT€JibHOC — B

MOJIOKUTENBbHOU cTeneHu. [locne kaXk1oro cioBa B CJI0BApE UCIIONIB3YETCA COKpAIICHUE,
0003HavarIIee MPUHAIICS)KHOCT CI0BA K ONPEACIICHHON YacTH PEeUn.

adjective a. [IPHUJIAraTeIbHOEe
adverb adv. Hapeuue

conjunction Cj. COI03

noun n CYIIIECTBUTEIILHOE
numeral num YHUCIIUTEIHHOE

plural pl MHOKECTBEHHOE YHCJIO
preposition prep pesor




pronoun pron MeCTONMEHHE
verb \Y} rJ1aroi

Cieayer NOMHUTB!

Henp3s 3m0ymoTpebmsTh on-line mepeBoAYNKaMu, a €CIIA UCTIONB3yeTe X, TO He0OX0InMa Cephe3Hast
penakTypa nepeBeeHHoro Tekcrall!

Tak, manpumep, Google Translate (http://translate.google.com/) — 310 cuctema CTaTUCTHIECKOTO
MaIIMHHOTO MePEBO/Ia, YTO 03HavaeT, yTo GT-crcTeMa He aHATM3UPYET CHHTAKCHUC TEKCTa Ha OCHOBE

KaKUX-TO CTPYKTYpHBIX MpaBwii. OHa BbIaeT HanOOJIee BEPOSATHBIN MEPEBOJ MPEII0KEHHSI WITH CI0Ba,
OCHOBaHHBIN Ha CTATUCTHKE HAKOIUIEHHBIX YEIOBEYECKIX NIEPEBOIOB. B OCHOBE aHANM3a MPH STOM 4acTo
JIeKAT KOPOTKHUE LIETIOYKH BCET0 U3 HECKOIBKUX CIOB. DTO O3HAYAET, YTO KOTJa CUCTEME HE XBaTaeT
JAHHBIX TSI KOMIUIEKCHOTO CTaTUCTHYECKOTO aHaJM3a WITH KOT/Ia B SI3BIKaX OpPUTHHAJIA U ITEPEeBOa
CYLIECTBEHHO pa3iuyaeTcs Mopsaok cios, To GT BeaaeT TapabapliuHy WK IPOCTO NEPEHOCHUT B IEPEBO/T
T€ CJIOBA OpUTMHAJIA, /ISl KOTOPBIX Y HEe HET MepeBo/ia.

Pa6oTa HaJ1 MOATOTOBKOW BHICTYILIEHUSI

Cmpykmypa evicmynjieHus.
- Berymuienne nomoraet o0ecriednTs yCrex BBICTYIJICHUS 10 JI000# TemaTuke. Beryrenue JomKHO

CoJiepKaTh: Ha3BaHKe, COOOIIEHNE OCHOBHOM HJIEH, COBPEMEHHYIO OLICHKY MPeIMeTa U3JI0KEHHUS, KPaTKOe
MePEYrCIICHUE PACCMAaTPUBAEMBIX BOIIPOCOB, )KUBYIO HHTEPECHYIO (DOPMY H3JI0KEHHS, aKLIECHTUPOBAHUE
BHUMAaHHs Ha BKHBIX MOMEHTAX, OPUTMHAIBHOCTE NoAxoAa. OCHOBHAs 4acTh, B KOTOPOH BBICTYTAIOIINN
JIOJKEH TITyOOKO PacKphITh CYTh 3aTPOHYTON TEMBI, OOBIYHO CTPOUTCS IO MPUHIMITY OTUYETA.

- 3aj1a4a OCHOBHO¥ YaCTH — MPEICTABUTh IOCTATOUHO JAHHBIX JJIsS TOrO, YTOOBI CIIyIIATEIIH
3aMHTEPECOBAINCH TEMOU U 3aX0TEN 03HAKOMUTLCS ¢ MaTepuanamu. [Ipu sTom orudeckas CTpykTypa
TEOPETHUIECKOTO OJI0Ka He JIOJDKHBI JaBaThCs 0e3 HArJIATHBIX MIOCOOUH, ayIM0-BU3YaIbHBIX 1 BU3YaIbHBIX
MaTepHaIOB.

-3aKIIfOYeHHE - SICHOC, 4E€TKOE O606H.[CHPI6 " KpaTKHEC BBIBOJbI, KOTOPBIX BCCTJa KAYT CIYIIATCIIN.

A) OOmme pexkoMeHIaIH

- HpI/I MMOATOTOBKE BBICTYIIJICHUSA y‘II/ITBIBaI\/'ITe HUHTCPEC U MMOJATOTOBKY CJIYHIaTeJIeﬁ, nux
OCBCILOMJ'IéHHOCTB 0 TEMEC BAlICTO BBICTYIIJICHUSA

- TIIIaTe.HBHO HpOHYMaﬁTe IIJIaH BBICTYILICHHA. Ono JOJDKHO BKIIIOYAaTh BBECJICHUEC, OCHOBHYIO 4aCTh U
3aKJIFOYCHHUEC.

- 3apaHee OIpe/IeNIUTe KIIF0YEeBble MOMEHTBI, HA KOTOPBIX Ha/l0 CAENAaTh yIOp, UX I10CIE10BATEIbHOCTD
(TaKuX MOMEHTOB JIOJDKHO OBITH HE MHOTO, YTOOBI HE IEPerpyXaTh CIIylIaTesaei).

- CocrtaBbTe Ballle BBICTYIUICEHHE TaK, YTOOBI pacckas 3aHMMaJ 1o BpeMeHH 5-7 MuHyT. [loMHuTE, 9TO
XOpOILIO BOCIPUHUMAETCS SMOLMOHAIIBHOE U KOPOTKOE [10 BPEMEHU U3JI0KEHUE MaTepHalla ¢
HCIIOJIB30BAHUEM UHTEPECHBIX IPUMEPOB.

- yHOTp€6HﬂﬁTC TOJIBKO IMOHATHBIC BaM TCPMUHBI.

-P acrmaHI/IpyﬁTe HCIOJIb30BaHUEC CPCACTB HAITIAAHOCTH - OHU OOJIKHBI COITPOBOXKAATH BBICTYIIJICHUC,
HO,ZI‘IépKI/IBaTB KIIFOYEBBIC MOMCEHTBI U ITIOMOYb CIIyHIaTeJIAM IMPEACTABUTH, TO O qéM I/II[éT PEYb.

- [IpoBeauTe pEneTUIMIO CBOETO BEICTYIICHUS U JOBEIUTE €ro A0 HY>KHOU MPOAOIKUTEIIEHOCTH.
B) Pexomenpamnuu BeICTyHAIOMIEMY

- Heckoubko riiy0OKHX BIOXOB TIepe]l Ha4ajaoM BBICTYIUICHUS TIOMOTYT YHATh BoJIHeHHE. Jlymaii o TeX,
KTO TeOsl CITyIIAET, KaK eCH ObI BCE OHU OBUTA TBOUMHU JIPY3bSIMH.
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- HauHuTe CBOE BBICTYILJIEHUE C IPUBETCTBHUSL.
- OrytacuTe Ha3BaHME BaIIETO MPOEKTa, CHOPMYITHPYHTE OCHOBHYIO UACIO U IPUYNHY BHIOOpPA TEMEI.
- He 3a0p1BaiiTe 00 yBaXKCHUU K CIIYIIATENSIM B TEYCHUE CBOETO BBICTYILICHUS (TOBOPUTE BHATHO).

- Crapaiitech yCTaHOBHUTD 3pUTENBHBIA KOHTAKT C ayJUTOPHEHN - 3TO TOMOXKET TeOe BBI3BATh MX
CUMIIATHIO, KPOME TOTO TJIa3a TeX, KTO TeOs CIIyIIaeT, MOKaXyT, HACKOJIBKO UM MHTEPECHO, TO YTO ThI
TOBOPHIITB.

- Ho6naroz(apI/ITe CJ'IyIHaTeJ'ICfI 3a BHUMAHHEC, a4 PYKOBOAUTECIIA - 3a IOMOIIb.

- B xoHue BrIcTymIIeHHs TeOe MOTYT 3a7aTh BOpockl. OTBET HAUMHA C OJIaroAapHOCTH 3a BOIPOC.
BocnpuanuMaii kaxaplii BOIIPOC Kak CBUAETEIBCTBO HHTEpeca MyOIHKH K TBOEMY BBICTYIICHHIO U K Tebe
nryHO. [ToMHHU: HOMOIHUTENBHBIE BOIPOCH! - 3TO LIAHC €Il pa3 MPOJEMOHCTPUPOBATH CBOO 3Py IULHIO!

Kpumepuu CAMOOYEHKU 6bICMYNIIEHUA.
. AKTyalbHOCTb BHIOPAHHOW TEMBI

. [myOuna pacKpbITHSI TEMBI

. IlpakTuyeckasi HEHHOCTb IPOEKTA,

. Kommo3uimonHas cTpoHOCTh

. CoOTBETCTBHE IIJIAHY

. OBOCHOBaHHOCTh BBIBOJIOB

. [IpaBUIBHOCTE ¥ TPAMOTHOCTH O(hOpMITCHUSI
. AKKYpaTHOCTb U U3aiH 0POPMIICHUS

O 0 3 N L & W N —

. ConepxaTenbHOCTh MPUIIOKEHUH

10. BeicTynnenue Ha 3amuTe(yMEeHHE N3JI0KUTh CaMoe LIEHHOE, OTBEYaTh Ha BOIPOCHI, 3aIlUIIATH
CBOIO TOYKY 3pEHHUS)

11. UtoroBas olieHKA.
PaGora Hax moAroTOBKOM Mpe3eHTAUMMT

IIpe3enTanusi, COrIacHO TOJIKOBOMY CIIOBapio pycckoro si3bika J[.H. Ymakosa: cmoco6 mogauun
nH(pOPMAIUH, B KOTOPOM NIPUCYTCTBYIOT PUCYHKH, hoTOoTpaduu, aHuMaIus u 3ByK. [l HoAroToBKH
MPE3eHTALMN PEKOMEHIYeTCs UCTIOb30BaTh: PowerPoint, MS Word, Acrobat Reader, LaTeX-oBckwuii
nakeT beamer. Camas mpocTas nporpaMma Jyis co3faHus npeseHranuii - Microsoft PowerPoint. [lis
MOJTOTOBKY MPE3CHTAINH HEOOXOAMMO COOpaTh 1 00paboTaTh HaYaIbHYIO HH(GOPMAIIHIO.
[MocnemoBarebHOCTH MOJATOTOBKH mpe3eHTanun: 1. Yérko chopMyarpoBaTh 1enb NMpe3eHTAIUH: BBl
XOTHUTE CBOIO ayAUTOPHIO MOTUBUPOBATH, YOSIHUTH, 3apa3uTh KaKoi-To uaeei i npocto GopMaabHO
otuntaThes. 2. OnpenenuTs KakoB Oyet hopMar mpe3eHTaIum: )KHUBOE BRICTYILICHHE (TOT/Ia, CKOJIBKO
OyzeT ero NpoIOHKUTENFHOCTD) MITH 3JIEKTPOHHAsS PACChUIKA (KaKoB OyAeT KOHTEKCT Ipe3eHTalun). 3.
OT100paTh BCIO COAEPKATEIbHYIO YacThb AJIS MPE3CHTAMU U BEICTPOUTD JIOTHYECKYIO LETIOUKY
npezcrapieHus. 4. OnpenenuTh KIFOYeBbie MOMEHTHI B COJICP)KaHUM TEKCTa U BBIIEIUTH HX. 5.
Onpenenuts BUABI BU3yanu3auy (KapTUHKH) I 0TOOpaKeHUs MX Ha CIaiiaX B COOTBETCTBHH C
JIOTHKOM, 1lenpto 1 cnenudukoi marepuana. 6. [logobpats nu3aiiH u popmMaTupoBaTh Claniabl
(KonmMUecTBO KApTHHOK M TEKCTA, X PACIOJIOKEHHUE, IBET U pa3mep). 7. IIpoBeputs BU3yanbHoOe
BOCTIpUATHE Npe3eHTanud. K BumgaM BU3yann3anuu OTHOCATCS WILTIOCTPAIUH, 00pa3bl, AUarpaMMBI,
TabNuIeL. Mintocmpayus - IpeICTaBICHNE PEeATbHO CYIIECTBYIOIIETO 3pUTEeNbHOTO psina. Oopasvl - B
OTIMYME OT WLTIOCTpaLuii - MeTadopa. MIx Ha3HaueHHE - BBI3BATh AIMOILIMIO U CO3AaTh OTHOIICHHUE K HEM,
BO3/IeICTBOBAThH Ha ayIUTOpHIO0. C MMOMOIIBI0 XOPOIIIO MPOTyMaHHBIX U MPEACTaBIsIEeMBIX 00pa3oB,
UHQOPMAITUS MOXKET HAJIONTO OCTAThCS B MAMSITH YelIOBeKa. /{uazpamma - BU3yanu3anus KOJINIeCTBEHHBIX
Y KaYEeCTBEHHBIX CBs3el. X HCIIONB3YIOT ISl YOS IUTEIIBHOM IEMOHCTPALIUN TaHHBIX, JUIS
MPOCTPAHCTBEHHOTO MBIIIIEHUS B IOTIOTHEHUE K JIOTHYecKoMy. Tabauya - KOHKPETHBIN, HATJISIAHBIA 1
TOYHBIH MMOKa3 JaHHBIX. E€ 0oCHOBHOE Ha3HAUEHUE - CTPYKTYPUPOBATh HHPOPMALIUIO, YTO TOPOH
o0Jeryaet BOCIpUATHE JAaHHBIX ayuTopuei. [IpakTrdeckre cOBETHI MO MOATOTOBKE MPE3eHTAIHH



TOTOBBTE OTJEJIBHO: TIEYATHBIN TEKCT + ClIaii/ibl + pa3gaToOuHbI MaTepralt; Claibl - BU3yaibHas 1mojiada
nH(pOPMAIUH, KOTOpas JOJHKHA COMIEPKATh MUHUMYM TEKCTa, MAKCUMYM M300paXCHHA, HECYIIIUX
CMBICJIOBYIO HATPY3KY, BBITJISACTh HATJISITHO U MIPOCTO; TEKCTOBOE COACPKAHUE MPE3CHTALINH - YCTHASI
pedb WIH YTeHHE, KOTOpast JOJDKHA BKIIFOYATh apTyMEHTHI, (JaKThl, TOKA3aTeIbCTBA 1 SMOIIHH;
PEKOMEHIyeMOe YUCIIO clainoB 17-22; o0s3arenbHas nHGOPMAIUS IS PE3CHTAIMU: TeMa, (aMuIus 1
WHUIHAIBI BEICTYTAIOIIETO; TUTaH COOOIIEHSI; KPaTKHEe BBIBOIBI M3 BCETO CKa3aHHOTO; CIFICOK
WCTIOJIb30BaHHBIX HCTOYHUKOB; Pa3JaTOYHbII MaTeprai - TOJDKEH 00ecTieunBaTh Ty e TTyOHHY B 0XBar,
YTO M JKUBOE BBICTYIUICHHUE: JIFOIU OOJIBIIE IOBEPSIOT TOMY, YTO OHU MOTYT YHECTH C COOOM, 4eM
MCYE3aroIInM N300paykeHUsIM, CJIOBA 1 CIIAiABI 3a0BIBAIOTCS, a Pa3AaTOYHBIA MaTepHA OCTAETCS
MTOCTOSTHHBIM OCSI3a€MbIM HAIIOMUHAHKUEM; Pa31aTOUYHbBIN MaTepual Ba)KHO pa3aBaTh B KOHIIE
MPE3eHTALNH; Pa3IaTOYHBIA MaTepHabl JOJDKHBI OTIIMYATHCS OT CIIal0B, JOJKHBI OBITH Ootee
HH()OPMATHBHBIMH.

KommnbroTepHyto pe3eHTanuno, COIpOBOKIAIONIYI0 BEICTYIUIEHHE JOKJIa141Ka, yI100Hee BCero
MOArOTOBUTH B miporpamme MS Power Point. [Ipe3eHTanus kak TOKyMEHT HpPEACTaBIsSCT cOO0M
MOCIIE0BATENIEHOCTh CMEHSIOIINX JIPYT JIpyTa CIal/0B - TO €CTh AIEKTPOHHBIX CTPAaHUUYEK, 3aHUMAIOIINX
BECh 3KpaH MOHUTOpA (6e3 MpUCYTCTBUS NaHesel nporpaMmbl). Halle Bcero 1eMOHCTpalys Npe3eHTaluH
IpoenupyeTcs: Ha OONBIIOM SKpaHe, peke — pa3aaéTcsi coOpaBIIMMCS KaK MeYaTHBIA MaTeprall.
KonuuecTBo cnaiiioB afeKBaTHO COACP)KAHUIO U IPOJOKUTEIBHOCTH BBICTYIUICHUS (HAIIpUMeED, IS
5-MUHYTHOTO BBICTYIUIEHHS PEKOMEHIYETCS HCIIONIb30BaTh He Oomnee 10 cimaifmos).

Ha nepBom crnaiine 00s3aTenpHO IpeACTaBIIseTCS TeMa BBICTYIUICHHS U CBECHUS 00 aBTOpax.
Crnenyromiye ciaiipl MOKHO MOJATOTOBUTb, UCTIONB3YS JBE pPa3IUUHbIe CTPATErHH UX MOJTOTOBKH:

1 cTparerus: Ha ciaiibpl HAHOCUTCS OIIOPHBIN KOHCIIEKT BBICTYIIICHHSI M KIIIOUEBBIE CIIOBA C TEM,
YTOOBI MTOJTL30BATHCS MMH KaK IJIAHOM JJIsl BBICTYIUICHHS. B 9TOM ciydae k ciaiiiam npeabsiBIsSoTCS
cienyromye Tpe0oBaHus: 00bEM TEKCTa Ha ciaiiie — He 0oJble 7 CTPOK;
MapKUPOBaHHbIH/HYMEPOBAaHHBIH CIIMCOK COZIEPKUT He Oosiee 7 3JIeMEHTOB; OTCYTCTBYIOT 3HAKU
MYHKTYaI[H B KOHIIE CTPOK B MAPKHUPOBAHHBIX U HYMEPOBAaHHBIX CIHCKAX; 3HAUUMas HHPOpMAaLIUs
BBIJIEJISICTCS C IIOMOIIBIO [BETa, KerJid, 3ddexros aHnMaru. Ocobo BHUMATEIBHO HEO0X0IUMO
MIPOBEPUTH TEKCT HAa OTCYTCTBHE OMMOOK U oreyaTok. OCHOBHAsI OMIMOKA MPH BEIOOPE JAHHOW CTpaTeruu
COCTOMT B TOM, YTO BBICTYIAOLIUE 3aMEHAIOT CBOKO pe4b YTEHHEM TEKCTA CO CIaiI0B.

2 cTpaTerus: Ha claipl momMemaercs pakTunaeckuii MaTepuan (tabiuiel, rpaduku, Gotorpadun u
Tp.), KOTOPBIH SBISETCS] yMECTHBIM U IOCTATOYHBIM CPEACTBOM HAIJISTHOCTH, IOMOTaeT B PACKPBITHH
CTEep KHEBOU HJIeH BHICTYIIJICHHUS. BEIOpaHHBIE cpeicTBa BU3yanu3anuy nHhopMannu (TabIrIbl, CXeMBI,
rpa¥Ku U T.ZI.) COOTBETCTBYIOT COJEPKAHHIO BHICTYIUIEHHA. B 3TOM ciyuae K craiinaM npeabsBIIsioTCs
cieayiomye Tpe0oBaHus: MaKCUMaITbHOE KOJIMYECTBO rpaduueckoil HHGOpMaLMK Ha OJJHOM cianje — 2
pucyHka (dpororpaduu, CXeMbI U T.JI.) C TEKCTOBBIMH KOMMEHTapUsiMH (He 0oJiee 2 CTPOK K KaKIOMY).
Haunbonee Baxxnas nHopManms J0JHKHA PaconaraTtbCs B HIEHTPE SKpaHa.

OcHoBHas ommOKa MpU BEIOOPE TaHHOM CTPATETHH — «COPEBHOBAHUEY CO CBOMM HILITIOCTPATHBHBIM
MaTepuaioB (ayAUTOPUN HE MPEIOCTABISAETCS JOCTATOYHO BPEMEHHU, YTOOBI BOCIIPHHSATH MaTeprall Ha
cnaiigax). OObI4HBIH ciaiia, 6e3 3(hGeKToB aHUMAIMK T0JDKEH AEMOHCTPUPOBAThLCS Ha 3KpaHe He MeHee 10
- 15 cexynnu. 3a MeHbIlIee BpeMsi IPUCYTCTBYIOIINE HE YCIIEET OCO3HATH cojiepkanue ciaviaa. Eciu
KaKas-To KapTHUHKA MOSBUJIACh HA 5 CEKYH]I, a IOTOM TYT )K€ CMEHUJIACh JPYToi, To aynuTopus Oyner
CYMTATh, YTO JOKJIaAuuK e€ nmoaronser. OOpaTHOro (1Mo3UTUBHOIO) 3(h(HEeKTa MOKHO TOCTUTHYTh, €CITH
JIOKJIATYUK TPOJUCTHIBAET MHOXKECTBO CIAMIOB CO CIIOKHBIMH TAOTUIIAMH U IUATPaMMaMU, TOBOPSI
pu 3ToM «BOT TyT mpuBeAEH pa3HOTO Poja 8CHOMO2ameNbHbIL MaTEPUaI, HO 5 €r0 X0Uy MPOITyCTUTH,
YTOOBI HE TIeperpyKaTh BBICTYILUICHHE TOAPOOHOCTAMIUY. [IpaB/a, Takoi IpuéM JieNaTh B Hauaie U B KOHYe
MPE3CHTAIMN — PUCKOBAaHHO, ONITUMAIIEHBIN BAPUAHT — B CEPEIUHE BBHICTYIUICHUS.

Ecnu Ha cnaiine npuBOAUTCS CIIOXKHAS AMarpaMMa, e€ HeoOXOAMMO MPEABAPUTH BBOHBIMU CIIOBAMU
(mampumep, «Ha 310l muarpamMme MPUBOAUTCS TO-TO H TO-TO, 3¢JIEHBIM OTMEYCHKI TTOKa3aTeNln A, CHHUM —
nokazatenu by), ¢ Tem, 94To0bI 1aTh BpeMS ayAUTOPUH Ha €€ pacCMOTpPEHHE, a TOJFKO 3aTeM MPHUCTYIIATh K



eé obcyxxnennro. Kaknmprit craiin, B cpeHeM HODKEH HaXOMUThCS Ha dKpaHe He MeHbIne 40 — 60 cexyHa
(6e3 yuéra BpeMeHHU Ha CIIy4YaiiHO BO3HHKINEE 00CYXIeHUE). B CBS3U ¢ 3TUM JydIille HACTPOUTH
MPE3CHTAIIMIO HE Ha aBTOMAaTUYECKHIA MTOKa3, a HA CMEHY CIai/IoB CAaMHUM JOKJIQTYUKOM.

Oco00 THIaTenbHO HEOOXOJUMO OTHECTHCH K oghopmaenuto npezenmayuu. /s Bcex cnaiigos
MPE3CHTAINH 110 BO3MOXKHOCTH HEOOXOMMO HCIIONB30BaTh OJUH U TOT e MIa0JIoH 0QOpMITCHUSI, KETrIh —
JUTSI 3aTOJIOBKOB - HE MeHbIIe 24 MyHKTOB, 1J1s nH(opMalny - He MeHee 18. B npe3eHTanusax He MPUHATO
CTaBUThH MEPCHOCHI B CIIOBAX.

Ilomymaiite, HE OTBIIEKAWTE JIM BBI CIIyIIAaTENEN CBOEH ke npe3eHTaunei? SIpkue Kpacku, ClIoKHbIE
L[BETHBIE TIOCTPOEHHUSI, U3UIIHAS aHUMAalMs, BEINPBITUBAIOIIMNA TEKCT WM WUTIOCTPAIHs — HE caMoe
Jydllee JONOJHEHHE K Hay4HOMY JOKJIaay. Taxke HexenaTenbHbl 3ByKOBbIe Q(EKTHI B X0
JEMOHCTPALIMH Mpe3eHTanuu. Haumydimumu sSBiIsiioTcs KOHTpacTHBIE [[BeTa ¢oHa U TekcTa (Oenbiid poH —
4EPHBIA TEKCT; TEMHO-CUHUHN (OH — CBETIIO-KENTHII TEKCT U T. A.). JIydle He cMermmBaTh pa3HbIe THITHI
mpuTOB B OAHOH Mpe3eHTanny. PexoMeHyeTcst He 3M0ynoTpeOasaTh MPOIMMCHBIMU OyKBaMu (OHU
YUTAIOTCS XYXKE).

HCKOHTpaCTHBIe CHaI\/'I)Z[I)I 6YI[YT CMOTPETHCA TYCKIIBIMU U HEBBIPA3UTCIIbHBIMU, 0COOEHHO B CBETJIBIX
aynuTopusix. i mydnieil OpueHTaluy B IPE3EHTALMH 110 XOAY BBICTYIIJICHUS JIydllle IPOHYMEPOBaTh
ciaiinel. JKenaTenbHO, YTOOBI HA ClTaliJaX OCTABAJINCH OIS, HE MEHee 1 CM ¢ KaxXI0il CTOpOHEHI.
BcnomorarensHas nHopMalius (ynpapisioire KHOIKH) He JOJDKHBI TPe00iaaaTh Hal OCHOBHOM
nHpopMaIel (TeKCTOM, WLTFoCTpanusiMe). Kcmonb30BaTe BCTpoeHHBIE 3 ()heKThl aHUMAIIH MOKHO
TOJIBKO, KOT/1a 6€3 3TOT0 He 000UTHCH (HanmpuMep, TOCIe0BaTeIbHOE MOSIBICHHE JIEMEHTOB
quarpammbl). J{7s akiieHTHpOBaHHsI BHUMAaHUS HA KaKOKW-TO KOHKPETHON MH(OpMAaIK claiia MOKHO
BOCITOJIB30BAThCS JIA3EPHON YKa3KOU.

JmarpamMmbl TOTOBATCS C HCIIOJIL30BAHUEM MacTepa AuarpaMM TabiamaHoro mporeccopa MS Excel.
Jlyis BBOJIA YMCTIOBBIX JTAHHBIX MCITOB3YETCs YHCIOBOM (hopMar ¢ pa3euTeNieM Py pa3psaos. Eciau
JaHHBbIC (HOI[HI/ICI/I ,Z[aHHBIX) ABJISIFOTCS I[pO6HBIMI/I qyucJIaMu, TO YHUCIIO OTO6pa)KaeMI)IX JCCATUYHBIX 3HAKOB
JIOJDKHO OBITh OJTMHAKOBO JIJIs1 BCeH TPYIIIIBI 3THX JAaHHBIX (BCEro psaa MOANUCceH 1aHHbIX). JlaHHbIC U
IMOANMUCH HE JOJKHBI HAKIIAABIBATHECA APYT HA JApyra U CJIMBATLCA C Fpaq)I/IT-IeCKI/IMI/I JJIEMEHTaMU
nuarpammbl. CTpYKTYpHBIE AMarpaMMbl TOTOBSTCS P IMTOMOIIM CTAHJAPTHBIX CPEJICTB PUCOBAHUS MaKeTa
MS Office. Ecnu npu popmatupoBanuu craiiia ecTb HEOOXOJUMOCTh MPOIIOPIIMOHAIFHO YMEHBIITUTh
pasMep auarpaMmMel, TO pa3Mep Hpru(TOB PEKBU3UTOB JIOJKEH OBbITh YBEJIUYEH C TAKMM PacueTOM, YTOOBI
peanbHOe 0TOOpakeHHE 00BEKTOB JAHArPAaMMbI COOTBETCTBOBAJIO 3HAYCHHUAM, YKA3aHHBIM B Ta0uIe. B
TabJIMIaX HE JOJDKHO ObITh OoJice 4 CTPOK U 4 CTOJIOIOB — B IPOTUBHOM Cliydyae JaHHbIE B Ta0 M1l OyaeT
IIPOCTO HEBO3MOXXHO YBUACTb. SIaeiiku ¢ Ha3BaHUSIMH CTpPOK 1 CTO.H6IIOB ¥ HanOoJiee 3HaYNMbIE JaHHBIC
PEKOMEHTyeTCS BBIJIENATD I[BETOM.

Tabnuunas nHGOpPMAIKA BCTABISETCS B MaTepUalibl Kak TabMa TeKCTOBOro npoueccopa MS Word
wiu Tabimunoro npoueccopa MS Excel. Ilpu BcraBke TabnuIipl Kak 00beKTa U MPOIOPLIHOHATIEHOM
M3MEHEHHUH €€ pa3Mepa pealibHbIN 0ToOpakaeMbIid pazMep mpudTa J0HKEH OBITh He MeHee 18 pt.
TaOnuiel ¥ qUarpaMMbl pa3MeIatoTcs Ha CBETIOM Wi OestoM ¢oHe.

Ecnu Bl nipenountaeTe BOCIOIB30BAThCS TIOMOIIBIO OIiepaTopa (UTO TOKE BO3MOXKHO), a HE JIMCTATh
CJTAlIbI CAMOCTOSITETTFHO, OYECHB MOJIE3HO MPETYCMOTPETh CCHUIKU Ha CIIalfbl B TEKCTE JOKIIaaa
(«Crnemyronuii ciraifl, moxamyncra...»).

ITocne MMOATOTOBKHU MPE3CHTALIUN HCO6XO,I[I/IMa peneTunnAa BbICTYIUICHUAA.

3aKITFOUNTENBHBIN CITai]] Mpe3eHTaINH, cojepxaiuii TekcT «Crnacu0o 3a BHUMaHuey win «KoHery,
BPSIII JIH TIPUEMIIEM JIJIST TIPE3CHTAITNH, COITPOBOXKIAIOIICH IMyOJIMIHOE BRICTYIUICHHE, TTOCKOJIBKY
3aBEpIICHHE 0Ka3a CIIaifJIoB elIE HEe ABJISIETCS 3aBEpIIeHUEM BhICTyIIeHUs. Kpome Toro, Takue crnaipl,
TaK ke Kak u chain «Bompocei?», 1yonupyrot yctHoe coodieHne. OnTuMallbHBIM BapHAHTOM
MIPEICTABIISIETCS IOBTOPEHUE TIEPBOTO ClIali/ia B KOHIIE MPE3EHTAITNH, IIOCKOIBKY 3TO 1aéT BOBMOXXHOCTh



emi€ pa3 HATOMHUTD CITYIIATESIM TeMY BBICTYIUIEHHUS ¥ UMS JOKIIQAYUKa U THOO mepeiiTi K Bompocam,
00 3aBEPIIUTH BBHICTYIUICHUE.

Jlns mokasa (haiin mpe3eHTannu HeoOX0AMMO COXpaHUTh B popmMate «/lemoncTpamnms PowerPointy
(®aiin — Coxpanuth kak — Tun daiina — JJemonctpauus PowerPoint). B aTom ciyuae mpesenTtauus
aBTOMATUYECKH OTKPBIBAETCS B PEKUME TIOJTHOAKPAHHOTO 1MoKasa (slideshow) u cimymaTtenn n3baBiieHsI
KaK OT BUza paboyero okHa nporpammel PowerPoint, Tak 1 0T moTeps BpeMeHH B Hadalie ToKas3a
MIpE3eHTaLUH.

Ilocne noocomosku npezenmayuu no1e3H0 NPOKOHMPOIUPOBAMb CeOsl BONPOCAMU.:
1) ynanocs i AOCTHYS KOHEYHOU eI IPE3CHTAINH (UTO YAAIOCh ONPEAETNUTh, O0BICHUTD,

MIPETOKHUTH WITH TIPOAECMOHCTPHPOBATH C TIOMOIIBIO HeE?);
2) K KaKUM OCOOEHHOCTSIM 00beKTa IPE3CHTAINH YAaJI0Ch IPHUBJICYh BHIMAHUE ayTUTOPUH?
3) He OTBJEKaeT JIM CO3JaHHas MPE3EHTAIU OT YCTHOTO BBICTYIUICHUS ?

Ipuaoxenue 2
TEXT _ Different Styles
(pazmen 1, m. 1.1)

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

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

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

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

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

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

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

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

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

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

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

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

Level of style

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

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 2

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

1. The model has been subjected to statistical analysis.

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

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

made in regard to the potential of its reliability.

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

e - Writing that is too formal is not effective.

« - Informal writing with inappropriate language is not acceptable.

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

Stylistics weaknesses to avoid are:

e - Wordiness;

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

TEXT_Talking to People (pa3aex 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 Tochat is to exchange ideas. Mental vitamins are as important as other kind;
¢ Silence is the essential part of conversation.

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

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

o Wants to understand you easily, so try to speak clearly;
Cannot see your reactions, so always confirm that you have (or have not) understood each
point that has been made;

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

o Cannot spend much time, so make sure your call is brief;
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
e 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.
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This means to turn off the TV, music devices and any other distractions; children and babies should
be out of the room when you are making a business call.

Think about what you need to accomplish with this call.
Use notes (‘talking points’) to guide you through the facts and details you want to mention.
o This may be your only chance to get your point across.

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

the call.

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

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

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

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

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

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

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

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

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

Remember that your voice at the end of the line will be the first impression

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
o Who is calling, please?
Asking for a connection

o I’d like to speak to , please.
e Could you put me throughto_ ___, please?
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e I’d like to speak to someone about_____, please.
Taking/ leaving a message
o — I’m afraid he is out/ away/ off at the moment. Can | take a message?
e Can you ask him/ her to call me back?

Explaining the reason for the call

e Thereason | called is
e |lamjust calling to

Making appointments

Just a moment, I’ll get my diary.
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

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

o 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 (pa3znea 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.
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So, you may speak on public for different reasons, on different subjects, to people of different business
culture and personal taste. The speaker may want

e to inform the audience about some subject matter;

e to introduce some subject matter;

e to encourage the audience to make a decision;

e to sell goods/ services.

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

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

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

e |If you are going to deliver a speech, you must first have a plan. You should know exactly
where and when the report is to be made. Having a clear idea of what the people in
the audience are: their knowledge on the subject, status, age, business culture, specific
interests — these help identify the needs of the audience. The information you are going 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 s ®O®DN R

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

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

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

e Plan appropriately.

e Practice.

e Engage with your audience.

e Pay attention to body language.

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 (Pa3men 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

- Tell others how to put new ideas into practice;

o - Explain how a new system will operate;

1. Toinfluence

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

- Assess a situation;

- Draw up conclusion;

- Analyze the performance of the company;

1. Tointerest

- 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:

o 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
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Title page and ID provides your name and student ID number
details « if the title is not given, ensure that your title is informative.
(Abstract) gives a very brief indication of:
« the aim of the report
« what you did
« Wwhat you found
« what you concluded.
Introduction provides the context for the report
« states why the topic is important or useful
« explains any abbreviations or special terms.
Method sets out what you did in sequence
« explains how you did it
« indicates what materials, techniques or equipment you used
« 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

 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 « Dbriefly 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) « 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
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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.

Ipuiaoxenue 3

Koumponvnan pasoma (AHTJIHHCKHH A3bIK)

I . Match the English phrases with their Russian equivalents:

1. behind schedule a) YeIIOBEUYECKUE PECYPCHI
b) He ykiIamsIBaThCS B CPOKH

2. to give the green light C) BBIIOJHSTH IIPOCTHIE 331441

3. application area d) npuHIMD 0OpaTHOH CBS3H
€) CpOKH BBIITOJHEHUS

4. time frame f) cdepa mpumenenus

. a3peIInTh HA4aTh MPOEKT
5. feedback principle 9) pasp P
h) mpousBoacTBeHHAs 3PPEKTUBHOCTD

6. humam resource (HR) 1) TPOW3BOJCTBEHHASI CKOPOCTh
J) TmocremoBaTeNbHOCTD

7. perform simple tasks

8. production rate

9. product efficiency

10. sequence

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




1 mark for each correct answer Total /10

Il. Find the synonyms in the columns:

1) feedback a) arrange
2) rate b) careless
3) to apply c) effective
4) efficient d) equipment
5) device e) inspire
6) assemble f) refer
7) realm g) response
8) sequence h) series
9) encourage 1) 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.

L a bar chart that shows the overlapping timing of activities involved in project
and sometimes also shows the relationship between them.
20 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,
tools, instruments
9. 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”.

VIL.  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
VIIl.  Translate into English.
1. HCKOTOpHe JJFOAU CHUTAIOT, 4TO AJIA TOI'O I-ITO6I:I CTaThb 6I/I3HGCMCHOM, HYXHBI

ONpCaACIICHHBIC BPOXACHHBIC CIIOCOOHOCTH U Hpe,Z[HpI/IHI/IMaTeHBCKI/Iﬁ CKJIaJ yma.

2. OHU CUMTAIOT, YTO CTATh TAKUM HE BO3MOXKHO, U €CIIU Y HUX HET TaKUX
CHOCOOHOCTEH 3aHATHE OU3HECOM HE JUIs HUX.

3. [pyrue jiroau et BCeX Ha BEJOMBIX U BEAYIIUX.

4, OHU CUMTAIOT, YTO TOJIBKO JIMIEPHI WIIM BEYLIUE MOTYT YCIIEUIHO OTKPBITh U
pa3BUTH CBOIl Ou3HecC.

5. Ho B neficTBUTENBHOCTH 3TO BCE OTTOBOPKH JIFOJIEH, KOTOPBIE OOSITCS MOMBITATHCS
CTaTh OM3HECMEHOM, OOSITCS YTO-TO MEHSTh.

6. YcneuHsiM OU3HECMEHOM MOXKET CTaTh aOCOTIOTHO JII000H 4eTI0BEK, KOTOPBIi
JTOTO JKEJIaeT.

7. KoneuHo, ojHuM OyzeT npolie 3Toro J0CTHYb, IPYTUM CIIOKHEE.

8. VYcnex BoO MHOTOM 3aBUCHUT OT CIIOCOOHOCTEMN, IOJIYyYEHHOT0 00pa3oBaHus,
JMYHOCTHBIX KaueCTB, TPY101t00Us U (PHAHCOBBIX CPEJICTB.

Q. Ho Bce, e KaXIblii MOXKET YCHEIIHO YIpaBiiTh OU3HECOM U CTaTh

IpeycreBarolM OU3HECMEHOM, IIaBHOE HEe O0SThCs, a JIeMCTBOBATD.

10 HY)KHO OBITH TOTOBBIM K MOABJIAIOMIUMCA TPYAHOCTAM H HpO6J’ICMaM, KOTOPBIC
BO3HHUKAIOT NPAKTHUYCCKU CKEAHECBHO, 0e3 HuX OM3HEC HE MOXKET CymeCTBOBaTh, 9TO HAAO0
IMOHUMATH IMPABUJIBHO U HC OIYCKAaTh PYKU U OBITh TOTOBBIM BO3JI0KUTh Ha ce0sI BCIO
OTBCTCTBCHHOCTH 3a BEACHHUC 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. 1 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.

XIl.  Find the following in the text.

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

2. another name for office suites

3. acategory 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

X111. Find Russian equivalents (# translation) to the following English idioms.
A white elephant

An Indian summer

To be like a red rag to a bull

To be in one’s black book

To show the white feather

To paint the town red

To make black white

Castles in Spain

© ©o N o g b~ w D

The life and soul
10. Heads or tails?

1 mark for each correct answer Total /10

Konmponwvnas pasoma (HEMEIIKHH S3bIK)

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

1 waren liefern a MpeITIOKEHUE, OTPAaHUYICHHOE TT0 BpEMEHH
2 verbindliches Angebot b CPOK YKa3bIBaeTcs

3 das Angebot ist befristet C COCTaBUThH ceOe MpeICTaBICHUE

4 zu den genannten Bedingungen d OTBET Ha 3aIpoc

5 die Frist wird angegeben e MOCTABUTh TOBAPHI

6 sich ein Bild machen f TBepaas opepra

7 Antwort auf eine Anfrage g COJepKAaTh JaHHBIC

8 Angaben enthalten h OTIpeIeIEHHBINA BU TPOAYKIHH

9 das bestimmte Erzeugnis i OTIIPABHUTH TOTYYATEITIO



10  an den Empféanger senden J COTJIACHO YIOMSIHYTBIM YCIIOBUSAM
1. 2. 3. 4. 5. 6. 7. 8. Q. 10.

2. Lesen Sie sorgfiltig die Klischees, die in Geschéftskorrespondenz verwendet werden, und iibersetzen
Sie die Sétze ins Russische.

1.Ich komme zuriick auf unser Telefongesprach vom 20. November 2010.

2. Im Moment wéchst die Nachfrage nach Dienstleistungen dieser Art.
3. Wir suchen Partner, die unsere Produkte importieren und vertrieben mochten.

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

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

6. Wir bitten um prompte Bestétigung und Angabe des frithesten Liefertermins.

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

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

9. Wir hoffen, dass dieser Erstauftrag zu einer dauerhaften Geschiftsverbindung 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). Wiihlen Sie die Definitionen (a - j) aus, die den
Nomen entsprechen:

a) Verkaufsveranstaltungen, auf dem Produkte nur als Muster

1. Unternehmen (n . i i
Unternehmen (n) \vorhanden sind und der Informationsaspekt im VVordergrund steht.

b) Der Rat, der Beschluss, eine der hochsten Institutionen eines

2. Kauf (m) Staates, die Staatliche Politik leitet, lenkt und beaufsichtigt.




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

d) Ein spezieller Betriebstyp, eine System unabhéngige

4. Mustermesse (f) Wirtschaftseinheit.

¢) Jede natiirliche Person, die im Geschaftsverkehr eine Gerisse
Menge von Produkten nimmt und fiir einen bestimmten Zweck

5. Arbeitslohn (m) \erwendet

f) Ein Teil der Mittel, der nicht vom Unternehmen oder dessen

6. Verbrauch i
erbraucher (m) [nhabern zur Verfligung gestellt wird.

g) Die Leistung (in der Regel ein Geldbetrag), die ein Arbeitgeber|

7. Fremdkapital (n . . . .
emdkapital (n) einem Arbeitnehmer aufgrund eines Arbeitsvertrages schuldet.

h) Der Teil der Bediirfnisse (2.B. Giiter), die ein Mensch mit

8. Bedarf (m) seinen vorhandenen Mitteln (Kaufkraft) befriedigen kann.

9. Industrie (f) i) Ausgabe von Wertpapieren, Aktien.
10. Emission (f) j) Zweig der Industrie.
1. 2. 3. 4. 5. 6. 7. 8. 0. 10.

4. Ubersetzen Sie die Siitze schriftlich ins Russische und achten auf die Besonderheiten der Ubersetzung
des Ortes «many 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 Auflenhandel ist im vorigen Jahr gesunken.

2. Italien ist auch in diesem Saison das billigste Urlaubsland im Alpenregion.
3. Die Heinz- und Kochgeriteindustrie in Deutschland hat ein gutes Ergebnis erreicht.

4. Der Warenumsatz kam um nahezu ein Viertel zu.



5. In Finnland hatte sich die Konjunktur erhdht.

6. Ubersetzen Sie ins Russische und wdiihlen 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, Thren 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 lhnen sehr dankbar sein, das Sie uns Hilfe leisten konnen.

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

7. Lesen Sie sorgfiiltig den Antrag auf Beschiiftigung, iibersetzen Sie es ins Russische.
Sehr geehrte Frau Rechtsanwiltin Rainer,

in der ,,Siiddeutschen Zeitung* vom 21.01.2006 bin ich auf Ihre Stellenanzeige gestoBBen. Ich kann mir
vorstellen, dass die Arbeit bei IThnen anspruchsvoll ist und zugleich Spall macht. Daher bewerbe ich mich
als Allround-Biirokraft in Threr 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 Biiroarbeiten zuverléssig 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 Biirokauffrau im Juni 2000 abgebrochen. Mein Entschluss, mich bei Ihnen zu bewerben,
héngt damit zusammen, dass Sie die Teilnahme an Fortbildungen anbieten. Ich sehe darin die Chance,
meine Berufsqualifikationen auch formal zu vervollstandigen. Sie brauchen nicht zu befiirchten, 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 Vorstellungsgespréch vereinbaren. Ich freue mich
darauf!

Mit freundlichen GriiBen
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 Griindung einer GmbH erfolgt durch eine oder mehrere Personen mit Abschluss eines
Gesellschaftsvertrages in notarieller Form. Der Gesellschaftsvertrag ist zugleich die Satzung der GmbH.
Der Vertrag muss enthalten: Firma, Sitz der Gesellschaft, Gegenstand des Unternehmens, Hohe des
Stammkapitals, Stammeinlagen der Gesellschafter. Die Firma kann eine Personen-, Sach- oder gemischte
Firma sein. Der Name muss allerdings den Zusatz ,,mit beschrankter Haftung (mbH)” enthalten. Haftung:
Als Kapitalgesellschaft mit eigener Rechtspersonlichkeit, also als juristische Person, haftet die GmbH
selbst fiir ihre Schulden unbeschriankt mit ihrem Vermogen. Die Gesellschafter haften nur gegeniiber der
Gesellschaft. IThre 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 Verhiltnis der Geschiftsanteile. In jedem Fall wird die Hohe der
Einlagen berticksichtigt. Hiufig wird der Gewinn ganz oder teilweise zur Stirkung des
Unternehmenskapitals verwendet. Die Gesellschafter haben weitgehende Rechte auf Mitverwaltung und
Information bis hin zur Einsichtnahme in die Biicher. Diese Rechte gewéhrleisten 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 Hélfte des Stammkapitals verloren ist.

Das leitende Organ ist die Geschéftsfithrung. Die Geschiftsfiihrer werden von der
Gesellschafterversammlung eingesetzt. Sie konnen sowohl Gesellschafter, als auch dritte Personen sein.
Sie haben die Geschéftsfithrungsbefugnis 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 Geschiéftsfiihrung ist das oberste Organ.
3. Die Griindung einer GmbH findet sehr kompliziert statt.

1. 2. 3.

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

1 |die Gesellschaft mit beschrankter Haftung @ [mens nesrenbHOCTH NpeanpusTus

2 |in notarieller Form b gucno rosocoB coOpaHus MAWIMKOB

3 der Vertrag muss enthalten: C |0 PEUICHUIO MANIIIKOB

4 der Gegenstand des Unternehmens d HeorpaHW4YeHHasi OTBETCTBEHHOCTh

5 |die unbeschrianke Haftung € HaMBBICIIUI OpraH

6 |die Rechte der Gesellschafter f 0OIIECTBO € OTPAHHCHKOI
OTBETCTBECHHOCTHIO

7 die Stimmzahl in der g npasa maitmkos

Gesellschafterversammlung
8 |nach dem Gesellschafterbeschluss h cuna mpeacraBurenbeTBa s GUPMBI
9 das oberste Organ | JIOrOBOp JOJDKEH CO/ICPIKATh

die Vertretungsmacht fiir die

i B HOTapuanpHOU hopMme
Gesellschaft. J p Gop



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?

¢) — Wir méchten 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 erdffnen miissen. Die Firma wiéchst.

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

1. 2. 3. 4. S. 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 Geschaftsfithrung und
Vertretung der Genossenschaft grundsétzlich gemeinsam zu. Die Vertretungsmacht ist nach auflen hin
unbeschrinkbar. Der Vorstand wird von der Generalversammlung gewahlt. 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
gefiihrte Genossenliste erworben. Grundsétzlich 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 Geschéftsguthaben des
Genossen auf Grund der Bilanz zu errechnen und auszuzahlen ist.

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

Koumponvnaa paboma (®PPAHL]Y3CKHUH A3bIK)



1. Lisez le texte:

Comment trouver un emploi?

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

Réussir le premier contact. Premiére chose a retenir avant un entretien: vous ne quémandez pas un emploi,
vous offrez votre compétence une enterprise. Le jour X, si vous étes convoqué (-€) 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 exterieur. Votre compétence est une chose, mais on va aussi vous juger sur votre aspect extérieur.
Certains se présentent en jeans et T-shirt pour un poste de responsable. Voila le cas de Sandrine qui a
aucune chance d’avoir ce poste dans une grande entreprise de cosmétologie. Son C.V. est excellent, elle
connait le métier, en plus elle est plutot jolie. Mais le directeur des ressources humaines retiendra de
Sandrine son attitude “un peu trop” relaxe, sa jupe “un peu trop” courte, son maquillage “un peu trop”
voyant. Alors, il vaut mieux observer la régle générale: discrétion, une touche personnelle, un accessoire
qui vous distinguera des autres.

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

Facon de parler. 11 faut faire attention aux phrases qui sonnent comme un chantage: j’ai une proposition
plus intéressante ailleur; dans I’espoir d’étre mieux payé ici, mais cela aura I’effet d’'un boomerang:
“Allez-y”, vous répondra-t-on. Ou bien, exiger une réponse immédiate, sous prétexte qu’on n’attend que
vous chez un concurrent. Si tel est le cas, dites-le d’une fagon polie, montrez que vous avez d’autres offres.

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

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

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

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

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

II. Choisissez la bonne réponse.

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

A venir un peu en retard.

B quémander un emploi

C venir a temps.
7. Pour se faire embaucher il faut ...

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

8. On va aussi vous juger sur...

A votre aspect extérieur.

B vos examens bien passés.

C votre récit du voyage.

9. Tous les jours les sociétés ...



A observent la régle générale.

B attendent leurs concurrents.

C recrutent.

10. 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 fatigué.

II1. Choisissez la bonne réponse.

11. Ce sont revues spécialisées.
Ale B les C des Dla
12. Le titre journal est Le Figaro.

Adu Bdes Cadela 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 plusdroles B plusdrole C moins drole D moins drdles
16. L’enseignement donné par 1’université de Paris est en France.

A le meilleur B lameilleure C lepire D lapire

17. La glace sous ’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 ’usine.

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

A afabriqué B aifabriqué C ont fabriqué D as fabriqué
21. 1ls dans un petit village.

A s’est installé B se sont installés C t’es installé D sont installés
22. OH pa3roBamBaI CO CTYJACHTaMH, padOTAIOIINMHI B TaOOpaTOPHH.

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

A OTBITHL, IPOBOIUMBIC HAIIMMHU YYSHBIMH, TPOAEMOHCTPUPYIOT pa3HbIe Pe3yIbTaThI.



B OnbIThl, MpoBeIcHHBIE HAIIMMH YYEHBIMHE, TIOKa3aJIH OTPHUIIATEIbHBIC PE3YJIbTaThI.
C OnbIThL, TPOBEICHHBIC HAIIMMHU YYCHBIMH, ITOKA3aIH XOPOITHE Pe3yIbTaThI.
D OnbiThl, TPOBOAUMBIC HAIIUMHU YYCHBIMH, TPOJIECMOHCTPUPYIOT XOPOIIHUE PE3YIIbTATHI.
24. Ilpn0ObIB 0OYEHB MO3THO, OH HE CMOT IPHUHSATH ydacTre B 3TOH KOoH(epeHH .

A FEtant 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 a cette conférence.

25. Les préparatifs effectués, la fusée a été lancée.
A Koraa noaroroButenbHble padOTH OBLTH 3aKOHYEHBI, paKeTa Oblila 3amyeHa.
B Kornma oHY 3aKOHYMIIN TOATOTOBUTEIBLHBIC PA0OTHI, pakeTa Obljla 3aIyIleHa.
C TIloaroroBuTenbHbIe pabOTHI 3aKOHYEHBI U pakeTa OblIa 3amymieHa.
D TIloaroroButenbHbie pabOTHI 3aKaHYMBAIOTCS U paKkeTa OyAeT 3amyIeHa.
26. Tu pu répondre a cette question parce que tu avais lu ce livre.

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

Nicolas: A Bonne journée! B Ca va bien, et toi?  C Enchanté D A demain!
28. 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’estle 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. mkeHep J0DKEH 00J1aaTh BCeMU HEOOXOIMMBIMU 3HAHUSIMHU.

A L’ingénieur a posséde 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. CBexHii BO3IyX JIOJUKEH ObITh IOCTABJIEH B MOMELIEHUSI DJICKTPOCTAHIINH.
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 OTKPBUI 3aKOH, HMEIOMINK OO0JIbIIOe 3HAUCHHE.

B 33KOH, OTKpBITLIﬁ 9THUM YUCHBIM, UMCCT 00JIBIIIOE 3HAYECHUE.

C 3aKOH, HCHOJ’IB3yCMLII>1 9TUM YUYCHBIM, OTKPBIBA€T HOBBIC BO3MOKHOCTH.

D 3Orot y4eHsbIif ¢ MEPOBBIM IMEHEM OTKPBIBAET HOBBII 3aKOH.

35. 'a3ompoBo OyaeT MOCTPOCH Yepe3 ro/l.

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.

Ipuaoxenue 4

a) [lnanupyemble pe3yjbTaTbl 00y4eHHS M OLleHOYHbIE CPeACTBA AJIsl IPOBEACHHs IPOMeKYTOYHOM

aTTeCTANN:
CTpyKTypHBIH
PYITyP [Inanupyemblie
JJIEMEHT OneHouyHblE CpPEACTBA
pe3yabTaThl 00yYeHHs
KOMIIETEHIINH
OIIK - 1 FOTOBHOCTBI0 K KOMMYHMKAIMU B YCTHOH U NUCbMEHHOH opMax Ha

PYCCKOM U HHOCTPAHHOM A3BIKAX JJIfl PCIICHUSA 3a1a4 npoq)eccymHa.anoﬁ ACATCIbHOCTH

3HaTh

- OCHOBHBIE HOPMBI U
MpaBHIia PEYEBOTO
JICJIOBOT'O STHUKETA,;

- 6a30BYI0 JIEKCUKY chepsl
JIEJIOBOTO OOIICHUS;

- OCHOBHBIN BHUIBI
JIEJIOBOM
KOPPECHOHJICHIIUU U
TpeOOBaHUS K BEJCHUIO
OM3HEC ePEICKH.

1. IlpounTaiite u nepeBeauTe UHPOPMALIUIO O
JICJIOBOM PEYEBOM ITHUKETE.

AHTIIMACKUNA S3BIK

One reason to learn English is so that you can
meet new people and talk with them. If you want to
meet people outside your country, then it is a good
idea to learn English. Today people from all over
the world use English to talk with people who don't
know their language. It does not matter if you are
Russian, Japanese, Bolivian, or Nigerian. If people
cannot speak your language, their next question is
"do you speak English?"

As soon as you introduce yourself, people can
see how good your English is. So we are going to
make your introductions better. We will look at -

* The three levels of register.

« Types of introduction.

. Follow-up questions.

Register




CtpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

IInanupyemslie
pe3ynbTaThl 00y4YeHUS

OneHouHble CpeaCcTBa

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.

Hewmerikuii 1361k

Manche Leute glauben, dass, gutes Beneh—men
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 enthilt.
Doch wer denkt, die alten Ver—haltensregeln aus
dem 18. Jahrhundert wiirden heute nicht mehr
gelten, der irrt sich. Gute Ma—nieren sind modern.
Fast jeden Monat erscheint auf dem Biichermarkt
ein neuer Ratgeber mit Tipps und Tricks fiir das
richtige Verhalten im Geschéftsleben. Nach einer
aktuellen Umfrage unter 600 Fithrungskréften sehen
87 % der Ma—nager 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 Geschiften.
Hier finden Sie einige Hinweise, die Sie im
Um—gang mit deutschen Geschéftspartnern
beach—ten sollten.

OpaHIy3CKUNIIL A3BIK

L’¢éthique des affaires peut étre 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 modéle




CtpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

IInanupyemslie
pe3ynbTaThl 00y4YeHUS

OneHouHble CpeaCcTBa

purement financier de I’entreprise ne tient plus et un
a priori négatif teinte désormais le monde des
grandes entreprises, elles sont considérées comme
¢tant moralement douteuses.

Le principe fondamental d’une démarche
¢thique 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. CooTHecUTE qUajory o o0pasiry.
AHTIIMICKUN SI3BIK

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.
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- 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.

Hewmenkwnit 361K

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

- 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 endgiiltigen
Beschluss.

- Aber wir bieten Sie, die Lieferzeit zu
verlangern.  Wir  mdchten  nicht  unsere
Zusammenarbeit authoren.

- Herr A., ich modchte gerne wissen, aus
welchen Griinden Sie die Ware nicht rechtzeitig
liefern konnen 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 nidchsten Jahr einen neuen geschlossen
wird.

- Oh, wie schade! Danke fiir die Information.

@paHIy3CKUNIL A3BIK

-2 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 ?
: Oui, a 10 heures.

: Je vérifie... Oui, c'est bien cela.
: Je souhaiterais donc reporter la rendez-vous
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d'une semaine.

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

- : C'est ennuyeux, car j'ai 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 preés de chez vous... Nous pourrions étudier le
probléme 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, j'attends votre appel. Merci
beaucoup. Au revoir, mademoiselle.

3. CocTtaBbTe pe3toMe 1o o0pasiry.
AHTIUHCKUH S3BIK.
O0pa3er 11e1eBoro pe3rome
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:
-Supervised analytical chemistry lab.
-Conducted comparative analysis in the field.
-Set up non-destructive testing procedures.
Work history:
1991 — Present
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1988-89

1986-87 Gage-West Corp. Supervisor,
Analytical Chemistry Laboratory

Darnell Electronics, Consultant

RET Surface chemicals, Consultant

Education:

Hofstra University

Long Island Univ. 1984

Business Administration
1981 M.A. Chemistry
1979 B.A. Microbiology

Hemenxuii S3bIK.

Ergéinzen Sie das Lebenslauf.

Name (1)...

Adresse Max-Richter-Strasse 95

8770 Potsdam

Telefonnummer 0117 945649

Mobile 0779 92381882

Email (2)...

Nationalitdt Deutsche

3) 11 March 1979

Berufsausbildung

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

Profil  Verhandlungen fiihren, Vertrdge
abschlielen, Kaufkraft analysieren

Interesse Tennis, Fotografie, Reise.

Schreiben Sie Ihren eigenen Lebenslauf.

@paHIy3CKHAN 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 MONTLUCON

Tél. : 70 28 30 65

Née le 13 décembre 1958

Célibataire

FORMATION

BTS de secrétariat trilingue (anglais-allemand).

Baccalauréat série A5 — Académie de




CtpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

IInanupyemslie
pe3ynbTaThl 00y4YeHUS

OneHouHble CpeaCcTBa

Clermont-Ferrand (1976).

EXPERIENCE PROFESSIONNELLE

Secrétaire correspondanciére (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 1'école de ski
de Superbesse.

VYmMmern

- YUTATh U
WHTEPIPETUPOBATH
TEKCTBI M COOOILICHUS
J1eJI0BO KOMMYHHUKAIUU
C UHOCTPAHHOIO A3bIKa Ha
PYCCKUH A3BIK;

- KOPPEKTHO BBIPAKATh U
apryMEHTHPOBAHO
000CHOBBIBATH
MIOJIOXKCHHS B TIPOIIECCE
Hay4YHOU U JAEJIOBOM
KOMMYHI/IKaIII/II/I.

1. IlpouuraiiTe NpPENIOKEHHBIH TEKCT H
MOATOTOBBTE €r0 MEPEBOJ (CO CIIOBAPEM).

AHTIUHCKUH S3BIK.
How to greet someone in Britain

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

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

While shaking hands, people in Britain will ask,
"How do you do?" While this phrase is technically a
question, it does not require an answer. The correct
response is not "I'm fine, thank you." Instead, it's
common and polite to simple say "How do you do?"
back to the person. However, if the greeter asks,
"How are you?" it is then polite to say something to
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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.

Hemenxuii s3bIK.
Piinktlichkeit

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

BegriiBung und Vorstellung

Das Griilen spielt in Deutschland eine sehr
wichtige Rolle. Wenn jemand nicht, griifit, gerét er
schnell in den Verdacht, unhoflich zu sein. Fiir den
miindlichen Gruf} gilt: Wer zuerst sieht, griifit zuerst.
Bei der BegriilBung mit Hand—schlag gibt der
Gastgeber dem Gast, die dltere Person dem jlingeren
die Hand. Wenn man ge—rade sitzt, muss man zur
BegriiBung aufstehen. Vor allem in Léndern, in
denen man Korper- kontakt meidet, empfindet man
die deutsche Sitte des Hindeschiittelns oft als
unangenehm.

@paHIy3CKUN 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 D'ordre dans sa volont¢ d’établir des
vérités générales et objectives. En matic¢re d’éthique,
il s’agirait alors plutot de se concentrer sur des
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problématiques locales pour tenter d’en saisir la
complexité ; de ne pas se limiter a des grands
principes vagues et inapplicables mais plutot 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 plutét a interroger le status quo, les
évidences des situations.

2. Beigenure OCHOBHBIE MPOOJEMBI TEKCTa U
KpaTKO TepesiaiiTe ero coaepikanue.

AHTIIMACKUA 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.

Hewmenkwnii S35IK.

Kleidung und Geschéftsessen

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

Bei Geschiftsessen heilit die Regel: Wer einlidt,
bezahlt. Trinkgeld gibt man in Deutschland zwischen
finf und zehn Prozent. Zum Essen wiinscht man
»auten Appetit!“. Ein bisschen schwieriger wird es
bei den Gespriachsthemen. Meiden sollten Sie
Themen wie Politik, Religi—on, Krankheiten, die
Konkurrenz ~ oder  private  Probleme. Gute
Gespriachsthemen sind Hobbys, Sport, das Wetter,
der letzte Urlaub, Reisen und andere Lander und das
Geschift selbst.

@paHIy3CKUN A3BIK.
La dimension des entreprises

En observant I'évolution des entreprises depuis
un siecle environ, on constate une tendance générale
des entreprises a s agrandir, ¢’ esta-dire a accroitre les
moyens de production dont elles disposent. Cette
tendance générale est principalement duel au
phénomene 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 dechelle
croissants. Par exemple, si une entreprise triple la
quantité de facteurs de production mis en oeuvre et
que la quantité produite quadruple, les rendements
déchelle sont croissants.

3 fois plus d heures de travail

3 fois plus de machines

3 fois plus de matieres[]

- 4 fois plus de quantités produites

(Si la quantit¢ 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
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production, par exemple une presse rotative ou un
gros ordinateur, ne peuvent étre utilisés avec profit
que si l'activité d'une entreprise est assez grande
pour les occuper suffisamment. Cependant, les
¢conomies 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.

Brnaners

- 0a30BBIMH HaBBLIKAMU
peUeBOro IMOBCJICHHUS B
chepe

OOIIIEHN;

JC€II0BOIO0

- PAKTUYECKUMU
HaBbIKAMU
MCIIOJIb30BaHUs
opdorpaduyeckoi,
opdosnuueckon,
JIEKCUKO-TPaMMaTHYECKON
Y CTWJIMCTUYECKOW HOPM
PYCCKOIO U M3y4aeMOTro
SA3BIKOB.

1. Hanumure
oOpaserl.

ACJIOBOC TIMHUCBMO, HCIIOJIB3Yd

AHTIUHACKHN A3BIK.

HpHMep ACJIOBOI'O ITMChbMa

AlphaOmega Industries, Inc.

123456 Motor Parkway

Fresh Hills, CA 91999

December 28, 2000

Ron R. London, Sales Director

Seasonal Product Corp.

5000 Seasonal Place

Wiscasset, ME 04321

Subject: Spring Promotional Effort

Dear Ron

Since we talked last week, | have completed
plans for the spring promotion of the products that
we market jointly. AlphaOmega and Seasonal
Products should begin a direct mailing of the
enclosed brochure on January 28.

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

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

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

Sincerely,

Alan Stone

Director of Special Promotions

cc: Yolanda Lane, Vice President, Marketing

Encl: brochure, outline of mailing lists, customer
profile
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Hemenkunii A3bIK.

Helmut Wagner & Sohn
Kiltetechnik
Helmut Wagner & Sohn, Postfach 256, 3500
Kassel
Schrader & Lehmann
Einkaufsabteilung
Max-Richter-Strasse 95
8770 Potsdam
Ihre Zeichen,
Ihre Nachricht vom 02.04.2018
Unsere Zeichen, unsere Nachricht vom
04.04.2018 (05 61) 8243-1 Durchwahl 8243
Kassel 08.04.2018
Riickfrage

Sehr geehrte Damen und Herren,

bezugnehmend auf Thre Bestellung {iber eine
Kiihlanlage miissen wir Thnen folgendes mitteilen:
Es stellte sich heraus, dass bei der forgegebenen
Grosse des Kiihlraums ein stirkeres Kiihlaggregat
eingebaut werden muss, was eie Verteuerung des
Preises um 8% hervorruft. Nun mochten wir uns
erkundugen, ob Sie mit dieser Verteuerung
einverstanden sind.

Bitte, teilen Sie uns Ihren Entscheid mit.

Mit freundlichen Griissen

(Unterschrift)

Helmut Wagner

@paHIy3CKHN S3BIK.

Pascale Filliol

111, boulevard Paul Sert

03100Montlugon

Tél. : 70 28 30 65

Société Euroexport ZL des Alouettes

03300 Cusset

Objet: candidature a I’emploi de secrétaire
trilingue.

Montlugon, le 2 fevrier 1995

Monsieur le directeur du personnel,

Suite a P’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 1’anglais et
de D’allemand et je recherche actuellement un
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emploi qui me permette de développer mes qualités
d’organisation et mon sens du contact. Je suis sire
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. HOI[FOTOBI)TC MpE3CHTAINIO 10 YKa3aHHbIM
TCMaM

1. BusutHas kaprouka. JInunas mpe3eHTalus.
2. Beaymiye KOMIIaHUU OTPACIIH - CTPYKTYypa H

JACATCIIBHOCTD.

IIK - 7 cmioco0HOCTBIO NPEeaACTaBJATDL PE3YJAbTATHI IPOBCACHHOIO HCCJICT0BAHUS B BUAEC

HAY4YHOI'O 0TY€Ta, CTATHbU UJIH IO0KJIaada

3HaTh

- TIEKCUYeCKHil (
TEPMHUHOJIOTHUECKUIA)
MUHUMYM 10 OCHOBHBIM
TeMaM
npoQeCcCHOHATILHON
NesITeIbHOCTH;

- (hOpMBI TpaMMaTHYECKHIX
KOHCTPYKLUH,
HEOOXOUMBIX JJIsl OM3HEC
KOMMYHHKAIH B YCTHOU
U TUCbMEHHOM dopMax;

1. IloaroroBeTe cOOOIIEHHME O KOMIIAHUHM WIIH
¢upme, B KOTOpOH BBl IIaHHUpYeTe paboOTaTh WU
yxke paboraere. Bocnoap3ylTech HM3y4eHHBIM
JIEKCUYECKUM MaTEpHUAIIOM

AHTIIMUCKUH SA3BIK

Company was founded/established/set up in... —
KOMITaHHs OblJla OCHOBAHA B...

Merge — o0benunenue, nornomenue Subsidiary —
JouepHsis pupma

Affiliate branch/division — ¢pumuan

Sold off — pacnponaBars

Split into — nenenue

Market leaders — mumeps! peiHKa

Key player — kiitoueBoii Urpok

To expand — pacuupsaTsCst

To grow up — pactu

Annual profit — romoBast npu0ObLTL

Turnover — o6opot

In excess of a plan — uto-T0, caenaHHOE CBEPX IUTaHa
President/Director/CEO (Chief Executive Officer) —
PYKOBOJIUTEIh OpTraHU3aIHN

Managing director — YIIPaBJISAIONIHH,
WCTIOJTHUTENIBbHBIN TUPEKTOP

Overall responsibility - KOJIJICKTUBHAS
OTBETCTBCHHOCTH

Day-to-day operation — Tekyiiasi mporu3BOACTBEHHAS
JESTEILHOCTD
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Department/Subdivision — nmoapasaenenue, oTaes
To consist from — cocrosTs u3...

To include - BKJIFOYATh
Activity/Occupation/Performance — nesteibHOCTb
To report to... — HOUUHATHCSI, JOKIIAIbIBATH

To deal with... — Bectu gena c...

To connect with... — cBsI3bIBaTHCH C. ..

In charge of... — oTBeTcTBEHHBIH 32 UTO-MHOO

To co-operate — coTpyaHUYaTh, OOBETUHATHCS

To be responsible for...- ObITH OTBETCTBEHHBIM 3a
YTO-TO

CTpykTypa KOMIIAHMHM Ha aHTJIUHCKOM S3bIKE —
accounts department — Oyxranrepuss — board of
directors — coBer mupekropoB — chairman /
chairperson — npencenarens — chief executive officer
— TJIaBHBIN MCIIOJIHUTEIBHBIN JUPCKTOP KOMITAHUH —
director —... ...

Accounts department — Oyxranrepus

Board of directors — coseT mupekTopoB

Chairman / chairperson — npezacenatens

Chief executive officer — rmaBHbIi HCTOIHUTETBHBIN
JUPEKTOP KOMITAHHH

Director — naupekTop, WICH COBETa AUPEKTOPOB
Executive... ...

Responsibility — oTrBeTcTBeHHOCTH, 00s3aTEIHCTBA
riminal responsibility — yromoBHas OTBETCTBEHHOCTb
heavy responsibilities — Tspkensie 00s3aHHOCTH;
OompIIasi OTBETCTBEHHOCTh

to bear responsibility — HecTn oTBEeTCTBEHHOCTH

to accept the responsibility — B3sTh OTBETCTBEHHOCTb

Hewmerikuii 1351k

. die Geschéftsfithrung pykoBoacTBo pupmsl
die Gesellschafterversammlung cobpanue
yapenuTesnei (4JICHOB)
die Rechtsform(en) ropunndeckuii craryc
handeln mit (Dat.) ToproBats (4em-1100)
der Geschiftsfiihrer(-) kommepueckuii AUpeKTOp
die Abteilung(en) otmen
der Ableitungsleiter(-) pykoBoauTens otaena
die Niederlassung(en) dumman
der Produktionsleiter(-) HaYaJIbHUK
MPOM3BOICTBEHHOTO OT/IENa
der Finanzleiter(-) HauaapbHUK (PUHAHCOBOTO OT/IENA
der Personalleiter(-) HauanpHHK OT/IENIa KaAPOB
die Fremdsprachenkorrespondentin(nen)
CeKpeTapb-MIePEBOAUHIIA
der Dolmetscher(-) nepeBorunk
der Betreuer(-) rua- nepeBo Ik
der Vertreter(-) mpencraButesb (110 TOPTOBIIC)
der Sachbearbeiter(-) xiepk
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der Facharbeiter(-) sxcriepr

der Lagerverwalter(-) HauanbHUK CKJIa1a

der Ruf cnama, permyranus

einen guten Ruf haben umets xopomryro pemnyramnuto
der Aussenbezirk(e) npuropoaHslii paiioH

der Verkehr(-) Tpancniopt, 1BUXEHHE T

enommiert U3BECTHBIN

die Peripherie(n) okpanna

die Miete (n) apenaHas mara

expandieren (-te, -t) pacmmpsThcs

der Sitz (Hauptstandort) mrab-KBapTHpa
(MecTOnoJI0KEeHUE)

der Umsatz o6oport

verkehrstechnisch B TpancioptHOM oTHOMIEHNH
giinstig/ glinstiger BBITOJIHBIH, YIOOHBIN/BBITOIHEE
extrem hoch HemomepHO BBICOKHIA

allerdings! koneuHo, pazymeercs!

der Hersteller(-) mpousBoauTens

etablieren (-te, -t ) 060CHOBBIBATHCS

Beziehungen unterhalten zu ... mommepxuBarbh
OTHOUICHHUS C ...

bedeutende Mengen nach Frankreich ausfiihren.
NOCTABIATh 3HAYMTENBHBIE MApTHH TOBapa BO
®paHuuio. Forschung und Produktion
Hay4YHO-MCCIIEIOBaTeNIbCcKasg 0a3a M IPOM3BOJCTBO
ausstatten (-ete, -et) ocnamars die Branche(n)
o0nacts, chepa

@paHIy3CKUN A3BIK

Le management: COTPYAHUKH, YIPaBISIONINE
OM3HECOM.

Le Marketing: koMmMepuecKue MpoLecchl, CBI3aHHbIE
C TIPOJIBMKEHNEM OW3HEca, ISl yBEITHMUEHUS POIaK
TOBapOB U YCIYT

Le profit: mpuGbuIb, T.€. CymMMa J€HEr, OCTaBIIAsICS
OT BBIPYUKH, 32 BBIYETOM BCEX 3aTpaT, HAJIOTOB U T.II.
La sous-traitance (ayTCOpPCHHT): 3aKJIOUYEHUE
KOHTPAKTOB C COTPYIHUKAMH [IJISl BBIMOJTHEHUS
OTAENbHBIX (YHKIUNA wind padoT. OOBIYHO IS WX
MPUBJICYCHHUS]  UCIIOJIB3YIOTCS ~ yCIOYyTH  JIPYTHX
OpraHu3aluil WU OHJIANH-TIIATPOPMBIL.

Le siége (mtab-kBapTupa): oduc, 10M, MOABAIBEHOE
MOMEIEHUE WM JII000H O0OBEKT, CIyXKaIlui
aIMUHUCTPATUBHBIM [IEHTPOM OM3Heca.

Le département du service clientele (otmen
00CTyXKMBaHUSI KJIMEHTOB): OTIEN B OPTaHU3AIHH
PO3HUYHOW TOPTOBJIM, OTBEYAIONIUN 3a 00pabOTKY
XKano0 ¥ 3arpocoB KIMEHTOB.

Les actifs (akTuBbI): BCe, 9TO UMEET IIEHHOCTH ISl
TPETPUATHSL.

Les actions (akium): JOKYMEHTHI O BJIaJICHUH YaCThIO
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TPEIIPUSATHSL.

Les actionnaires (akIHOHEpHI): JIOIU, KOTOpBIE
BJIAJICIOT aKIMSIMH, TO €CTh YacThiO HPEATPUITHS,
MOJTyYaroIIUe MPOLEHT OT NPUOBUIH B COOTBETCTBUU
C MOJINTUKOW KOMITAaHUH.

Les parties prenantes (3anHTEpeCOBaHHAsi CTOPOHA):
JIOAM BHYTPH WM BHE OpPraHM3allid, HMEIOIIHE
OTHOILIGHWE ©  OMNpEIeNIeHHBId  HHTEpec K
JEeSITeTbHOCTH KOMITAHUH.

Le taux d’intérét (mpoleHTHasl cTaBKa): MPOICHTHAS
CTaBKa I10 3a€MHBIM CPEJICTBAM.

Les sponsors: KOMIIaHMM, OpraHH3alUud |
OPEINPUATHSI, KOTOPbIE IUIATAT 3a peKiIaMmy, Kak
OpaBUiIO, JPYTMM KOMIIAHUSIM, apTUCTaM WA
CIIOPTCMEHAM.

La promotion: MOBBIIICHNE B PaHTe WU JTOJKHOCTH.
La publicité (pexiama):mpoaBHIKEHHUE TOBapa HIIU
YCIYTH OOBIYHO C MPHUBIICYCHUEM CPEJICTB MacCOBOM

uHpopmanuu.
Le marketing viral (BHpyCHBIi MapKETHHT):
cTparerus pacnpocTpaHeHus pEKJIaMBl,

XapaKTepu3yromascsi TeM, 4TO MOTPEOUTENIN caMu
nensatcst uH(opMaiuel, cozjepxkaiie cooOLleHHs
MapKeTOJIOTOB, 4YacTO C IOMOUIBIO 3JIEKTPOHHOM
IIOYTHl, COLMAJIBHBIX CETEW WM OHJANH-BUAEO.
Takum o0pazoMm, HHpOpMAIMS pPaCIpPOCTpaHseTCs
PE3KO U OBICTPO.

2. Paccpocute napTHépa 0 KOMIIAHUH, KOTOPYIO OH
npeacrasisieT. Bocnonb3yldTech HW3y4EHHOR paHee
JIEKCUKOM.

AHTIIMACKUHA SA3BIK

Information about company
Questions:

What does your company do?
What is your specialty?

What do you specialize in?
What is your main line of business?
What are your major products?
What services do you provide?
Answers:

We produce marketing materials.
We specialize in art and design.
We produce office machines.
We design software.

We provide technical support.

Hemenxwuii si3p1x

Drf ich eine Frage stellen?
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Eine kurze Zwischenfrage bitte

Wir sind an ... interessiert.

Ihre Produkte interessieren mich sehr

Es war interessant zu sehen/horen/erfahren, dass
Wir sind Hersteller von ... und bendtigen laufend..
Wir suchen nach mdglichen/potenziellen Lieferanten
fiir

OpaHIly3CKUI SI3bIK

Qu’est-ce qui
Qu’est-ce  qui
I'entreprise?
Quels sont les facteurs de la production?
Par quoi se différencié une entreprise d’une autre?
Quelles sont les sortes d’entreprises et quelles
fonctions assurent-elles?
Qu'est-ce qui fait I’'image de la firme?

A quoi meéne une mauvaise image d’une société?

incite I'entrepreneur a produire?
représente  le fondement de

YmMmern

- aHaJIM3UPOBATh U
UHTEPIPETUPOBATH
uH(pOpMaLHIO,
U3BJIICYCHHYIO U3
TEKCTOBBIX UICTOYHHKOB
Ha NHOCTPAHHOM SI3BIKE 110
CIEIUAIBHOCTH;

- BBIOMpATH a/IeKBaTHBIE
A3BIKOBBIE CPECTBA
IIEPEBO/A AyTEHTUYHOU
npodecCuOHATIbHON
JUTEPATYpPhl HA PYCCKUI
A3BIK;

- IPUMEHSITH
HEOO0XOIUMBIN
rpaMMaTH4YECKUI U
JIEKCUYECKUN MaTepHall
JUISL BEZICHUS J€JI0BOM
MEPETHCKH B
npodecCHOHATbHON

cepe.

1. ITIpounTaiiTe NpeayIOKEHHBIN TEKCT U TOATOTOBHTE
€ro mepeBo1 (Co cIoBapeEm).
AHTIIMHCKHH SI3BIK

Strategic management

Strategic management sets the stage for
virtually all managerial activity. Managers at all
levels need to think strategically and be familiar with
the strategic management process for three reasons:
farsightedness is encour aged, the rationale behind
top-level decisions becomes more apparent, and
strategy formulation and implementation are more
decentralized today. Strategic management is defined
as the ongoing process of ensuring a competitively
superior fit between the organization and its
ever-changing environment. Strategic management
effectively merges strategic planning,
implementation, and control.

Strategic thinking, the ability to look ahead and
spot key organization/ environment
interdependencies, is necessary for successful
strategic man agreement and planning. Three tools
that can help managers think strate gically are
synergy (the 2 +2 =5 effect), product life cycles that
trace the life of a product through its introduction,
growth, maturity, and decline stages and Porter's
three generic strategies. Porter's three strategies are
overall cost leadership, differentiation, and focus.

The strategic management process consists of
four major steps: (1) formulation of grand strategy,
(2) formulation of strategic plans, (3) implementation
of strategic plans, and (4) strategic control. Ongoing
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evaluation after each of these steps and corrective
action based on feedback help keep the strategic
management process on track. Strategists formulate
the organization’s grand strategy by conducting a
situational analysis and identifying the driving
forces. Results-oriented strategic plans that specify
what, when, and how are then formulated and
translated downward into more specific and
shorter-term intermediate and operational plans.
Problems encountered along the way should be
detected by the strategic control or by ongoing
evaluation and subjected to corrective action.

Event outcome, event timing, and time series
forecasts help strategic planners anticipate and
prepare for future environmental circumstances.
Event outcome forecasts are used when strategists
want to predict the outcome of a highly probable
future event. Event timing forecasts predict when, if
ever, a given event will occur. Time series forecasts
seek to determine future values in a sequence of
values recorded at fixed intervals. Popular
forecasting techniques among today’s managers are
informed judgment, surveys, and trend analysis.

Hewmenkuit 361K
Unternehmungen

Unternehmungen sind rechtlich organisierte
Institutionen, die Sachgiiter und\oder
Dienstleistungen produzieren.

Die Abgrenzung zwischen Betrieb und
Unternehmung ist nicht eindeutig: Einerseits ist die
Unternehmung als rechtlicher Uberbau eines oder
mehrerer technisch-organisatorischer
Rroduktionseinheiten, die als Betriebe bezeichnet
werden, den Betrieben iibergeordnet.

Andererseits werden als ,,Betrieb” alle Arten
von Institutionen bezeichnet, in denen Giiter
produziert werden, also auch private Haushalte,
offentliche Verwaltungen, Betriebe in zentral
gelenkten Volkswirtschaften, wihrend
Unternehmungen nur solche Betriebe darstellen, die
auf Gewinnerzielung ausgerichtet sind und ihren
Wirtschaftsplan selbst bestimmen konnen. In diesem
Fall wire der Begriff,,Betrieb* weiter gefasst, als der
der ,unternehmung*.
Whello_html_544dfd2f.jpgenn es nicht umrechtliche
Fragen geht, kann man Unternehmung und Betrieb
synonym verwenden.

Unternehmungen in der modernen Industrie-
und Dienstleistungsgesellschaft sind nicht auf ihren
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wirtschaftlichen Zweck beschrinkt, der im
Vordergrund steht, sondern sie erfiillen in der
Gesellschaft auch politische, soziale, kulturelle und
Okologische Funktionen. Die Unternehmung muss
damit als ein Subsystem des Systems Gesellschaft
angesehen werden.

Solche Unternehmungen erweisen sich damit
als  zweckbestimmte, offene, soziotechnische
Systeme. Die Zweckbestimmung liegt in der
Schaffung von Leistungen (Sachgiiter und
Dienstleistungen) fiir Aussenstehende, in der
Sicherung des Einkommens fiir ihre Mitglieder, in
der Erwirtschaftung von Steuern, Gebiihren und in
der Erfiillung von sozialen wund kulturellen
Leistungen fiir Mitglieder und Aussenstehende.
Offen ist die Unternehmung, weil vielfiltige
beziehungen zu anderen Subsystem der Gesellschaft,
z.B. zu Haushalten, offentlichen Einrichtungen,
anderen Unternehmungen und zur natiirlichen
Umwelt bestehen. Durch die Unternehmung erfolgt
eine Umwandlung verschiedenartiger  Inputs
(Betriebsmittel, Werkstoffe, Arbeit usw.) zu Output
(Produkten) in der durch das Unternehmensziel
bestimmten Quantitit und Qualitdt. Unternehmungen
treffen  ihre  wirtschaftlichen  Entscheidungen
selbststindig. Diese Entscheidungen werden auf
Mairkten koordiniert.

@paHIy3CKUN A3BIK
Entreprise — producteur de biens et services

L’entreprise est faite pour produire, transformer et
vendre un bien ou pour assurer un service. Biens et
services deviennent ses produits et leur
commercialisation assure sa production au sens
comptable de terme. C’est par son produit qu’une
société¢ se différencie d’une autre, marque son
originalité et son identité, et espéré se développer,
d’abord en saturant son marche et, ensuite, en prenant
des parts a ses concurrents. Le produit donne une
expérience a D’entreprise dont le savoir-faire le
démarquera des autres. C’est son métier. Il y a donc
deux sortes d’entreprises: celles qui produisent des
biens et celles qui produisent des services. Certaines
sont multiproduits et peuvent assurer les deux
fonctions. Une entreprise agricole produit des biens
issus de la terre: grain, légumes, fruits. Elle les
conditionne, les transporte, les stocke avant de les
vendre. Une entreprise miniére extrait du sol des
minéraux qu’elle trie, qu’elle stocke, qu’elle
transporte. Une entreprise industrielle achéte ou
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transforme des matieéres premicres qu’elle stocke,
transporte, faconne, assemble, conditionne et
commercialise. Une entreprise de services vend le
travail de consultants, d’experts, de main-d’ceuvre
d’intérim, ou vend de [I’argent (banques ou
assurances). Ce sont des produits qu’elle maitrise,
réalise, et dont le service est utile aux clients qui les
acquicrent. Ces deux catégories de sociétés ont en
commun qu’elles vendent un produit qui peut &tre
matériel ou immatériel, qu’elles en ont la
connaissance et le savoir-faire et qu’elles sont
reconnues par leur clientele comme telles. Si elles
sont choisies, c’est qu'elles sont meilleures que leurs
concurrents, moins chers, plus faibles, plus pratiques
ou arrangeants, chacun de ces qualificatifs pouvant
étre seul déterminant. C’est leur savoir-faire, leur
expérience, leur image, leur rapidité qui fidélisera
leur clientéle. Biens et services sont porteurs de
I’image de la firme qui les commercialise. Outre le
chiffre d’affaires qu'ils Iui apportent, et qui
représente la contrepartie de la transaction, ils lui
impriment une connotation subjective et morale de
sérieux, d’innovation, de fiabilité, qui assureront sa
pérennité. A I’inverse, une mauvaise image d’une
société I’amenera inéluctablement au déclin, et si elle
ne réagit pas pour infléchir ['opinion des
consommateurs, elle deviendra vulnérable et sera
amenée a disparaitre ou a se faire absorber par une
autre ayant mieux réussi qu’elle. C'est la loi du
marche, c’est le client qui choisit son produit et celui
qui le commercialise et la positionne en chiffre
d’affaires, le place par rapport a ses concurrents. Il
faut convaincre en permanence le client qu’il achéte
le meilleur produit possible compte tenu du prix qu’il
est prét a payer et du service qui lui est offert.

2. BrplmonHUTE TNPEANIOKEHHBIM  KOHTPOJBHBIN
HCKCI/IKO-FpaMMaTH‘IeCKI/If/’I TECT.
AHTTIUHACKHH S3BIK

I. Complete each sentence using there is/are or the
appropriate form of to have and to be.
1. Natural gas a major Ukrainian import
from Russia.
I very busy at the moment.
The gym free to hotel guests.

still a whole month till the presentation.
These planes typically 96 to 118 seats.
Helen (not) much money with her.
II Complete each sentence using the Present Simple
of the verbs in brackets.
1. The company over 7000 people.

(employ)

SO R ®o




CtpyKTypHBII
JJIEMEHT
KOMIIETEHIINH

IInanupyemslie
pe3ynbTaThl 00y4YeHUS

OneHouHble CpeaCcTBa

2. What time the plane in Madrid? (arrive)

3. New Zealand and Australia to reduce
import duties. (plan)

4. My friend BBC news every morning.
(watch)

5. Why DVDs so much more in Brazil than
elsewhere.(cost)

I11. Insert the appropriate form of to be where

necessary.

1. Our main overseas  market
China.

2. Prices___ extremely high inthis__~

part ___ of the city.

3. How__ much _ that TV stand?

IV. Put questions so that the words in bold could be

the answers.

1. The hotel offers a free swimming pool.

2. 10,000 American companies now do business in
China.

3. | probably spend over $100 a month on
electricity.

V. Make up questions.

1. the/do/ what/company?

2. name/the/company/your/of/ /what?

3. many/company/the/employ/people/how?

VI. Translate the sentences.

1. HcnonHuTeNnbHBIA AUPEKTOP HECET
OTBCTCTBCHHOCTD 3a 3T PCIICHUA.

2. Hosble MOACIN COTOBBIX Teﬂeq)OHOB —B
BBICTABOYHOM 3aJI€.

3. B Hamewm paiione Tpu ¢gunuana 3Toro 6aHka.

4. 'V Bac eCcTh MOCTOSIHHBIN UCTOYHHUK JI0X01a?

5. B srom maraszuse He MNPpUHHUMAIOT HAJTMIHBIC —
TOJIBKO KPEAUTHBIC KaPTOUKH.

6. Bl OpeaoCTaBIACTC CKUIKU HCHCI/IOHCpaM? —
Ha, xoHe4dHo.

VII. Read the information about a Swiss watch

manufacturer and fill in the gaps with the words:

employs, French, designs, retire, daily, comes out,
companies, manufacturer, produce, profits, costs

Nicolas Hayek is the founder and President of SMH.

SMH is a Swiss watch 1) with its head
ofice in Zurich, Switzerland, and a large, modern
factory in Granges, France. It 2) 14,000
people. There are twelve 3) in the group,

including Tissot, Omega, and Swatch.

The company’s most famous product is the Swatch
watch. The Swatch has a quartz mechanism but only
fifty one parts. A new collection 4) twice a
year with forty new 5) . SMH sells ten
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million Swatch watches a year.

Hemenxwuii si3p1x

1. Das Kind noch sehr klein.

a) bin b) hat C) ist

2. BeiOepute npaBUIBHBIN TEPEBO] IPEITI0KCHHUS:
['ocTn cMOryT OCETUTH BBICTABKY Ha 3TOI HEJEle.
a) Die Géste werden die Ausstellung in dieser Woche
besuchen.

b) Die Géste konnen die Ausstellung in dieser Woche
besuchen.

¢) Die Giéste miissen die Ausstellung in dieser Woche
besuchen.

3.Und was ___du gestern gemacht?

a) bist b) hast c) hat

4. Wir studieren jetzt schon ein halbes Jahr
Miinchen.

a) auf b) im c)in
5. Ich brauche eine Bluse. Was kostet ... ?
a) es b) sie c) er
6. ... deine Hilfe kann ich das nicht machen.
a) Ohne
b) Fiir
c) Gegen
7. Die groPte Universititsstadt Deutschlands is in
a) Berlin
b) Leipzig
¢) Miinchen
8. Aus welchen Bundeslandern besteht die BRD?
a) 12 b) 13 c) 16
9. du einen Computer?
a) ist b) hast ¢) bin

10. BeiGepure nHyxxkHoe B Imperfekt “Er ... mach
Hamburg gestern.”

a) fuhr b) fahren c) gefahren

11. Nennen Sie die Lebensnotwendige Bediirfnisse!
Wohnung.

Biicher.

Schmuck.

12. Nennen Sie die Kulturbediirfnisse!

a)Pelze.

b)Kleidung.

c)Theaterbesuch.

13. Nennen Sie die Luxusbediirfnisse!
a)Genussmittel.

Segeljacht.

Zeitungen.

14, Wie Grenze ist zwischen Kultur- und
Luxusbediirfnisse zu ziehen?

Es gibt keine Grenze.
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leicht.

schwer.

15. Nennen Sie die Individualbediirfnisse!
Literatur.

Schulen.

Nahrung.

16. Nennen Sie die Kollektivbediirfnisse!
Urlaub.

Kindergérten.

saubere Umwelt.

17. Was bedeutet ,,Bedarf?
konkretisierte Bediirfnisse.

Waunsch.

Mangel.

18. Was ist das Steuerorgan der Wirtschaft?
Markt.

Arbeit.

Geld.

19. Was soll der Markt bewirken?
Angebot.

Preisbildung.

Nachfrage.

20. Was bedeutet ,,zur Folge haben*?
a) UMETh TIOCIIC/ICTBUSI.

b) npeanpuHUMAaTh.

C) MoBJjeYb 3a co0oil.

21. Was bedeutet ,,zerstoren‘“?

a) yOuBarhb.

b) pa3pymars.

C) YHUUYTOXATh.

22. Was bedeutet ,,uneingeschrankt*?
a) CKYJHBIH.

b) orpomMHBIii.

C) HEOTPAaHUYCHHBIN.

23. Was bedeutet ,,der Umsatz“?

a) 1eHa.

b) HEmOCTATOK.

¢) 00opoT.

24. Was bedeutet ,,das Eigentum®?

a) MUTaHue.

b) umymiecTso.

C) €IUHCTBO.

25. Was bedeutet ,,auf der Strecke bleiben?
a) moruoars.

b) npourpsIBaTh.

C) IPOIUTATb.

OpaHIly3CKUI SI3bIK
Trouvez la variante correcte :

1. - Adressez-vous au chef du bureau !
- Vous croyez que je dois ... ?
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a) m’y adresser

b) m’en adresser

¢) m’adresser a lui

d) me lui adresser

2. - A-t-on permis a votre soeur de quitter la clinique
?

- Oui, on ... a permis hier.

a) lalui

b) le lui

c) lui le

d) lui la

3. lIn’est pas l1a. Il est douteux qu’il ... sortir seul dans
Paris.

a) a 0seé

b) ait osé

C) ose

d) osera

4. Si je n’avais pas eu tant de travail cette semaine, je
... déja ce film.

a) verrai

b) verrais

C) aurais vu

d) avais vu

5. Je vous apprends, qu’en votre abscence elle vous ...
pendant une demi-heure.

a) a attendu

b) attend

C) attendait

d) avait attendu

6. Il révait toujours de revenir dans la maison ... .

a) maternelle

b) natale

c) paternelle

d) native

Choisissez 1’équivalent frangais de la proposition
russe:

7. OOBSBWIIN, YTO TTOE3]T OTIPABIISAETCS.

a) on a annoncé que le train allait partir

¢) on a annoncé que le train venait de partir

b) on vient d’annoncer que le train allait partir

d) on a annoncé le départ du train

Trouvez la faute de grammaire :

8. Je ne me souviens pas le prénom de ta cousine que
j’al vue a ton anniversaire.

a) le prénom b) souviens ¢) ton anniversaire
d) j’ai vue

9. Cette réceptionniste était trés chargée et je 1’ai aidé
a inscrire les délégués.

a) cette b) était chargée c) ai aidé d)r

Bnanets

- HaBBIKAMU YCTHOU U
MUCHbMEHHOM peur Ha
WHOCTPAHHOM $I3bIKE IS

1.  IloaroroBbTe  NIpPE3EHTALHUIO Ha
BUJICOKOH(EPEHIINIO 1o TeMe BaIen
CHELUAIbHOCTH. Hcnons3ynre YCTOWYNBBIE
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MEKIIMIHOCTHOM
KOMMYHHKAIINH B
IEIIOBOM U
npohecCHOHATLHOM

chepax;

- crmoco0aMu  CO3JIaHUs
TOYHOT'O COOOIIEHMS,
JIEMOHCTPUPYS BIaJCHUE
MOJICIISIMH OPTaHU3AINH
JICJIOBOTO |
po¢eCCHOHAIBHOTO
TEKCTa B YCTHON U
MMCbMEHHOU (popmax.

BBIPOKEHUS UIS TIPE3CHTAIIMN U paHee U3YUYCHHYIO
JICKCHKY.

AHTTIUACKUAN SI3BIK
Good morning / afternoon / evening ladies and
gentlemen Jobpoe yTpo / neHb / Beuep naMmbl U
rocroja
My name is... [ am ... Mens 30Byr ... S
SABJIAIOCH ...
Today | would like to talk with you about ...Ceroaus
s XO0TeJI ObI IOTOBOPUTH C BaMH O...
My aim for today’s presentation is to give you
information about ...
[lenp  Moeil  CEroAHSIIHEH  MpE3CHTAUH  —
npouH(OPMHUPOBATH BaC O...
| have been asked to comment on what | think of the
way ...
MeHs monpocwin cKazaThb / MPOKOMMEHTHPOBATh,
9TO S [yMaro O CIocooe ...
Please feel free to interrupt me if there are any
questions. [Toxanyiicra, HE CTECHSANTECH
IpephIBaTh MEHSI, €CIIM BO3HUKHYT JIFOOBIC BOIIPOCHI.
If you have any questions, please feel free to ask me
at the end of the presentation. Ecnu 'y Bac ectb
KaKhe-TM00 BOIPOCHI, MOXKaIyHCTa, 3aJjaiiTe uxX Mo
OKOHYAHUU MPE3EHTALUH.

At the outset ... Brauae ...
First of all, ... / Above all, ... IIpexne Bcero ...
First I would like to talk about ... CHaauaina P’

X0TeJI ObI CKa3aTh O ...

I’d like to start by saying ... I ObI XOTeN HauaTh ¢
Before discussing ... Ilepen Tem kak 00CykIaTh ...
Describing this process, it is necessary to start with
OmnuceiBas 3TOT mmpomnecc, HCO6XOI[I/IMO Ha4yaThb C ...
Firstly, we must become accustomed to the

terminology, which uses ... CHayana MbI JOTKHBI
O3HAKOMHUTBCSI €  TEPMHUHOJIOTHEH,  KOTOPYIO
UCTIOJIB3YET ...

I’d like to come to the right point ... I ©6p1 xoTen
Cpaszy MPUCTYIUTH K JAETY ...

I am going to divide my review / report / article into 3
areas / parts ... 51 cobuparoch pa3faeauTh CBOM
0030p / mokyaa / cTaThio Ha 3 9acTH ...

I will begin with a definition of ..., then go on to a
brief review ... S Hauny c omnpejaeneHus ...,
3aTreM mepeny K KpaTkoMy 0030py ...

Let us start by mentioning a few facts ...J[aBaiiTe
HAYHEM C YIIOMUHAHUS HEKOTOPBIX (DAKTOB ...

Then I would like to take a look at... 3arem s xorten
ObI B3TJITHYTh HA ...

Following that we should talk about ... Bcenen
32 3TUM MBI JIOJKHBI IOTOBOPUTH O ...

Lastly we are going to discuss ... B 3akmrouenue
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MBI OOCYJIUM ...

I would like to talk to you today about for
minutes. Ceromnst s1 XxoTen Obl TIOTOBOPUTH C
BaMH4 O B TCUCHUC MUHYT.

We should be finished here today by
o’clock. MBI HOJDKHBI 3aKOHYHMTHL CETONHSI K
yacaM.

Now we will look at ... Ceiiuac MBI
MMOCMOTPHM HA ...

I’d like now to discuss... 51 ©b1 x0TEN 0OCYIUTH
celyac ...

Before moving to the next point I need to
[lpexxae dYeM mepedTH K  ClEAYIOIEMY
BOIIPOCY, MHE HEOOXOAUMO ...

Let’s now talk about... JlaBaiiTe celiuac
MIOTOBOPUM O ...

Let’s now turn to... JlaBaiite nepeiiem ceiuac K
Let’s move on to... JlaBaiiTe mepelieM K ...

That will bring us to our next point ... 910
NPUBEJET HAC K HAIIEMy CIIEAYIOUIEeMY ITYHKTY ...
Moving on to our next point ... [Tepexomgum  k
HaIlleMy CIIEAYIOUIEMY ITYHKTY ...

Let us now turn to ..., namely to ... Teneps
MEepEeNUIEM K ..., a UMEHHO K ...

We come now to the description of ... Tenepb
MBI TIOJIONIUTM K OMTMCAHHIO ...

Let’s switch to another topic ... Ilepeiinem Ha
JIPYTYIO TEMY ...

Let us now proceed to consider how
JlaBaiiTe mepeiieM K pPacCMOTPEHHIO TOTO,

KakK ...
Firstly ... Bo-nepBrpix ...
Secondly ... Bo-BTOpBIX ...
Thirdly ... B-tperpux ...
I’d like to describe in detail ... S OBl xoren

oJIpoOHO OMHCATh ...
Let’s face the fact ... [laBaiiTe oOpaTumcs K hakTy
Consider another situation. PaccMotrpuM  apyryro

CUTYAIHIO ...
Let’s go back a bit to ... JlaBaiite HEMHOTO
BEPHEMCH K ...

It will take up too much time / space ... 310
3aliMeT CIIMIIKOM MHOTO BPEMEHH / MecTa ...

This point will be discussed later / after ... 3toT
BOIIpOC OyzeT 00CyXIaThCs MO3AHEE / MOCTeE ...
Lastly ... Haxosern / B 3aK/roueHue ...
Eventually we must confess ... B  xoHeuHoMm
UTOTE, MBI JIOJKHBI IPU3HATHCS ...

Now we come to the final phase of ... Tenepn

HepeiieM K 3aKII0YUTEIIbHOMY JTally ...
One more question remains to discuss ...Ocraercs
el1e OJMH BONPOC JJIsl 00CYKICHHS
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And the last point, ... © mocineanuit  Bompoc  /
3aMeyaHue, ...

A final remark. [Tocneanee 3aMeyaHue.
ITonBenenue uToros

I would just like to sum up the main points again ...
Obl emie pa3 XOTeNl TOABECTH HMTOTH OCHOBHBIX
MYHKTOB ...

If I could just summarize our main points before your
questions. So, in conclusion ... A xo4y TOJIBKO
MOJBECTH WTOTH HAIIMX TJIAaBHBIX IYHKTOB TEpen
TEeM, KaK Bbl HauHETE 3aJaBaTh BOMNpochl. WTak, B
3aKITIOYCHUE ...

Finally let me just sum up today’s main topics ...B
3aKIIIOYCHHE, TI03BOJBTE MHE TMOJBECTH HTOTHU
CETOAHSIIHUX OCHOBHBIX TEM ...

Concluding what has been said above, | want to stress
that ... [logBons uTor TOMy, YTO OBUIO CKa3aHO
BBIIIE, 51 XOUY IMOAYEPKHYTH, UTO ...

I will sum up what has been said ... SI  moaBITOKY
BCE CKA3aHHOE ...

To conclude this work ... B 3aBepmienue stou
paboTHI ...

To summarize, the approach to ... described here is
Pesromupyem: moAXon K ..., ONUCAHHBIN 37€Ch,
COCTOUT B ...

We arrived at the conclusion that ... M»bl npunum k
3aKJIIOUEHHUIO, UTO ...

We shouldn’t rush to a conclusion ... Msl HE
JIOJIKHBI AeNIaTh MOCIENIHbIN BBIBO] ...

We find the following points significant ... Mgl
HAXOJIMM BKHBIMH CIIEIYIOIIHE MOMEHTHI ...

We can draw just one conclusion since ... Msl
MO>KEM CJIeJIaTh JIUIIb OJJMH BBIBOJ, TOCKOJBKY ...
As a summary [ would like to say that... B
KauecTBe 0000IIeHH s, 1 OBl XOTEN CKa3aTh, 4To ...
Finally, the results are givenin ... U, Hakonen,
pE3yNbTaThI IPEICTABICHBI B ...

I’m sorry, could you expand on that a
little?TIpocTuTe, MOXKHO HEMHOXKKO TONOpoOHEee?
Could you clarify your question for me? Mornu
OBl BBI TPOSICHUTH ATOT BOIMPOC IS MEHs?

I’m sorry I don’t think I’ve understood your question,
could you rephrase it for me? l3Bunure, no-moemy,
s HEe TMOHSUI Bamero Bompoca. Moriau Obl BB
U3JI0KHTD €ro nHaue (nepedpazupoBaTh) it MeHs?
I think what you are asking is ... A nymaro T0, 0
9YeM BbI CIIPAIINBAETE, ITO ...

If I’ve understood you correctly you are asking about
Ecnu s mpaBUIBHO Bac MOHSII, BBl CIIPAIIMBACTE O ...
So you are asking about ... Urax, BBI
CHpAIINBACTE O ...

Thus ... Takum o6pazom ...
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Thus we see ... Takum 00pa3om, Mbl BUIUM

In consequence ... B pe3yubTare ...

In consequence of ... Bcnencrsue ...

Turning now to possible variants ... Ilepexons

Tenephb K BO3MOKHBIM BapHAHTaM ...

We can further divide this category into two types B

JATBHEHIIIEM MBI MOYKEM Pa3leiUTh ATY KaTErOpPHIO

Ha J[Ba TUIIA ...

We can now go one step further ... Teneps MBI

MOYKEM MPOABUHYTHCS Ha IIAr BIEpeS ...

That is why we have repeatedly suggested that ...
BoT mouemy Mbl HEOHOKPATHO TIpE Iaraiu

However this conclusion may turn out to be hasty, if

OIIHaKO 9TOT BBIBOA MOJXXECT OKa3aThbCA ITOCIICHIHBIM,

eCI ...

Maybe we could get definite results at an earlier date

B03M0KHO, MBI MOTJIH OBI TIOJYYHUTh ONPE/ICICHHBIC

pe3ynbTaThl Ha 0oJiee PaHHIOK ATy (paHblIe) ...

No definite conclusions have so far been reached in

these discussions ... B xope 3THX AUCKyccHi Tak U

He OBUTM CcleNaHbl KakKue-TH0O ONpe/CICHHBIC

BBIBOJHI ...

Results are encouraging for ... Pesynbrarsl

00Ha/IeKMBAOIINE, TOCKOJIBKY ...

Results from such research should provide

PC3YJ'II)T3TI>I TakKkoro HNCCIICI0BAHUA JOJI2KHBI

o0ecreyurs ...

That yields no results ... DT0 HE JaeT HUKAKUX
pe3ysbTaToB ...

The logical conclusion is that ... Jlornueckum
3aKJIFOUEHUEM SBJISETCS TO, YTO ...

The result was astounding ... Pe3ynprar ObLI
OLIEJIOMJISIOIINM ...

The results are not surprising ... Pesynbrarh
HEYJTUBUTENBHHI ...

Then eventually I came to the conclusion that 3atem,
CO BpEMEHEM, 51 IpUIIes K BBIBOJLY, O TOM UTO ...
There are two important consequences of ... EcTp
JIBA BOKHBIX CIEJICTBHS ...

The first step is to develop ... IlepBsIit mar cocrout
B TOM, 4YTOOBI pa3paboTarts ...

The second phase of is that ... Bropoit  artan
B TOM, YTOOBHI ...

There are two main stages in the procedure ...B
JAHHOM IMpoleAype ecTh /1Ba TNIaBHBIX JTamna ...

Although I think that ... XOTs 5 moJiarato, 4to

I strongly believe that ... A PELINUTENBHO
oJIararo, 4To ...

In order to understand ... Jns  Toro  4TOOBI
TIOHSITH ...

It has to be said that ... Heo0xomuMo cka3athb,

qTO ...
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Many experts are coming to believe that only
MHorue 3KcnepTsl  Bce OoJbIIe IpUXoOgAT K
y6e>Kz[eHmo, YTO TOJIBKO ...

Some experts, however, think that ... HekoTopsie
SKCIIEPTHhI, OJHAKO, AYMAKOT, 4YTO ...

Someone may say that ... Kro-to MOJXKET
CKa3arh, 4To ...

Though we used to think ... XoTss MBI TpPHUBBIKIH
HOJIaraThb ...

It is generally considered that ... OOb1uHO
HOJIATaloT, YTo ...

We should realize that ... Mpr JIOJKHBI
OCO3HABaTh, 4TO ...

Now we understand why it is so hard to ... Temneps
MBI IOHUMAEM, T0YEMY TaK TPYAHO ...

Consider how it can be done ... Paccmotpum,

KaK 3TO MOXET OBITh CHIENIaHo ...

At first glance it would seem that ... Ha TIEPBBHIii
B3IJISL MOTJIO OBI ITOKA3aThCsl, UTo ...

It can be viewed in a different light ... MoxHO
MHa4Ye CMOTPETH Ha 3TO ...

It has been assumed that ... TIIpeamonaramnocs, 4To
Let us assume for a moment that ... Ilpeanonoxum
Ha MUHYTY, 4TO ...

Suppose, for example, that ...IIpeanonoxum,
HarpuMep, 49To ...

Though it might seem paradoxical, ... Xotsa
ATO MOTJIO OBl TIOKA3aThCS MAPAIOKCATTEHBIM ...

You might know that ... B, BO3MO>KHO,
3HaeTe, 4To ...

But it can be claimed that ... Ho MOKHO
YTBEPXKIATh, 4TO ...

Let us not forget that ... JaBaiite He Oynem

3a0BIBATh, YTO ...
This simplified approach ignores the importance of
OTOT yNpOIIEHHBINA MOAX0 UTHOPUPYET BaXKHOCTh

Hewmenkwnit 361K

BegriiBung und Vorstellung — IlpuBercrBue
Guten Tag, meine Damen und Herren, und herzlich

willkommen. — 3npaBcTByiiTe, mambl ¥ TOCIHOJA,
100pO MOKaIoBaTh

— in unserem Unternehmen! — wa mname
npennpusTue!

— in meinem Vortrag! — na moit qoxman!

Im Namen [der Geschiftsleitung / von Professor
Miiller] mochte ich Sie gerne willkommen heiflen! —
OT wumeHu pgupekropa / mnpodeccopa s XOdy
MOINPUBETCTBOBATH Bac 31eck.

Mein Name ist... — MeHs 30BYT ...

Ich bin hier fiir ... zustdndig/verantwortlich. — 1
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OTBEYAI 3a... Sl OTBETCTBEHEH 34 ...

Thema und Gliederung — Tema u ornaBieHue /
coJiepKaHue

Ich mochte heute {iber das Thema ... sprechen. —
Ceropsst s XOTel ObI IOTOBOPHTE O ...

Ich mochte Thnen heute unser Unternehmen
vorstellen. — Ceroass s xoten Obl IpecTaBUTh Bam
Hame mpeanpruAaTuc.

Mein Vortrag besteht aus folgenden Teilen: — Moii
JIOKJIAJI COCTOUT U3 CJCAYIOIINX YacTeH:

Erstens, ... — Bo-niepBbIx, ...
Zweitens, ... — Bo-BTOpEHIX, ...
Drittens,... — B TpeTbux, ...
Anschlieflend, ... — 3arem ...
Zum Schluf ... — B koHirte ...

Am Anfang werde ich iiber ... sprechen. — Bnauane
S PACCKaXYy O ...

Zunichst mdchte ich einen kurzen Uberblick iiber
(die Geschichte der Firma) geben. — Crauana s
xoTen Obl KOPOTKO paccka3aTh O (UCTOpUH (PUPMBI).
Danach gehe ich ausfiihrlicher auf (die Struktur und
die Produkte) ein. — Jlamee s pacckaxy o
(cTpyKType U IpOAYKTax).

Anschlieend werde ich einige Beispiele zeigen. —
3aTeM 5 MOKaXy HECKOJIBKO IPHMEPOB.
AnschlieBend erzédhle ich etwas mehr iiber unsere
Projektarbeit. — 3arem s HemHOro OoOJbIIE
pacckaxy o HallleM IPOEKTE.

Zum Schluss gebe ich noch einige Informationen zu
... — B KoHII€ 1 1TaM nHPOPMAITHIO O ...

SchlieBlich gibt es noch einige Fakten zu ... . — B
KOHIIE 51 TIPEACTABIIIO HEKOTOPbIe (DaKTHI O ...
Themen einleiten, wechseln und abschlieBen —
BBecTH, CMEHHUTD U 3aBEPIINTH TEMY

Als erstes mochte ich tiber ... sprechen. — Cuaavana
s XOTeJ OBbI pacckas3ath O ...

So weit zum ersten Schwerpunkt, und jetzt zu ... . —
Ha sTom mocTarouHo 1o mepBoMy IMyHKTY, a ceifuac
NepENiIEMK ...

Nun einige Worte zu ... — A Tenepb HECKOJBbKO
CJIOB O ...

Ich komme jetzt zu nidchsten Top meines Vortrages
— ... (unser neues Projekt). — A ceiituac s nepeiiny

K CIeIyIOIIEMY ITYHKTY TOKJIaaa — ... (Hall HOBBIH
IIPOEKT)
AbschlieBend kann ich sagen, dass ... — B

3aKJIFOYEHUE 51 MOTY CKa3aTh, 4TO ...
Bezug nehmen / Exkurse — caenats 3KCKypc

Wie ich eben schon sagte, ... — Kax 51 yxe ckazan,
Wie ich am Anfang erwdhnt habe, ... — Kak s yxe
YIOMSHYJII BHa4alle, ...

Wie Sie sicher wissen / gehdrt haben ... — Kak Bor
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HaBCpHsKa 3HACTC / CHBILIANH ...

Wie Thnen sicherlich bekannt ist ... — Kak Bawm
HaBEPHSAKA U3BECTHO ...
Wie wir spater noch sehen / horen werden ... — Kak

MBI TIO3KE €Ie YBUIUM / YCIIBIIIUM ...

Bevor ich iiber ... spreche, vielleicht noch einige
Bemerkungen iiber/zu ... — Ilpexnge dyem s
paccKkaxy o ..., elie HeCKOJIbKO 3aMEYaHU! O

In diesem Zusammenhang kann ich vielleicht auch
erwéhnen, dass ... — B 3TOM KOHTEKCTE s MOTY €I1ie
YIIOMSIHYTb, YTO ...

Aber nun zuriick zum Thema. — Bepremcs k Teme.
Erklarungen und Beispiele — o0bsacHenus1, mpumepsl

Unter ... (Modul) versteht man ... — Moaynb — 310
Das bedeutet/heilt, dass ... — D10 03HauaerT, 4uToO ...
Mit (Modul) meint man ... — Moyib 03Ha4aer ...

Ich mochte Thnen ein Beispiel dafiir geben. — 51 Ob1
XOTEJ IPUBECTH IIPUMED.

Ich erldutere diesen Begriff mit/an einem Beispiel. —
OOBSCHIO 3TO TIOHATHE HA MIPUMEpE.

Diese Tabelle zeigt ... — Ora Ta0HIULEI
MTOKa3bIBAET ...
Dieses Schema beschreibt ... — D10 cxema
OIHCHIBAET ...
Diese Grafik stellt ... dar. — 3rtor rpadux

MIPEACTABIISIET / TTOKA3bIBAET ...

Wie Sie auf dieser Folie / Abbildung sehen, ist ... —
Kax Bbl BuuTe Ha ciaiiie / KapTUHKE

Links / rechts / oben / unten / in der Mitte / am Rand

siecht man ... — CneBa / cipaBa / BBepxy / BHU3Y / B
cepeanHe / ¢ Kpast BUJHO ...
Vortrag / Prisentation beenden — 3aBepuuTh

JOKJIa] / TIPe3eHTAIUI0

Zum  Schluss mochte ich das Wichtigste
zusammenfassen. — B 3akirouenue s Obl XOTel
INOABITOXUTHL CaMO€ Ba)XKHOC.

Lassen Sie mich zum Abschluss noch sagen, dass ...
— B 3akmtouenue s Ol erie xoTesa cka3aTh, uTo ...
Ich hoffe, dass Sie einen Eindruck von (unserer
Technik) bekommen haben. — £ nageroch, uto Ber
MOJIYYHJIH TIPEJCTaBICHUE O ... (Hallel TEXHUKE).
Vielen Dank fiir Thre Aufmerksamkeit. — bonpmioe
cnacu6o 3a BHUMaHue!

Ihre Fragen wiirde ich gern nach der Prisentation
beantworten. — Sl ¢ yaoBoibCTBMEM OTBE4y Ha
Barm Borpockl nocie npe3eHTaru.

Falls Sie zwischendurch Fragen haben, unterbrechen
Sie mich einfach. — Ecmm y Bac Bo Bpems
MPE3eHTAlMM  BO3HUKHYT  BOIIPOCHL,  IIPOCTO
nepedeiTe MeHs.

Sie haben sicher einige Fragen. Bitte sehr! — ¥V Bac
HaBepHsiKa ecTh Bonpockl! CrpaiuBaiTe!
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Was mdochten Sie gern noch wissen? Bitte fragen Sie.
— Yro 651 Bl emie xorenu y3Hats? CrpamuBaiite!
Das ist eine gute Frage. — Xopomuii Borpoc!
Diese Frage wird oft gestellt. — Dtot Bompoc yacto
3aJ1af0T.
Ich bin nicht sicher, ob ich Ihre Frage richtig
verstanden habe. — SI He yBepeH, YTO MPaBHILHO
noHsu1 Bam Bompoc.
Diese Frage kann ich leider nicht beantworten. — K
COYKAJICHHIO, 51 HE MOTY OTBETUTH Ha ATOT BOIPOC.
Da bin ich tiberfragt. — Drtor Bompoc He B Moei
KOMIICTCHIINH.
Da muss ich mich selbst erst kundig machen. Ich
kann lhnen diese Information aber gern zuschicken.
— Tyt MHe cHavana camMoMy HYXHO y3HaTh. Ho s
MOTy TI03ke mpouH(popMupoBarth Bac.
Haben Sie noch Fragen? Anmerkungen? — V¥ Bac
€IIe eCTh BONPOChl? 3ameyaHusi?
Wenn Sie keine Fragen mehr haben, dann bedanke
ich mich noch einmal fiir Thr Interesse. — Ecin y Bac
OoJiblIIe HET BOIIPOCOB, Oaronapro 3a Bamr naTepec.
Vielen Dank fiir die Aufmerksamkeit. — Crnacu6o 3a
BHUMaHUE.

@paHIy3CKUN A3BIK
Il s’agitde ... (que ...) Peub uger o ... (4to...)
Il est question de... Peus uner o ...
Le texte traite des problémes trés sérieux. Tekcr
paccMaTpUBaET OYEHb CEPhEe3HBIE TPOOITEMBI.
Une bonne place y est réservée a ... Hemanoe mecto
YIIEJIEHO ...
Il touche le probléme de ... Ou (-a) 3aTpramBaer
npo0uemy ...
D’un c6té, ... , tandis que d’autre part ... C ogHOiA
CTOPOHBHI, ..., B TO BpeMs KaK C Ipyroil CTOPOHHI. ..
Notons que ... OT™MeTum, 470 ...
Ce qui I’intéresse le plus c’est ... Camoe uaTepecHoe
3TO TO, YTO ...
C’est certain. 910 6GeccropHo.
Je voudrais illustrer mes propos. I xorem Obl
[IPOUJUTKOCTPUPOBATH CBOU BBIBOJIBI.
L’auteur cite beaucoup d’exemples de ... ABTop
MPUBOJIAT MHOXKECTBO MPUMEPOB ...
On y apprend beaucoup de choses Mb1 y3Haem
MHOTO€ ...
Par conséquent, ... CnenoBarensHo, ...
L’auteur est convaincu que ... ABTOp yOeXKI€H, 4TO
Il cherche la réponse au probléme de ... On umer
perieHue IpooIeMBHl ...

C’est un reportage sur les événements ... 3OTo
pEnopTax o0 COOBITHSIX ...
Le texte nous a fait savoir que ... M3 Tekcra Mbl

y3HAJIHU, 4TO ...
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I a montré DI’importance de .... OH mnoka3zan
B)XHOCTD ...

Le texte nous fait connaitre les progrés dans le
domaine ... TekcT 3HaKOMHUT HAC C JOCTHXKCHHUSIMU B
obnacty ...

Plusieurs sont persuadés que ... MHoTHE yOEKICHBI
B TOM, YTO ...

D’autres disent que ... Jlpyrue roBopsr, 4To ...
Quoi qu’il en soit, ... Tak wim naaue

Le probléme qui a particuliérement retenu mon
attention, est celui de ... IIpoGmema, koropas
0COOEHHO MPUBJIEKJIa MOE BHUMaHUE, — 3TO ...

Cela me parait treés intéressant. 9To MHE KaxXeTcs
OYCHb UHTEPECHBIM.

Nous pouvons faire une idée de ... Mbl MoxeMm
COCTaBUTH MPEJCTABICHHE O ...

En effet, ... JlelicTBUTEIBHO, ...

Ca dépend d’abord de ... DT0 3aBuCHT, B NEPBYIO
ouepeib, OT ...

Les statistiques ont prouvé que ... CTaTucTUYeCKHe
JAHHBIC JJOKA3aJly, 4To ...

On parle beaucoup de ... MHoro ropopurcs o...

Ce n’est pas par hasard que ... He cayuaiino ...
Pour terminer, je voudrais dire quelques mots sur ...
B 3aBepiienue s xoten Obl CKa3aTh HECKOIBKO CJIOB O

2. IlpeacraBbTe cOOOLIEHUE MO CHEUATBHOCTH IS
JJIIEKTPOHHOIO ~ JKypHajga  HMCIOIB3YHTE  paHee
HU3y4YEHHYIO JIEKCHUKY. Bocnons3yiitech
IPEJI0KEHHBIM 00Pa3LOM.

AHTIIMACKUHA SI3BIK

A.M. BanoBa

CTyAeHTKa rpynnsl OMwm-20

WHCTUTYT S5KOHOMUKH U YIIPaBIICHUS,
MarsuToropckuii rocyapCTBEHHbIN
TexHu4yecknid yausepcuteT um. I'.1. Hocosa,
r. Marauroropck

Hayunslil pyKOBOINTENB:

E.A. Ilerpos

Kanaunar 5KOHOMHYECKHUX HAYK, TOLEHT
MarsuToropckuii rocyapCTBEHHbIN
TexHu4yecknid yausepcutet um. I'.1. Hocosa,
r. Marauroropck

NEW PARADIGM IN MANAGEMENT

Around the 1960s and on to today, the
environment of today’s organizations has changed a
great deal. A variety of driving forces provoke this
change. Increasing telecommunications has “shrunk»
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the world substantially. Increasing diversity of
workers has brought in a wide array of differing
values, perspectives and expectations among
workers. Public consciousness has become much
more sensitive and demanding that organizations be
more socially responsible. Much of the third-world
countries has joined the global marketplace, creating
a wider arena for sales and services. Organizations
became responsible not only to stockholders (those
who owned stock) but to a wider community of
“stakeholders.” For a social discipline, such as
management, the assumptions are actually a good
deal more important than are the paradigms for a
natural science. The paradigm -- that is, the
prevailing general theory -- has no impact on the
natural universe. Whether the paradigm states that
the sun rotates around the earth, or that, on the
contrary, the earth rotates around the sun, has no
effect on sun and earth. But a social discipline, such
as management, deals with the behavior of people
and human institutions. The social universe has no
"natural laws" as the physical sciences do. It is thus
subject to continuous change. This means that
assumptions that were valid yesterday can become
invalid and, indeed, totally misleading in no time at
all.

As a result of the above driving forces,
organizations were required to adopt a “new
paradigm,” or view on the world, to be more
sensitive, flexible and adaptable to the demands and
expectations of stakeholder demands. Many
organizations have abandoned or are abandoning the
traditional top-down, rigid and hierarchical structures
to more “organic” and fluid forms.

Hemenxwuii s13p1x

A.M. HBaHoBa

CTyAeHTKa rpynnsl OMwm-20

WNHCTATYT 5KOHOMMKH U YTIPABIICHNUS,
MarsuToropckui rocyapCTBEHHbII
TexHu4yecknid yausepcuteT um. I'.1. Hocosa,
r. Marauroropck

Hayunslil pyKOBOINTEB!

E.A. IlerpoB

Kannmnat 5KOHOMHYECKUX HAYK, TOLCHT
MarsuToropckuii rocyapCTBEHHBIN
TexHuueckuii ynupepcuteT uM. .. Hocoga,
r. Marauroropck

WIRTSCHAFTSSYSTEM DEUTSCHLANDS
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Die Bundesrepublik Deutschland ist eines der
grofiten Industrielénder der Welt und steht an der 3.
Stelle. Seit dem Ende des 2. Weltkriegs hat sich das
Wirtschaftssystem des Landes zu einer sozialen
marktwirtschaftlichen ~ Ordnung  mit  globaler
Steuerung des Wirtschaftsablaufs entwickelt. Das
Wirtschaftssystem verbindet die Prinzipien des
sozialen Fortschritts mit den freien Initiativen des
Einzelnen. Der Wettbewerb ist die Voraussetzung
des Funktionieren des Marktmechanismus. Keine
Marktwirtschaft kann es ohne Konkurrenz geben.
Das Streben nach Gewinn nennt man als Triebkraft
des Marktes.

Die Bereiche der bundesdeutschen Wirtschaft,
die keine Gewinne erzielen kdnnen, waren nie ganz
dem marktwirtschaftlichen System unterworfen. Das
sind z. B., der Steinkohlenbergbau, Teile des
Verkehrswesens, auch die Landwirtschaft.
Steinkohlenbergbau, Metallurgie, Schiffbau,
Maschinenbau, feinmechanische, chemische,
elektrotechnische, Verbrauchsgiiterindustrie,
optische Industrie, Nahrungs- und
Genussmittelindustrie  sind die  bedeutendsten
Industriezweige der BRD.

@paHIy3CKHN A3bIKE

A M. lBaHoBa

CTyAeHTKa rpynnsl OMwm-20

MHCTATYT 5KOHOMMKH U YIIPABIICHNUS,
MarsuToropckui rocyaapCTBEHHBIN
TexHu4yecknid yausepcuret um. I'.M. Hocosa,
r. Marauroropck

Hayunslil pyKOBOINTENB:

E.A. IlerpoB

Kanannar 5KOHOMHYECKHUX HAYK, TOLEHT
MarsuToropckui rocyaapCTBEHHBIN
TexHu4yecknid yausepcuteT um. I'.1. Hocosa,
r. Marauroropck

MENAGE: BUDGET, CONSOMMATION,
IMPOTS.

Elle n'est pas la méme pour tout le monde: elle varie
selon la catégorie sociale du ménage, sa composition,
le lieu d'habitation.

- La catégorie sociale

L'alimentation est un poste plus important dans le
budget des ouvriers que dans les familles des classes
moyennes, méme lorsque le

niveau de ressources est identique.

Les classes moyennes et aisées consacrent plus
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d'argent aux loisirs culturels (achat de livres, de
journaux,de disques, spectacles), aux

activités sportives et aux résidences secondaires.

- La composition des ménages

Les jeunes couples investissent davantage dans
I'équipement ménager. Les ménages d'dge moyen ont
beaucoup de dépenses de services (éducation et
loisirs des enfants) et de logement (remboursement
des emprunts). Les personnes agées ont un poste de
logement et d'équipement faible,mais de grosses
dépenses de santé. Quant aux célibataires, ils
dépensent peu pour I'équipement de leur
logement,sauf pour la hi-fi,et beaucoup pour leurs
sorties. Leur budget "loisirs et culture™ est le double
des dépenses des personnes mariées; un

tiers de leur budget est consacré a l'achat de
vétements.

- Le lieu d'habitation

Les postes de dépenses ne sont pas les mémes pour
les ruraux et les citadins. Les Parisiens, en particulier,
ont des comportements tout a fait spécifiques: ils
dépensent en moyenne deux fois plus pour les loisirs
et la culture que les provinciaux.




0) Ilopsinok npoBeneHUsI NPOMEKYTOYHOM ATTECTALMH, TOKA3aTeJIH M KPUTEPUH OLICHKH.
OHGHKa HﬂaHpreMOﬁ HMHOSI3BIYHOM KOMMYHHKaTHBHOﬁ KOMIICTCHIIMHU, KOTOPYIO Tpe6yeTcsI

C(bOpMI/IpOBaTI) B paMKax JUCHUIIIMHBI ((ILCHOBOﬁ HHOCTpaHHLIfI A3BIK», OCYHICCTBIIACTCA 110 PE3YJIbTaTaM!:

TEKYIIEro KOHTPOJIA, OINPEACISAIONIEr0 YPOBEHb BIIAJCHHUS CTYJEHTaMH S3BIKOBBIM
MaTepHaJIOM U CTENEeHU CPOPMHUPOBAHHOCTH SI3BIKOBBIX HABBIKOB M PEYEBBIX YMEHMH 3a
OTIpeNIeICHHBI TIepHO]] BPEMEHHM B paMKkax paboueil mporpammbl. Tekymuii KOHTPOJb
IPOBOJUTCS B TEUEHHE Kypca B YCTAaHOBOYHYIO U 3MMHIOIO CECCHM B ()OPME YCTHBIX U
IIICBMEHHBIX OIPOCOB II0 BCEM BHJAM pPEUYEBOM JEATEIBHOCTH, IPEACTaBICHUEM
COOOIIEHUH 1 TIPE3EHTAIINI;

IIPOMEKYTOUYHOI'O KOHTPOJISA, IIPOBEPSAIOLIETO YPOBEHb OBJIAJICHMS CTYACHTAMU PEYEBBIMU
YMEHMSIMH U A3BIKOBBIMU HABBIKAMH 3a OIPEIEJICHHBIN IEPHOJ BPEMEHHU, IIPOBOJAUMOIO
[0 OKOHYaHUHU Y4YEOHBIX KypcoB. OOBEKTOM KOHTPOJS SIBISIFOTCS KOMMYHHKAaTHUBHbBIE
HaBbIKM M YMEHMS IO BCEM BHJAM DPEUEBOM HHOSI3BIYHOM NEATEIBHOCTH, a TaKXKe
YPOBEHb BIIAJICHUS SI3bIKOBBIM MaTEPUAIOM B PAMKAX M3YYEHHBIX TEM.

ITpomMexyTOUHBIH KOHTPOJIb OCYLIECTBISIETCS B BUJE KOHTPOJILHOW paboThl U 3ayera (B
3MMHIOIO CECCHIO) B YCTHOW M MUCbMEHHOHN (OpMax, MPOBEPSIOMIETO CHOPMHPOBAHHOCTH
MHOSI3bIYHON KOMMYHUKAaTUBHOM KOMIIETEHIIUH CTY/I€HTOB 3a IIEPUOJ 00YUEHHUS.

Kpurtepun oneHKH 3HAHUH CTYI€HTOB IPU NPOBEJICHUN 3a4eTa
3adTeHo, eciu:

- MarucCTpaHT ACMOHCTPUPYCT I[OCTaTO‘IHHﬁ YPOBCHBb C(I)OpMI/IpOBaHHOCTI/I WHOS3BIYHOM
KOMMYHHKaTHBHOfI KOMIICTCHIMKX B XOJ€ BBIIIOJIHCHUSA KOHTPOJBbHBIX 3aJaHui: 3HaeT

JIEKCUYECKHUH MUHHUMYM, OCHOBHBIC KOMMYHHKATUBHBIC MOJCIIN A3bIKA, IOHUMACT COACPIKAHUC

MNPOYUTAHHOI'0O TEKCTa W HAXOAUT B HCM HYXKHYIO I/IH(l)OpMaI_[I/II-O, BJIagcCT 0a30BBIMH
KOMMYHUKATHBHBIMU HaBbIKaAMU.

IIpy oTBeTEe MOOMYCTUMBI HEKOTOPHIE HETOYHOCTH, HE HWMEIOIIME MNPHUHIUIHAAIBHOTO
XapakTrepa U He MCKa)arollue OCHOBHOI'O CMBbICIIA.
He 3aurteno, ecnu:

- MaruCTpaHT HE BJIaJICCT HaBbIKaMU MMHCHbMEHHOM U yCTHOI\/'I WHOSI3EIYHOM pe€4u Ha 1O0CTATOYHOM

YPOBHE. HpI/I OTBCTC OO0IIyCKACT 0OJIBIIIOE KOJUYECTBO OIIHOOK.

IIpumepsl 3a1aHnii 1JIs1 TPOBeIeHHUS 32a4€Ta

1.
2.

3.

[ToaroToBsTEe CoOOIICHNE (MPE3CHTAINIO) IO TEME .
CocraBbTe [1€JIOBOW JIOKYMEHT (3asBJICHHE O MpHeMe Ha paboTy, HAHMCaHUE PE3OMeE,

JIENIOBOTO THChMA) B COOTBETCTBUM C HOPMaMU U TIpaBUJIAMHU BEACHHS JI€TOBOM
KOMMYHHKAITUH, IPUHITHIMU B CTPAHE U3y4aeMOr0 SI3bIKa.
[IpounTaiiTe MpeAIOKEHHBIM TEKCT M MOJTOTOBBTE €ro MepeBOJI (CO CIOBApEM).

IIpumepHbIe TEeMbI /ISl TIPOBeACHUs 3a4éTa

Nk wbh =

ABroOuorpadus. [IpezenTanus TMYHOro MOPTHOIHO.
Hopwmbl 1 cTinm 1emoBoro oOmeHus.

Bunsl 1e510B0M KOPPECIIOHAEHIUN.

MesxayHapoHbie BCTpedH. J[eoBbie KOHTAKTEHI.
CTpyKTypa U AeATeIbHOCTh KOMITAHUH.

Jlunupyromuye KOMIIaHUU OTPACIIH.

Coo01ieHne Ha MPaKTHUECKOW KOH(PEPEHIIHH.



