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PaGouas nporpaMma paceMoTpena u onoGpena Ha sacesannu kadeapsi MHocTpanHIX
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Jluer arkryamaunn padoucii nporpamMmu

PaBoyast nporpamma nepecmorpeia, 06cy#aena i o106pena uis peanmsaunn s 2020 - 202]
yueGuoM roay nasaceaanni kadeapsi HHOCTPAIHBIX S36IKOB 10 TEXHHYECKHM HANPABICHHAM
Mporokosor 1 09 2020 r. Mo |

3as. kadenpoii HFF—  HH.3epxnua

PaGowas nporpamma nepecmoTpena, odeykacHa u ogoGpena ist peaniaaiim s 2021 - 2022
yueGHoM roy nasaceaannn kaeapbl HHocTpanHuix s36IKOB 110 TEXHHUCCKUM HATPABICHHAM

[Tporokon or 20 . Ne
3as. kadeapoii HLHL. 3epkuna

PaGouasn nporpamma nepecmorpena, obcykaena u or00pena s peanmsanin 8 2022 - 2023
yueGHOM roay Ha saceaunn Kadeapst HHOCTPAHHBIX KILIKOB 110 TEXHUHECKIM HATPABICHHAM

[Tporokos or 20 r. Ne
3as. katenpoit H.H. 3epxuna

PaBouas nporpamma repecyotpena, obeysiena n ogoGpena ans peamisainn 8 2023 - 2024
yueGHOM roay Ha sacegannn Kadeapsl HHOCTPAHHBIX A3BIKOR 110 TEXHHYCCKHM HANPABJICHHAM

[Tpotokonor 20 r.o Ne
3as. kadenapoii H.H. 3epkuna



1 esiu ocBOCHUSI IMCHUIIIMHBI (MOY/JIs1)

[{enpro OCBOEHUS TUCHUILINHBI «/]e7T0BOM HHOCTPaHHBIN A3BIK» SIBJISETC:

pa3BUTHE Y 00YJaIOLIUXCS CIIOCOOHOCTH BJIAJETh HHOCTPAHHBIM SI3BIKOM KaK CPEICTBOM
JIETIOBOTO OOIIEHUS, CHOCOOHOCTH HCIIOJIb30BaTh WHOCTPAHHBIA SI3BIK B MPO(ECCHOHATBHOM
cdepe, a TaKKe CIOCOOHOCTH K paboTe B MHOTOHAIIMOHAJBHBIX KOJIJICKTHBAX, B TOM YUCIIE MIPH
paboTe HaJ MEXIUCIMITIMHAPHBIMA 1 HHHOBAITMOHHBIMHU IIPOEKTaMH, CO3/IaBaTh B KOJUICKTHBAX
OTHOILEHUH JEJI0OBOTO COTPYAHUYECTBA.

2 MecTo THCHMIIMHBI (MOYJIs1) B CTPYKTYpe 00pa3oBaTe/ibHOI IPOrpaMmMsbl

Juctunnuna JeIoBoil WHOCTPaHHBIN SI3BIK BXOJIUT B 0A30BYIO YacTh YYEOHOTO ILIaHA
00pa30BaTeIbHOM IPOrpPaMMBI.

JUia  u3ydeHus  JUCHUIUIMHBI  HEOOXOAMMBI  3HaHMS  (YMEHHUs,  BIJIAJCHUS),
c(OpMUPOBaHHBIE B PE3YJIbTATE U3YUEHUSI JUCIUILINH/ IPAKTUK:

« VIHOCTpaHHBIN A3BIK» 110 TPpOrpaMMe OakagaBpHaTa;

« VIHOCTpaHHBIH A3BIK B IPOPECCUOHATBHOMN IESATEILHOCTHY;

JUCLMILINH 110 MTPO(UITIO TOATOTOBKH 00YyYatOIIUXCsl.

3HaHus (YMEHUS, BJIQJICHUs ), TIOJTYYECHHbIE TIPU U3YyYEHUH JaHHOM JAUCUHUILUINHBI OyIyT
HE0OXO0IUMBI JJ1s1 U3yYEeHUS] AUCIUILITUH/TIPAKTHK:
[ToaroToBka K 3a1yTe U 3aIMTa BBITYCKHOM KBaJIM(UKALIMOHHONW pabOThI

3 Komnerenuuu odyuyarwierocsi, opMupyembie B pe3yJibTaTe 0CBOCHUS

AUCUUIJIMHBI (MOLYJISA) M IIJIAHUPYeEMbIe pe3yJbTaThl 00yUeHUus

B pesynbrare ocBOeHUS IUCHUIUIMHBI (MOAyns) «J/lemoBOW WHOCTpaHHBIA SI3BIK»
oOyuarouuiics 1okeH 001a1aTh CASAYIOIIMMHI KOMIETECHITUSIMHU:

CtpyKTypHBIH [Tnanupyemble pe3yabTaThl 00yICHHS
AJIEMEHT
KOMITIETEHIINH
OIIK-1 TOTOBHOCTBIO K KOMMYHHMKAIIMW B YCTHOW M MUCBMEHHOW (hopMax Ha PYCCKOM U
MHOCTPAaHHOM $I3bIKAX JJIs1 pelIeHus 3a/1a4 NpodecCUOHaIbHON AeSITeTbHOCTH
3HaThb - OCHOBHbBIE€ HOPMBI U IIPAaBHJIAa PEYEBOTO JICJIOBOTO STUKETA;
- 0a30BYIO JIEKCUKY ChephI ICTOBOTO OOIICHUS;
- OCHOBHBI BHJBI JEIIOBOM KOPPECHOHIACHIUH u TpeboBaHUA K

BCACHHIO ousHec MCPCIINCKU.

YMeTh yuTaTh n HHTCPIIPCTUPOBATDH TCKCTHI u COO6H.I€HI/I$I HGHOBOﬁ
KOMMYHUKAIUNU C UHOCTPAHHOI'O A3bIKA Ha pYCCKI/Iﬁ SA3BIK,

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

- KOPPEKTHO BBIpAXXaTh M apryMCHTHUPOBAHYO 000CHOBBIBAThH IOJIOKEHUS B
Imponecce JIeI0BOM KOMMYHUKaAIHUH.

Bnanets - 0a30BBIMHU HaBbIKAMH PEUEBOTO MOBEJCHUS B chepe  J1eI0BOTO OOIIECHNUS;
- IPaKTUYECKHMMHU HaBbIKAMM  HCIIOJIb30BaHMsS  opdorpadudeckoil,
opho3nMUUECcKO, JIEKCUKO-TPAMMATHYECKOM U CTUJIMCTHYECKOM HOpM
PYCCKOTO MU M3Y4aeMOTO SI3bIKOB.




4. CTpyKTypa, 00b€éM U coep:KaHue T CHUIIJIMHBI (MOYJIs1)
OO0mast TpyI0eMKOCTh AMCIUILTUHBI COCTaBIseT 4 3a4eTHBIX eauHull 144 akaa. 4acoB, B TOM

YHUCIIC:

— KOHTaKTHas pabora — 8,1 akas. 4acos:
— ayIMTOpHas — 8 akaJl. 9acoB;
—BHeayautopHas — 0,1 akaz. gacos

— camocTosTenbHas padbora — 132 aka. 4yacos;

— IOJrOTOBKA K 3a4ETy C OLEHKOM — 3,9 akaj. yacos.

dopma aTTeCTaluy - 3a4ET C OLEHKOMN

AynutopHas ) o
KoHTaKTH7 paGota | Z Z ®opma TeKyILero
=
o
Paszen/ Tema 2 (B akan. yacax) 2 > Bup 3 KOHTpPOJIA Ko
> 3 G| caMOCTOATENbHOW |  YCIIEeBAEMOCTH U
JICIUTUTAHBI & = ., | KOMIIETEHIIUH
g £ paboThI MPOMEKYTOTHON
mab. | mpakr. [ € .8
Jlex. 2 aTTecTalluu
3aH. 3aH. | O &
1. 1.OcHOBBI J1e7T0BOTO OOIIECHHUS
[IpoBepxka OIIK-1
Brinonnenue PoBEp
TEMaTHIECKOr0
nepeBojia TeKCTa,
CJIOBApS; POBEPKA
MUCbMEHHBIX
N . BBITIOTHEHUS
11 PeueBoit STUKET 3aJaHul U
MUCBMEHHBIX PaboT
nenoBoro oouienus. Ctunu 121 | 12 COCTaBJICHHE N
TI0 TeM€; YCTHBIN
JIETIOBOT0 OOILEHNSI. JIMATOTHYECKUX
o OIIPOC B BUJE
BBICKa3bIBaHMUII 11O
JIMAIOTHYECKUX
TeMe. .
BBICKa3bIBaHHUI1 110
TeMe
[IpoBepxka OIIK-1
Brimonnenue POBEP
BBITIOTHEHUS
MHChbMEHHBIX
1.2 CocragiieHue . MMCBbMEHHBIX padoT
aprobuorpaduu. BusnrtHas SAIAHHH 1 0 TeMe; YCTHBII
P 1 121 | 20 COCTaBIICHHE Y
KapTOYKa. JInunas OIpocC B BUJIE
MOHOJIOTHYECKUX
IIPEe3eHTALHS . MOHOJIOTHYECKUX
BBICKa3bIBaHMUI 11O .
BBICKa3bIBaHUH 11O
TeMe.
TeMe
1.3 ®opmbl opraHH3alLUU -
P P H CocraBienue [IpoBepka OIIK-1
JIETIOBOI BCTPEYH:
TEMaTHIECKOT0 TEeMaTHIECKOTr0
-OpraHM3alys BCTPEYH C
CIIOBapSI. CIIOBapS; IPOBEPKA
JIETIOBBIMHU TTapTHEPAMU;
Brmmonaenne BBITIOTHEHUS
- Tene()OHHBIC PA3TOBOPHI;
9 MUCBMEHHBIX | MUCBMEHHBIX padoT
-YCTPOWCTBO Ha paboTy, 1 20 . N
3aJaHui U 0 TeM€; YCTHBIN
MOATOTOBKA JTOKYMEHTOB K
COCTaBJICHHE OIpOC B BUJE
MIPOXOXKACHHIO
JIATOTHYECKUX JIMaTOTHYECKUX
cobecenoBaHus . o
BBICKa3bIBAHMH 110 | BBICKa3bIBAHMII MO
(3anonHeHue AHKETHI,
TeMe. TeMe
pe3tome)




CocraBJieHHe OIIK-1
TEMATHYECKOT O
CIIOBapSL.
Brimonnenue
14 Crpykrypa u IHCHMEHHBIX
JEATENLHOCTE  KOMIIAHHUN alaniu 1 [pencraBnenne
(mpeampusTHs): 1 20 COCTABJICHHC COOOIIEHUS
- BeAymHMe  KOMIIAHUH MOHOJIOTHHCCKIX (pe3eHTAaIHm)
orpacm BBICKA3bIBAHHUI 110
teme. Ilouck
UH(POPMAIHH 10
TEME B
ANIEKTPOHHBIX
0a3ax JaHHBIX.
Uroro no pasneny 4/41 | 72
2. 2. Begenme  jmenoBoit
KOPPECTTOHICHIINH
Nzyuenne OIIK-1
y4eOHBIX TEKCTOB Iposepka
2.1 Crpyktypa ¥ BUIBI 1 20 I10 TEME. BBIIIOJTHEHHS
JIEJIOBOTO MHACHEMA. BeimonHenne | muchMeHHBIX paboT
[MUCHMEHHBIX 10 TeEME
3aJIaHuH.
Brinonnenue OIIK-1
22 Crpykrypa u Tims TTHCHMEHHBIX IpencrasneHue
1 20 3a7aHMIH. Co00LIEHUS
JIOKJIaJI0B, OTYETOB.
Ilonroroska (npe3eHTaIyn)
COOOIICHUS.
Wroro no pazaeny 2 40
3. 3. TlepeBon, aHHOTHPOBAHUE
U  pedepupoBaHHE  TEKCTOB
podecCuOHATBEHON
HaIpPaBJICHHOCTU
IlepeBon Tekcra
o
CICIMAIbHOCTH.
CocraBienue
3.1 OcHoBBI TEpeBOAA, MTUCbMEHHBIX
aHHOTHPOBaHUS u aHHOTAIUKN Tposepxa
BBIIIOJTHEHHS OIlIK-1
pedepupoBaHus  TEKCTOB 2 20 TEKCTOB
npodecCHOHATBEHON npodeCcCHOHATbH [THCBMEHTHBIX
HaIpaBJIEHHOCTH oit SAIAHHH.
HaTpaBJICHHOCTH.
PedepupoBanue
TEKCTOB II0
CICIHATbHOCTH.
Wroro no pasaeny 2 20
Hroro 3a kypc 8/41 | 132 320
Hroro mo AMCIHUILIIMHE 8/41 | 132 3a4eT C OLIEHKOMH




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B cootBerctBum ¢ TpeboBanusmu GPI'OC 3+ BO mo peanuzanuy KOMIETEHTHOCTHOTO
IIOX0/a ITPOorpaMMa JUCUMILIMHBI «JleI0BOM MHOCTPAHHBIN A3BIK»IPEyCMATPUBACT:

— UCTOJIB30BaHNE B Y4eOHOM MPOIIECCe aKTUBHBIX M MHTEPAKTHBHBIX (POPM IPOBEICHHS
3aHATUH C 1eTbI0 (OPMUPOBAHUS M PA3BUTHUS MHOS3BIYHOM KOMMYHHUKATUBHOM KOMIETEHIIUH
oOyJaronuxcs;

— ACIIOJIb30BaHue ayano- u Bugeomarepuanos, MHTEPHET - pecypcoB Ha mpakTH4eCKUX
3aHATHUSX;

— HCIIOJIb30BAHUE IEKTPOHHBIX 00pa30BaTENIbHBIX PECYPCOB IO TEMaM IMPaKTUYECKHX
3aHATHH;

— [IOMCK U U3y4EHUE MEAUMHBIX TEKCTOB 10 0003HaYEHHOM NPOOIEMATHKE;

— HCIOJIb30BaHME DPAa3HBIX (POpPM BHEAYAMTOPHOW pPAaOOTHI, TAKMX KAaK OpraHH3aIlHs
Mpa3gHUKOB M TEMAaTUYECKUX BEUYEPOB, CTYACHUYECKHUX HAyUHbIX KOH(EpEeHLHUH; BCTpeY C
HOCHTEIISIMU S3bIKa.

JUid TOCTUKEHUS JIaHUPYEMBIX pe3yIbTaToB 00ydeHus, B Kypce « IHOCTpaHHBIN SI3BIK»
HCIOJIb3YIOTCS CIeAYIOUIMEe 00pa30BaTeIbHbIE TEXHOJIOTHH:

1. WudopmaimoHHO-pa3BUBAIOIINE TEXHOJIOTHH, HAaNpaBlieHHbIE Ha (OPMHUPOBAHUE
CHCTEMBbI 3HaHH, 3a1IOMHHAaHNE U CBOOOIHOE OTIEPUPOBAHNE UMH.

Hcnonb3yeTcss KOMMYHUKAaTUBHO - KOTHUTHBHBIM METOJ], CAMOCTOSITEIbHOE H3YyueHHUE
JUTEpaTyphl, NPUMEHEHHE HOBBIX HH(OPMALMOHHBIX TEXHOJOTUH JUISI CAaMOCTOSTEIHHOIO
MOTIOJTHEHMsI 3HAHWM, BKIIIOYAas MCIOJIb30BAHUE TEXHUYECKUX U DIIEKTPOHHBIX CPEJICTB
uH(popMaLnH.

2. JlessTenbHOCTHBIE, TPAKTUKO-OPUEHTHPOBAHHBIC TEXHOJIOTUH, HAIpaBJICHHBIC Ha
(dbopMHUpOBaHHE CUCTEMBI MPO(PECCHOHAIBHBIX MPAKTHUECKUX YMEHUW TpH MPOBEACHUU
9KCIIEPUMEHTANIBHBIX UCCIIEJOBAHNMN, 00ECTIEUNBAIOIINX BO3MOXKHOCTh KA4YECTBEHHO BBIIOJIHATh
IpOo(heCCHOHATIBHYIO IESTEIbHOCTb.

3. PasBuBaroniye npoOIEMHO-OPHEHTUPOBAHHbIE TEXHOJIOTUH, HAIIPABJICHHbIE Ha
dopMuUpOBaHME M  pa3BUTUE NPOOJEMHOTO MBILIUICHUS, MBICIUTEIBHOM aKTUBHOCTH,
CrIOCOOHOCTH BHAETh U (POPMyIHpOBaTH MPOOJIEMBI, BBIOMpATh CIIOCOOBI M CPEICTBA IS HX
pemieHnsa. Hcnonb3yercss KOJUIEKTMBHAsi JCATEIBHOCT B IPYNNAX IIPUH  BBIIOJHEHUHU
IIPAKTUYECKUX 3aJaHUH, pelIeHUe 3a/1a4 B YCIOBHBIX CUTYaLUsAX JI€I0BOM U NPO(eCcCHOHAIBHOM
KOMMYHMKALUH.

4. JIMYHOCTHO-OPUEHTHUPOBAHHBIE TEXHOJOIMM OOy4yeHHs, oOecleyMBarolue B XOJe
y4eOHOTo Ipolecca ydeT pa3IMYHbIX CHOCOOHOCTEH 00y4aeMbIX, CO3JaHHE HEOOXOIUMBIX
YCIOBUM [UId Pa3BUTHS WX MHAWBHUIYAIbHBIX HABBIKOB, Pa3BUTHE AKTMBHOCTU JIMYHOCTH B
yuyeOHOM mpouecce. JIMUHOCTHO-OPUEHTUPOBAHHBIE TEXHOJOTMM OOY4EHUS peaJu3yloTcs B
pe3yibTaTe WHAMBUIYalIbHOrO OOLICHMs INpenojaBareis M CTyAEHTa INpU Ipe3eHTaLUsIX
COOOLIECHUH U JI0KJIA 0B, MMCbMEHHBIX pabOT U MPU BBINOJHEHUN JTOMAIIHUX WHAWBUYAIbHBIX
3aJIaHNH.

6 YueOHO-MeTOIMYeCKOe 00ecriedeHre CAMOCTOSITeIbHOIH padoThl 00y4YaloIuXCs
[IpencrarneHo B mpuiioxeHuu 1.

7 OuneHoYHbIe cpecTBA ISl IPOBeAeHUs IPOMEKYTOYHOM aTTecTaluu
IIpencraBieHbl B IPUIIOKEHUH 4.

8 YueOHo-MeTOIMYecKOe U HH(OPMALIMOHHOE 00ecTiedeHue TUCIUITHHBI (MOTYJIs1)



a) OcHoBHas1 TUTEpaTYypa:
AHTJIMHACKHN A3BIK

1. AHrmickuit s3bIK i 3koHOMHUCTOB (B1-B2) : yueOHHMK M mpakTHKyM Jyis BY30B /
T. A. bapanoBckas [u 1p.] ; oTBeTcTBeHHBIN penaktop T. A. bapaHoBckas. - 3-e u3j., mepepad. u
nom. - Mocksa: WspmarenbctBo HOpaiit, 2020. - 470c. - (Beicmiee oOpa3oBanme). -
ISBN 978-5-534-13759-0. - Tekct : onektponnwrii // DbC IOpaiir [caiit]. -
URL.: https://urait.ru/viewer/angliyskiy-yazyk-dlya-ekonomistov-b1-b2-466785#page/2  (mara
obpamenus: 01.09.2020).

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

Hemeukmnii si3bIK

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

2. PabotnukoBa, H. A. Hemenkwii s13p1k i1t 3koHOMHUCTOB (A2 -C1) : yuebHOE mocobue
s By30B/ H. A. PabotHukoBa, E. B. Uepnwmmesa, WM. U. KimumoBa. - 2-¢ w3a., mepepal. w
nom. - Mocksa: MsmarenbcrBo HOpaiit, 2020. - 158 c. - (Beicmiee oOpa3oBanwme). -
ISBN 978-5-534-07102-3. - Tekcr : osnektponnsii // DOBbC IOpaitt [caiiT]. -
URL.: https://urait.ru/viewer/nemeckiy-yazyk-dlya-ekonomistov-a2-c1-450826#page/2 (mata
obpamenus: 01.09.2020).

@®paHny3cKHH A3bIK

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

2/ 3meépa, T. E. ®panmysckuit s3uik 111 3koHoMuCcTOB (B1-B2) @ yueGHUMK 11t By30B /
T. E. 3meéBa, M. C. JleBuna. - 2-¢ m3a., nepepab. u momn. - Mocksa : M3garensctBo Opaiir,
2020. -440c. - (Bricuiee o6pazoBanue). - ISBN 978-5-534-06777-4. - TekcT : 27eKTpOHHBIN
/! OBC FOpaiir [caiiT]. -
URL.: https://urait.ru/viewer/francuzskiy-yazyk-dlya-ekonomistov-b1-b2-450043#page/2  (mata
obpamenus: 01.09.2020).
0) JOMOJIHUTEIbHAS JINTEpaTypa

AHIJIMHACKHUIN A3BIK:

1. MouceeBa, T. B. AHMIMHCKAI SI3BIK U151 9KOHOMHUCTOB . yueOHOe mocobue it By30B /
T. B. Mouceesa, H. H. llaruimuna, A. }O. Illupokux. - 2-e usn., mepepald. u gom. - Mocksa :
WznatensctBo Opaiit, 2020. - 157 c. - (Boicmee oOpazoBanue). - ISBN 978-5-534-08911-0.
- Tekct : 3IEKTPOHHBIN // 29bC FOpaiit [caitT]. -
URL.: https://urait.ru/viewer/angliyskiy-yazyk-dlya-ekonomistov-455198#page/2 (mata
obpamenus: 01.09.2020).

2. Hes3oposa, I'. JI. Anrnuiickuii s3bik. ['paMMaTuka : yueOHOE mocoOue yis By30B /

I'. 1. HeB3opoBa, I'. . Hukutymkuua. - 2-e u3l., ucmp. U jpom. - Mocksa : M3garenscTBo
KOpaiit, 2020. - 213 c. - (Beicuiee oOpazoBanue). - ISBN 978-5-534-09359-9. - Tekcr :
AIEKTPOHHBIN /l 2ObC FOpaiir [caifT]. -
URL: https://urait.ru/viewer/angliyskiy-yazyk-grammatika-451966#page/2 (mata oOparieHwus:
01.09.2020).
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HeMenxuii a3bIK:

1 KypaBneBa, A. A. Professional Reading in English, French and German
yuebHo-Meronuueckoe mocooue / A. A. XKypasnesa, T. 0. 3anmasuna, JI. A. Illopoxosa ; MITY. -
MarnuToropek : MI'TY, 2016. - 1 snexrpon. ont. auck (CD-ROM). - 3arn. ¢ tutyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/1130251/17.pdf
&view=true (mara o6pamienus: 01.09.2020). - MakpooObekT. - TekcT : 3aeKTpoHHBINA. - CBemeHUs
nocTymHbl Takke Ha CD-ROM.

2. AxmerssnoBa, T. JI. WirstchaftDeutschlands : yueduoe nocobue / T. JI. Axmer3sinoBa ; MI'TY.
- Marunuroropck : MI'TVY, 2017. - 1 snekrpon.onT. muck (CD-ROM). - 3arn. ¢ turyn.skpana. - URL:
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7.pdf&view=true (nara obparenus: 01.09.2020). - MakpooObekT. - TeKcT : 3eKTpOHHBIN. - CBeIeHUs
nocTymHbl Takke Ha CD-ROM.

DpaHIy3CKHUil A3BIK:

1. KypasneBa, A. A. Professional Reading in English, French and German
yuebno-meromuueckoe mocooue / A. A. XKypasnesa, T. 0. 3amasuna, JI. A. Illopoxosa ; MITY. -
Maruutoropek : MI'TY, 2016. - 1 snexrpon. ont. gauck (CD-ROM). - 3arn. ¢ tutyn. skpana. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/1130251/17.pdf
&view=true (mara ob6pamenus: 01.09.2020). - MakpooObekT. - TekcT : ameKTpoHHBINA. - CBemeHUs
noctymnHbl Takke Ha CD-ROM.

2. Jleuna, M. C. ®@paHITy3cKuii S3bIK. JKOHOMHIKA, MEHEDKMEHT, TTOJIMTHKA : yaeOHOe TTocodue
st By3oB / M. C. JleBuna, W. }O. baprenesa, O. b. CamconoBa. - 2-e u3n., ucnp. ¥ gon. - Mocksa :
UsparensctBo FOpaiit, 2020. - 203 ¢. - (Bricmee oopazosanue). - ISBN 978-5-534-06029-4. - Tekcr :
3JIEKTPOHHBIH /l 9BbC Opaiit [caitT]. -
URL.: https://urait.ru/viewer/francuzskiy-yazyk-ekonomika-menedzhment-politika-455016#page/2 (maTa
obpamenust: 01.09.2020).

B) MeToauvecKkue yKazaHus:
AHIIHICKUI A3bIK:

1. 3epxuna, H. H. English for professional purposes : npaxrtukym / H. H. 3epkuna, O. B. Kucens ;
MI'TY. - Marauroropck : MI'TY, 2018. - 1 snekrpon. onrt. auck (CD-ROM). - 3arn. ¢ tutyi. skpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3531.pdf&show=dcatalogues/1/1515176/353
1.pdf&view=true (mara obpamenusa: 01.09.2020). - MakpooObekT. - TekcT : 271eKTpoHHEBIA. - CBemeHus
noctymnsbl Takke Ha CD-ROM.

2. Tl'acanenko, E. A. Business English in use: maGopaTopHBIii MPaKTHKYM C HCIIOJIB30BaHUEM
METONKH MPOQeCcCHOHATFHOTO UMUK-TIpoeKTHpoBaHus : ipakTukyM / E. A. 'acanenxo, H. H. 3epkuna,
O. A. Jlykuna ; MarauToropckuii roc. Texaudeckuii yu-T um. . Y. Hocosa. - MarauToropek : MI'TY nm.
. W. HocoBa, 2019. - 1 CD-ROM. - 3arm. ¢ Tturymdkpasa. - - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3843.pdf&show=dcatalogues/1/1530281/384
3.pdf&view=true (nara obparuerus: 01.09.2020). - MakpooObekT. - TeKCT : 3MeKTPOHHBINA. - CBEICHUS
noctymHb Takke Ha CD-ROM.

3. SELF-STUDY ENGLISH. STEP Il : mpaktuxym / FO. B. FOxaxkosa, JI. C. TTomsikoBa, O. A. Jlykuna, A.
I'. KimanoBa ; MI'TVY. - Marautoropcek : MI'TVY, 2018. - 1 anextpos. ont. guck (CD-ROM). - 3aru. ¢ tutyit.
JKpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3783.pdf&show=dcatalogues/1/1527929/378

3.pdf&view=true (nara obparuerus: 01.09.2020). - MakpooObekT. - TeKCT : 3JIEeKTPOHHBINA. - CBEICHUS
JOCTYII
Hemenkui si3bIK:

1. Anrtponosa, JI. M. Ilpaktukym mno Hemeunkomy si3blKy «VHOCTpaHHBIM S3BIK B

npodeccHoHaIbHO AesTenbHOCTHY (it MaructpantoB) / JI. . Aurponiosa, O. H. Adanacnesa ;
MI'TY. - Marauroropck : 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 (mara oOpamenus 01.09.2020). - MakpooOsekt. - Tekcr
JJIEKTPOHHBIN. HbI Takke HAa CD-ROM.
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1. Metomuieckre yka3zaHus [0 OpraHu3alliy ayIuTOPHON U BHEAyIUTOPHOH pabOTHI 1O
mucuutuinae (IMpunoxenne 1)

2. Metoauueckue pa3pabOTKU MO paszjienaMm /| TemMaM ayJAuTOPHOW M BHEAYJAUTOPHOU
paboTbI oOyuaromuxcs ([Ipunoxenue 2).

3. [Ipumeps! ayquTopHBIX KOHTPOJIbHBIX paboT (IIpunoxenue 3).

4. O1ieHOYHbBIC CPEACTBA ISl IPOBEACHUS TPOMEKyTOUHOM aTTecTanuu ([Tpunoxenue 4).

r) [Iporpammuoe ob6ecnneuenue u UHTepHeT-pecypcen:

IIporpammHoe obecneueHne

Haumenosanue 110 Ne norosopa Cpox aeficTBus

JTUTCH3UN
MS Windows 7 J1-1227-18 ot 08.10.2018 11.10.2021
MS Office 2007 Professional | Ne 135 ot 17.09.2007 0eccpouHO
7Zip cB000THO pacnpocTtpansemoe [10 06eCcCpovHO
FAR Manager cB00OTHO pacmnpocTpansemoe [10 06eccpovHO

IpodeccuonaibHbie 6a3bl JAHHBIX H HH(POPMAIMOHHBIE CIPABOYHbIE CHCTEMbI
Hassanue xypca CcrlIKa

OnekTpoHHass 0aza TMEPUOTUYECKUX H3TaHUN
East View Information Services, OO0 «MMIBHUCy»
HammonansHas
undopmanronHo-aHamuTHueckas cucrema —|URL: https://elibrary.ru/project_risc.asp
Poccuiickuii MHAEKC HAYYHOI'O ITUTHPOBAHMS
ITouckoBas cucrema Akagemus Google (Google
Scholar)
Nudopmanmonnas cucrtema - ExawHOe OKHO URL: http://window.edu.ru/
JIOCTYIa K MHGOPMAITMOHHBIM PeCypcam
DnekTpoHHbIe pecypcebl onbmuotexku MI'TY um.
I".'. HocoRa

9 MarepHajibHO-TEXHHYECKOE o0ecreueHne TUCIUIIHHBI (MOILYJIA)

https://dlib.eastview.com/

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

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

MartepuanbHO-TeXHUYECKOE 00ecriedeHEe TMCIUIUINHBI BKIIIOYAET:

Y4eOHble ayaUTOPUM JUIsI TPOBEACHMUS MPAKTUYECKUX 3aHSTUH, TPYNIOBBIX U
WHIUBUAYAIbHBIX KOHCY/IbTALMM, TEKYLIErO0 KOHTPOJA M MPOMEXKYTOUYHOM aTTecTaluu:
MYJIbTUMEIUIHBIE CPEJCTBA XPAHEHHUS, NepeJaud U NpeACTaBiIeHUs] WH(pOpMAaIK; KOMILIEKC
TECTOBBIX 3aJJaHUH JJIsl MPOBEICHUS TPOMEKYTOUHBIX U PyOEKHBIX KOHTPOJICH.

[Tomemenuss Ans  caMOCTOSITENTBHOW — pa0bOThl  OOydYaloOIIMXCs:  MEpPCOHAJIbHbIC
kommbioTepsl ¢ maketom MS Office, Beixomom B MHTEpHET W € JOCTYIIOM B 3JEKTPOHHYIO
nH(OPMALMOHHO-00pa30BaTENbHYIO CPEly YHUBEPCUTETA.

[Tomemenne s XpaHeHUS U NPOPUIAKTHUECKOTO OOCITY>KHMBaHHUS y4eOHOTO
obopynoBaHus: ImKapbl IS XpaHEHHs Yy4eOHO-METOAWYECKOW HOKyMEHTalHuH, Y4eOHOTO
o0opynoBaHus 1 y4eOHO-HATJISAHBIX TTOCOOUH.
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IIpunosxenne 1

Metoanyeckue yKa3aHHus 110 OPraHU3allil  ayJIMTOPHON M BHeayIMTOPHOH padoThI

Pa6oTa HaJ NOArOTOBKOM J1€/I0BOM JOKYMEeHTAIuH
B noHATME «aenoBas nepenmcka» BXoaAT:

®  MNCbMa, B TOM YMC/IE SNIEKTPOHHbIE
® MemopaHAYyMbl (MaMATHbIE 3aNUCKK)
® peKoMeHAaTesbHble MUCbMA

® pestome

® cyeTa

®  [0roBOpbI

e nucbmo 61arogapHoOCTb

e 3anpoc

® 3aKas

® MWUCbMO NOATBEPKAEHWNE

Cmpykmypa 0e106020 nucoma
1. Agpec otnpasutens

[JonxkeH 6bITb pacnosioxKeH B MPaBOM BEPXHEM yray nucbMa. CneayeT yKasaTb HOMEpP A0Ma, YAULY, Kog,
(nHAaeKc) ropoaa, ropoa, CTpaHy, TenedoH.

[Ipumeyanue: B aMeprkaHCKOM BapHaHTE aHTJIUHUCKOTO SI3bIKA aIPEC OTIPABUTEIIS, KaK
MPaBUJIO, pa3MENIaeTCs B IEBOM BEPXHEM YIJTy, HUKE JIaThl WM B KOHIIE TUChMa
MOCJI€ TIOJITUCH.

2. /laTa

CTpoko# HM>Ke ToCJ/Ie aJipeca nMuieTcs Aata B dopmate yuc/o - mecsy - 200 (30 October
2011)

Ecnu nenoBoe nucbMo numeTcs Ha pUpMEHHOM OJlaHKe KOMIIaHUHU, a/IpeC HE YKa3bIBaeTCsl, a
JlaTa MpOCTaBIISIETCS B BEPXHEM JIEBOM YTITY.

3. Aapec nosy4yarteus
B GpuTanckoM aHMIMHACKOM ajjpec moJtydyaress MULIeTCs Ha TOM XKe CTpOKe, I/l U JaTa, Wi

CTPOKOM HUXE.

B AMCPUKAHCKOM BApHUAHTC AaHTJIMHACKOTO SI3bIKa apeC NoJjydareys MUImeTca AByMsl CTpOYKaMU
HHIKC aapecCa OTIIPABUTCIIA (I/IJ'II/I AaThbl, €CJIN aApCC HE HI/II_HeTCH).

4. [IpuBeTcTBUE
Ecnu Bbl 3HaeTe MMA YeNOBEKa, K KOTOPOMY MULLeTe NUCbMO, MPUBETCTBME NoAaeTca B popmaTe:

Dear Ms / Miss / Mrs / Mr / Dr + damunus
Mpu 06paLLEHNM K KEHLLMHE UCMONb3YIOTCA CeAyoLme CNoBa:

Mrs — eciv OHa 3amMmyKem
Miss — ec/iv OHa He3amyKHAA

Ms — eCcnn HUYEero He N3BECTHO O ee CEMENHOM CTaTyCe, a TaKXKe B O6paLIJ,eHMM K He3amy>1<He17|
KeHUWnHe.

Ecnuv Bbl He 3HaeTe Non agpecaTta, MOXKHO HAaNMcaTb MOAHOE UMA, YNYCKaa TUTYA:



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 Hadi Jalali
MmeeTca HECKO/IbKO BapMaHTOB 06paLLLEHMA K YEOBEKY, MMEHM KOTOPOro Bbl He 3HaeTe:
K Mmy»KunHe:

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

K »eHwuHe:

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

Ecnv Bbl He 3HaeTe, KTO 6y,u,eT YUTATb NMNCbMO — MYXYUHA UNU XKEeHLLINHA:

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

Mocne NnpnBeTCTBMA CTAaBMTCA 3aNATaA:

Dear Sir or Madam,

W e NYHKTYaLMOHHbIN 3HAaK MOXKET OTCYTCTBOBATb BoObLE:
Dear Sirs

CornacHo ¢ Hopmamu American English - ucnonbsyetca asoetoume:
Ladies and Gentlemen:

5. Tema genoBoro nnucbma

CTpOKOM HMKE NPUBETCTBMA pasmellaeTcs Tema nucbma (British English). YTobbl BbiaenuTs ee,
MCcnonb3ytoTca cnosa «Subject:» nam «Re:», })UPHbIA WPUPT UK 3arnaBHble BYKBbI.

Dear Sir or Madam,

Subject:  Order #1234/1

B dMEPUKAHCKOM aHIINMCKOM TeMa nponucbliBaeTcA nepen NnpuBeTCTBUEM.
6. OCHOBHaA YacCTb 4€N10BOro NMCbMa

MepBoe CNOBO TeKCTa NMLeTca ¢ 6onbluoi 6yKBbIl. TEKCT  cneayeT BbipaBHWBATb NO IEBOMY Kpalto, a
nocne Kaxkgoro absaua nponyckaTb ogHy cTpoky. Mepsbii ab3aw, npeacTaBaseT cobon BCTynaeHue, B
KOTOPOM O6BACHATCA NPUYMHbBI HaNWcaHWUA NCcbMma. B nocneaytowmx ab3auax 6onee aeTanbHO
nsnaratoTcs Bawm uenn, npusoanTca MHoopmaums u 7.4. B nocnegHem ab3aue Heobxoanmo nogBectu
WTOT M OMMCaTb, Yero MMeHHO Bbl oXKuaaeTe OT Bawero agpecaTa. TEKCT NUCbMa AOMKEH ObITb YETKO
CTPYKTYPUPOBaAH 1 CO34aBaTb NONOKMTEbHOE BrieYaTneHue.

7. 3aKkntoumTeNbHadA YacTb 4ea10BOro NMCbMma
OTO 3KBUBANEHT PycCKoro «C yBameHmeM.../c Hanaydywmmm noxXenaHnamu....»

B 6pMTaHCKOM aHFIMIACKOM, eciv Bbl 0bpallaeTech K agpecaty no MMeHu (bamuanm), ucnonbsyimnTte
cnoBo «sincerely», ecaun HeT - «faithfully».

Dear Ms Wexley

Dear Jane Wexley

Dear Jane Yours sincerely / Sincerely yours
Dear Sir

Dear Sirs

Dear Madam



Dear Sir or Madam Yours faithfully / Faithfully yours

B amepMKaHCKOM aHTIIMIACKOM B MOAMUCU MOMKET HaxoanTca AnLwb «sincerely», T.K. «faithfully» He
ynotpebnsercs.

B 9NNEKTPOHHbIX MNCbMaX MOXXHO UCMOJ/ZIb30BaTb

Regards
Kind regards
Best wishes

MyHKTyaLmMa B 3aKJ04UTENBHOM YacTU 4eN10BOro NUCbMa - MO aHaNoTUK C NPUBETCTBUEM,
pasgenuTenbHble 3HAKM AOMKHbI BbITb OAMHAKOBbIE.

OTCcTynuB ABe CTPOYKM OT nocneaHero ab3aua, cnesa nuwetcsaBusiness (firm) to business (firm) ®upma
dupme

Yours sincerely/ Yours faithfully

C COOTBETCTBYHOWMM NYHKTYALMNOHHbIM 3HAaKOM,

yepes 4 CTPOUKM (oCTaBNAOTCA ANA NOAMNUCK) - UMA agpecaTa.

KTo KoMy MOXeT nucaTb AefoBble NMcbma?

e Business (firm) to consumer — ®upma notpeburtento

e Job applicant to company 3asButenb Ha AO/KHOCTb KOMMNAHUM
e C(itizen to government official lpaxkAaHUH YNHOBHUKY

e Employer to employee HaHumaTenb coTpygHUKY

e Staff member to staff member  CoTpygHuK coTpygHUKY

Mo Kakomy NoBoAy NULLYTCA AeNoBble NMCbMa?

e topersuade ybeauTb

e toinform NPOUHPOPMMPOBaATL

e torequest caenaTb 3anpoc

e to express thanks Bblpa3nTb 6aarogapHoOCTb
e toremind HaNoMHUTb

e torecommend peKkomeH[0BaTb

e toapologize  M3BUHUTbCA

e to congratulate nosapasuTb

e toreject a proposal (of cooperation) or offer (of goods) oTkasaTbca oT npeanoKeHus o
COTPYAHMYECTBE UK OT TOBapa

e tointroduce a person or policy —npeacTaBuTb YenoBeKa UM HOBbIN Kypc

e toinvite or welcome  npurnacuTb UAM NPUBETCTBOBATb

e tofollow up npoBepuTb (MCNoNHeHue)

e toformalize decisions 3akpenuTb pelleHun

CraHgapTHble BbipaxkeHus B 4,eN10BOM Nepenucke
1. O6palueHune

e Dear Sirs, Dear Sir or Madam (ecnn Bam He M3BECTHO MMA aapecaTa)

e Dear Mr, Mrs, Miss or Ms

e (ecnu Bam M3BECTHO MMSA afpecaTa; B TOM C/ly4yae KOrga Bbl He 3HaeTe cemeHoe
NoNoXeHMe XeHLWMHbl cnegyet nucatb Ms, rpyboi ownbKon ABAAETCA UCNO/Ib30BaHKeE
dpasbl “Mrs or Miss”)



e Dear Frank, (B obpaLLeHMM K 3HAKOMOMY Ye/TI0BEKY)

2. BctynneHue, npegbigyuiee obuieHue.

e Thank you for your e-mail of (date)... Cnacmbo 3a Balle NMCbMO OT (Yncna)

e Further to your last e-mail... OTBevasn Ha Balle NUCbMO...

e | apologise for not getting in contact with you before now... A npowy npoweHuns,
4YTO 40 CMX NOP HE Hanmcaa Bam...

e Thank you for your letter of the 5" of March. Cnacunbo 3a Bawe nucbmo ot 5 MapTta

e  With reference to your letter of 23" March OTHOCMTENIbHO BaLLero NMcbma ot 23
MaprTa

e With reference to your advertisement in «The Times» OTHOCUTE/IbHO Ballen pekaambl
B Talimc

3. YKazaHue npruynH HanMcaHUA Nnucbma

e | am writing to enquire about A nnwy Bam, 4TobbI Yy3HATB...

e | am writing to apologise for A nuwy Bam, YToHbI U3BMHUTLCA 3a...

e | am writing to confirm Al nuwy Bam, 4To 6bI NOATBEPAUTD...

e | am writing in connection with A nuwy Bam B cBsin C ...

e We would like to point out that... Mbl xoTenun 66l 06paTUTL Balle BHUMAHME Ha ...

4. Npocbba

e Could you possibly... He mornu 6bi Bbl...

e | would be grateful if you could ... A 6611 661 NpM3HaTeNneH Bam, ecan Obl BbI ...
e | would like toreceive  fl 6bl xoTen noAy4nTb......

e Please could you send me... He mornu 6bl Bbl BbICAaTb MHE...

5. CornaweHue ¢ ycnoBmamm

e | would be delighted to ... 1 6bin 6bI pag, ...
e | would be happy to A1 6bln 6bl CHACTAMB...
e | wouldbegladto A1 6bln 6bl pag...

6. CoobuieHne NNOXUX HOBOCTEMN

e Unfortunately ... K coxaneHuio...

e | am afraid that ... Botocsb, uTO...

e | am sorry to inform you that MHe Taxeno cooblaTtb Bam, HO ...

e Weregret toinform you that... K coKaneHuto, mbl BbIHY»AEHbI COOBLNTL BaM O...

7. NMpunoxxeHue K NUCbMy AONONHUTENbHbIX MaTepuanos

e We are pleased to enclose ... Mbl ¢ y40BONbCTBUEM BKIAAbIBAEM...
e Attached you will find... B npuKkpenneHHom ¢daiine Bbl HangerTe...
e Weenclose ... Mbl npunaraem...

e Please find attached (for e-mails)  Bbl HallaeTe NnpuKpenneHHbl dain...

8. BbicKa3biBaHUe GHGFOABPHOCTM 3a I'IpOﬂBJ'IEHHbIﬁ nHTEepec

e Thank you for your letter of Cnacmbo 3a Balle NMCbMO
e Thank you for enquiring Cnacnb0 3a NposaBAEHHbIN UHTEPEC...
e We would like to thank you for your letter of ... Mol xoTenun 661 nobnaroaapuTb Bac 3a...

9. MNepexopa K apyroi Teme



e We would also like to inform you ... MbI TaK e xoTesin 6bl COOBbLWMTL BaM O...

In answer to your question (enquiry) about ... B oTBeT Ha Baw 3anpoc
| also wonder if... MeHA Tak»Ke UHTepecyer...

10. lononHUTeNbHbIE BONPOCHI

| am a little unsure about... A HEMHOrO He YBEPEH B ...
| do not fully understand what... A He 0 KOHUA NOHAN...
Could you possibly explain... He mornn 6bl Bbl 0O6bACHUTS...

11. Nepepaya uHpopmauum

I’m writing to let you know that... A nuwy, 4yTo6bI COOOWNTL O ...

We are able to confirm to you... Mbl moxem NnoaTBEPAUTD ...

| am delighted to tell you that... Mol c yaosonbcTeme coobwaem o ...

We regret to inform you that... K coxaneHuto, Mbl BbIHY»KAeHbl COOBLLMTL BaMm O...

12. NpeanokeHne cBoeit NOMOLUU

Would you like me to...? Mory au a (caenatb)...?
If you wish, | would be happy to... Ecin xotuTe, 5 ¢ pagocTbio...

Let me know whether you would like me to... CoobuwuTe, ecnm Bam noHagobutca mos
NMOMOLLb.

13. HanomuHaHMe 0 Hame4yeHHOM BCTPeYe MU OXKU[AHUE OTBeTa

14. NMNopgnucb

| look forward to ... fl c HeTepNeHnem xay,

hearing from you soon  Korga cmory cHoBa ycablwaTb Bac

meeting you next Tuesday BCTPEYM C BAMM B CneayroLmii BTopHuMK
seeing you next Thursday BcTpeuun c Bamu B YeTsepr

Kind regards, C yBaXKeHUeM...
Yours faithfully, WckpeHHe Baw (ecnm nma yenoeeka Bam He N3BeCTHO)
Yours sincerely, (ecnv ums Bam M3BecTHO)

[Ipuriamenue Ha MeponpusiTHe

Invitation

Jenosble npurnaweHua 06bI4HO OYEHb KpaTKu. CambiMm Ba*KHbIM B HUX ABAETCA npasuibHoOE

06an.I,EHVIe K MpuUrnaweHHoMy, ecsin 3To IMYHOe NpurnaweHue. B TekcTe A40/1XKHA cogepaTbea

HEO6XOAMMaﬂ VIH(I)OpMaLl,VIFI O MecCTe U BpeMeHU NpoBedEHNA, @ TAKKE O NOBOAE MeponpnAaATmnA, eCiun

3TO HeO6XOAVIMO. Ecav npurnawenne o6Lu,ee, O6paLLI,EHMe AO0/KHO 6bITb NMOHATHbIM, TEKCT OCTaHETCA

NPEXHUM.
Dear Mr and Mrs Green, YBaxaemble Muctep u muccuc ['pus,
We cordially invite you to our Name MBI ¢ yI0BOJILCTBHEM IPHUTJIAIIAEM Bac Ha
Scholarship Reception, in honor of all the | mprem no ciayuaro BpydeHUs: IMEHHBIX
donors to the College Scholarship Fund. CTUTICH/INH, B 4Y€CTh JOHOPOB
) ) CTUIICHINATIBHOTO (DOH/IA KOJUIEKA.
The reception will take place at the




Rotunda, 8 pm — midnight. [Tpuem cocroutcs B Potonse, ¢ 8 Beuepa

. . ] J10 TIOJIYHOYH.
Sincerely, Alumni Office

Uckpenne Bam, Oduc no aenam
BBIITYCKHUKOB

PexoMenaaTeabHO€E NUCbMO

A letter of reference, reference letter, reference

O6bI4HO pekomeHAaTe/IbHOE NMCbMO HEBE/IMKO MO 06bEMY, Yalle Bcero He 6osiee 04HOM CTPaHMUUPDI.
LleHHOCTb peKoMeHZALMM 3aKI04aeTCA B MOAMMUCK TOTO, KTO Aa/l PEKOMEHAALMIO.

CYIJJ,GCTBYIOT 06I.Ll,eanIHF|Tble CTaHAapTbl COCTaB/1EHNA PEKOMEHAALLUN!

00BIYHO PEKOMEHIATEIHFHOE MIUCHhMO MUIITYT Ha GUPMEHHOM OJIaHKE

naTa 0OBIYHO CTABUTCS CBEPXY, MO0 cripaBa, TM00 ClieBa

MOCJI€ 1aThl, OOpaIeHUsI IeTAl0TC OTCTYIIBI, a B Havajie ab3ara OTCTyIa HeT, TEKCT

pazOuBaeTcst Ha ab3aIlsl

TCKCT BBIPABHHUBACTCS 110 IIHUPUHC

B KOHII€ CTAaBUTCA MOAIMUCH 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

Jata (mecst/neHb/To )
TeM, KOro 310 Kacaercs:

Hacrosiiiee mucbMo MpecTaBIsieT
OTIMCaHUE U OIICHKY paboThI (MMs), TaHO
Ut Oyymeit paboThI B ...

PaGoTas y Hac B ouce, oH/OHA OTIAMIHO
MPOSIBUI ce0s1, BBIMOIHSIS CIEAYIOUTNE
3a/laHus ... ¥ MOKa3all 0coObIe
CIIOCOOHOCTH B ... . PekoMeH1yembiii
SBIIIETCS. YETIOBEKOM OYECHb MPUIICKHBIM U
CO3HATEJIbHBIM, C Pa3BUTHIM UYBCTBOM
oTBeTCTBEHHOCTH. OH/OHA TaKXKe
CYIIECTBEHHO Pa3BUI HABBIKH
MEXJIMYHOCTHOTO OOIIECHHSI.

PexoMeHryemblii Moka3all TakXke XOpollne
3HAHMS SI3BIKOB, KOMIIBIOTEPA U
CHOCOOHOCTh paboOTaTh C MOCTOSHHBIM
NpWIeKaHHe U BHUMAHUEM K JI€TaJIsIM.
On/oHa sIBNISI€TCS BBICOKO
MOTHBHUPOBAaHHBIM YEJIOBEKOM, KOTOPBIH
OTIIMYHO pabOTaeT KaKk B KOMaHJIE, TaK U




independent. He/she is extremely reliable. | camocrositensro. Ha Hero/nee Bcerma
MOXKHO ITOJIOKHUTBCA.

PexomenyeMblii CTaHET LIEHHBIM

The referee will be an asset to any firm. COTPYIHEEOM MOGOH GHpMEL

Signature TMommcs

Pe3rome

Resume, Curriculum Vitate, CV

Kpome cnoBa résumé, ncnonbsyetcs cokpateHme CV. MponsHOCAT ero npocTto no 6yksam. ITa
abbpeBnaTypa Ucnosb3yeTcsa BMECTO IATUHCKMX cnoB Curriculum Vitate — onucaHue (nporpamma)
U3HU. KOHEeYHO, B JaHHOM C/lydae NoApa3yMeBaeTcs onMcaHune Bawei NpodeccnoHanbHOM KU3HN.

CylecTBytOT 0bLLENPUHATLIE NPaBKAa cocTaBaeHme résumé, unm CV:

B Ha4aJIC MMOJIHOCTBIO YKA3bIBAIOTCA UM COUCKATEIA U KOHTAKTHBIC JAHHBIC

Jajnee cieayeT mepeunciieHue Npo(ecCHOHAIBHOTO OTIBITA, €CITU €CTh

yKa3bIBaETCsl MMeronieecst 00pa3oBaHue

JpyTHe CBEJCHHS 0 TpodecCcuu U 00pa30BaHUHU, HAPUMED, KYPChI TIOBBIIIICHUS
KBaTH(UKAITHT

MyOIMKaIK, BBICTYIIJICHUS Ha KOH(DEPEHIUAX, yJacTHe B MPOEKTaxX (€CIu 3TO UMEET
OTHOIICHHE K KEJIaeMOU JIOJKHOCTH)

XPOHOJIOIrus BBICTPAUBACTCs B 06paTHOM MOPAAKE, TO €CTh BBl HAYMHACTE C IMMOCICIHETO
110 BPpEMCHU COOBITHS

KpaTKO IEPECUUCTIAIOTCA JOCTOMHCTBA, TO €CTh 000CHOBBIBAETCS Ballla HpO(beCCI/IOHaJ'IBHaH
IIpUTrOAHOCTDH

PE3IOME JOJIKHO OBITE y,HO6HO JJIs1 YTCHUA, TO €CTh OT(bOpMaTI/IpOBaHO 110 MHUPHUHE, C
OTCTYIIAMH, MMO3BOJIIOIINMU JICTKO YUTATh TCKCT

00BeM pe3toMe He JIOJKEH MPEBBIaTh 1-2 cTpaHmuil

HazBanue — CV uiu résumeé — MUIICTCA, HO HE ABJIICTCA 00s13aTeNbHBIM

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:



mailto:Julia_Khann@yama.ru

Program Development

Benefits Administration

Preventive Labor Strategies

HR Policy Design & Administration
Succession Planning

Union Negotiations & Mediations

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

Fronda Trading, Moscow
TRAINING AND DEVELOPMENT MANAGER
1998-2003

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

3anmoJTHeHHe aHKeThI

Job Application Form

Korga Bam Heob6xo4MMO 3ano/IHUTb aHKETY, Hanpumep 3asBaeHne o Nnpueme Ha paboTy, TpebyeTtca
NMOHMMaTb, YTO TaM HaNMCcaHO 1 NPaBUJ/ILHO 3aMO/IHUTL COOTBETCTBYIOLWME pasgesibl. O6bIYHO BblAAETCA
61aHK, rae HY»KHO BMMCbIBaTb CBOM AaHHble. Hanpumep:

Job Application Form briank 3asBiIeHMsI O IpUeMe Ha paboTy

Post/position applied for Ha xakyro J0KHOCTD XOTHTE TOnacTh. [Tumure
MMEHHO Ha3BaHUE BAKAHTHOM JOJDKHOCTH, a HE
Ha3BaHUe podeccu.

College/University/School Kakoii KoJuteK/yHUBEPCUTET/IIIKOITY TTOCEIalIH.

attended AMEpHUKaHIIBI Ha3bIBAIOT «IIKOJIOW» JTH000€ yueOHOe
3aBEJICHUE.

Qualifictions KBamudukanus. [lepeuncinre Bce HaBBIKK U YMEHHS,

KOTOPBIC CUUTACTE BAXKHBIMU IJIA HaHHOﬁ
JOJIDKHOCTH.

Age at Graduation Bo3spact nmo okoH4aHu# yaeOHOTO 3aBEACHUSI.
[TumuTe TOT BO3pacT, KOTia Bbl PEKPATUIIH y4eOy.

First Job I[TepBast pabota. CiioBO job 03Hauaet padora,
JIOJDKHOCTB. YKa3bIBaiTe, KeM UMEHHO paboTallu.

Length of Employment at CKOJIBKO BPEeMEHH MpopadoTaIy Ha MPEKHEH
Previous job JIOIDKHOCTH. YKaKHUTE, CKOJIBKO JIET U MECSIIEB
npopaboTaiy Ha MPEKHEH TOKHOCTH.

Reason for Leaving [prunHa yBosbHeHUst. CTapaiiTecTh yKa3bIBaTh
HeWTpanbHyI0 npuuHy, Harpumep: Contract Expired
— MlcTek KOHTpAKT.

Interest(s) Hurtepeckl. YkaxuTe, 4T0 UMEHHO MPENOYUTAETE
JIeNaTh WIH Ballld CHJIbHBIE CTOPOHBI.

Special Skills Oco0ble HaBbIKK M yMeHUS. JlonoHuTEeIbHbIE
HaBBIKU U YMCHHUSI.




Other

Hpyroe. 31ech Bbl MOKETE yKa3aTh, HAI[PUMED, YTO
npeamnoynTaeTe padboTaTh 10 BeyepaM MM YTO BaM
HE BaXXHO, KaKas CMEHa BaM JIOCTaHETCH.

Mucbmo-3anpoc

Inquiry Letter

MMCbMO-3aMpPOC MOXKET BbITb COCTAB/IEHO MO Pa3HbIM NMOBOAAM:

3aKa3 000pyIOBaHUS

OpOHUPOBAHUE TOCTUHHUIIBI U OUIIETOB

apeH/1a MOMEIICHHSI

PasSMEIICHHUE PCKIIAMBI

3a1mpoC 0 BOBMOKHOCTHU COTPYAHHUUICCTBA

Mucbmo-3anpoc nHpopmauuu (Inquiry Letter) otnpasnsercs, Koraa HeobxoAnmo nonyumTs 6onee

noapobHyto MHopMaUUo 06 MHTEpECYIOLLEM BAC TOBAPE UK yCayre.

B Hayane nucoma cnenyetr noMecCtTuTb Ha3BaHue h agpec BaLueMn KOMMNAaHUU, HWXKe OO0/TKHO Natn

Ha3BaHME KOMNaHWK, B KOTOPYHO Bbl o6pa|.|.|,aeTer. CoCTaBuTb TEKCT NMCbMa Bbl MOXKeTe C MOMOLLLbIO

cneayrowmnx CtaHA4apTHbLIX BblpaXKeH ni.

1. OdunnansHOE oOpareHue,
MIOCKOJIBKY C aJPecaToOM BHI HE
3HAKOMBI.

Dear Sir / Madam (¥YBakaeMblii FOCIIOAMH/TOCIONKA),
Dear Sirs (YBaxaembie rocnoja). O6paiienue
“Dear” oOBIYHO MEPEBOUTCS KaK
“yBa)kaeMblIil/yBakaemasi”’, a Ipy 0OpaIieHuH K
OJIM3KOMY YETIOBEKY KaK “‘oporoi/moporas’.
OpHaKO MOKHO M HE TEPEBONTH, B 3aBHCUMOCTH OT
TOHA IMCHMA.

2. Ykazauue UCTOYHUKA
nHpOpMaIIUK 0O KOMITAHUU

With reference to your advertisement (nau cokpar. —
ad) in... OTHOCHUTEIHLHO BaIlICH PEKIIAMBI B ...
Regarding your advertisement (uim cokpaliieHHO —
ad) in ... KacarenpHO Balleii peKjaaMbl B ...

3. IIpockba BeICIATH HEOOXOAUMBIC
JTAHHBIE

Could you please send me ... He moriu 061 BbI
BBICJIATh MHE ...

I would be grateful if you could... 5 Gbu1 OBI
OnarojapeH, €ciu BHI. ..

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

Could you send me more details... Moriu Obl Bbl
BBICJIATh MHE MOPOOHYI0 HHPOPMALHUIO. . .

4, Z[OHOJ'IHI/ITCJ'ILHHC BOITPOCHI

I would also like to know ... 51 ObI Takke XOTen
y3HaTh...

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

5. Iloamuchk

Yours faithfully, C yBaxenuem, (ecnu B
oOpallleHny TUchMa He OblIa yKa3zaHa haMuIus
MOJIy4yaTelis)

Yours sincerely, HWckpenne Bar, (eciu B
oOpamieHny nucbMa Obljia yka3aHa haMuins
110JIy4yaTelis)

He3asncmmo oT npeameTa O6CV)K,CI,€HMH, d)OpMyl'IMpOBKM COCTaB/IEHUA TaKOro genosoro nNnncbma

OCTalOTCA CXOXMMMWN.

Dear Sirs,

YBaxkaeMbIe rocro/ia,




Translation Brochure [To moBoay Bpormrtopst o mepesoie:

| should be grateful if you would send us 51 Gbi ObI BaM OJaroiapeH, eciiu Obl Ba

your brochure and price list about your BBICJIAJIM MHE Ballly OpOIIOpY U
translation services. npaic-IucT 00 yCIIyrax 1o mepeBoy.
Sincerely ... Uckpenne ...

Orteer Ha 3anpoc uHpopManuu

Inquiry Letter

Korza komnaHuaA nosiyyaet NnMcbMo C Npocbb0oit BbichaTb NOAP06HY0 MHGOPMALLMIO O ee MPOAYKL MM,
TOBape Wau ycayre, B OTBETHOM NMMCbME OYEHb BaXKHO NPOM3BECTU 61aronpusTHOE BnevyaTaeHune Ha
NOTEHLMANLHOTO KAMEHTA UM NapTHepa. BeKMBbIN, rPaMOTHO COCTaB/IEHHbIV OTBET 0653aTesIbHO
6yaeT cnocobcTBOBaTL CO34,aHMIO MOAOGHOMO BNeYaTeHus.

1. Obparenue

Dear Mr, Ms VBakaeMBIH TOCIOIUH, TOCITOKA

2. biiarogapHOCTh 3a OKa3aHHOE BHUMAaHUE

Thank you for your letter of ... Cnacu60 3a Barie nmuchbMo OT (j1arta) ...
We would like to thank you for enquiring Me1 xoTenu Obl TOOIaroJapUTh Bac 3a
about ... MIPOSIBJICHHBIA MHTEPEC. ..

3. IlpenocraBnenue TpedyeMoi

nHpopMaruu

We are pleased to enclose ... MpbI C YZIOBOJIbCTBHEM BKJIAJIBIBAEM. . .
Enclosed you will find ... B npukperuienHoM ¢aiinie Bl HalaeTe. ..
We enclose ... MpI nipusniaraem. ..

4. OTBeT Ha JONOJHUTENIbHBIE BOITPOCHI

We would also like to inform you ... MEI Takke XOTeIu Obl COOOIIUTE BaM O. ..
Regarding your question about ... OTHOCHTEIBHO BalIEro BOIPOCa O...

In answer to your question (enquiry) about OTBeuas Ha Ball BOTIPOC O...

5. Bricka3spiBaHue HaaeX bl Ha JadbHEHIIIEE
IJI0JIOTBOPHOE COTPYAHUYECTBO

We look forward to ... Mgl HazieeMcs / 0KuIaeM

hearing from you yCIBINIATh BaC CHOBA (IIOJYYHTh OT Bac
cooOreHune)

receiving your order MOJIYYHTh OT Bac 3aKa3

welcoming you as our client (customer) BbI CTAHETE HAIITUM KIIMEHTOM

6. [Toanuce

MomHUTe, Koraa Bbl 06paLLaeTech K Ye/I0BEKY, MMA KOTOPOro Bam He M3BECTHO, CaeayeT nucaTb ‘Yours
faithfully’ , a koraa ykasbiBaete umsa, damunuio — ‘Yours sincerely’,

Mpumep oTBeTa Ha 3anpoc MHopmaumm



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

New York, NY 12009

Kenneth Beare — ums u gpamunus agpecara

Administrative Director — g0/pKHOCTB ajpecara

English Learners & Company — HaumMeHOBaHUE
¢bupmeI-agpecara

2520 Visita Avenue — aapec pupmbi-aapecara

Olympia, WA 98501

September 12, 2010

Dear Mr Beare,

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

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

We look forward to welcoming you as our customer.

Yours sincerely,

(Signature)

Position

VYBaxkaeMblii roctioguH bup!

biarogapum Bac 3a Bam 3anpoc ot 12 ceHTs16ps1, B KOTOpOM
Brbl cipammBaeTe o HaieM AEWCTBYIOIIEM KaTajore.

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

Hckpenue Ba.

(Tmoamuce)

JIOKHOCTB

PaboTta no BbiNOAHEHUIO nepesoaa TeKCToB

Mpu Nnepesoae TEKCTOB MOMHUTE O CAeayoWeM:


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

1. TekcT, NnpeAHa3HaYeHHbIN A5 NepeBoga, HEO6XOAMMO PacCMaTPMUBATb KaKk egnMHoe
CMbICNOBOE Leoe.

2. HauynHaTb NepeBoOA Hafo C Ha3BaHMA TeKkcTa. OgHAKO, ecnn NepeBos 3ara1aBuA Bbi3blBaeT
3aTPYAHEHUSA, IO MOXKHO OCYLLECTBUTL NOC/E NEPEBOAA BCErO TEKCTA.

3. Tpexae 4em NepeBoAMTb TEKCT, BHUMATENbHO NPOYTUTE €ro, CTapasncb NOHATb ero obuee
copepraHue 1 HanpaBaeHHocTb. O6paLLainTe BHUMAHUE Ha MHTEPHALUMOHA/bHbIE C/I0BAQ,
peanuu, 4atbl U T.4.

4. [lpoyuTaliTe BECb TEKCT, NPUCTyNaiTe K NepeBoay OTAE/bHbIX NpeasioxKeHni. NMoHATb
npeasoKeHne — 3HaYUT BbIACHUTb HE TOJIbKO 3HAYEeHME KaXK40ro C/10Ba, HO U YCTAHOBUTD, B
KaKOW CBA3M HAX04ATCA APYF C APYroM c/aoBa. He ciefyeT BbINUCbIBATL C/I0Ba CPasy M3
BCEro TEKCTA, TaK Kak O4HO M TO e CN0BO 4YacTO MMeET HECKOJIbKO 3HAa4YEHMI, KOTOPbIE He
Nnoaxo4AT ANA AAaHHOrO TEKCTa.

5. TepBoHaYasibHbIN NEPeBOA MOXKET ObITb A0C/NOBHbIM, 06/eryatowmMm NnoHMMaHme
OCHOBHOTO CMbIC/1A TEKCTA. 3aTem cnenyeT NPUCTYNUTb K ero CTUINCTUYECKON,
NMTepaTypHoi 06paboTKe, Ana Yero Hago noabupaTb C0Ba U CNOBOCOYETAHUA, Hanbonee
YeTKO Nnepesatolme CMbIC/1 NePeBOAMMOro TeKcTa. MepeBoa A0MKeH BbITb TOYHbIM, @ HE
6YKBaNbHbIM, J,0CN0BHbIM. TOYHOCTb NEPEBOAA — 3TO KPATKOCTb, BbIPAa3UTENbHOCTD,
JlorMyeckas nocsef0BaTeIbHOCTb, YETKOCTb U3/10XKEHUA TEKCTa OPUTMHAA U COOTBETCTBUE
ero HopmMam pPyCcCKOro IMTePaTyPHOro A3blKa. ByKBanbHbI NepeBos, cBOAUTCSA K
MeXaHUYeCKoN NoACTAaHOBKE PYCCKOro C/IoBa BMECTO aHI/IMMCKoro 6es yyeTa ero cBAsu B
npeaoKeHnn, 4yTo oH6bIMHO NPUBOAUT K HECCMbIC/TMLLE U UCKAXKEHUIO CMbIC/A
nepeBogMMOro TeKCTa.

Mpu nepeBoge AonycKaeTcs:

a)
b)
c)
d)

e)

M3mMeHeHWe NopsaaKa CNoB B NPeaNoKeHUn

nepeHoc oTAeNbHOro C/10Ba U3 04HOro NpPea/oKeHuaA B gpyroe,

obbeanHeHue aAByx an 6onee NpeasoKeHUn B 04HO UM HaobopoT

nobaBieHne OTCYTCTBYHIOLLMX B TEKCTE C/I0B, HO TPebyembixX Mo CMbICAy CNOB 1, HaobopoT,
onylleHMe oTAeNbHbIX C/I0B OPUTUHA/IbHOMO TEKCTA Ha PYCCKOM A3bIKe,

3aMeHa OZHOM YacTu peun apyrou

Mpu nepeBoae NoNb3yHTECH CIOBAPEM.

YT10bbI pa60Ta CO ChoBapem He OTHMMaA/1a MHOIoO BpeMeEHMU, cneayer.

v

v

XOPOLWO 3HaTb andaBUT , TaK KaK CNOBA pPacnosioxeHbl B anpaBUTHOM NopAAKe He TONbKO No
nepeoi 6yKBe, HO M MO BCEM NOCAEAYIOLLMM;

MOMHWTb, YTO C/IOBA AAaHbl B UX UCXOAHOM GopMe, T.€. FNaroibl — B UHGUHUTUBE,
CyWecTBUTeNbHbIE — B 06LLEM NajeKe, e4MHCTBEHHOM YMCae, MpuaaraTe/ibHoe — B
NoAoXKMUTENbHOW cTeneHu. Mocne Kaxa0ro C10Ba B CI0BAPe UCNO/b3YETCA COKPaLLEeHue,
0603HayvatoLLee NPUMHAANEKHOCTb C/1I0BA K ONpeaeIeHHON YacTu peyn.

adjective a. npujaraTebHOe
adverb adv. Hapeuue
conjunction Cj. COI03
noun n CYIIECTBUTEILHOE
numeral num YHCIUTENHHOE
plural pl MHO>KECTBEHHOE YU CJIO




preposition prep pe;yIoT
pronoun pron MECTOMMCHHE
verb v raaroj

CneayeT NOMHUTH!

Henb3a 3n10ynotpebasTb on-line nepesog4ymnKkamu, a ec/im UCNo/Ib3yeTe UX, TO HeobxoaMma cepbesHas
peaaKktypa nepesegeHHoro tekcrall!

Tak, Hanpumep, Google Translate (http://translate.google.com/) — sto cucrema cratuctuyeckoro

MalLUWHHOro NepeBoaa, YTo 03Havaert, Yto GT-cucTema He aHa/IM3NPYET CMHTAKCMC TEKCTa Ha OCHOBe
KaKMX-TO CTPYKTYpPHbIX npaBua. OHa BblaaeT Hanbonee BepOATHbIN Nepesos, NpeasioxKeH s Uam caoBa,
OCHOBaHHbI Ha CTaTUCTMKE HAKOM/IEHHbIX Ye/I0BEYECKUX NepeBoaos. B ocHoBe aHann3a npu sTom
4acTO /Ie’KaT KOPOTKME LLeMOYKM BCEro M3 HECKO/IbKMX C/1I0B. 3TO 03HAYaET, YTO KOr4a CMCTeEME He
XBaTaeT AaHHbIX A1 KOMMIEKCHOro CTaTUCTUYECKOrO aHaM3a UAKN KOrA4a B A3bIKax OpurnHana u
nepesoaa CylLlecTBEHHO pas3nyaeTca nopaaok c1os, To GT BblgaeT TapabaplumHy Uam NpocTo
nepeHoCUT B Nepesos, Te C/10Ba OPUTMHana, 41a KOTOPbIX Y Hee HeT nepesoaa.

PaboTta Hag NoAroToBKOW BbICTYNAE€HUA

Cmpykmypa eplcmynjeHnus.
- BcTynneHune nomoraeT obecneunTb ycnex BbiCTynAeHWUA No Ntoboi TemaTuke. BeTynaeHne f4ONKHO

CoZepKaTb: HasBaHWe, COObLLEHME OCHOBHOM NAEU, COBPEMEHHYIO OLLEHKY NPeAMETa U3/TOKEH U,
KpaTKoe nepeyncieHne paccmaTprMBaeMbiX BOMPOCOB, *KMUBYIO MHTEPECHYIO GOpMY U3N0XKEHMUS,
aKLLEeHTMPOBAHME BHUMAHMA HA BaXKHbIX MOMEHTAX, OPUTMHANbHOCTb Noaxoaa. OCHOBHas 4acTb, B
KOTOPOM BbICTYNAOLWMIA JOMKEH ITYBOKO PAaCKpPbITb CyTb 3aTPOHYTOM TeMbI, 06bIYHO CTPOUTCS MO
NPUHLMNY OTYETa.

- 3a4a4a OCHOBHOWM YacTn — npeacTtasuTb 40CTAaTOYHO AaHHbIX ANA TOro, yTOObI caywartenun
3anHTEpPECOBAINCH TEMOW M 3aX0TeNIN 03HAKOMMUTBLCS C mMmaTepunanamu. an 3TOM 10rn4eCKan CTPYKTypa
TeopeTnyeckoro 610Ka He AO0/IXKHbI AaBaTbCA 6es HarnAaHbIX ﬂOCOGMﬁ, ayaAno-Bn3yasabHbIX U
BU3YyaJ/IbHbIX MaTepPUaANoB.

-3aKnto4eHue - ACHoe, YéTKoe 0606LLI,EHVI€ N KpaTKne BbiBOAbl, KOTOPbIX BCErAa XAYT CaywaTtenn.

A) Obwme pekomeHaaUMK

- Mpwv noaroToBKe BbICTYNNEHUA yHMTbIBaﬁTe nHTEPEC N NOATrOTOBKY cnymaTeneﬁ, nx
0CBEAOMNIEHHOCTb O TeMe Ballero BbICTYNNEHUA;

- TwaTtenbHO npop,ymaﬁTe N/1aH BbICTYN/1IEHUA. OHO 0NXKHO BKAOYATL BBEAEHME, OCHOBHYO 4aCTb U
3aKo4YeHUe.

- 3apaHee onpegennTe Knro4YeBble MOMEHTbI, Ha KOTOPbIX HAaA40 cA4enaTtb ynop, nx
nocnenoBaTtesibHOCTb (TaKMX MOMEHTOB O0/TXKHO 6bITb He MHOrOo, yTObbI HE neperpyxatb cnyLuaTeneﬁ).

- CocTtaBbTe Bawe BbICTYyNN€EHUE TaK, yTObbI pacckas 3aHMMan no BpemeHu 5-7 MnHyT. lMomHUTE, 4TO
XOpOoLwo BOCNPUHUMAETCA SIMOLLIMOHA/IbHOE N KOPOTKOE NO BpeMeHU U3N10XXeHNe maTtepmnana C
MCNON1b30BaHNEM UHTEPECHbLIX NPNUMEPOB.

- yn0Tpe6nm71Te TOZIbKO NOHATHbIE BAaM TEPMUHDbI.

- PacnnaHupyiTe MCNoAb30BaHWE CPEACTB HArNAAHOCTU - OHWN AO/KHbI COMPOBOXKAATb
BbICTYNAEHME, MOAYEPKMBATL KNHOUYEBBIE MOMEHTbI M MOMOYb C/YLIATENAM NPEeACTaBUTb, TO O YEM UAET
peub.


http://translate.google.com/

- NMpoBeguTe peneTuLmIo CBOEro BbICTYMN/IEHUSA U AOBEAUTE €r0 A0 HYXKHOW NPOLOIKUTENbHOCTY.
B) PekomeHaaumMm BbiCTynatoLiemy

- HeckonbKo ryboKux BAOXOB nepe, HauyaioM BbICTYMN/IEHUA MOMOTYT YHATb BOJIHEHKE. [lymaii o
Tex, KTo Tebs caywaeT, Kak ecaum 6bl Bce OHU Obl/IM TBOUMU APY3bAMM.

- HauHuTe cBOE BbICTyN€HUE C NPUBETCTBUA.
- Ornacute Ha3BaHWe Ballero NpoekTa, CGopPMyanpPyIUTe OCHOBHYIO UAE0 U MPUUYNHY BbiIBOPa TEMBI.
- He 3a6biBaitTe 06 yBarKeHUU K CIyLIaTENsIM B TEUEHME CBOETO BbICTYMNIEHMA (FOBOPUTE BHATHO).

- CTapaitTecb yCTaHOBWUTb 3pUTE/IbHbIA KOHTAKT C ayaUTOPUEN - 3TO NMOMOMKET Tebe BbI3BaTb MX
CMMNATULO, KpOMe TOro rnasa Tex, KTo TebA chywaeT, NOKa*XyT, HACKO/ZIbKO UM UHTEPECHO, TO YTO Tbl
roBOpULLb.

- No6narogapwvTe caywartenen 3a BHUMaHMe, a PYKOBOAMTENA - 33 MOMOLLLb.

- B KOHLe BbICTYyNn/1€HUA Tebe MOTyYT 3a4aTb BOMPOCHI. OTBEeT HauMHal c 6]'Ial'0p,apHOCTM 3a BOnpoc.
BocanHmmaﬁ Ka)KLI,bIVI BOMNPOC KaK CBUAETENbCTBO UHTEPECa ny6n|/||<|/| K TBOEMY BbICTYN/ZIEHUIO U K Tebe
NNYHO. MMTOMHU: JONOAHUTENbHbIE BOMPOCHI - 3TO WaHC ewe pPa3 npogemMoOHCTPUPOBATb CBOKO 3py,u,vlu,mo!

Kpumepuu camooyenku evicmynnenus:
. AKTyanbHOCTb BbIGPaHHOM TeMbl

. TnybuHa pacKkpbITMS TeMbI

. MpaKTMyecKas LEHHOCTb NPOEKTa,

. KomnosunumMoHHas cTpoliHOCTb

. CooTBeTCTBME MNMIAHY

. O6OCHOBAHHOCTb BbIBOAOB

. MpaBMABbHOCTb M TPAaMOTHOCTb 0OPMIEHUS
. AKKypaTHOCTb 1 An3aitH opopmaeHuns

O 00 N O U1 B WN -

. Copep:kaTeibHOCTb NPUNOKEHUIA

10. BbicTynneHuWe Ha 3awmTe(yMeHne U3N0XKUTb Camoe LLeHHOe, OTBeYaTb Ha BOMPOChI, 3alMLaTh
CBOIO TOYKY 3peHun)

11. UtoroBas oueHKa.
PaboTta Hag NOAroTOBKOM npeseHTauumit

Mpe3seHTaumsA, cornacHo TONIKOBOMY C/1I0Bapto pyccKoro fA3bika A.H. YwakoBsa: cnocob nogauu
MHPOpPMaALMK, B KOTOPOM MPUCYTCTBYIOT PUCYHKMK, doTorpadmnmn, aHumauma m 3ByK. [aa NoaroToBKM
npeseHTaLUnmn pekomeHayeTca ncnosib3oBatb: PowerPoint, MS Word, Acrobat Reader, LaTeX-oBckui
naket beamer. Camas npocrtas nporpamma gns co3aaHus npeseHTaunn - Microsoft PowerPoint. Ana
NoAroTOBKW Npe3eHTaumMm Heobxoamnmo cobpaTtb U 06paboTaTh HauyaNbHYO MHPOPMALIUIO.
MNocnepoBaTenbHOCTb NOAFOTOBKM Npe3eHTaumm: 1. YHéTko chopmynmpoBaTthb Leb Npe3eHTaunm: Bbl
XOTUTE CBOIO ayAUTOPUI0 MOTUBUPOBaATb, YoeanTb, 3apa3unTb KaKon-To naeen nam npocto GpopmasibHO
oTuMTaThCa. 2. ONpeaennTb Kakos byaeT popmaT NpeseHTaLUn: }KMBOE BbICTyNnaeHne (Toraa, CKONbKo
6yaeT ero NpoAo/IKUTENbHOCTb) UM SNEKTPOHHAA PacchbisiKa (KakoB ByaeT KOHTEKCT npe3eHTauumu). 3.
OTobpaThb BClO coAeprKaTebHYO YacTb A5 NPEe3eHTaLMM U BbICTPOUTb JIOTUYECKYIO LIEMOYKY
npeacrasneHusa. 4. Onpenenntb KN0HEBbIE MOMEHTbI B COAEPKAHMUN TEKCTA M BblAENINTb UX. 5.
OnpeaennTtb BUAbI BU3yanmusaumm (KapTUHKKN) Ans oTobpakeHns UX Ha claifiax B COOTBETCTBUM C
JIOTVKOWN, Lenbio U cneumdmrKoi matepurana. 6. Noaobpatb An3ainH U dopmaTnpoBaTb Chanabl
(KoNnuecTBo KapTUHOK U TEKCTA, UX PACNONOXKeHUe, LBET 1 pa3mep). 7. MpoBepuTb BM3yaabHOe



BOCNpUATME NpeseHTaumn. K Bugam BMsyannsaLmm oTHOCATCA UAAOCTPaALMKM, 06pasbl, AMarpammel,
Tabanubl. Uaacmpayua - npeacTaBaeHMe peasnbHO CyLLEeCTBYHOLWENo 3puTenbHoro paga. Obpasel - B
OT/INYME OT UAACTPaLU - meTadopa. Vx HazHaYeHMe - BbI3BaTb IMOLUIO U CO34aTb OTHOLLEHWE K HER,
BO34EeMCTBOBATL HA ayaMToputo. C MOMOLLLbHO XOPOLLO NPOAYMAHHbIX U NpeacTaBasembix 06pa3os,
MHGOPMaLMA MOXKET HAZOr0 OCTATbCA B NAMATU YenoBeka. Juazpamma - BU3yanmnsauma
KONMYECTBEHHbIX M Ka4eCTBEHHbIX CBA3EM. MX MCnonb3ytoT Ana ybeamTenbHON 4eMOHCTPAUMKN AaHHbIX,
AN TPOCTPAHCTBEHHOMO MbILI/ZIEHUA B AOMNOJIHEHUE K IorTn4eckomy. Tabauya - KOHKPETHbIN, HAarNsaHbIN
M TOYHbIV NOKa3 AaHHbIX. EE OCHOBHOE Ha3HaYeHMe - CTPYKTYPUpPOBaTb MHPOPMALLUIO, YTO NOPOIA
obneryaet BOCNpUATUE AaHHbIX ayaAnTopuei. NpakTMyeckne coBeTbl MO NOATOTOBKE Npe3eHTauum
roToBbTE OTAE/IbHO: NMeYaTHbIM TEKCT + Cnangbl + pa3gaToyHbll maTepuan; cnagbl - BU3yasibHaa nogaya
nHPopMaL MM, KOTOpas 40/XKHA COLEPKATb MUHUMYM TEKCTA, MaKCUMYM U306 parKeHNIn, HecyLmx
CMbICNOBYO HarpysKy, BbIrA4eTb HarAA4HO M NPOCTO; TEKCTOBOE COAEPKAHME NPe3eHTaLMM - YCTHan
peyb UM YTEHWUE, KOTOPAsA AOJIXKHA BK/IKOYATb apryMeHTbl, paKTbl, 40KA3aTeIbCTBA U SMOLLUUK;
pekomMeHayemoe Yncao cnangos 17-22; obasatenbHaa MHPopmaLma aas npeseHTaumm: Tema, bammama
M MHULMAAbI BbICTYNAIOLWWLEro; NJaH coobLweHNA; KpaTK1e BbiBOAbI M3 BCErO CKa3aHHOMo; CNMCOK
MUCNO/Ib30BaHHbIX UCTOYHWKOB; Pa3AaToOYHbI MaTepuan - AOKEH obecneynBaTb Ty Ke r1yobuHy 1 oxBear,
YTO W KMBOE BbICTyNAeHUe: Ntoan bosblue A0BEPAIOT TOMY, YTO OHM MOTYT YHECTHM € CO6OoM, Yem
ncyesaowmm n3obparkeHnam, coBa U cnaiabl 3abblBatoTCcA, a Pa3faTOYHbIN MaTepuan octaeTca
NOCTOAHHbIM OCSI3aEMbIM HaNOMMUHAHMEM; Pa34aTOUHbIN MaTepPUas BaXKHO pa3gaBaTth B KOHLUE
npeseHTaunn; pasgaToyHbli MaTepuasbl 4OMKHbI OTIMYATLCA OT CNAaNA0B, A0/IKHbI ObITb Honee
MHOOPMATUBHBIMU.

KomnbtoTepHyto Npe3eHTaumtio, CONPOBOXKAAIOLLYIO BbICTYNEHWE AOKNaAUYMKa, YA06Hee Bcero
noarotoBuTb B nporpamme MS Power Point. Mpe3eHTauma Kak 4OKYMEHT NpeacTaBaseT cobol
nocneaoBaTeIbHOCTb CMEHAIOLLMX APYr APYra CNalioB - TO eCTb 3NEKTPOHHbIX CTPAHUYEK, 3aHMMAOLLMX
BECb 3KPaH MOHUTOPA (6e3 NpUCcyTCTBUA NaHenei nporpammbl). Yalle Bcero AemMoHcTpauma
npeseHTaLMM NpoeLmpyeTca Ha 60NbLLIOM 3KpPaHe, pexe — pa3faéTtca cobpaBLIMMCA KaK NeYaTHbIN
maTepuan. KonmyecTso cnaingoB aeKBaTHO COAEPHKAHUIO U NPOAOIKNTENbHOCTU BbICTYNIEHUA
(Hanpumep, oA 5-MUHYTHOTO BbICTYNNEHNA PEKOMEHAYETCA UCMOb30BaTh He 6onee 10 chaiigos).

Ha nepsom cnaﬁ,qe obAsaTeNnbHO npeacraBnAeTCcA Tema BbICTYyN/IEHUA U CBEAEHUA 06 aBTOpax.
CI'IEAVI-OIJ.I,VIe CﬂaVI,ﬂ,bl MOXHO NoAroToBUTb, UCNONb3YA OBE Pa3/INdHbIE CTPAaTENMN NX NOATOTOBKU:

1 cTpaTerus: Ha cnaingbl HAHOCUTCA OMOPHbIA KOHCNEKT BbICTYNNEHUSA U KNOYEeBbIe C/I0Ba C TEM,
4TO6bl NO/IL30BATLCA UMW KaK NNaHOM A1 BbICTYNAeHUs. B aTom cayyae K cnaligam npeabaBastoTcs
cnepyrowme TpeboBaHUA: 06beM TEKCTA Ha cranae — He 6onblue 7 CTPOK;
MapKMPOBaHHbIN/HYMEPOBaHHbI/ CMUCOK COAEPHKUT He 6onee 7 3N1eMEHTOB; OTCYTCTBYHOT 3HAKK
NYHKTYaLMM B KOHL,E CTPOK B MapKMPOBaHHbIX M HYMEPOBaHHbIX CMCKaX; 3Ha4YMMan MHopmaLms
BblAENAETCA C NOMOLLbIO LBETa, Kerns, appeKkTos aHnmaumm. Ocobo BHUMATEIbHO HEOBXOANMO
NPOBEPUTb TEKCT Ha OTCYTCTBME OWMBOK 1 onedyaTok. OcHOBHan olwmbKa nNpu Bbibope faHHOM cTpaTernm
COCTOMT B TOM, YTO BbICTYMatoLME 3aMEHAIOT CBOKO PeYb YTEHMEM TeKCTa CO CNalioB.

2 cTpaTterva: Ha cnangbl nomellaetcs GakTUYeCKMii matepuan (Tabanubl, rpadpukn, dotorpadum m
np.), KOTOPbIN ABNSETCH YMECTHbIM W A0CTaTOYHbIM CPEACTBOM HArAsAHOCTM, MOMOraeT B PAcKpbITUK
CTEP’KHEBOW MAEN BbICTYNeHUA. BbibpaHHble cpeacTeBa BU3yanunsaumm nHbopmaumm (Tabanubl, Cxembl,
rpadvKM 1 T.4.) COOTBETCTBYIOT COAEPKAHUIO BbICTYNIEHUS. B 3TOM cyyae K cnaitgam npeabasaatoTca
cnepytowme TpeboBaHUA: MaKCMMAJIbHOE KOIMYECTBO rpaduyeckon MHpopmauumn Ha ogHom cnaige — 2
pucyHKa (boTorpadum, cxemol U T.4.) C TEKCTOBBIMU KOMMEHTapUAMM (He 6osee 2 CTPOK K Kaxkaomy).
Hanbonee BarkHaa MHdOpMaLMA L0ONKHA PAcNoNaraTbCa B LLEHTPE 3KpaHa.

OcHoBHas owmnbKa Npu BbiBope AaHHOM CTPaTernm — «COPEBHOBaHME» CO CBOMM MTIOCTPATUBHbIM
mMaTepuanos (ayaAnTopmm He NpeaoCcTaBaAAeTCA 4OCTaTOYHO BPeMeHMU, YToBbl BOCMPUHATL MaTepuan Ha



cnaipax). O6bluHbIN cnang, 6e3 adpdeKToB aHMMaL MK A0/XKEH AE€MOHCTPUPOBATLCA Ha 3KpaHe He
meHee 10 - 15 cekyHA,. 3a MmeHblUee Bpemsa NPUCYTCTBYIOLLME HE yCneeT 0CO3HaTb coaeprKaHue cnanga.
Ecnn KaKaA-To KapTMHKA NOABMAACL Ha 5 CEKYHA, @ NOTOM TYT e CMEHWACk APYroW, TO ayauTopus
OyLeT cuMTaTh, YTO AOKNAZ4YMK eé nogroHseT. O6paTHOro (No3MTUBHOIO) apdeKTa MOXKHO LOCTUTHYTD,
€C/NN AOKNAJUMK  NPOAUCTbIBAET MHOMECTBO CNAaNA0B CO CIOXKHBIMU Tabanuamm 1 guarpammamu,
roBopA Npu 3Tom «BOT TyT NpMBEAEH PA3HOTO PoAa 8CIOMO2amesibHbIl MaTepuan, HO A ero Xxouy
NPoNycTUTb, YTODObI HE Neperpy»aTb BbICTYN/IeHNe noapobHocTaAMMY. MNpaBaa, Takon Npuém aenatb B
Ha4ase N B KOHUe NpeseHTalMn — PUCKOBAHHO, ONTMMAJIbHbIN BapUaHT — B cepeaMHe BbICTYNAEHMUA.

Ecnu Ha cnainge NpuMBOAUTCA CIOXKHasA Anarpamma, eé HeobxoaMmo npeaBapuTb BBOAHbIMU
cnoBamu (Hanpumep, «Ha aToli guarpamme NPUBOANUTCA TO-TO U TO-TO, 3€N1EHBIM OTMEYEHbI MOKa3aTen
A, cMHMM — nokasaTtenu b»), c Tem, 4TobbI AaTb BPEMA ayAUTOPUM Ha €€ PacCMOTPEHME, a TOJIbKO 3aTem
NPUCTYNaTh K eé obcyKaeHuto. Kaxablii cnaing, B cpegHem LO/KEeH HAXOA4MTbCA Ha SKpaHe He MeHblue
40 — 60 cekyHp, (6e3 y4éTa BpeMeHM Ha C/ly4aliHO BO3HMKLIEe obcyKaeHune). B cBA3U € 3TUM Nydlie
HaCTPOWTL NPE3EHTALMIO HEe HAa aBTOMATUYECKUIA MOKas, a Ha CMEeHY C/TaL0B CaMUM A0KIaL44 UKOM.

Ocob0 TwaresbHO HE0bX0AMMO OTHECTUCH K OghopMaeHUro npeseHmayuu. Ons Bcex cnanaos
npe3eHTaLMM NO BO3MOXKHOCTU HEOHXOAMMO UCNOb30BaTb OAMH U TOT e WabaoH obopmaeHus, Kerib
— [N1A 3ar0/IOBKOB - HE MeHblue 24 NyHKTOB, A8 MHPopmauum - He meHee 18. B npeseHTaumsAX He
NPUHATO CTaBUTb NEPEHOCHI B C/I0BAX.

MoaymaiiTe, He OTBNEKAWTE /M Bbl CNyLLATENEN CBOEM Ke Npe3eHTaumen? ApKue Kpacku, CoXKHble
LBETHbIE NOCTPOEHWSA, USNINLLHASA aHUMALLWA, BbINPbITMBAOLLMIA TEKCT MW UANOCTPALMSA — He camoe
Nlydliee JONONHEHME K HAYYHOMY AoKnagdy. TakkKe HexenaTesibHbl 3ByKOBble 3QdeKTbl B X04e
AEeMOHCTpaLMmM Npe3eHTauun. Haunyydwnmm aBnsaroTca KOHTPACTHbIE LiBeTa GoHa 1 TeKcTa (benblit GoH —
YEPHDIN TEKCT; TEMHO-CUHUI GOH — CBETNO-KENTLIN TEKCT U T. 4.). Jlyulle He CMelWwnBaTb PasHble TUNbI
WpnPTOB B OA4HOM NpeseHTauun. PekomeHayeTcs He 310ynoTpebaaTb NPonUCHbIMK ByKBamm (OHU
YUTaKOTCA XYKeE).

HeKoHTpacTHble cnanabl 6yayT CMOTPETbCA TYCKAbIMU U HEBbIPA3UTEbHbIMM, 0COBEHHO B CBET/IbIX
ayautopwax. Ana nyywel opMeHTaummn B NPe3eHTaLMm No Xo4y BbICTYNIEHUSA Nyylle NPOHYMepoBaTh
cnanapl. *enatenbHo, YTobbl Ha CNaingax ocTaBasnch Noas, He MeHee 1 CM C KaXKa,0l CTOPOHBI.
BcnomoratenbHas nHopmauma (ynpaBastoLLmMe KHOMKKU) He A0MKHbI NpeobaaaaTb HaZ OCHOBHOM
MHpOpMaLMel (TEKCTOM, MAOCTPaUUAMK). Mcnonb3oBaTb BCTpoeHHble 3G eKTbl aHMMAaLLMKU MOXKHO
TO/IbKO, Koraa 6e3 aToro He 060i1TUCH (Hanpumep, NocneaoBaTeIbHOE NOABNEHWE 31eMEHTOB
Avarpammel). 1S aKLEeHTUPOBaHUA BHUMAHWUA Ha KaKOW-TO KOHKPETHOW MHPOPMaLMKN CNainaa MOKHO
BOCMO/1b30BaTbCA /1a3€PHOM YKa3KOM.

[unarpammbl roToBATCA C UCMOAb30BaHUEM MacTepa Auarpamm TabanyHoro npoueccopa MS Excel.
[na BBOAa YNCNOBBIX AlaHHbIX UCMONb3YeTCA YMCA0BON GOPMaT C pasdenmTenem rpynn paspagos. Ecam
AaHHble (NoANUCKU AaHHbIX) ABAAOTCA APOBHbIMM YUCAAMM, TO YNCNO OTOBParkaemMbIX AeCATUYHbIX
3HAKOB Z10/13KHO BbITb 0AMHAKOBO A/1A BCEl rPpynmnbl 3TUX AaHHbIX (BCero paaa noanuncein AaHHbIX).
[aHHble M NoANMCK He A0/KHbI HaKNaablBaTbCA APYr Ha Apyra U CIMBaTbCA C rpaduyeckumm
anemeHTamm guarpammsbl. CTPYKTYpPHbIE AMarpamMmbl FOTOBATCA MPM NOMOLLM CTaHAAPTHbIX CPEACTB
pucosaHua naketa MS Office. Ecnv npu dopmaTtmpoBaHumM cnainga ectb HE0BX0AMMOCTb
NPOMOpPLMOHANAbHO YMEHbLUUTb Pa3Mmep Anarpammsl, TO pasmep WPUPTOB PEKBUIUTOB A0/KEH BbITh
YyBE/IMYEH C TaKMM pacHeTom, 4Tobbl peanbHoe oTobpaskeHne 06BbEKTOB AnarpaMmmbl COOTBETCTBOBA/IO
3HaYeHUsAM, YKa3aHHbIM B Tabamue. B Tabanuax He A0KHO 6bITb 60s1ee 4 cTpoK U 4 cTonbuoB — B
NPOTUBHOM CAy4ae AaHHble B Tabauue byaeT NPOCTO HEBO3MOXHO YBMAETb. AUYElKn C Ha3BaHMUAMM
CTPOK M CTONBL0B U Hanbonee 3HaYMMble AaHHblE PEKOMEHAYETCA BblAENATb LIBETOM.

TabanyHas nHbopmMauma BCTaBAAETCA B MaTepuasbl Kak Tabaunua Tekctosoro npoueccopa MS Word
nnu TabandyHoro npoueccopa MS Excel. Mpu BcTaBKke Tabanupbl Kak 06bEKTa MU NPOMNOPLMOHANIBHOM



M3MEeHEeHUN e€ pasmepa peasibHblii 0Tobparkaemblit pasmep WwWpndTa AomKeH bbiTb He meHee 18 pt.
Tabmupl U AMarpaMmbl PasmMeLLatoTca Ha CBETAOM Uaun benom poHe.

Ecnu Bbl npesnoymTaeTe BOCNO/Ib30BATLCA MOMOLLLIO OMepaTopa (4TO TOXKEe BOSMOMKHO), a He
JINCTATb CNanabl CAMOCTOATE/IbHO, O4EHb NOJIE3HO NPEeAYCMOTPETb CCbIIKM HA Caiabl B TEKCTE A0KAa4a
(«Cneaytowmii cnaing, noxanymncra...»).

Mocne NoaroToBKM NpeseHTauum HeobxoamMma peneTuuma BbICTYNAEHUA.

3aKAouUTENbHBIN CNaig npe3eHTaumm, cogepramin Teket «Cnacmbo 3a BHUMaHue» nam «KoHew,
BPA4 M NpUEMIeM N5 NPEe3eHTaLMM, CONPOoBOXKAaoWeN Ny6anYHoe BbICTYNAEHMUE, MOCKOJIbKY
3aBeplUeHMe NoKasa ClangoB ewé He ABAAETCA 3aBepLeHMeM BbiCTynaeHuA. Kpome Toro, Takue
cnanapl, TaK e Kak n cnang «Bonpocb!?», ayb6ampytoT ycTHoe cooblieHne. ONTMMaibHbIM BapUaHTOM
npeacTaBaseTcs NOBTOPeHWe NepBoro clanga B KOHUE Npe3eHTaunm, NOCKoJIbKY 3TO AaET BO3MOMKHOCTb
eLé pas HaNOMHUTb C/IyLIATENAM TEMY BbICTYNIEHUA U UMA AOKAag4YMKa U IMbo nepeinTy K Bonpocam,
b0 3aBepLINTb BbICTYMN/IEHNME.

[ns nokasa daiin npeseHTaumm Heobxoanmo coxpaHutb B popmate «lemoHcTpauma PowerPoint»
(Paitn — CoxpaHuTb Kak — Tun ¢panna — OemoHcTpaums PowerPoint). B aTom ciyyae npeseHTaumn
aBTOMATUYECKM OTKPbIBAETCA B PEXKMME MNOSIHOIKPAHHOTO NoKasa (slideshow) v cnywartenun nsbasneHsol
KaK oT BuAa paboyero okHa nporpammbl PowerPoint, Tak 1 OT NoTepb BpeMeHU B Havasie NoKasa
npeseHTauuu.

Ilocne noocomosku npezenmayuu NOJ1€3HO NPOKOHMPOIUPOBANMb Ce05 BONPOCAMU:
1) yaanocb v AOCTUYb KOHEYHOM Lenu npeseHTaumm (4To yaanocb onpeaenntb, 06bACHUTD,

npeaaoK1Tb UK NPOLAEMOHCTPUPOBATbL C MOMOLLLIO HEE?);
2) K KaKMM 0COBEHHOCTAM 06beKTa Npe3eHTaL MM yAaa0ck NpUB/AeYb BHUMaHWE ayautopun?

3) HE OTBJZIEKAET /I CO34aHHAA Npe3eHTayunAa oT yCTHOro BbICTyI'IJ'IEHlli‘r'I-.I>



MpunoxeHue 2

MeTtoguueckue pa3paboTku no pasgenam / Temam ayauTopHOU U BHeayaUMTOPHOU paboTbi
obyuatowwmxca

TEXT _ Different Styles
(pasmeni, n.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:

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

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

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

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

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

Academic language should be clear, unambiguous and objective. “Objective” does not mean that you
avoid taking a position; rather, it means to expose its foundations (reasons, evidence). Inexperienced
writers are often tempted to embellish their language, using complicated expressions and technical
terminology. As a rule of thumb, however, you should choose ordinary language as long as it is
adequate. Scholars who have achieved classical status often write in a plain and direct style. This is
precisely why — regardless of changing literary conventions — they have been widely read over the years.

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

Level of style

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

Active — Passive
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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
“we”.

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

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

1. The model has been subjected to statistical analysis.
1. 2. An inability to export sufficient crude oil for hard currency needs is proposed here as

the cause of the collapse of the Soviet economy.
2. 3. The assembly of extensive data is being considered, but no evaluation has yet been
made in regard to the potential of its reliability.

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

e - Writing that is too formal is not effective.

« - Informal writing with inappropriate language is not acceptable.

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

Stylistics weaknesses to avoid are:

e - Wordiness;

e - Redundancy;

e - Gender-bias;

e - Cliches;

e - Loose construction;
e - Euphemisis

e A careful use of traditional phrases is encouraged to keep writing smooth and coherent.
Writers must develop a sense of audience.
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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 (pa3gen 1, n. 1.3)

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

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

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

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

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

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

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

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

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

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

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

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
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e Have your personal information at hand: phone number and address to reach you at, etc.
Make sure you are in a quiet and comfortable environment.

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

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

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

of the call.

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

Express gratitude. Always thank the potential client for allowing you a few moments in his/her

busy day. (“I want to thank you for taking my call.
This will only involve a moment of your time so you can get back to your busy schedule”).

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

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

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

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

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

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

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

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 | help you? (a typical switchboard response)
e John Smith speaking.

e Thisis John Smith.

e John here.

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

Asking for a connection

I’d like to speak to , please.

Could you put me through to_ , please?

e |'d like to speak to someone about__, please.
Taking/ leaving a message
o — [I’'mafraid he is out/ away/ off at the moment. Can | take a message?
e Canyou ask him/ her to call me back?
Explaining the reason for the call

e Thereason | calledis
e |amjust 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'm out all day.

e Tuesday would be fine.

e That suits me. Signing off

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

e Goodbye.

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

TEXT_Public Speaking (pasaen 1, n. 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
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might have to talk about your organization at a conference, make a speech after accepting an award, or
teach a class to new recruits. Public speaking also includes online presentations or talks; for instance,
when training a virtual team, or when speaking to a group of customers in an online meeting.

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

In short, being a good public speaker can enhance your reputation, boost your self-confidence, and

open up countless opportunities.

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

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

e to encourage the audience to make a decision;

e tosell 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;

® N U AW R

Thanking/ inviting questions.

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

If you’re going to be delivering a presentation or prepared speech, create it as early as possible. The

earlier you put it together, the more time you’ll have to practice.

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

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

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

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

Keep the time limit of your talk.

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

e Plan appropriately.

e Practice.

e Engage with your audience.

e Pay attention to body language.

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 (Pasgen 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:


https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66861&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66807&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66867&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66845&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66854&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66845&displayformat=dictionary
http://www.mindtools.com/pages/article/getting-feedback.htm
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66871&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66845&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66870&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66845&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66868&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66869&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66867&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66845&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66872&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66872&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66872&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66854&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66872&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66884&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66872&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66872&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66892&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66893&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66894&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66872&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66845&displayformat=dictionary
https://newlms.magtu.ru/mod/glossary/showentry.php?eid=66872&displayformat=dictionary

1. Toinform
e - Circulate new ideas;
e - Inform others of work done or progress made;

e - Provide update on the progress of the project.

1. Toinstruct

e - Tell others how to put new ideas into practice;

e - Explain how a new system will operate;

1. Toinfluence

e - Sell your ideas and persuade the reader or the audience to make a decision;
e - Recommend a course of action;

o - Reveal the benefits of the start up of a new project;
1. Tointerpret

e - Assess a situation;

e - Draw up conclusion;

e - Analyze the performance of the company;

1. Tointerest

- Use the presentation to appeal to wide audience;

- 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)
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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:

e Introduction

e Methods and Materials
e Results
e Discussion

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

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

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

 states why the topic is important or useful
o explains any abbreviations or special terms.
Method sets out what you did in sequence
o explains how you did it
« indicates what materials, techniques or equipment you used
« provides sufficient information for the reader to replicate the study.
Results presents what you found
« includes clearly titled and labelled graphs, tables and figures as appropriate
do not simply cut and paste an Excel file into your document

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

e indicates whether the results were consistent or inconsistent with your

o explains what possible sources of error there are

« indicates how the experiment could be improved in future.
Conclusion o briefly restates the main results

« briefly explains the significance of the findings.

References o provides a list of sources of information which you have used, following the
referencing conventions required for the unit.
(Appendices) e provides supporting information such as calculations.

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

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

subject. Others may read only titles and Abstracts. Those wanting to go deeper may look at
the Tables and Figures in the Results, and so on. The take home point here is that the scientific
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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 ahalyze and interpret information while making valid conclusions based upon the
research.

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

MpunokeHue 3
KoHTponbHas pabota (AHT/TMMCKUN A3bIK)

I. Match the English phrases with their Russian equivalents:

1. behind schedule a) dYeJIOBEYECKUE PECYPCHI
) ) b) He ykmampiBaThCs B CPOKU
2. to give the green light
C) BBIMOJHSATH MPOCTHIC 3a1aUH
3. application area d) npuHIMI 00OpaTHOM CBS3M
€) CpOKH BBIIOJIHEHHS
4. time frame f) coepa npumenenus

g) paspeluTh Ha4aTh HPOCKT
h) npousBoncTBeHHast 3pHeKTHBHOCTD

6. humam resource (HR) I) MPOM3BOJACTBEHHAS CKOPOCTH
J) mocnemoBaTenbHOCTD

5. feedback principle

7. perform simple tasks

8. production rate
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9. product efficiency

10. sequence

1. 2 3 4 5 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) toapply c) effective

4) efficient d) equipment

5) device e) inspire

6) assemble f) refer

7) realm g) response

8) sequence h) series

9) encourage i) speed

10) vague J) sphere

1) 2) 3) 4) 5) 6) 7) 8) 9) 10)
1 mark for each correct answer Total /10

Ill. 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.

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

....................... the principle of a mechanism work when a part of the outgoing signal is
transferred to the entering signal.
........................ is a critical event during the life of a project, usually the accomplishment of a
project deliveration.
.......................... is the second step in the design process when a computer gives the instructions
to direct a machining center to machine the part.
.......................... dealing with the prevention of accidents and works out procedures to secure
workers under hazardous conditions.
........................... the sequence of activities that must be completed on time for the entire project
in to finish on schedule.
........................... Specialists of this complex branch design, test, build, operate machinery.
............................ 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”.

VII. In each line cross the word that has an odd meaning :
1) superseding replace dispose displace
2) area realm circuit curriculum
3) ally associate bind grind
4) eliminate remove insert delete
5) obstacle barrier interference insurance
1 mark for each correct answer Total /5
VIII. Translate into English.
1. HexoTopeie momu CYMTAIOT, YTO JJII TOTO YTOOBI CTaTh OM3HECMEHOM, HY)KHBI

oTpe/ieNieHHbIe BPOKICHHbIE CTIOCOOHOCTH U MPEeINIPUHUMATEILCKUI CKIIa] yMa.

2. OHU CUUTAIOT, YTO CTaTh TAKUM HE BO3MOXKHO, M €CIM Yy HHUX HET TaKuX
CIIOCOOHOCTEH 3aHATHE OM3HECOM HeE JUIS HUX.

3. Jlpyrue nroau OenaT BceX Ha BEIOMBIX U BEIYITUX.

4, OHU CUMTAIOT, YTO TOJBKO JIMJEPHl WM BEIyI[HE MOTYT YCIEUIHO OTKPBITh U
pa3BUTH CBOM OHM3HEC.

5. Ho B neliCTBUTEIEHOCTH 3TO BCE OTTOBOPKH JIIOJICH, KOTOPBIC OOSITCS TIOIMBITATHCS
CcTaTh OM3HECMEHOM, OOSITCS YTO-TO MEHSITH.

6. YcnemHsM OM3HECMEHOM MOKET CTaTh aOCONIOTHO JF000W YeloBEK, KOTOPBIN
9TOrO elaeT.

1. KoneuHo, ogauM OynieT mpoiiie 3Toro 10CTUYb, IPYTUM CIIOKHEE.

8. Ycnex BO MHOTOM 3aBHCHUT OT CIIOCOOHOCTEH, TMOTYyYeHHOTo 00pa3oBaHUS,
JTUYHOCTHBIX Ka4eCTB, TPYIOII00Us U (PMHAHCOBBIX CPEJICTB.

9. Ho Bce, e Kakablii MOXET YCHEIIHO YIPaBlsTh OW3HECOM H CTaTh

MPCYyCIICBAOIUM 6I/I3HCCMCHOM, I'JIaBHOC HEC 60}ITBC}I, a IeHCTBOBATb.

10. HyxHo GBITH TOTOBBIM K MOSBISIONUMCS TPYAHOCTSAM H IIPOOIEMaM, KOTOPbIE
BO3HUKAIOT NMPAKTHYECKH €KEIHEBHO, 0e3 HMX OM3HEC HEe MOJKET CYIIECTBOBATh, 3TO HAA0
MIOHMMaTh TPABWIBHO M HE OMYCKaTh PYKM U OBITh TOTOBBIM BO3JIOKUTh Ha ceOsi BCIO
OTBETCTBEHHOCTD 3a Be/IeHUE On3Heca.

2 marks for each correct answer Total /20

IX. Translate into Russian.




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

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

5 marks for the text Total_/5

X. Complete this text with a, an, the or nothing (-).

In our classroom, we have five computers connected to (1) Internet. We use them to prepare
(2) projects and reports, and to study subjects like (3) Music, Art and Science. This year,

we are preparing (4) exchange with students from a partner school in Europe. Our teachers

use (5) ___ video projector to make (6) ____ presentations on a large screen. At home | have a
desktop PC and (7) inkjet printer. | use my computer to play games, send and receive (8)
email, and get (9) ____information from (10) __ Web.

1 mark for each correct answer Total /10

Xl. Read the text and answer these questions.

. What are the typical components of an office suite?

. What is the advantage of using OpenOffice?

1
2
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, .xIs for spreadsheets, .ppt for
presentations, etc.). Office suites are reasonably secure, as long as you have an anti-virus program, and
may include a document recovery tool that helps you retrieve documents after a system failure.

XII.Find the following in the text.

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

2. another name for office suites

3. 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

XI11. 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 Bk~ wDhPE

The life and soul

10. Heads or tails?

1 mark for each correct answer Total /10




KornmponeHas paboma (HEMELKNU A3bIK)

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

1 waren liefern a MMPCAJIOKCHUC, OTPaHUYCHHOC 110
BpEMCHH

2 verbindliches Angebot b CPOK YKa3bIBaeTCs

3 das Angebot ist befristet C COCTaBHTh ce0Oe MPEIICTABICHUEC

4 zu den genannten Bedingungen d OTBET Ha 3aIpoc

5 die Frist wird angegeben e IOCTABUTh TOBAPHI

6 sich ein Bild machen f TBepas odepra

7 Antwort auf eine Anfrage g COJIepKaTh JJaHHBIC

8 Angaben enthalten h OTIPEICTICHHBIN BHI IIPOIYKIIHU

9 das bestimmte Erzeugnis [ OTIIPABUTH MOJTYYATEIIO

10 an den Empfanger senden J COTJIACHO YIOMSIHYTBIM YCIIOBHSIM

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

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

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

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

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

5. Wir danken lhnen fiir lhre Anfrage vom 17. Juni 2012 und unterbreiten lhnen gerne folgendes
Angebot.

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

7. Bitte schicken Sie uns Ihre Bestellung so bald wie moglich, da unsere Lagerbestande 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 Geschaftsverbindung fiihren wird.

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




3. Ubersetzen Sie die Substantive schriftlich (1-10). Wéhlen Sie die Definitionen (a - j) aus, die den

Nomen entsprechen:

1. Unternehmen (n)

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

2. Kauf (m)

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

3. Regierung (f)

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

4. Mustermesse (1)

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

5. Arbeitslohn (m)

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

6. Verbraucher (m)

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

7. Fremdkapital (n)

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

8. Bedarf (m)

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

0. Industrie (f)

i) Ausgabe von Wertpapieren, Aktien.

10. Emission (f)

j) Zweig der Industrie.

4. Ubersetzen Sie die Sditze schriftlich ins Russische und achten auf die Besonderheiten der

Ubersetzung des Ortes «man» in Kombination mit Verben.



1. Man soll die Bestellung widerrufen.

2. Man muss die Anweisungen der Unternehmensleitung genau beachten.

3. Man sendet Ihnen diesen Scheck rechtzeitig.

5. Finden Sie die russischen Aquivalenten

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

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

4. Der Warenumsatz kam um nahezu ein Viertel zu.

5. In Finnland hatte sich die Konjunktur erhéht.

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

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

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

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

4. Wir werden Ihnen sehr dankbar sein, das Sie uns Hilfe leisten kénnen.

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

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

in der ,,Stiddeutschen Zeitung” vom 21.01.2006 bin ich auf Ihre Stellenanzeige gestofRen. Ich kann mir
vorstellen, dass die Arbeit bei Ihnen anspruchsvoll ist und zugleich Spal macht. Daher bewerbe ich mich
als Allround-Birokraft in Ihrer Kanzlei.

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

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

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

Mit freundlichen GriflRen



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
Stammbkapitals, 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 unbeschrankt mit ihrem Vermoégen. Die Gesellschafter haften nur gegeniiber
der Gesellschaft. Ihre Haftung ist auf die Hohe der Einlage beschrankt.

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

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

Das leitende Organ ist die Geschaftsfiihrung. Die Geschaftsfiihrer werden von der
Gesellschafterversammlung eingesetzt. Sie konnen sowohl Gesellschafter, als auch dritte Personen sein.
Sie haben die Geschaftsfliihrungsbefugnis 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 Geschaftsflihrung ist das oberste Organ.
3. Die Grindung 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 @ 1ens gesTeIbHOCTH MPEANPHSITHS

2 |in notarieller Form b umcio rosocoB cobpanus MarIIUKOB

3 der Vertrag muss enthalten: C MO PEUICHUIO MaNIINKOB

4 der Gegenstand des Unternehmens d HeorpaHHYEHHAasi OTBETCTBEHHOCTh

5 die unbeschréanke Haftung € HaWBBICIIUH OpraH

. 00111eCTBO c OTpaHUYEHHOM

6 |die Rechte der Gesellschafter f P
OTBETCTBEHHOCTBIO

7 die Stimmzahl in der .
rpaBa MalIuKoB

Gesellschafterversammlung g mp
8 nach dem Gesellschafterbeschluss h cuna npeacraBuTeNnbCTBA VIS PUPMBI

9 das oberste Organ | JIOTOBOD JIOJDKEH COJIepKAaTh



die Vertretungsmacht far die|. B HOTApHATBHOI (hopMe
Gesellschatft. . P P

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 mochten Sie heute mit mit unserer Firma bekannt machen. Das Unternehmen besteht aus 5
Abteilungen.

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

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

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 Geschaftsfiihrung und
Vertretung der Genossenschaft grundsatzlich gemeinsam zu. Die Vertretungsmacht ist nach auRen hin
unbeschrankbar. 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. Grundsatzlich kann einem Genossen nur eine Mitgliedschaft
zustehen; jedoch kann das Statut den Erwerb mehrerer Geschéaftsanteile zulassen oder bestimmen. Der
Verlust der Mitgliedschaft tritt ein durch Tod, Austritt und durch Ausschluss. Nach Ausscheiden des
Genossen findet die Auseinandersetzung mit der Genossenschaft in der Weise statt, dass das
Geschaftsguthaben des Genossen auf Grund der Bilanz zu errechnen und auszuzahlen ist.

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



Koumponvnaa paboma (PPAHI]Y3CKUH A3bIK)
1. Lisez le texte:

Comment trouver un emploi?

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

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

Aspect extérieur. Votre compétence est une chose, mais on va aussi vous juger sur votre aspect
extérieur. Certains se présentent en jeans et T-shirt pour un poste de responsable. Voila le cas de
Sandrine qui a aucune chance d’avoir ce poste dans une grande entreprise de cosmétologie. Son C.V.
est excellent, elle connait le métier, en plus elle est plutot jolie. Mais le directeur des ressources
humaines retiendra de Sandrine son attitude “un peu trop” relaxe, sa jupe “un peu trop” courte, son
magquillage “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 (-e), les épaules et les bras ouverts et non pas croisés sur la
poitrine.

Facon de parler. |l 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 facon polie, montrez que vous avez
d’autres offres.

Dites si les phrases correspondent aux idées du texte: vrai (V) ou faux (F)?

. Trouver un emploi, c’est absolument impossible.

|
1
2. Pendant I'entretien il faut se tenir droit (-e), les épaules et les bras ouverts.
3. La compétence, c’est tout ce qu’il faut avoir.

4

. Il faut éviter des phrases qui sonnent comme un chantage.
5. Il ne faut pas exiger une réponse immédiate.
Il. Choisissez la bonne réponse.
6. Pour réussir le premier contact, il faut ...
A venir un peu en retard.

B 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 exterieur.

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 ’augmentation des salaires.
B dites-la d’une fagon polie.

C montrez que vous vous sentez fatigue.

lll. Choisissez la bonne réponse.

11. Cesont ____ revues spécialisées.

Ale B les C des Dla

12. Letitre _____ journal est Le Figaro.

A du B des C dela D del

13. Mon ami s’appelle Jean. llest .

A vendeuse B dessinatrice C maitre D maitresse
14. C’est un exercice

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

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

A le meilleur B lameilleure C le pire D la pire

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 l'usine.

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

A afabriqgué B aifabriqué C ontfabriqué D asfabriqué



21. lls dans un petit village.

A s’est installé B se sont installés C t’esinstallé D sont installés
22. OH pasroBauBa/ co CTyaeHTaMu, paboTatowmmm B nabopaTtopuu.

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

A OnbITbl, NPOBOAMMbIE HALLIMMM YY4EHbIMU, MPOAEMOHCTPUPYIOT Pa3Hble Pe3ynbTaThbl.
B OnbITbl, NpoBeAEeHHbIe HAWNMMKM YYeHbIMK, MOKa3aan OTpULATE/IbHbIE Pe3y/ibTaTbl.
C OnbITbl, NPOBEAEHHbIE HAWMMM YYEHbIMM, MOKA3aNM XOPOLLME Pe3yIbTaTbl.
D OnbITbl, NPOBOAMMbIE HALLMMWN YY4EHBIMW, NPOLEMOHCTPUPYIOT XOPOLUMNE Pe3ybTaTbl.
24. NpunbbiB 04eHb NO34HO, OH HE CMOT MPUHSATL Y4acTMe B 3TOM KOHdepeHuun.

A Etant arrivé trés tard, il ne pourrait pas prendre part & cette conférence.
B Etant arrivé trés tard, il ne pourra pas prendre part & 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 Korga nogrotosutesibHble paboTbl 6bl/1M 3aKOHYEHbI, pakeTa bbiia 3anyLeHa.
B Korza oHW 3aKOHYMAWM NOATOTOBUTENbHbIE PaboTbl, pakeTa bbiia 3anyLweHa.
C MNoaroToBuTenbHble PaboTbl 3aKOHYEHbI U paKeTa bbina 3anyLueHa.
D NoprotoButesnbHble paboTbl 3aKaHYMBAKOTCA U paKeTa byaeT 3anyLieHa.
26. Tu pu répondre a cette question parce que tu avais lu ce livre.

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

Nicolas: A Bonnejournée! B Cavabien, ettoi? ~ 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 B sur Csous D a

30.C'estlecas___ tudois rester sage.
A pendant B quand C comment D ou
31. Vousressemblez peu __ votre frére ainé.
A sur B avec Ca D de.

32. UHxeHep AonxKeH ob1agatb BCEMM HEOBXOAMMbBIMU 3HAHUAMM.

A L’ingénieur a possédeé 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. CBeXKuii BO3AyX A0/KeH ObiTb A0CTaB/IEH B MOMELLEHMA NEKTPOCTAHLUMN.

A Lair 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 3TOT y4eHblli OTKPbI 3aKOH, MMetoLWwmil 6obLIoe 3HaYeHne.

B 3aKOH, OTKPbITbI 3TUM y4YeHbIM, UMeeT 6onbluoe 3HaYeHue.

C 3aKOH, UCMONb3YEeMbI 3TUM YYeHbIM, OTKPbIBAET HOBbIE BO3MOXKHOCTU.

D 3TOT y4eHbI C MUPOBLIM MUMEHEM OTKPbIBAET HOBbI 3aKOH.
35. MasonpoBog 6yaeT NocTPoeH Yepes rog,

A Le gazoduc est construit cette année.

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






IIpunioxenue 4

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

a) NMnhaHupyemble pesynbTaTbl 06yueHUs 1 OLLEHOUYHbIE CPeACTBa ONA NPOBEeAEeHNA NPOMEIKYTOUHOM

aTrectaumm:
CTpykTypH
. IL1anupyemsle
bIi 2JIEMEHT
pe3yabTaThbl OueHo4HbI€e CPeCTBA
KOMIIETEHI|
o0yueHust
70
OIIK - 1 FOTOBHOCTHI0 K KOMMYHMKALMU B YCTHON U NUCbMEHHOH (popMax Ha

PYCCKOM 1 MHOCTPAHHOM SI3BIKAX JIJIA PCHICHUSA 3aa1 npmbeccuona.m)ﬂoﬁ ACHATECJIbHOCTH

3HaTe

- OCHOBHBIC HOPMBI U
MpaBHJIa PEYEBOTO
JEI0OBOTO ITUKETA;

- 0a30BYIO JIEKCUKY
chepsl 1e70BOTO
OOIIECHN,

- OCHOBHEIU BUJBI
NEJIOBOU
KOPPECTIOHICHITNH
1 TpeOOBaHMS K
BEIEHUIO OM3HEC
TIEPEITUCKH.

1. IIpounTaiite U nepeBeauTe MH(POPMALKIO O JIEIOBOM
pEYEBOM ITHKETE.

AHTIIMACKANA SI3BIK

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

o The three levels of register.

o Types of introduction.

o Follow-up questions.
Register

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

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

Hemenkuii 361K

Manche Leute glauben, dass, gutes Benehmen
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




CTpykTypH

blil 3JIEMEHT

KOMIIETEHI]
HH

IL1anupyemsle
pe3yJIbTaThl
o0yueHust

OuneHo4HBIE CpPeICTBA

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

DpaHIy3CKUNIL SI3bIK

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

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

2. CocraBbTe AMATIOTH IO 00pa3siLy.

AHTIIUACKUN A3BIK
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Formal introductions

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

- How do you do?

- Allow me to present Professor Jones.

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

General/Neutral introductions

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

- Bob, this is Jane Jones.

- I'm pleased to meet you.

- Bob Thompson, Jane Jones.

- It's nice to meet you.

Informal introductions

- Bob, meet Jane

- How are you, Jane?

- Bob, this is Jane.

- Hi, Jane.

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

Hemenxuii 361k

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

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

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

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

- Oh, wie schade! Danke fir die Information.

DpaHIy3CKUNLL A3BIK
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-. M. Ravel est actuellement en réunion.
Voulez-vous lui laisser un message?

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

- - Vous aviez pris rendez-vous ?

- : Oui, a 10 heures.

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

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

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

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

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

- : Alors, je propose la solution suivante : je le
retrouve au restaurant qui se trouve au carrefour, tour prés
de chez vous... Nous pourrions étudier le probleme 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 numero personnel.

- . Au revoir, monsieur, et bon rétablissement

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

3. CoctaBbTe pe3toMe 1o oopasiry.
AHTTIUHACKHN SA3BIK.

OO0pas3err 11eJIeBOT0 pe3romMe
Ward Gantney
250 Fort Salonga Road
Northport, New York 11678
(516) 725-5237
Job target: Management position in materials Science.
Capabilities:
-Write, edit and approve professional reports.
-Provide consultation and support to the government on
contamination problems.
-Manage programs in materials and component
development.
-Conduct corrosion studies.
Achievements:
-Supervised analytical chemistry lab.
-Conducted comparative analysis in the field.
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-Set up non-destructive testing procedures.

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

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

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

Hemenxwuii s3bIK.
Ergénzen Sie das Lebenslauf.

Name (1) ...

Adresse Max-Richter-Strasse 95

8770 Potsdam

Telefonnummer 0117 945649

Mobile 0779 92381882

Email (2) ...

Nationalitit  Deutsche

(3) 11 March 1979

Berufsausbildung

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

Profil Verhandlungen fuhren, Vertrage abschliel3en,
Kaufkraft analysieren

Interesse Tennis, Fotografie, Reise.

Schreiben Sie lhren eigenen Lebenslauf.
DpaHIy3CKUN A3BIK.

Lisez le CV et la lettre de candidature, dites s’ils
correspondent aux exigences énumeérées ci-dessus.
Pascale Filliol
111, boulevard Paul Sert
03100 MONTLUCON
Tél. : 70 28 30 65
Née le 13 décembre 1958
Célibataire
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FORMATION
BTS de secrétariat trilingue (anglais-allemand).
Baccalauréat  série A5 —  Académie
Clermont-Ferrand (1976).
EXPERIENCE PROFESSIONNELLE
Secretaire correspondanciere (frangais-anglais
—allemand). FORD, Cologne (Allemagne) 1993-1995.
Secretaire chargée de la correspondance clients (anglais
et allemand). Société Interdistri (Grenoble 38) de 1985 a
1991. Secrétaire commerciale, chargée du suivi et des
relations clientele. Société Perrot-Leroy (Moulins 03) de
1980 a 1984. Serveuse dans un pub Salford (Angleterre)
mars a decembre 1979.
AUTRES EXPERIENCES
Stage ANPE : connaissance du traitement de
textes Word, mars 1993.
Stage AFPA : analyste-programmeur janvier a
septembre 1991.
DIVERS
Connaissance de divers systémes informatiques et
de la programmation. Maitrise des traitements de textes
Word et Ami Pro. Monitrice a l'école de ski de
Superbesse.

de

VYMeTh

- YUTATh U
WHTEPIPETHUPOBATH
TEKCTBI U COOOIIEHUS
NEJIOBOM
KOMMYHHKAIIUH  C
WHOCTPAHHOTO SI3bIKa
Ha PYCCKUIl SI3BIK;

- KOPPEKTHO
BBIpaXaTh U
apryMEHTHPOBAHO
000CHOBKIBATH
TIOJIOXKCHUS B
IIpoLiecce HAYYHOU U
JIeI0BOM
KOMMYHHUKAIUH.

1. ITpouuTaiiTe mpeasIOKEHHbIA TEKCT U
MOJATOTOBBTE €T0 MePEBOI (CO CIOBAPEM).

AHTIIUACKUHN SA3BIK.

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
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response is not "I'm fine, thank you." Instead, it's
common and polite to simple say "How do you do?" back
to the person. However, if the greeter asks, "How are
you?" it is then polite to say something to the effect of,
"Fine, thank you, and you?" Additional British greeting
phrases include, "nice/delighted/pleased/glad to meet
you" or simply "good morning/afternoon/evening."”

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

Hemenxwuii s3bIK.
Plnktlichkeit

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

Das Grifen spielt in Deutschland eine sehr wichtige
Rolle. Wenn jemand nicht, grifit, gerét er schnell in den
Verdacht, unhoflich zu sein. Fir den mundlichen Gruf}
gilt: Wer zuerst sieht, grii3t zuerst. Bei der BegriBung mit
Handschlag gibt der Gastgeber dem Gast, die éltere
Person dem jlngeren die Hand. Wenn man gerade sitzt,
muss man zur BegriBung aufstehen. Vor allem in
Landern, in denen man Korper- kontakt meidet,
empfindet man die deutsche Sitte des Handeschiittelns oft
als unangenehm.

DpaHIy3CKUN A3BIK.

Les philosophes et les sociologues nous ont appris,
depuis des décennies déja, que les notions de bien et de
mal sont socialement et historiguement construites.
Nietzsche et Heidegger déja avaient des difficultés avec
I’idée d’un bien ou d’une justice qui transcenderaient
leurs contextes d’émergence et d’application. La science
elle-méme est souvent rappelée a I’ordre dans sa volonté
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d’établir des Vérités générales et objectives. En matiere
d’éthique, il s’agirait alors plutdt de se concentrer sur des
problématiques locales pour tenter d’en saisir la
complexité ; de ne pas se limiter & des grands principes
vagues et inapplicables mais plutét de déconstruire les
positions de chacun. Pour I’instant, 1’éthique des affaires
a souvent suivi le chemin d’une opposition caricaturale
entre le bien et le mal, entre le juste et I’injuste,
conduisant a I’édiction de chartes et de codes de conduite.
Une véritable réflexion éthique cherchera plutét a
interroger le status quo, les évidences des situations.

2. BoigenuTte OCHOBHBIE TPOOJIEMBI TEKCTA U KPaTKO
nepeJanTe ero CoAepIKaHue.

AHTIIMACKAHA A3BIK.

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

Hemenkuii A3bIK.
Kleidung und Geschéftsessen

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

Bei Geschaftsessen hei3t die Regel: Wer einladt, bezahlt.
Trinkgeld gibt man in Deutschland zwischen finf und
zehn Prozent. Zum Essen wiinscht man ,,Guten Appetit!®.
Ein  bisschen  schwieriger wird es bei den
Gesprachsthemen. Meiden sollten Sie Themen wie
Politik, Religion, Krankheiten, die Konkurrenz oder
private Probleme. Gute Gesprachsthemen sind Hobbys,
Sport, das Wetter, der letzte Urlaub, Reisen und andere
Lander und das Geschéft selbst.

DpaHIy3CKUN A3BIK.

La dimension des entreprises
En observant I'évolution des entreprises depuis un siécle
environ, on constate une tendance générale des
entreprises a s agrandir, ¢ 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 d'echelle croissants. Par exemple, si une
entreprise triple la quantité de facteurs de production mis
en oeuvre et que la quantité produite quadruple, les
rendements d"échelle sont croissants.
3 fois plus d heures de travail
3 fois plus de machines
3 fois plus de matiéres
- 4 fois plus de quantités produites
(Si la quantité produite dans notre exemple augmentait de
3 fois, les rendements d échelle seraient constants; si elle
augmentait de 2 fois,les rendements d échelle servaient
décroissants.)
Plusieurs raisons expliquent ces rendements déchelle
croissants: la production de masse permet une plus grande
spécialisation, une division du travail plus poussée, une
organisation plus rationnelle de la production, une
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meilleure utilisation des facteurs de production
indivisible. En effet, certains facteurs de production, par
exemple une presse rotative ou un gros ordinateur, ne
peuvent étre utilisés avec profit que si I'activité d'une
entreprise est assez grande pour les occuper
suffisamment. Cependant, les économies déchelle
réalisées par la production de masse ont une limite, a
partir de laquelle la productivité n"augmente plus, mais
décroit. A partir d'un certain point, un nouvel
accroissement de la production exige un appareil de
direction et de contrble trop important par rapport au
résultat recherché. Il existe donc une dimension optimale
des unités de production a partir de laquelle on constate
des rendements d"échelle décroissants.

Bnazets

- 0a30BLIMU
HaBBIKAMH PEYEBOTO
noBeneHus B cdepe
JIEIIOBOTO OOIIECHHUS,

- IPAKTHYECKUMU

HaBbIKaMU
WCIIOJIb30BaHUS
opdorpaduyeckoi,
op¢OIMUUIECKOMH,
JIEKCUKO-TpaMMaTHye
CKOU 1
CTHJIMCTUYECKOM
HOPM PYCCKOTO H
U3y4aeMOTO SI3bIKOB.

1. Hammmmmre
oOpaserr.

ACJIOBOC TIMCBMO  HCIIOJIB3Ys

AHTIIUNACKUHA S3BIK.

IIpumep nesoBoro nucbmMa
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.

| 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
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cc: Yolanda Lane, Vice President, Marketing
Encl: brochure, outline of mailing lists, customer profile

Hemenknii a3bIK.

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

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

Ihre Zeichen, Unsere (05 61) Kassel
lhre Zeichen, 8243-1 08.04.2018
Nachricht unsere Durchwahl
vom Nachricht 8243
02.04.2018 vom
04.04.2018
Rickfrage

Sehr geehrte Damen und Herren,

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

Bitte, teilen Sie uns lhren Entscheid mit.

Mit freundlichen Griissen

(Unterschrift)

Helmut Wagner

DpaHIy3CKUN A3BIK.

Pascale Filliol
111, boulevard Paul Sert
03100Montlugon
Tel. : 70 28 30 65
Société Euroexport ZL des Alouettes
03300 Cusset
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Objet: candidature a ’emploi de secrétaire
trilingue.
Montlugon, le 2 fevrier 1995

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

Mes divers expériences a [’étranger m’ont

permis d’acquérir une bonne maitrise de 1’anglais et de
I’allemand et je recherche actuellement un emploi qui me
permette de développer mes qualités d’organisation et
mon sens du contact. Je suis slire que vous apprecierez 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. HO,Z[FOTOBBTG IMPE3CHTAMIO 10 YKa3aHHBIM TEMaM

1. BusurHas kaptouka. JInuHas npe3eHramus.
2. Benyiue koMnaHu# OTPACIH - CTPYKTYypa U
NESITEIbHOCTb.




0) [lopsinok npoBeeHUsI MPOMEKYTOYHON ATTECTAIUM, TOKA3ATeJIH U KPUTEPUH OI[EHKH.

OugeHKa NaaHMpPyeMOM MHOA3BIYHON KOMMYHWUKATUBHOM KOMMNETEHLMM, KOTOPYIO TpebyeTtca
cbopmMmnpoBaTb B paMKax ANCUMNANHBI «[1eNI0BON MHOCTPAHHbIN A3bIKY, OCYLLECTBAAETCA MO
pesynbratam:

— TEKYyLero KOHTPOJI, ONPEIENSIOIIEr0 ypOBEHb BIAJACHUS CTYACHTAMU SI3bIKOBBIM
MaTepUajJoM U CTENEHU C(HOPMHUPOBAHHOCTH SI3BIKOBBIX HABBIKOB M PEUYEBBIX YMEHMH 3a
OTIPEJICNICHHBIN MEepHOJ] BPEMEHU B paMKax paboueill mporpammsbl. Tekylmiuil KOHTpPOJIb
MIPOBOJUTCSI B TEYEHHUE Kypca B YCTAaHOBOUHYIO, 3UMHIOIO U JIETHIOIO ceccuu B (popme
YCTHBIX Y THCbMEHHBIX OINPOCOB IO BCEM BHUJAM PEUYEBOM  JI€ATENbHOCTH,
MIpe/ICTaBICHUEM COOOIIEHUH 1 IPE3EHTALINI;

— TPOMEXYTOYHOTO KOHTPOJIS, MPOBEPSIOIIEr0 YPOBEHb OBJIA/ICHUS CTYACHTaMU PEUEBBIMU

YMEHUSIMH U SI3bIKOBBIMU HaBBIKAMM 3a OIPEJIEJICHHBIN MepHo]l BPEMEHU, IPOBOAUMOTO
[0 OKOHYAaHHUU Y4YeOHBIX KypcoB. OOBEKTOM KOHTPOJIS SIBJISIOTCS KOMMYHUKATHBHBIE
HaBBIKH M YMEHHMS IO BCEM BMJIaM pPEUYEBOM HHOSA3BIYHOW JIEATENBHOCTH, a TaKXKe
YPOBEHb BJIa/IEHUS A3BIKOBBIM MaT€pUAIOM B paMKax U3y4EHHBIX TEM.
[IpoMexyTOUHBIN KOHTPOJIb OCYIIECTBISIETCS B BUJE KOHTPOJIBHOM pabOTHl M 3ayeTa C
OIICHKOW (B JIETHIOIO CECCHI0) B YCTHOM W MNHCHbMEHHOHN (opMax, NPOBEPSIONIEro
c(OpPMUPOBAHHOCTH MHOSI3BIYHON KOMMYHUKAaTUBHON KOMITETEHIIMH CTYJAECHTOB 3a EPHO/]
00y4eHHs.

Kpurepuu onieHkH 3HAHWIH MarucTPAHTOB NPHU NPOBeIeHNH 324€Ta C OLeHKOM
3auteHo «OTIWYHO» CTaBUTCS, €CIM  MAarucTpaHT TJIYyOOKO U MPOYHO YCBOWII

IIPOrPAMMHBIN MaTEpHajl, YETKO M JIOTUYECKH CTPOMHO €r0 M3JaraeT, yMeeT TECHO YBS3bIBaTh

TEOPHUIO C MPAKTUKOW, CBOOOJHO CIPABISAETCA C BONPOCAMHU U JAPYTMMH BUIAMU NPUMEHEHUS

3HAHMM, HE 3aTPyJHACTCA C OTBETOM IIpU BHUAMO3MEHEHUU 3aJlaHul, BJIAJICET

Pa3HOCTOPOHHUMH HAaBBIKAMM W IIPUEMaMU BBINIOJIHEHUS NPAKTHYECKUX 3a]a4, MOATBEPIKAAET

MOJIHOE OCBOCHHME KOMIIETEHIUM, TPEYCMOTPEHHBIX MPOrpaMMOid 3a4eTa ¢ OI[EHKOM.
3a4TeHO «XOPOIIO» CTABUTCS, €CJIM MATUCTPAHT TBEPIO 3HAECT MATEPHUAII, TPAMOTHO U 110

CyHIECTBY HM3JIaraeT €ro, He JOIlyCcKas CYIIECTBEHHBIX HETOYHOCTEH B OTBETE€ Ha BOIIPOCHI,

IIPaBWJIBHO IIPUMEHSAET TEOPETHUYECKHE IIOJIOKECHHS IPU PELIEHUM MPAKTHYECKUX BOIIPOCOB,

BlIa/le€T HEOOXOJMMBIMU HaBbIKAMM M IPUEMAMUUX BBIOJHEHMS, JONYyCKas HEKOTOphIE

HETOYHOCTH, JEMOHCTPUPYET XOPOLIMH YpOBEHb OCBOCHMs MaTepuaia, MHPOPMALMOHHON U

KOMMYHHMKaTUBHOW KyJIbTYpbl, ¥, B I€JIOM, IOATBEPKJAET OCBOECHUE KOMIICTCHLUH,

IIPEYyCMOTPEHHBIX TPOTPAMMOM 3a4€Ta € OLIEHKOM.
3auTeHO «YIOBJIETBOPUTEIBHO» CTABUTCS, €CJIM  MAruCTPaHT II0Ka3bIBAECT 3HAHUSA

TOJIBKO OCHOBHOTO MaTepuaja, HO HE YCBOMJ €ro JeTalled, [IOIyCKaeT HETOYHOCTH,

HE/JIOCTaTOYHO NPaBUIIBHO (OPMYIHUPYET, 4YTO, B ILEJIOM, HE IPEMsITCTBYeT YCBOCHHUIO

IIOCJIEYIOLIETO MPOrPAMMHOI0 MaTepuasa, HapylueHus JOrH4eCKON MOCIeN0BATEIbHOCTH B €T0

U3JI0’KEHUH, TIOATBEP/KIACT OCBOCHUE KOMIIETEHIMM, TPENYCMOTPEHHBIX NIPOrPaMMOM 3a4eTa ¢

OLICHKOW Ha MMHUMAJIBHO TOIIyCTUMOM YPOBHE.
3auteHo «HeynoBIeTBOPUTENBHO» CTAaBUTCS, €CIM  MaruCTPaHT HE 3HAET 3HAYUTEIILHON

4acTH MporpamMmHoro wmarepuana (menee 50% ot obmero o6vema Kypca), IOMYCKaeT

CYIIECTBEHHbIE OIIMOKM, HE TMOATBEPKIAET OCBOCHHE KOMIIETEHIMH, MpPeIyCMOTPEHHBIX

IIPOrpaMMOH 3a4eTa ¢ OLIEHKOM.

IIpumepsl 3anaHuil UIA  NPOBeECHUsI 3a4€Ta ¢ OLICHKOH

1. TloarotoBbTe cooOlIeHUE (MPE3EHTAINIO) TI0 TeMe .

2. CoctaBbTe [JeNOBOH JOKYMEHT (3asBJICHHE O MpueMe Ha paboTy, HAIHCaHUE PE3IOME,
JIEIOBOTO THCbMa) B COOTBETCTBUM C HOpPMaMH M MpaBUJIaMHU BEACHUS JIEIOBOM
KOMMYHHMKAIUH, IPUHATHIMU B CTPAHE U3y4aeMOTO SI3bIKa.

3. IIpounraiiTe MpeIoKEHHBIH TEKCT U MOATOTOBBTE €0 MepeBO/I (CO CIOBAPEM).

[IpumepHble TeMBbl VIS MPOBEAEHUS 3a4éTa
1. AsrtoOuorpagus. [IpeseHranust TMYHOTO  MOPTQOIHO.



Nk wbd

HopMe! 1 cTiiH 1e10BOTO OOIICHHS.

Bunpl 1emoBoi KOppeCnOHACHIUH.
MexyHapoiHble BCTpedt. [lenoBble KOHTAKTHI.
CrpykTypa U AeSTeIbHOCTh KOMIIAaHUH.
Jlnupyromuye KOMIIAHUU OTPACIIH.

Coo0mienne Ha MPaKTHYECKOW KOH(EpEeHIINH.



