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1. Ilesm ocBoeHHUsI JMCHUIIIUHBI (MOAYJIs1)

Ienpro 0cBOCHUS TUCHUIUIMHBI «/]€710BOI HTHOCTPAHHBIN S3BIK» SBJISCTCS:

pa3BUTHE Y 00YJaIOUIUXCS CIIOCOOHOCTH BJIAETh MHOCTPAHHBIM SI3BIKOM KaK CPEJACTBOM
JIEIOBOTO OOIIEHUSI, CIIOCOOHOCTH HCHOJIb30BaTh MHOCTPAHHBIN S3bIK B IMPO(ecCHOHATbHOU
cdepe, a TakKe CIIOCOOHOCTH K paboTe B MHOTOHAIIMOHABHBIX KOJIJICKTHBAX, B TOM YHCIIE TIPH
paboTe HaJ MEeXIUCIHMITIMHAPHBIMA 1 HHHOBAITMOHHBIMHU IIPOEKTaMH, CO3/IaBaTh B KOJUICKTHBAX
OTHOILIEHUH JEJIOBOTO COTPYIHHYECTBA.

2 . MecTo AUCUMIIMHBI (MOYJIs]) B CTPYKTYpe 00pa3oBaTeIbHOI MPOrpaMMsbl

JuctummmHa «JleToBOM MHOCTPAHHBIHN S3bIK» BXOJAHUT B 0a30BYIO YacTh yIEOHOTO IUIaHA
00pa30BaTeNIbHOM MPOrpaMMBl.

JUia  u3ydeHus  AMCLUMIIMHBI  HEOOXOAMMBI  3HaHUS  (YMEHHA,  BJaJeHUs),
c(OpMUPOBaHHBIE B pe3y/IbTaTe U3YUEHUSI TUCIIUILINH/ IPAKTUK:

«HOCTpaHHBIH A3BIK» N0 IpoTpamMMe OakajgaBpHaTa;

«HOCTpaHHBIH A3BIK B TPO(ECCHOHATIBHON JeSITETbHOCTIY;

JUCHMIUIMH 10 TPO(QUITIO MOATOTOBKH 00Yy4atoInXCsl.

3HaHus (YMEHHUS, BJIAJICHUS), MOITYYEHHbIE IPU M3YyYEHUH JaHHON AUCUMIUINHBI OyIyT
HEOOXOIMMBI JIJIsl U3yUICHUS TUCIUTLTHH / TIPaKTHK:

[ToaroToBka K 3aluTe U 3allUTa BBIMTYCKHOM KBaTM(PUKAITMOHHOMN pabOThI

3. Komnerenuuu odyuarwiierocsi, fopMupyembie B pe3yJbTaTe 0CBOECHMSI

AUCUUILIMHBI (MOIYJIsl) U IVIAHUPYEMBbIE pPe3yJIbTAThl 00y4YeHu sl

B pesynbrare ocBoeHUs MUCHMIUIMHBI (MOaynsi) «JlemoBOW WHOCTpaHHBIA SI3BIK»
oOyuarouuiics 10JKeH 00s1agaTh CiaeIyIOIUMHA KOMIIETCHITUSIMHU:

CtpyKTypHBIH [TnanupyemMblie pe3yabTaThl 00 ydeHUS
AJIEMEHT
KOMITIETEHITNH
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 JEJIOBOM KOPPECHOHACHIUH 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.

Brnanets - 0a30BBIMHU HaBbIKaMH PEUEBOTO MOBEJIEHHS B chepe eT0BOro OOLICHHUS;

- IPaKTUYECKHMMHU HaBbIKAMM  HCIIOJIb30BaHMsS  opdorpadudeckoil,
ophO3MUYECKOM, JIEKCUKO-TPAMMATHYECKOW U CTUJIMCTHYECKOW HOPM
PYCCKOTO ¥ U3y4aeMOTO SI3bIKOB.




4. CTpyKTypa, 00bEM M coiepKaHNe TUCHUIIIMHBI (MOYJIs1)
OO0mast TpyI0eMKOCTh JUCIHIUIMHBI COCTaBIseT 4 3a4eTHBIX eauHull 144 akaj. 4acoB, B TOM

YHUCIIC:

— KOHTaKkTHas pabota — 8,1 akaj. 4yacos:
— ayIMTOpHAS — 8 aKaJl. 4acos.;
— BHeayauropHas — 0,1 akaz. yacos

— caMocTosTeNnpHas padora — 132 akan. 4acos;

— MOJTOTOBKA K 3a4eTy ¢ OIeHKOM — 3,9 akaj. 9acos.

dopma aTTeCTALMH - 3a4YET C OLIEHKON

AynutopHas ) o
KoHTakTHas pabota | Z Z ®opma TeKyIero
S B
B aKaj. Jacax 3 uz KOHTPOJIst
Pasnen/ Tema 2, ( A ) £ . e Kon
B 3 G| caMOCTOSATENbHOM | YCIIEeBAEMOCTH U
JACLIMITIIMHEI & 2 = . | xomnerenuun
g £ paboThI MPOMEKYTOTHON
Tlek. 7a0. | mpakr. 28 aTTeCTALN
3aH. 3aH. | O &
1. 1.OCHOBBI JICIOBOTO OOIICHHS
IIpoBepka
Brimonnenue POBCP
TEMATHYECKOI O
nepeBojia TeKCTa,
CIIoBapsi; MpoBeEpKa
MUCbMEHHBIX
. o BBITIOJTHCHUS
11 Peuesoii JITHUKET 3aJjaHui U
nuceMennbix pador |  OITK-1
nenoBoro oobmieHust. CTum 121 12 COCTaBJICHUE N
0 TeMe; YCTHBIN
JIEJIOBOrO OOILEH NS JIUAIOTMYECKUX
. OIpocC B BHJIC
BBICKA3bIBAHHUH 110
JIMATIOTHYECKUX
TEMe. o
BBICKA3bIBaHUM 110
TEME
IIpoBepka
Brimonnenue POBEp
HCEMEHHbIX BBIIIOJIHEHHUS
1.2 CocragiieHue — MUCBMEHHBIX padoT
aBToOuorpaduu. BusuthHas 0 TEME; YCTHBII OIIK-1
rpag 1 121 | 20 COCTaBJICHHE Y
KapToYKa. JInunas OIpoC B BHJIE
MOHOJIOTHYECKUX
MIPE3eHTALIHSI . MOHOJIOIMMYECKHUX
BBICKA3bIBAHUH 110 N
BBICKA3bIBaHUI 110
TeMe.
TEME
1.3 dopmbl opraHu3aIMN
P P CocraBienue [IpoBepka
JIEJIOBOM BCTPEYH:
TEMATHYECKOT O TEMATHYECKOI O
-OpraHM3aiss BCTPEYH C
cIroBapsl. CITOBapsI; POBEPKa
JIEJIOBBIMH TTAPTHEPAMH;
TenehOHHBIE PA3TOBODHI: Brinonuenue BBIIIOJIHEHHUS
9 p PEL; NUCEMEHHBIX | muchMennbix pador |  OIIK-1
-YCTPOWCTBO Ha paboTy, 1 20 . .
3a1aHui U 0 TEME; YCTHBIN
MTOATOTOBKA JIOKYMEHTOB K
COCTaBJICHUE OIpocC B BHJIE
TIPOXOKIECHHIO
JIUATIOTMYECKUX JIAATIOTHYECKUX
cobecemoBanms . N
BBICKA3bIBaHUH 110 | BBICKA3BIBAHUI 110
(3anonHeHue AHKETHI,
TEeMe. TEME
pesiome)




CocraBiieHue

TEMaTHIECKOT0
CIIOBapSL.
Breinonxenue
MUCHMEHHBIX
1.4 Crpykrypa 31 .
3aJIaHui U
JEeATETBHOCTh  KOMITAaHUH [pencraneHue
COCTaBJIEHHE OIIK-1
(mpennpuATHS): 1 20 COOOIICHUS
- BeIylllU€  KOMIaHUH MOHOJIOTHHACCHIX (Tpe3eHTaIum)
o acmzlym BBICKa3bIBaHUI MO p
P teme. [louck
UH(POPMAIHH 110
TEME B
ANEKTPOHHBIX
0azax JaHHBIX.
Uroro no pazaeny 4/411 | T2
2. 2. Benmewue  JenoBoi
KOPPECTIOHICHIINH
Nzyuenue
y4eOHBIX TEKCTOB Iposepka
2.1 Crpykrypa ¥ BHIBI 1 20 TI0 TeMe. BBITIOJTHEHHUS] OIIK-1
JIEJIOBOTO TIHChMa. BeimosiHeHHE | MUCbMEHHBIX PaboT
MUChMEHHBIX o TemMe
3aJaHUN.
Brinonnenue
MUCHhMEHHBIX IMpencrasneHue
2.2 CrpykTypa ¥ THIIBI .. pelt OIIK-1
1 20 3aIaHu. COOOIICHUS
JIOKJIJIOB, OTYETOB.
Ilonroroska (npe3eHTaIyn)
coo0IIeHus.
Wroro no pazaeny 2 40
3. 3. IlepeBon, aHHOTHUpOBaHHUE
U pedepupOBaHHE  TEKCTOB
npodecCHOHATEHON
HalpaBJIeHHOCTH
IlepeBon Tekcra
o
CIIEMATbHOCTH.
Cocrasienue
3.1 OcHoBbI TEpeBOAA, MTUCbMEHHBIX
[IpoBepxka
AQHHOTHPOBAHMS u AQHHOTALIUH
BBINOTHEHHUS] OIIK-1
pedepupoBaHus  TEKCTOB 2 20 TEKCTOB
. MHCBbMEHHBIX
npodecCuoHaATBLHON npodecCHoHAIbH —
HaIpaBJIEHHOCTH oit ’
HAIpaBJICHHOCTH.
PedepupoBanue
TEKCTOB TI0
CIIEHATEHOCTH.
Hroro no pazaeny 2 20
Hroro 3a kypc 8/41 | 132 3320
HIToro 1o QMCLUILINHE 8/41 | 132 3a4eT C OLICHKOU OIIK-1




5. O0pa3oBaTe/ibHbIE TEXHOJOTHHU

B cootBerctBum ¢ TpeboBanusmu GPI'OC 3+ BO mo peanuzanuy KOMIETEHTHOCTHOTO
[I01X0/1a IpoTrpamMma JTUCUUILINHBL «J{e710BOM MHOCTPAaHHBIN SA3bIK» IPETyCMaTPUBAET:

— WCHOJIB30BaHUE B Y4eOHOM MPOIIECCe aKTUBHBIX U MHTEPAKTHBHBIX (POPM IPOBEICHHS
3aHATUH C 1EeTbI0 (OPMHUPOBAHUS M PA3BUTHUS MHOS3BIYHOW KOMMYHHKATHBHOM KOMIETEHIHH
oOyJaronuxcs;

— ucnonb3oBaHue ayauo- u  Buaeomarepuanos, MHTEPHET - pecypcoB Ha
MIPaKTUYECKUX 3aHATHUSX;

— HCIIOJIb30BAHUE AJIEKTPOHHBIX 00pa30BaTENIbHBIX PECYPCOB MO TE€MaM MPAKTUYECKUX
3aHATHH;

— TIOWCK ¥ U3y4eHUE MEIUINHBIX TEKCTOB M0 0003HAYEHHOU MPOOIEMaTHKE;

— WCHOJBb30BaHUE pa3HbIX (OpPM BHEAYIUTOPHOM pabOThl, TaKUX KaK OpraHU3alUs
Mpa3gHUKOB M TEMAaTUYECKUX BEUYEPOB, CTYACHUYECKUX HAyUHbIX KOH(EpEeHLUH; BCTpeY C
HOCHUTEIISIMU SI3bIKA.

JUig OCTHKEHUS IJIaHUPYEMBIX Pe3yiIbTaToB 00ydeHus, B Kypce « IHOCTpaHHBIN SI3BIK»
HCIOJIb3YIOTCS ClIeytole o0pa3oBaTeNbHble TEXHOIOTUU:

1. NudopmarmoHHO-pa3BUBAIOIINE TEXHOJIOTHH, HAmpaBlIeHHbIE Ha (OPMHUPOBAHUE
CUCTEMBbI 3HAaHUH, 3alIOMUHAHKE U CBOOOIHOE ONIEPUPOBAHNE UMHU.

Hcnonb3yeTcss KOMMYHUKAaTUBHO - KOTHUTHBHBIA METOJ, CAMOCTOSITEIbHOE H3YyueHHUE
JUTEpaTyphl, NPUMEHEHHE HOBBIX HMH(DOPMAIMOHHBIX TEXHOJIOTUH JUISI CAMOCTOSTEIHLHOTO
MOTIOJTHEHMs] 3HAHWM, BKIIOYAas MCIOJIb30BAaHUE TEXHUYECKUX U IJIEKTPOHHBIX CPEJICTB
uH(popMaLnH.

2. JleaTenbHOCTHBIE, NPAaKTUKO-OPUEHTUPOBAHHBIE TEXHOJIOTUM, HAINpaBJICHHbIE Ha
(dbopMupoBaHHE CHUCTEMBI MPO(PECCHOHANBHBIX MPAKTUYECKUX YMEHUNH TMpH MPOBEACHUU
AKCIEPUMEHTAJIbHBIX HCCIIeI0BaHUM, 00€CIIeYNBAIOIINX BO3MOKHOCTh KAYECTBEHHO BBINOIHSTh
podecCHOHABHYIO e TEIbHOCTb.

3. PaszBuBaromue mnpoOIIEMHO-OPUEHTUPOBAHHBIE TEXHOJIOTUH, HaNpaBlieHHbIE Ha
dbopMupoBaHME W  pa3BUTHE MNPOOJIEMHOTO  MBIILJICHUS, MBICIUTEIbHOW aKTUBHOCTH,
CIIOCOOHOCTH BUJETh U (POpMYIHpOBaTh MPOOJIEMbl, BBIOUPATh CHOCOOBI U CPEICTBA UIS UX
pemieHusi. Mcnonb3yeTcss KOJUIEKTUBHAs JEATENBHOCTb B TPYNINAaX MPH  BBITOJHEHUHU
MPAKTUYECKUX 3aJIaHUH, pellIeHUEe 3aj[ad B YCIOBHBIX CUTYalUAX JeI0BOM U MPOo(decCHOHaIbHOM
KOMMYHHUKAIUH.

4. JIM4HOCTHO-OPUEHTHPOBAHHBIE TEXHOJIOTUU OOyueHUs, OOECHeuMBaIOIINE B XOE
y4eOHOro mpoIecca ydeT pa3iIMuYHbIX CIHOCOOHOCTEH O0y4daemblX, CO3/aHHuE HEOOXOAMMBIX
YCIIOBUM JUIsl Pa3BUTHS UX HMHAMBUIAYAJIbHBIX HABBIKOB, Pa3BUTHUE AKTUBHOCTU JIMYHOCTH B
yuyeOHOM Tporiecce. JIMYHOCTHO-OpUEHTHUPOBAHHBIE TEXHOJIOTUU OOYYEHHUs pealu3yloTcs B
pe3ynbTaTe HMHIMBUIYaJIbHOTO OOIIEHUS TMpenojaBaTesis W CTyAEHTa MpU TMPE3CHTAUAX
COOOIIEHUH U AOKIAJ0B, MUCbMEHHBIX PA0OT U MPH BHINOJHEHUH JOMAITHUX HWHAWBUIYyaTbHBIX
3aJIaHUH.

6. YueOHo-MeToAMYecKOe o0ecniedeHUE CAMOCTOSITeJIbHON PadoThl 00y4aloUXCs
IIpencraBneno B npunoxenuu 1.

7. OueHoYHBbIE cpecTBA JJIA MPOBeJICHUA NPOMEKYTOYHOM aTTecTaluH
[IpencraBieHsl B MPUIOKEHUN 2.

8. Y4eOHo-MeTOoAUYecKOe W HHPOpMANMOHHOEe o0ecneyeHHe JAUCHUILIUHBI
a) OcHOBHas1 IMTEpaTypa:



AHTJIMHCKHN A3BIK

1. AHrmumiickuii s3Ik st SKOHOMUCTOB (B1-B2): yueOHUK M NpakTHUKyM Jyisi By30B /
T. A. bapanoBckas [u 1p.]; oTBeTcTBeHHBIN penakTop T. A. bapaHoBckas. - 3-e u3., nepepad. u
nom. - Mocksa: WzmarensctBo HOpaiit, 2020. - 470c. - (Beicmiee oOpa3oBanue). -
ISBN 978-5-534-13759-0. -  Tekcr: oamekrponnbii  //  OBC  IOpait [caiiT]. -
URL.: https://urait.ru/viewer/angliyskiy-yazyk-dlya-ekonomistov-b1-b2-466785#page/2 (nara
obpamenus: 01.09.2020).

2. Ilonos, E. b. denoroii anrnuiickuii 5361k / E.B. [lonoB - Mocksa: HUL[ UH®PA-M,
2015. - 64 c.ISBN 978-5-16-103283-1 (online). - Tekct: oanekTponHsii. - URL:
https://znanium.com/read?id=106233 (mata ob6pamierus: 01.09.2020). — Pexxum gocTyma: 1o
IIOAITUCKE.
Hemenkuii si3pIK

1. Jyockux, A.M. DEUTSCHE GRAMMATIK: y4ebnoe mocodue / MITVY. -
Marnutoropck: MI'TY, 2018. - 1 snektpon. ont. auck (CD-ROM). - Tekcr pyc., Hem. - Jlms:
336V. - ISBN 978-5-9967-1104-8:
https://magtu.informsystema.ru/uploader/fileUpload?name=3442.pdf&show=dcatalogues/1/1514
253/3442.pdf&view=true (mata oopamenus: 01.09.2020)

2. PabotaukoBa, H. A. Hemernkuii s361k 111 skoHOMUCTOB (A2 -C1): yueOHOEe mocobue
mis By3oB/ H. A. PabotHukoBa, E. B. UepnsreBa, M. U. KnumoBa. - 2-¢ u3m., mepepad. u
nom. - Mocksa: MszmarensctBo HOpaiit, 2020. - 158c¢. - (Breicmiee o0OpaszoBanue). -
ISBN 978-5-534-07102-3. -  Tekcr: oamekrponnbii  //  OBC  IOpa#t [caiiT]. -
URL.: https://urait.ru/viewer/nemeckiy-yazyk-dlya-ekonomistov-a2-c1-450826#page/2 (nara
obpamenus: 01.09.2020).

@®paHny3CKHH A3bIK
1. 3anaBuna, T. }0. ®pannwms. Ctpana. Jlroau: yaebHoe mocobue. Y. 1/ T. 0. BanaBuna;
MI'TY. - Maruauroropck: MI'TY, 2017. - 1 3neKTp0H ont. auck (CD-ROM). - 3arm c

TUTYJL.OKpaHA. URL:
https://magtu.informsystema. ru/uploader/flIeUpIoad’)name 3158.pdf&show=dcatalogues/1/1136
492/3158.pdf&view=true (mata o6pamenus: 01.09.2020). - Makpoobbekr. - Tekcr:

ANEKTPOHHBIN. - CBeieHus nocTyHbl Takke Ha CD-ROM.

2. 3meéBa, T. E. ®panmy3ckuii s3bIK 111 d5koHOMHUCTOB (B1-B2): yueOuuk mis By3o0sB /
T. E. 3meéBa, M. C. JleBuna. - 2-e uza., nepepad. u momn. - MockBa: U3marensctBo IOpaiir,
2020. - 440 c. - (Bwicmiee oopazoBanue). - ISBN 978-5-534-06777-4. - TekcT: 3JEKTPOHHBIN
/! OBC FOpaiir [caiiT]. -
URL.: https://urait.ru/viewer/francuzskiy-yazyk-dlya-ekonomistov-b1-b2-450043#page/2 (nata
obpamenus: 01.09.2020).

0) JlonosiHuTeIbHAS JIUTEPATYpPa

AHIJIMHACKHUIN A3BIK:

1. Mouceea, T. B. AHMIMCKAI A3BIK JUIS SKOHOMHCTOB: y4eOHO€E mocoOue i By30B /
T. B. Mouceesa, H. H. llarunna, A. YO. lllupokux. - 2-e u3n., mepepad. u jpom. - Mocksa:
WznatensctBo FOpaiit, 2020. - 157 c¢. - (Bwicmiee obpazoBanue). - ISBN 978-5-534-08911-0.
- Tekcr: 3IEKTPOHHBIN // 9bC FOpaiit [caitT]. -
URL.: https://urait.ru/viewer/angliyskiy-yazyk-dlya-ekonomistov-455198#page/2 (nata
obpamenus: 01.09.2020).

2. Hessoposa, I'. JI. Aurnwiickuii s3bIk. ['pammaruka: ydeOHOe mocoOue s By30B /
I'. 1. HeB3opoBa, I'. . Hukurymkuna. - 2-e usd., ucnp. U Aom. - Mocksa: M3mgareinbcTBo
KOpaiit, 2020. - 213 c. - (Boicmiee oOpazoBanue). - ISBN 978-5-534-09359-9. - Tekcr:
AIEKTPOHHBIN /l ObC FOpaiir [caitT]. -
URL: https://urait.ru/viewer/angliyskiy-yazyk-grammatika-451966#page/2 (nzata  oOpareHus:
01.09.2020).
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0) JlonoJiHUTeIbHAA JINTEpaTypa

AHIJIMACKMH A3BIK:

1. Mowuceesa, T. B. AHrimiickuii sI3bIK IjIs1 SJKOHOMHCTOB: y4eOHOE mocoOue it By30B /
T. B. Mouceea, H. H. Harmumaa, A. lO. lllupokux. - 2-e m3a., mepepad. u jgon. - Mockaa:
W3narensctBo FOpaiit, 2020. - 157 ¢. - (Boicmiee oOpa3zoBanue). - ISBN 978-5-534-08911-0.
- Tekcr: AJIEKTPOHHBIN /l OBC Opaiit [caiit]. -
URL.: https://urait.ru/viewer/angliyskiy-yazyk-dlya-ekonomistov-455198#page/2 (nara
obpamenus: 01.09.2020).

2. Hessoposa, I'. JI. Aurimiickuii si3pIk. ['pammaruika: ydeOHOe mocoOwe aasi By30B /
I'. 1. HeB3opoBa, I'. . Hukurymkuna. - 2-¢ w3n., wchnp. u jom. - Mocksa: M3mareiascTBo
Opaiit, 2020. - 213 c. - (Bricumiee oOpaszopanme). - ISBN 978-5-534-09359-9. - Tekcr:

AIEKTPOHHBIN /l 9bC Opaiir [caiT]. -
URL: https://urait.ru/viewer/angliyskiy-yazyk-grammatika-451966#page/2 (nata  oOparieHus:
01.09.2020).

HeMenkmuii s3bIK:

1.XypasneBa, A. A. Professional Reading in English, French and German:
yuebHO-MeToandeckoe mocooue / A. A. Kypasnesa, T. 0. 3anaBuna, JI. A. Illopoxosa; MI'TYV. -
Maruutoropck: MI'TY, 2016. - 1 snexrpon. ont. auck (CD-ROM). - 3ara. ¢ turyin. skpana. -
URL.:
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/113025
1/17.pdf&view=true (mata oopamenus: 01.09.2020). - MakpooObekT. - TeKCT: IeKTPOHHBIN. -
Ceenenns goctynssl Takke Ha CD-ROM.

2. AxmerssaoBa, T. JI. WirstchaftDeutschlands: yae6noe mocooue / T. JI. AXmeT3s1HOBA;
MI'TY. - Maruautoropck: MI'TY, 2017. - 1 smexrpon.ont. auck (CD-ROM). - 3arm c
TUTYJL.OKpaHA. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=2887.pdf&show=dcatalogues/1/1134
177/2887.pdf&view=true (mara o6pamenus: 01.09.2020). - MakpoooObekT. - Tekcr:
ANEKTPOHHBIN. - CBeieHus nocTynHbl Takke Ha CD-ROM.

@®paHny3cKuil A3bIK:

1. XypasneBa, A. A. Professional Reading in English, French and German:
yuebHo-MeToandeckoe mocodue / A. A. XKypasinesa, T. 0. 3anasuna, JI. A. lllopoxosa ; MI'TYV. -
Maruutoropck: MI'TY, 2016. - 1 snekrpon. ont. guck (CD-ROM). - 3ari. ¢ turya. skpana. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/113025
1/17.pdf&view=true (mara oopamenus: 01.09.2020). - MakpooObekT. - TeKCT: JIeKTPOHHBIN. -
Cenenus goctymnHsl Takke Ha CD-ROM.

2. JleBuna, M. C. ®paniy3ckuil S3bIK. DKOHOMHKA, MEHEIKMEHT, MOJUTHUKA: y4yeOHOe
nocobue mis By3oB / M. C. Jleuna, U. YO. baprenesa, O. b. CamconoBa. - 2-e¢ u3[., HCHp. U
nom. - MockBa: WspmarensctBo [Opaiit, 2020. - 203c. - (Beiciiee oOpa3oBanue). -
ISBN 978-5-534-06029-4. - Tekcr: osnekrponnsit // OBC IOpaiit [caiit]. -
URL: https://urait.ru/viewer/francuzskiy-yazyk-ekonomika-menedzhment-politika-455016#page
[2 (nata obpamtenus: 01.09.2020).

B) Meroanuyeckue yKa3aHus:

1. Meroauueckre pa3pabOTKH MO pasfeiaaM / TemMaM ayJuTOPHONW W BHEAyIUTOPHOM
paboTb! oOyuatoruxcs (Ipunoxenue 3).

2. [Ipumeps! aynutopHbix KOHTPOJIBHBIX pabot (I[Tpunoxenue 4).



https://urait.ru/viewer/angliyskiy-yazyk-dlya-ekonomistov-455198#page/2
https://urait.ru/viewer/angliyskiy-yazyk-grammatika-451966#page/2
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/1130251/17.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/1130251/17.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2887.pdf&show=dcatalogues/1/1134177/2887.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2887.pdf&show=dcatalogues/1/1134177/2887.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/1130251/17.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/1130251/17.pdf&view=true
https://urait.ru/viewer/francuzskiy-yazyk-ekonomika-menedzhment-politika-455016#page/2
https://urait.ru/viewer/francuzskiy-yazyk-ekonomika-menedzhment-politika-455016#page/2

r) [Iporpammuoe odecnieuenne u UuTepHeT-pecypcebl:

IIporpammHoe obecnieueHue

Haumenosanue 110 Ne norosopa Cpox elicTBUS TULEH3UU

MS Windows 7
) J-1227-18 oT

Professional(iyst 08.10.2018 11.10.2021
KJIACCOB)
MS Off_lce 2007 Ne 135 ot 17.09.2007 OeccpouHO
Professional
7Zip CBOOOTHO 0eccpoyHO
FAR Manager CBOOOHO 0ecCcpoyHO

IIpodeccuonanbubie 6a3bl JAHHBIX U HH(POPMALMOHHBIE CIPABOYHbIE CHCTEMbI
HasBanue Kypca CchblIKa

OnekTpoHHas 0a3a MEPUOJUYECKUX H3JaHUN
East View Information Services, OOO
HammonansHas
MH(POPMAITMOHHO-aHAIUTUYECKAsT CHUCTEMa
Poccuiickuii MHIEKC HAYIHOTO ITUTHPOBAHMS
IMouckoBass cucrema Axkamemust Google
(Google Scholar)
Nudopmanmonnas cucrema - EnuHoe OKHO
JOCTYIIa K MHGOPMAIMOHHBIM pecypcaM
DOneKTpoHHBIE pecypchl Oubmuoteku MITY
nMm. I'.' 1. HocoBa

https://dlib.eastview.com/

URL: https://elibrary.ru/project risc.asp

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

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

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

9 MarepuajibHO-TeXHHYECKOe o0ecnevyeHue TUCUMILTHHBI (MOTYJIs1)

MartepuanbHO-TeXHHUYECKOE 00ecTiedeHre TUCITUIUTNHBI BKJIIOUAET:

Y4eOHble ayIuTOpUM JUISI TPOBENEHUS NPAKTHUECKUX 3aHSATUH, TPYNIOBBIX H
WHIUBUAYAIbHBIX KOHCYJIbTALMM, TEKYIIEro KOHTPOJS W IMPOMEXKYTOYHOW AaTTeCTallHH:
MYJIbTUMEUIHBIE CPEJCTBA XPAaHEHUs, NepeJadyd U NpeacTaBieHUus WHPOpPMAIUU; KOMILIEKC
TECTOBBIX 3a/IaHUH JJIsl IPOBEACHUS TPOMEKYTOUHBIX U PyOSKHBIX KOHTPOJICH.

[Tomemienus Ans  caMOCTOSATENbHOW — pabOThl  OOy4aromMXcs:  MEPCOHANbHBIC
kommbioTepsl ¢ makerom MS Office, Brixogom B MHTEpHET M C JOCTYIIOM B BJICKTPOHHYIO
nH(OPMALIMOHHO-00pa30BaTENIbHYIO CPEAY YHUBEPCUTETA.

[Momemenne Ui  XpaHeHHs ©  NPOQUIAKTUYECKOTO OOCIYXHBaHHS Y4eOHOTO
obopynoBanus: mKabl UIsI XpaHEHHsS Yy4EeOHO-METOIMYECKONW JIOKyMEHTAIluu, y4eOHOTO
o0opynoBaHus U yueOHO-HAT I THBIX TOCOOUH.
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IMPUJIOKEHMUE 1

Y4e0HO-MeTOIMUYECKOe 0DecTiedeHHe CAMOCTOSATeILHOI padoThI CTY/IEHTOB

PabGora Hag moAroToBKOM /1€JI0BOM JOKYMEHTAIIUN
B nonsTue «aenoBasi nepenucka» BXOIAT:

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

® pe3roMe

e cuera

®  JIOTOBOPHI

®  THMCHMO OJIaroapHOCTh

e 3ampoc

® 3aka3

L4 MMUCbMO IMOATBEPIKACHUEC

Cmpykmypa 0e106020 nucoma
1. Aapec oTpaBuTens

JlomxkeH OBITh PacoioKeH B MPaBOM BepxHeM yriy mucbMa. Crienyer ykazaTh HOMEp JoMa, YIHILY, KOJT
(MHIEKC) ropoaa, ropo, CTpaHy, TeiaedoH.

[Ipumevanue: B aMeprkaHCKOM BapHaHTE aHTJIUHUCKOTO SI3bIKA aIPEC OTIPABUTEIIS, KaK
MPaBUJIO, pa3MEUIaeTCs B IECBOM BEPXHEM YTy, HI)KE JaThl WIIM B KOHIIE MHChbMa
MOCJI€ TIOJITUCH.

2. llata

Ctpoxkoii HHKe TIOCyIe aapeca muIercs aara B Gopmare wucio - mecsy - 200 (30 October 2011)

Ecnu nenoBoe muchMO MHIIETCS Ha GUPMEHHOM OJIaHKE KOMIAHUH, aJIpec HE YKa3bIBaeTCs, a
Jlata MPOCTABIISIETCS] B BEPXHEM JICBOM YIITY.

3. Anpec noJsryyareJist
B OputaHckoM aHTTIMHCKOM aJipec MoTydaTesisi MUIIETCs Ha TOH JKe CTpoKe, TIe U JaTa, UiH

CTPOKOM HIXKE.
B amepukaHCKOM BapUaHTe aHIIIUICKOTO A3bIKa aIpeC MOJIydaTess MUIIETCs JBYMS CTPOUKaMHU

HHIKC aapecCa OTIIPABUTCIIA (I/IJ'II/I JaThbl, €CJIM aaApeC HE l'II/IIJ_IeTCH).

4. IlpuBeTcTBHE
Ecnu Brl 3HaeTe nMs YCJIIOBCKA, K KOTOPOMY MUIICTC MMCbMO, IPUBCTCTBUEC TOAACTCA B CI)OpMaTGI

Dear Ms / Miss / Mrs / Mr / Dr + pamunus
I[Tpu oOparieHny K >KEHIIMHE UCIIONB3YIOTCS CIIEAYIOLIHE CII0Ba:

Mrs — ecm oHa 3aMy)XeM
Miss — eciin OHa He3aMYKHSS

MS — ecrti HUYEro He U3BECTHO O €€ CEMEHHOM CTaTycCcC, a TAKXXC B 06paH_ICHI/II/I K He3aMy>KHCI>i KCHIIIMUHCE.
Ecmu Bel He 3HaeTe mon ajpecaTta, MOXHO HAallMCATh MMOJIHOC UMH, YITYCKas TUTYJIL:

Dear Hadi Jalali

Hmeercs HECKOIBKO BapHUaHTOB O6pa]J_ICHI/I$I K UCJIOBCKY, UMCHU KOTOPOIr'o Br1 He 3Haere:



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

K myxumnne:

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

K >xenmune:

Dear Madam (in British English)

Ladies (in American English)

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

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

Ilocne MIPUBCTCTBUA CTABUTCA 3a11ATasi:

Dear Sir or Madam,

WJTH K€ TTYHKTYaIlHOHHBIH 3HAK MOKET OTCYTCTBOBAThH BOOOIIIE:
Dear Sirs

Cornacuo ¢ Hopmamu American English - ucrionbs3yercst 1Boeroune:
Ladies and Gentlemen:

5. Tema genoBoro nmucbma

Crpokoii HKe IPUBETCTBHUSA pasMmeriaercs Tema nuckMa (British English). Yro6s1 BeimenuTs ee,
HCIIONB3YIOTCS CIToBa «Subject:» mmm «Re:», sKUPHBIHA MpU(T UK 3arIaBHbIE OYKBEI.

Dear Sir or Madam,

Subject:  Order #1234/1

B aMeprKaHCKOM aHIJIMICKOM TeMa IIPOMHCHIBACTCS IIEPEI IPUBETCTBUEM.
6. OcHOBHAs 4acTh AEIOBOro IMMChMa

I[TepBoe ci1oBO TekcTa mumIeTcs ¢ 60bII0i OYKBEL TEKCT ciieyeT BEIpaBHUBATS I10 JIEBOMY Kpalo, a
rocye KaXk/Ioro ab3ara mpormyckats onHy cTpoky. IlepBsiii ad3ai mpeacraBiisier coboil BCTyIUIEHHE, B
KOTOPOM OOBSCHSIOTCS IPUYMHBI HAIMCaHUs THchMa. B mocnenyromux ad3amax 6onee aeTaabHO
n3naratotcs Bamm nenw, npuBoautes nHdopmanus u T.1. B mocsiennem ag3ame HeoOX0AUMO ITOJBECTH
UTOT | OITKCAaTh, 9er0 MMEHHO Brl oxknmaere ot Bamrero agpecara. TekcT nucbMa IOIKeH OBITh YETKO
CTPYKTYPHPOBAH M CO3/1aBaTh ITOJIOKUTEIHHOE BIICUATIICHHUE.

7. 3aKIOYATENIbHAS YACTh OEJIOBOrO MUCHEMa
OT0 SKBHBAIEHT PyccKOro «C yBa)KEHUEM.../C HAMITYUIIINMH TTOKENAHUIAMHU....»

B Gpuranckom aHMIMICKOM, eciii Bbl obparaerech K ajapecary 1o uMeHH ((haMuIIiK), HCIIOIb3yHTe
croBo «sincerely», ecau mer - «faithfully».

Dear Ms Wexley

Dear Jane Wexley

Dear Jane Yours sincerely / Sincerely yours

Dear Sir

Dear Sirs

Dear Madam

Dear Sir or Madam Yours faithfully / Faithfully yours



B amepuKkaHCKOM aHTTIMICKOM B HOAMICH MOXKET HaxomuTes umb «sincerely», .. «faithfully» ne
ynoTpeOnsercs.

B OJICKTPOHHBIX MACbMAaX MOKHO HUCITIO0JIB30BATh

Regards
Kind regards
Best wishes

HyHKTyaHI/IH B 3aKJIIOYUTEIILHON YaCTH ACII0BOro NMcChbMa - 1o aHaJIOruu C MMPUBETCTBHUEM,
PasaCInTEIbHBIC 3HAKN JOJIPKHBL OBITH OJMHAKOBBIC.

OtcTynuB JiBe CTPOYKH OT MOCIeaHero ad3aia, ciuesa nuirercsBusiness (firm) to business (firm) ®dupma
¢dupme

Yours sincerely/ Yours faithfully

C COOTBETCTBYIOIIUM TYHKTYAI[HOHHBIM 3HAKOM,

yepes 4 cTpouKH (OCTaBIISIOTCS /IS TIOAIKUCH) - M ajipecaTa.

KTo KoMy MOXXeT nmucath JIeloBbIe HuchMa?

e Business (firm) to consumer — ®upma moTpeOUTENIo

e Job applicant to company 3asBuTens HA TOKHOCTH KOMITAHUT
e Citizen to government official ~ I'paxnaHuH YMHOBHHUKY

e Employer to employee  Hanumarenb coTpyaHUKY

e Staff member to staff member  Corpyauuk corpyauuky

J100) KaKoMy 1I10BOAYy MUINYTCHA A€JI0BbIC nucbma?

e to persuade ybenuTh

e toinform porH(pOPMHUPOBATH

e torequest CIIENAaTh 3aIPOC

e to express thanks BBIPa3UTh OJIAroJapHOCTh
e toremind HAIOMHHTh

e torecommend pekoMeHIOBATH

e toapologize  u3BHMHHUTBCA

e tocongratulate mo3mpaBuTH

e toreject a proposal (of cooperation) or offer (of goods) orkazaTbcst OT peVTIOKEHUS O
COTPYIHUYECTBE MM OT TOBapa

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

e toinvite or welcome  mpurIacUTH WK MPUBETCTBOBATH

e tofollowup  mpoBepuTh (MCHONHEHHUE)

e to formalize decisions 3akpenuth perieHus

Cranpaprabie BelpaskeHus B 1eJI0BOMH Nepenucke
1. O0pamenne

e Dear Sirs, Dear Sir or Madam (ecu BaM HE U3BECTHO UMS aJipecaTa)

e Dear Mr, Mrs, Miss or Ms

e (ecny BaM MU3BECTHO UM aJjpecaTa; B TOM Cllydae KOI/ia Bbl HE 3HAaeTe ceMeiiHoe
MIOJIOXKEHU e KEHILMHBI ClleyeT nmucath MS, rpy0oii oImOKoi SBIISETCS HCIOIb30BaHUE
¢paszsr “Mrs or Miss”)

e Dear Frank, (B obpameHnyn Kk 3HAaKOMOMY YETIOBEKY)



2. Beryniienne, npeasiayniee o0uieHue.

e Thank you for your e-mail of (date)... Cracu0o 3a Baiiie MuchbMo OT (Ynciia)

e Further to your last e-mail... OtBeyast Ha Balle MUCHMO. ..

e [ apologise for not getting in contact with you before now... S mporry nporeHus,
YTO JI0 CHX TIOp HE HAIMCAJI BaM. ..

e Thank you for your letter of the 5 of March. Cnacu6o0 3a Baie mucbMo ot 5 Mapra

e  With reference to your letter of 23" March OTHOCHTEIIFHO BaIlIero mucbMa ot 23
Mapra

e With reference to your advertisement in «The Times» OTHOCHTEIILHO Balleil peKIaMbl
B Talimc

3. Yka3zanmue NpUYYH HAMUCAHUA MUCbMa

e | amwriting to enquire about A nunry Bam, 4TOOBI y3HATS. . .

e | amwriting to apologise for S nunry BaM, 4TOOBI H3BHHUTHCS 3. ..

e | amwriting to confirm  SI umry Bam, 9T0 OBI MOATBEPAUTE. ..

e | amwriting in connection with S numry Bam B CBsSIBH C ...

e  We would like to point out that... Ml XoTenu Obl 00paTHTH Ballle BHUMAHKE Ha ...

4. IIpocboda
e Could you possibly... He Mormnm 651 BHI. ..
e [ would be grateful if you could ... 51 ObLI1 OBI MPU3HATEICH BaM, €CJIU OBl BHI ...

e 1 would like to receive 51 ObI XOTEN MOMYYHTb. .....
e Please could you send me... He Mormu GBI BEI BBICTIATH MHE. ..

5. Coraaimenue ¢ yYCJI10BUAAMHA

e [ would be delighted to ... 51 6611 OBI paf ...
e 1 would be happy to 51 GBI GBI CUACTIINB. . .
e | would be glad to 51 GwL GBI pap...

6. Coo01enue MmMJIOXNX HOBOCTEH

e Unfortunately ... K coxanenwnro...

e [ am afraid that ... Boroce, uTo. ..
e |l amsorry to inform you that MHe TsKEIno coo0IIaTh BaM, HO ...
e Weregret to inform you that... K cokanennro, Mbl BBIHYAE€HBI COOOIIUTH BaM O. ..

7. Ilpuiio:keHne K MUCbMY JOIOJHUTEIbHBIX MATEPHAJIOB

e We are pleased to enclose ... MbI ¢ yIOBOJIbCTBHEM BKJIAIBIBACM. ..
e Attached you will find ... B npukpernsiensoM ¢aiisie BbI Haiiiere. ..
e Weenclose ... MBbI npusaraem. ..

e Please find attached (for e-mails)  BbI Haiiiere npuKperuIeHHbIN (aii. ..

8. Bricka3piBaHue 0J1ar0JapHOCTH 32 NPOSIBJIEHHbIH MHTEpPeC

e Thank you for your letter of Cracu0o 3a Bale MucbMO

e Thank you for enquiring Cnacu6o 3a IpOsSBICHHBI HHTEPEC. . .

e We would like to thank you for your letter of ...  MpI xoTenu 651 mOOIATOAPUTH BAC
3a...

9. [lepexox k Apyroii rTeme



e We would also like to inform you ... MBI Tak ke XOTenH Obl COOOIIUTH BaM O...
e Inanswer to your question (enquiry) about ... B otBer Ha Bam 3anpoc
e [ also wonder if... MeHs TaKke UHTEpPECyeT. ..

10. lonoHNTEJBHBIE BONPOCHI

e [ am a little unsure about... $1 HeMHOTr0 He YBEpPEH B ...
e | donot fully understand what... 5 He 10 KOHIIa OHSI. ..
e Could you possibly explain... He moriu Obl BbI OOBSICHUTS. . .

11. llepexaya uapopmanumn

e I’m writing to let you know that... A nunry, 4To0Bl COOOIIUTE O ...

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

e I am delighted to tell you that... MBbI ¢ yIOBOJBCTBHE COOOIIAEM O ...

e  Weregret to inform you that... K coxayieHuo, Mbl BBIHYXKIE€HBI COOOIUTE BaM O. ..

12. IIpenJioxkenue cBoeil moMoum

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

e Ifyou wish, I would be happy to... Ecnu xotute, s ¢ paiocThIo. ..
e Let me know whether you would like me to... Coo0rure, eciii BaM MOHA00UTCS MOSI
MIOMOIIIb.

13. HanoMuHaHue 0 HAMeYeHHOMH BCTpeUY€ UJIH OKUTAHUE OTBETA

e | look forward to ... 51 ¢ HeTepIIEHHEM KTy,

e hearing from you soon  xorja cMOry CHOBa yCIHbIIIATh Bac

e meeting you next Tuesday BCTpPEYH C BaMH B CIEAyIOIni Bropauk
e seeing you next Thursday scrpeun ¢ Bamu B UerBepr

14. ITognucon

¢ Kind regards, C yBakeHHUEM. ..
e Yours faithfully, Wckpenne Bam (eciau nMs denoBeka BaM He U3BeCTHO)
e Yours sincerely, (ecmu ums Bam u3BecTHO)

IIpursamenue Ha MeponpUsiTHE
Invitation

I[CJ'IOBBIG IIPpUTIalICHUs OOBIYHO OYEHB KpaTKu. CaMbBIM Ba)KHBIM B HHUX SIBIIICTCS IIpaBUJIbHOE
06paH_ICHI/Ie K OPpUTIIAIICHHOMY, €CJIX 3TO JIMYHOC IPUIJIAIICHUC. B Tekcte AO0JDKHa COACPIKATHCA
HeO6X0,Z[I/IMa$I I/IH(i)OpMaI_II/IH 0 MECTC U BPpEMCHH NIPOBECACHUS, 4 TAKIKEC O ITOBOAC MEPOIIPUATHA, CCIIU 3TO
HeO6XO,Z[I/IMO. Ecmn IIpUTIIAICHUC 06]]_[66, 06paH.[eHI/IC JOJIZKHO OBITH IIOHATHBIM, TCKCT OCTAHCTCA
MIPCKHUM.

Dear Mr and Mrs Green, YBaxaemble Muctep u muccuc ['pus,

We cordially invite you to our Name MBI ¢ yI0BOJILCTBHEM MPHUTJIAIIAEM Bac Ha
Scholarship Reception, in honor of all the | mprem 1o ciayuaro BpydeHUs] IMEHHBIX
donors to the College Scholarship Fund. CTUTICH/INH, B 4Y€CTh JOHOPOB

The reception will take place at the CTUNEHINATBHOTO (DOHA KOJUIeHKA.
Rotunda, 8 pm — midnight. [Ipuem cocroutcs B Potonze, ¢ 8 Beuepa




Sincerely, Alumni Office

JI0 MOJIyHOYH.

Uckpenne Bam, Oduc no aenam
BBIITYCKHHKOB

PEKOMEHI[aTeJIbﬂoe IIMNCBMO
A letter of reference, reference letter, reference

OOBIYHO PEKOMEHIATEIIbHOE MTUCHhMO HEBEIIMKO 10 00bEeMY, Yallle BCEro He 00jIee OHOM CTPAHMIIBI.
LleHHOCTHh peKOMEHIAIINN 3aKITI0YAETCS B IMOAMKICH TOTO, KTO JaJI PEKOMEHTAITHIO.

CylecTBYIOT OOIICIPUHSATHIC CTAHIAPTHI COCTABJICHUS PEKOMEH AN

00BIYHO PEKOMEHIATEIFHOE MIUCHhMO MUIITYT Ha GUPMEHHOM OJIaHKE

naTa oOBIYHO CTABUTCS CBEPXY, JMOO cripaBa, IM00 ClieBa

MOCJI€ 1aThl, OOpAIeHUsI IeTAl0TC OTCTYIIBI, a B Hadajie ab3ara OTCTyIa HeT, TEKCT

pazOuBaeTcst Ha ab3aIsl

TCKCT BBIPABHHUBACTCA 110 IIHUPUHC

B KOHIIC CTABUTCA MOAINMUCH OT PYKH

Date (month/day/year)

To Whom It May Concern:

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

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

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

The referee will be an asset to any firm.

Signature

Hata (mecsit/neHb/To )

TeM, KOro 310 Kacaercs:

Hacrosiiee muceMo npecTaBiser
OTIMCaHUe U OIICHKY paboTHI (MMs), TaHO
Ut Oyymeit paboThI B ...

PaGoTas y Hac B ouce, oH/OHA OTIMIHO
MIPOSIBUJI CeOsI, BHITTOJTHSS CIICTYIONTHE
3a/IaHUA ... ¥ TI0Ka3aja 0coObIe
CIOCOOHOCTH B ... . PekoMeH1yeMbIii
SIBJISICTCS] YEJIOBEKOM OUYCHB IIPHIICKHBIM 1
CO3HATEILHBIM, C Pa3BUTHIM YyBCTBOM
oTBeTCTBeHHOCTH. OH/OHA TaKXke
CYLIECTBEHHO Pa3BUJI HABBIKH
MEKJIMYHOCTHOTO OOIICHHUS.

PeKOMeH,HyeMLIﬁ IIOKa3aJ TAKIKE XOPOIIHC
3HAHUS A3BIKOB, KOMIIBIOTCPA U
CIIOCOOHOCTH pa6OTaTL C IIOCTOAHHBIM
IMMPUJICIKAaHUEC 1 BHUMAHUCM K JICTAJISAM.
OH/0Ha SABIISICTCS BBICOKO
MOTUBHUPOBAHHBIM YCJIOBCKOM, KOTOpBIfI
OTJINYHO pa60TaeT KaK B KOMaHJC, TaK U
caMocTosTenbHo. Ha Hero/nee BCECraa
MOXKHO ITOJIOKHUTHCA.

PexoMmenayeMblii CTaHET LIEHHBIM
COTPYIHUKOM JIF000H (PUPMBIL.




Iloamuce

Pe3rome
Resume, Curriculum Vitate, CV

Kpowme cioBa résumé, ucnonssyercs cokpamienue CV. ITpousHocsT ero mpocro mo 6ykBam. Jta
ab0peBuaTypa MCIob3yeTcsl BMeCTO JIaTHHCKUX cioB Curriculum Vitate — onucanue (mporpamma)
xu3HH. KoHEeuHO, B TaHHOM ciTyuyae MmoJjpazyMeBaercs olMcanue Baied mpodeccnoHanbHON KU3HH.

Cy11ecTBYIOT OOLIENPUHSTBIE TPaBUIIa cocTaBiaenue résumé, wim CV:

B HA4AJIC MTOJIHOCTBIO YKA3bIBAIOTCA UM COUCKATEI U KOHTAKTHBIC JTAHHBIC

Janiee clielyeT nepeynciieHne npodeccCuoHaIbHOrO ONBITA, €CJIU €CTh

YKa3bIBACTCA UMCIOIICCCA O6pa3OBaHI/I€

JIpyrue cBefeHus o npodeccuu u 00pa3oBaHUU, HAPUMED, KYPChI TTOBBIIICHUS
KBaTU(UKAITIT

yOIMKaIK, BBICTYIIJICHUS Ha KOH(PEPEHIUAX, ydacTHe B MPOEKTax (€CIu 3TO UMEET
OTHOIICHHE K YKEJIaeMOM JTOIKHOCTH)

XPOHOJIOTHS BEICTPAUBAETCSI B 00OpPAaTHOM TIOPSIJIKE, TO €CTh BBl HAUMHAETE C IMOCIIETHETO
110 BPEMEHHU COOBITHS

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

pe3roMe JOJDKHO OBITh YI0OOHO ISl 9YTeHHS], TO €CTh OT(OPMATUPOBAHO TIO IITUPHHE, C
OTCTYNaMH, MO3BOJISIOIIMMHU JIETKO YATATh TEKCT

00beM pe3roMe He JOJKEH MPEeBhIMATh 1-2 cTpaHuI]

Ha3BaHue — CV mwim résumé — MUIieTcs, Ho He SIBIIIeTCA 00I3aTeaIbHBIM

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

Human Resources Management ¢ IT Recruitment

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

Program Development

Benefits Administration

Preventive Labor Strategies

HR Policy Design & Administration
Succession Planning

Union Negotiations & Mediations

Employee & Labor Law
Compensation & Benefits Design



mailto:Julia_Khann@yama.ru

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




3anoJiHeHHe AHKEThI
Job Application Form

Koraa Bam HE00X0IMMO 3aOIHUTH aHKETY, HAIIpUMep 3asiBIICHHE O IpHeMe Ha paboTy, Tpedyercs
MOHUMATh, YTO TaM HAIMCAHO U MPABIIBHO 3a0JIHUTH COOTBETCTBYIOIIUE pa3aenbl. OOBIYHO BBIIACTCS
OnaHK, r7ie Hy)KHO BIIMCHIBATh CBOM JlaHHbIe. Hampumep:

Job Application Form brank 3asBiieHus 0 mpueMe Ha paboTy

Post/position applied for Ha xakyro J10/KHOCTD XOTHTE MOnacTh. [Tumure
MMEHHO Ha3BaHWE BaKaHTHOM JIOJDKHOCTH, a HE
Ha3BaHUe Tpodeccu.

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

attended AMEpHUKaHIIBI Ha3bIBAIOT «IIIKOJIOW» JTF000€ yueOHOe
3aBeJICHHE.

Qualifictions KBamuduxkanus. [lepeuncnure Bce HaBBIKA U YMEHHS,
KOTOPBIE CYMTACTE BAKHBIMH JJIS1 TAHHOM
JIOJDKHOCTH.

Age at Graduation Bo3pact 110 OKoHYaHUH y4eOHOTO 3aBEICHHUSI.

[Tummte TOT BO3pacT, KOra Bbl MpeKpaTHiin yuely.

First Job [TepBas pabora. CiioBo job o3HauaeT pabora,
JIOJDKHOCTB. YKa3bIBaiTe, KeM HMEHHO paboTallu.

Length of Employment at CKOJIBKO BpEMEHH MPpopaboTaan Ha IpEKHER

Previous job JIOJDKHOCTH. YKaXXUTE, CKOJIBKO JIET U MECALIEB

npopaboTalii Ha MPEeXKHEH JOIKHOCTH.

Reason for Leaving [puunnHa yBosibHeHHs. CTapailTecTh yKa3bIBaTh
HeWTpalbHyI0 puKHY, Harpumep: Contract Expired
— McTex KOHTpaKT.

Interest(s) NHrepecsl. YKaXuTe, YTO UMEHHO IPEANIOYUTACTE
JIeNaTh WIN Ballld CUJIbHBIE CTOPOHBI.

Special Skills Oco0ble HaBbIKK U YMEHUS. [loTIOTHUTEIbHEIE
HABBIKH M YMCHUSL.

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

IMucsMo-3anpoc

Inquiry Letter

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

3aKa3 000pyOBaHU
OpOHUPOBAaHUE TOCTHHHUIIBI U OWJIETOB




apeH/1a MOMEIICHHSI

PasMCIICHNUEC PCKIIAMBI

3a1poc 0 BO3MOYKHOCTH COTPYAHUYESCTBA

[Tucemo-3anpoc uadopmaru (INquiry Letter) ornpasisercs, Koraa HEOOXOUMO MONTYyYHTh Ooee
oIPOOHY0 HH(GOPMAITHIO 00 MHTEPECYIOIIEM Bac TOBapEe WK YCIyTe.

B nauane nucema CJICAYCT MIOMECTUTh HAa3BaHUEC U aApeC BaIIIck KOMITaHMH, HUXKE JOJPKHO UATH

Ha3BaHHWEC KOMIIAaHWH, B KOTOPYIO BbI O6paHIaCTCCI). CocTaBUTh TEKCT MHCbMa BbI MOXKETE C IIOMOIIB IO

CJIEYIOUINX CTaHJAPTHBIX BhIpaKEHUH.

1. OduunansHOE oOpareHue,
MIOCKOJIBKY C aJpecaToM BBI HE
3HAaKOMBI.

Dear Sir / Madam (YBakaeMblif rocriofJuH/rocroxa),
Dear Sirs (YBaxaemsle rocnona). OOpaiieHue
“Dear” 00bIYHO TIEPEBOAUTCS KaK
“yBakaeMblil/yBaxkaemasi”’, a Ipu 0OpaIleHnH K
OJIM3KOMY YETIOBEKY KakK “‘7oporoi/moporas’.
OpHAaKO MOKHO H HE IePEBONTH, B 3aBHCHUMOCTH OT
TOHA TIMCHMa.

2. Yka3aHue UCTOYHUKA
nH(pOpMaIUK O KOMIIAHUHT

With reference to your advertisement (vmu coxparr. —
ad) in... OTHOCHUTENHLHO BaIlICi PEKJIAMBI B ...
Regarding your advertisement (uiu cokparieHHO —
ad) in ... KacarenpHO Balleil peKkjaaMbl B ...

3. IIpockba BeICTIATH HEOOXOAUMBIC
JTAHHEIE

Could you please send me ... He mormu Ob1 BbI
BBICTIATh MHE ...

I would be grateful if you could... 5 Gbu1 GBI
OylarogapeH, eCyu BHI. ..

Can you give me some information about... Mosxete
JI¥ BBI 1aTh MHE HH(OPMAIIHIO O. ..

Could you send me more details... Moriu ObI BbI
BBICIIATh MHE MOJIPOOHYIO HHDOPMAITHIO. ..

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

I would also like to know ... 51 ObI Takke XOTen
y3HATh...

Could you tell me whether ... Ckaxure,
MoXanyucra, ...

5. Iloamuchk

Yours faithfully, C yBaxenuem, (eciu B
oOpallleHny muchbMa He Oblla yKa3zaHa haMuus
MoJTy4yaTenis)

Yours sincerely, HWckpenne Bar, (eciu B
oOpaleHuy muchbMa Oblia yKazaHa haMuiius
MOoJTy4yaTeis)

He3aBucumo ot npeaMmera O6cy)K,I[eHI/IH, (bOpMy.]'II/IPOBKI/I COCTAaBJICHUA TAKOIro ACJI0OBOIro nmucbMa

OCTArOTCA CXOXXHUMH.

Dear Sirs,

Translation Brochure

translation services.

Sincerely ...

| should be grateful if you would send us 41 Ob11 OB1 BaM OnarogapeH, eciiu Obl Ba
your brochure and price list about your BBICJIAJIM MHE Ballly OpoIIopy U

YBaxkaeMble rocroaa,

ITo moBoxy bpouttops! o nepeBoze:

npaic-TUCT 00 ycIIyrax 1o rnepeBoy.

Hckpense ...




OTtBer Ha 3an1poc HHPOPMALMHU
Inquiry Letter

Koraa kommanus monmy4aer mucbMo € IPOCbOOH BBICTIAaTh HOAPOOHYIO HH(OPMAIIUIO O €€ IPOAYKIIUH,
TOBape WK yCIIyre, B OTBETHOM MHChME OYeHb BAYKHO MTPOM3BECTH OJIATOMPUSTHOE BIICUATIICHHUE HA

MMOTCHUIMAJIbHOI'O KJIMCHTA WJIM MapTHEPA. Be)KHHBLIﬁ, rpaMOTHO COCTABJIEHHBIA OTBET 00513aTEILHO

Oyzer criocoOCTBOBAaTh CO3aHUIO MTOIOOHOTO BIICYATIICHHSI.

1. OGpaienue

Dear Mr, Ms

VYBakaeMBbIil TOCITOIMH, TOCTIOXKA

2. bnarogapHOCTh 3a OKa3aHHOE BHUMAaHHE

Thank you for your letter of ...

Cnacu60 3a Barie nmuchbMo OT (J1aTa) ...

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

Mpg1 xoTenu 061 TOOJIAro1apuTh Bac 3a
IIPOSIBJIEHHBIN MHTEPEC. ..

3. [IpenocraBnenue TpeOyeMoit
nHdopmanuu

We are pleased to enclose ...

MBI ¢ yAOBOJIBCTBHEM BKJIA/IBIBAEM. ..

Enclosed you will find ...

B npukperiennom ¢aiine BbI HalaeTe. ..

We enclose ...

MpbI nipusnaraem. ..

4. OTBET Ha JOTOJHUTEIbHBIE BOITPOCHI

We would also like to inform you ...

MBI Takke XoTeHu ObI COOOIIUTE BaM O. ..

Regarding your question about ...

OTHOCHTEIBHO BaIIero BOITpOCa O...

In answer to your question (enquiry) about

OTBeuas Ha Bail BOIIpPOC O...

IJIOJOTBOPHOE COTPYAHUYECCTBO

5. Bricka3pIBaHu€e HaeK bl HA JalbHENIIIEE

We look forward to ...

Mpb1 HazeeMcst / 0KuIaeM

hearing from you

YCIIBIIIATH BaC CHOBA (MOJyYUTh OT Bac
cooO1ieHue)

receiving your order

MNOJIYYUTb OT BAC 3dKa3

welcoming you as our client (customer)

BbI CTAHCTC HAIIUM KIIMCHTOM

6. [lognuch

[TomuuTE, KOTIA BBI OOpaIIaeTech K 4eJI0BEKY, UM KOTOPOro BaM HE U3BECTHO, CIELyeT mucaTh * YOurs

faithfully’ , a korma ykaseiBacre nmsi, hamuuio — “Yours sincerely’,

[Ipumep oTBeTa Ha 3anpoc MHPOPMALIUH




Jackson Brothers — naumeHnoBanue GUPMBI-OTIIPABUTES
3487 23rd Street — anpec GupMbI-OTIIPABUTEIS

New York, NY 12009

Kenneth Beare — ums u damumus aapecara

Administrative Director — go/pKHOCTB aapecara

English Learners & Company — HauMeHOBaHUE
dbupmbI-agpecaTa

2520 Visita Avenue — aapec pupmbi-aapecara

Olympia, WA 98501

September 12, 2010

Dear Mr Beare,

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

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

We look forward to welcoming you as our customer.

Yours sincerely,

(Signature)

Position

VYBaxkaeMblii rocrioguH bup!

bnaronapum Bac 3a Bam 3anpoc ot 12 cenTs10ps, B KOTOpom
BeI ciipaimBaeTe o0 HaleM JISHCTBYIOIIEM KaTaore.

C yZoBOJIBCTBHEM IPUIIAracM HAIIy ITOCIIEIHIO OpOIIOpY.
MpI Takke XOTHM cooOmuTs Bam 0 TOM, 4TO coBepiieHnE
MOKYIIOK OHJIaliH BO3MOJKHO Ha caiite http://jacksonbros.com.
Haneemcs, uyto Brl craHeTe HaIIMM KIIMEHTOM.

Hckpenne Bami.

(moamuce)

JIOKHOCTB

Pa0oTa no BbINOJIHEHUIO EPEBO/IA TEKCTOB

I[Tpu nepeBozie TEKCTOB IOMHUTE O CICAYIOLIEM:


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

Teker, npeqHa3sHauYSHHBIN AJIs IEpeBO/ia, HEOOXOANMO paccMaTpUBAaTh KakK eMHOE
CMBICIIOBOE LIENIOE.

Haunnate nepeBon Hao ¢ Ha3BaHuA TekcTa. OJHAKO, €CIIM IePEBOJ 3araBusl BbI3bIBAET
3aTpyJHEHNS, €r0 MOKHO OCYILLECTBUTH MOCIIE MIEPEBOJIA BCETO TEKCTA.

[pexne yem mepeBOaUTH TEKCT, BHUMATEIBHO MPOYTUTE €ro, CTapasich MOHATH €ro oduiee
coJiep>kaHue U HallpaBlIeHHOCTh. O0pallaiiTe BHUMaHWE Ha MHTEPHAIIMOHAIIBHEIE CJIOBA,
peanuu, 1aTel U T.1.

IIpouuTaliTe BeCh TEKCT, IPUCTYIANTE K IIEPEBOAY OTAEIbHBIX NpennoKeHui. I1oHsITh
MpeUI0KEHNE — 3HAUUT BBIICHUTH HE TOJIBKO 3HaYeHHE KaXKI0ro CJI0Ba, HO U YCTAaHOBUTH, B
KaKoM CBSI3M HaXOZATCA APYT C IpyroM cioBa. He cienyer BEIMUCHIBATH ClIOBa cpa3y U3
BCEro TEeKCTa, TaK KaK OJHO U TO )K€ CJIOBO YacTO MMEET HECKOIBKO 3HAUEHHH, KOTOpbIE He
TIOIXOZAT [T JAaHHOTO TEeKCTa.

[epBoHaYaNBHBI MTEPEBOJ] MOKET OBITH JIOCIIOBHBIM, O0JIErYaloiM IIOHUMaHHE OCHOBHOT'O
CMBICIIAa TEKCTA. 3aTeM CIIEAYyeT MPUCTYIUTh K €r0 CTHINCTUYECKOH, TUTepaTypHO
00paboTKe, JJIs 4ero Hajo MOAOUPATh CIIOBA U CJIOBOCOYCTAHUs, HAM0OJIee YETKO
Mepearoie CMbICH MEePEeBOIMMOro TekcTa. [lepeBos qomkeH ObITh TOYHEBIM, a HE
OyKBaJIbHBIM, JOCIIOBHBIM. TOYHOCTB TTepeBOa — 3TO KPATKOCTh, BEIPA3UTENbHOCTH,
JIOTHYECcKas MOCIe0BaTENbHOCTh, YeTKOCTh M3JIOKEHHSI TEKCTAa OPUTHHAIA U COOTBETCTBHE
€ro HOpMaM PyCCKOI0 JINTEPATYPHOT O si3biKa. bykBajbHbIN MTEPEBO CBOAUTCS K
MEXaHW4YEeCKON MOJCTAHOBKE PYCCKOI'O CII0BA BMECTO aHTIMICKOro 0e3 yuera ero CBsi3u B
MIPEUIOKEHNH, 9TO OOBIYHO MPUBOJUT K OECCMBICIUIIE I HCKAYKEHUIO CMBICIIA TIEPEBOJIMOTO
TEKCTA.

ITpu nepeBojie nomycKaercs:

a) H3MCHEHHUE MOPSIKA CIIOB B MPEIOKCHUH

b) mepeHoc OTAETBHOrO CIOBA U3 OAHOTO MPEAIOKEHHS B IPYTOE,

C) oObeaMHEHHUE ABYX HJIH OOJIee MPETONKCHUI B OHO MM HA000pOT

d) nobaBieHHEe OTCYTCTBYIOIIMX B TEKCTE CJIOB, HO TPEOYEMBIX 110 CMBICITY CJIOB U, HA00OPOT,
OIYIIEHUE OTMIENBHBIX CIIOB OPUTHHAIBHOI'O TEKCTA HA PYCCKOM SI3BIKE,

€) 3aMeHa OJHOM YaCTH PeYH JPyroi

IIpu nepeBoae NONAB3YHTECH CIIOBAPEM.

Urto6b1 paboTa co coBapeM He OTHUMala MHOTO BPEMEHH, CIIEAYeT:

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

nepBoii OyKBe, HO U 10 BCEM IOCIIEAYIOIIIM;

v HOMHHTb, YTO CIIOBA JAHBI B MX HCXOAHOW (opMe, T.€. TIarojibl — B HHOHHHUTHBE,
CYILIECTBHUTENbHBIEC — B 00ILEM NaJeKe, eTMHCTBEHHOM YHCIIE, PHIaraTeIbHoe — B
MOJIOKUTENFHOH cTeneHu. [locie Kaxmoro ciioBa B clIoBape UCIONb3YETCsl COKpAIEHuUE,
00o03HavarolIee NPUHAUISKHOCTh CJI0Ba K ONPEAETICHHON YaCTH PEYH.

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

Caenyer nOMHHUTB!

Henb3s 3n0ynotpednsath on-line mepeBomunkamu, a eciid HCIONb3yeTe UX, TO HEOOXOMMa Cephe3Hast
penakTypa nepeBeneHHoro texkcra!l!!

Tak, nanpumep, Google Translate (http://translate.google.com/) — 3To crcTema cTaTUCTUYECKOTO
MallMHHOIO MepeBo/ia, 4YTO O3HA4YaCT, YTO GT-cucrema He AHAJIM3UPYET CUHTAKCUC TEKCTA Ha OCHOBE

KaKUX-TO CTPYKTYpPHBIX MpaBmil. OHa BbIAAET Hanbosee BEepOSTHBIN MEPEBO/I MPEUIOKEHNS WM CIIOBA,
OCHOBaHHBIN Ha CTATHCTHUKE HAKOIIJICHHBIX YEJIOBEUECKUX MEPEBOIOB. B 0CHOBE aHasM3a MpH 3TOM 4acTo
JIEXKAT KOPOTKUE IIEIIOYKU BCErO U3 HECKOJIBKUX CJIOB. DTO 03HAYaET, YTO KOIla CUCTEME HE XBaTaeT
JTaHHBIX [T KOMIUIEKCHOTO CTaTHCTUYECKOTr0 aHaIN3a WK KOrJa B SI3bIKaxX OpUTrHHaa U epeBoa
CYILECTBEHHO Pa3IN4aercs Mopsiok cio, To GT Belgaer TapabapIiuHy WK IPOCTO MEPEHOCHUT B
[IepeBo/] T€ CJI0BA OPUIMHAJA, ISl KOTOPBIX Y HEE HET I1epeBoa.

PaboTa Hax MOArOTOBKOI BHICTYIJIEHUS

Cmpykmypa evicmynJjieHusi.
- Beryrienmne momoraer o0ecnednTs yeIeX BBICTYIUICHUS 110 JIIo00# Tematnke. Beryruienue J0mKHO

coJiepXKaTh: Ha3BaHHe, COOOIIEHNE OCHOBHOM H/IEH, COBPEMEHHYIO OIEHKY MTpeIMeTa N3JI0KEHH S,
KpaTKoe MepedrciieHNe pacCMaTPHBAEMbIX BOIIPOCOB, KUBYIO HHTEPECHYIO (POPMY HU3TIOKEHHUS,
aKIEHTUPOBaHNE BHUMAHH Ha BA)KHBIX MOMEHTaX, OPUTMHAIBHOCTD Moaxoaa. OCHOBHAS 9acTh, B
KOTOPOH BBICTYIAIOIINI JOIDKEH TITyOOKO PACKPBITh CYTh 3aTPOHYTOH TEMBI, 0OBIYHO CTPOHUTCS IO
NPUHIUITY OTYETA.

- 3amaya OCHOBHOW YaCTH — MPENCTABUTH TOCTATOYHO JAHHBIX JJIS TOTO, YTOOBI CITyIIATEITH
3aMHTEPECOBAIINCH TEMOH M 3aXO0TENIM 03HAKOMUTRCS ¢ MaTepuaiamu. [Ipu aTom orndeckas cTpykTypa
TEOpPETHIECKOro 0JI0Ka He TOJKHBI JaBaThcs 0e3 HArTISIHBIX MOCOOUH, ayIi0-BU3YaIbHBIX U
BH3YaJIbHBIX MAaTEPHAIIOB.

-3akiodeHune - scHoe, YETKoe 0000IIeHe U KPaTKAe BBIBOBI, KOTOPBIX BCET/AA KAYT CIYIIATENH.

A) O6mmme pekoMeHIanuu

- [Ipu noAroToBKe BHICTYIUICHUS YUUTHIBAHTE HHTEPEC U MOATOTOBKY CIIyLIaTeNnel, nx
OCBEAOMJIEHHOCTb O TEME BAILEr0 BBICTYIUICHHS;

- TmareabHO npoz[yMaﬁTe IIJIaH BBICTYIIJICHUA. OHO T0OKHO BKIIFOYATh BBEICHHU €, OCHOBHYIO 4aCTb U
3aKJIHOYCHHUC.

- 3apaHee ONpEACIINTEC KIIHOYCBbIC MOMCHTHI, HAa KOTOPBIX HAAO0 CACIATh YIIOp, UX
IOCJICA0OBATCIIBHOCTD (TaKI/IX MOMCHTOB OOJI?KHO OBITh HE MHOTI0, YTOOBI HE MEeperpyxarb cnymaTeneﬁ).

- CocTaBbTe Balie BBICTYIIUICHHUC TaK, YTOOBI paccka3 3aHuMall 1o BpEMCHHA 5-7 MUHYT. HOMHI/ITG, 4qTo
XOpOoI1o BOCIPUHUMACTCA SMOLMOHAIIBHOC U KOPOTKOC IO BPEMEHU U3JI0KCHUC MaTEpuajia ¢
HCIIOJIb30BAHNEM MHTCPCECHBIX ITPUMCPOB.

- yno’I‘peﬁHHﬁTe TOJIBKO ITOHATHBIC BaM TCPMUHBI.

- Pacrutanmpyiite ncnons3oBaHue CPEACTB HATISIIHOCTH - OHH JOJDKHBI COPOBOXKIAThH
BBICTYIUICHHE, TTOMYEPKUBATH KIFOYEBbIE MOMEHTBI ¥ IOMOYb CIYIIATENSM MPEJICTABUTh, TO O Y€M HIET
peds.


http://translate.google.com/

- IIpoBeauTe peneTuIuIo CBOEro BBICTYILIIEHUS U JOBEAUTE €r0 10 HY>KHOU ITPOJOJIKUTEIBHOCTH.
B) Pekomenaanuu BeICTyNaOIMEMY

- Heckonbko T1y00KHX BIOXOB Mepea HayaaoM BBICTYIUICHUSI IOMOTYT YHATH BoiHeHHe. Jlymaii o
TeX, KTO Te0sI CITymaer, Kak eciid Obl Bce OHU OBbLIIM TBOUMH JIPY3bSIMH.

- Haunute CBOE BBICTYIUIEHHE C TPUBETCTBUS.
- Ornacurte Ha3BaHHUE BAIIEro MPOEKTa, CHOPMYIUPYHTE OCHOBHYIO HJICIO M TPUIMHY BHIOOPA TEMBI.
- He 3a0piBaiiTe 00 yBa)KEHUH K CIIyIIATEISIM B TEYCHHUE CBOETO BHICTYIUICHUS (TOBOPHUTE BHSTHO).

- CrapaiiTech yCTaHOBHUTD 3PUTEIIbHBIN KOHTAKT C ayJMTOPUEH - 3TO IIOMOXKET TeOe BhI3BAThH MX
CHUMIIaTHIO, KPOME TOT'O TJ1a3a TeX, KTO Te0s CIYIIAeT, MOKaXKyT, HACKOJIbKO UM HHTEPECHO, TO UTO ThI
TOBOPHUIIIb.

- [loGnaromapure ciymaTenei 32 BHUMaHHUE, & PyKOBOJUTEIS - 32 TIOMOIIb.

- B xon1ie BricTyTIIeHHS TeOe MOTyT 3aJaTh BOpockl. OTBeT HauMHAH ¢ 01aroJJapHOCTH 3a BOIPOC.
BocnpuHnMaii kax e BOIPoc Kak CBUIETEIbCTBO HHTEpECa MyOIMKH K TBOEMY BBICTYIUICHHIO H K TeOe
nugHO. [IoMHM: TOTTOTHUTENBHBIE BOIIPOCH - 3TO IIAHC eIé pa3 MPOAEeMOHCTPHUPOBATH CBOIO APYAUIINIO!

Kpumepuu camooyenku evicmynnenus:
. AXTyaJbHOCTh BHIOPAHHOW TEMBI

. I'myOuHa pacKpbITHS TEMBI

. [IpakTideckas IeHHOCTH MTPOEKTA,

. KomnozuimonHas cTpofHOCTb

. CooTBeTCTBHUE TUIAHY

. OGOCHOBaHHOCTH BHIBOJIOB

. [IpaBUIIBHOCTD ¥ TPAaMOTHOCTH O OPMIICHUS
. AKKypaTHOCTb W AM3aiiH 0OpMIICHH
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. ComepkaTenbHOCTh MPUIIOKEHUH

10. Beictynnenue Ha 3amuTe (YMEHHUE H3II0KHUTh caMoe [EHHOE, OTBEYaTh Ha BOIPOCKI, 3alHUIIATh
CBOIO TOUKY 3pEHHUA)

11. UtoroBas oueHka.
PabGora Haa mMOATrOTOBKOM Npe3eHTauui

IIpe3enTanms, COriacHO TOIKOBOMY CIOBapio pycckoro s3bika J[.H. Ymmakoa: criocod mogaun
nH(OpPMaINH, B KOTOPOM MPUCYTCTBYIOT PUCYHKH, (poTOrpaduu, aHUMAIHs 1 3ByK. JIIst HOATOTOBKH
MpEe3eHTAINH PEKOMEHTyeTCsl HCIoNb30BaTh: PowerPoint, MS Word, Acrobat Reader, LaTeX-oBckwuii
naket beamer. Camast pocrast mporpamma Jiuisi co3ianus npeseHraimii - Microsoft PowerPoint. s
MTOJITOTOBKH MPE3EHTAIINHA HE00X0AUMO coOpaTh 1 00paboTaTh Ha4aIbHYIO HHPOPMAIIHIO.
[TocnenoBaTenbHOCTD MOATOTOBKH Mpe3eHTanuu: 1. YETko chopMynmpoBaTh 1€k MPE3SHTAIN: BBl
XOTUTE CBOIO ayJJUTOPHIO MOTHBUPOBATH, YOCINTb, 3apa3UTh KaKOH-TO HIeei MiIu IpocTo (HOpMaIbHO
orunTaThes. 2. OnpenenuTs KakoB OyAeT popMaT Npe3eHTalMH: )KUBOE BBICTYINIEHHE (TOTAa, CKOIBKO
OyZeT ero NpoJOIKUTENBHOCTD) UIIH SJIEKTPOHHAS pacchlika (KakoB OyaeT KOHTEKCT Mpe3eHTalun). 3.
OTtoOpath BCIO cOMEpKATENBbHYIO YaCTh JUIS IPE3EHTALUH 1 BBICTPOUTH JIOTHUYECKYIO LIETOUYKY
npezacrasieHus. 4. OnpenenuTs KI04YeBble MOMEHTHI B COIEPKaHUM TEKCTa U BBIIETUTD UX. 5.
OmnpenenuTs BUABI BU3yann3aluy (KAPTUHKH) AJ1s1 OTOOpaXKeHUs MX Ha cllaiilax B COOTBETCTBUU C
JIOTHKOM, 1enblo 1 cneundukoil Mmarepuana. 6. [lonobpaTs nu3aitn 1 GopmMaTupoBaTh CIaiabl
(KoNMYecTBO KapTUHOK U TEKCTa, X PACHONOKEHHE, IBET U pa3Mmep). 7. [IpoBepuTs BU3yalisHOE



BOCHIpUATHUE Mpe3eHTanuu. K BuaaM BU3yain3anun OTHOCSATCS WILTFOCTPAIK, 00pa3bl, JUarpaMMel,
Tabnuuel. Mnmocmpayus - PENCTaBICHUE PEATBHO CYIIECTBYIOIIETO 3pPUTENBHOrO psifa. Oopaswl - B
OTJIMYHME OT WILTIOCTpaIuii - Meradopa. Mix Ha3HaYeHUE - BBI3BATH AMOIIUIO U CO3/1aTh OTHOIIICHKE K HEH,
BO3/ICHCTBOBAThH Ha aymuToprio. C MOMOIIBIO XOPOIIO MPOyMaHHKIX U MPENCTaBIsAEMbIX 00pa3oB,
rH(OpMAIU MOKET HAJIOJITO OCTaThCsl B MAMSTH YeIOBEKa. JJuaspamma - BU3yau3aliusl
KOJIMYECTBEHHBIX U KAYECTBECHHBIX CBs3ei. VX UCIONMB3YIOT I YOSIUTEIbHON JEMOHCTPAIIUH TaHHBIX,
JUTSL TPOCTPAHCTBEHHOTO MBIIIJICHHSI B IOTIOJIHEHHUE K JIOTHUECKOMY. Tabuya - KOHKPETHBIN, HATJIS THbIH
Y TOYHBIN TOKa3 NaHHBIX. E€ OCHOBHOE HA3HAYCHUE - CTPYKTYPUPOBATh HH(POPMAIIHIO, YTO TIOPOK
o0JierdyaeT BOCIIPHUSITHE JaHHBIX ayaquTopuei. [IpakTHyeckre COBETHI MO MOATOTOBKE MPE3CHTAIUH
FOTOBBTE OTZIEJBbHO: MEYATHBIM TEKCT + Claidibl + pa3IaTOYHbIN MaTepuall; CIai/Ibl - BU3yajbHas nojaaya
uHdopMaIuK, KOTopas I0/HKHA COJIepKaTh MUHUMYM TEKCTa, MAKCUMYM H300payKEeHHH, HECYIIUX
CMBICJIOBYIO Harpy3Ky, BBINJISIAETh HAMJISIAHO U MPOCTO; TEKCTOBOE COAEPKAaHUE TPE3CHTALIMU - YCTHAS
peub WK YTEHUE, KOTOpas JOJIXKHA BKIIFOUATh apryMEHTHI, ()aKThl, J0KA3aTeIbCTBA U IMOIIHH;
PEKOMEHTyeMoe Ynciio cinaiifioB 17-22; obs3arensHas nHGOpMalus U MPpe3eHTaUN: TeMa, GaMuIns 1
WHUIIAAITBI BBICTYIIAIOIIETO; TIAH COOOIIEHUS; KPATKHE BBIBOJIBI M3 BCErO CKA3aHHOTO; CIIMCOK
HCIIOJIb30BaHHBIX HCTOYHUKOB; Pa3aTOUHbIM MaTepral - JOJDKEH 00eCIeunBaTh Ty JKe IITyOUHY U OXBarT,
YTO W KUBOE BBICTYIUICHUE: JIIOJU OOJIBIIIE JOBEPSIOT TOMY, YTO OHM MOTYT YHECTH ¢ CO0O0H, ueM
HCUYE3aAI0NUM N300paKEHUSIM, CJI0BA U CIIAiAbl 3a0BIBAIOTCS, a pa3IaTOYHBIN MaTepHall OCTaeTCs
MOCTOSIHHBIM OCSI3a€MBIM HAaIllOMMHAHUEM; pa3gaTOUYHbIA MaTeprall BAXKHO pa3faBaTh B KOHIIE
MIPE3CHTAIINN; Pa3JaTOYHBI MaTepHabl JOJDKHBI OTJIMYATHCS OT CJIAMJIOB, TOJDKHEI OBITH OoJiee
nH(OPMaTHBHBIMHU.

KoMnbroTepHyo pe3eHTaiuio, COnpoBOKAAIOIIYIO BEICTYIIIICHUE TOKIIA[9NKa, YI00HEe BCEro
MOATrOTOBHTE B Tiporpamme MS Power Point. TIpe3eHTaiius Kak JOKyMEHT MPeACTaBiIsieT cOOOoi
MOCIIEIOBATEIbHOCT CMEHSIONINX JPYT APYTa CIal0B - TO €CTh 3JEKTPOHHBIX CTPAHUYEK, 3aHMMAIOIHX
BeCh 3KpaH MOHHUTOpA (0e3 MPUCYTCTBHSA MaHesel mporpaMmel). Yarie Bcero 1eMOHCTpaIys Ipe3eHTaIH
Ipoeupyercst Ha OONBIIOM 3KpaHe, pexe — pa3aaércs coOpaBIIMMCs KaK MeJaTHBINA MaTepuall.
KonmuecTBo caiiioB aIeKBaTHO CO/ICPKAHUIO U ITPOIOIDKUTEIBHOCTH BBICTYIUICHUS (HarIpuMep, s
S5-MHUHYTHOTO BBICTYILIEHUSI PEKOMEHTyeTCsl NCIIOIh30BaTh He Obonee 10 cmaiinos).

Ha nepBoMm caiine 00s13aTeNbHO MPECTABISETCS TeMa BRICTYIUIEHHUS M CBEJIeHHs 00 aBTOpax.
Crnemyrommue cnaipl MOXXHO TIOJATOTOBUTE, MCIIONB3YS JABE PA3IMYHBIE CTPATETHH UX MTOATOTOBKH:

1 cTparerus: Ha ClaiiIpl HAHOCUTCS OMOPHBIN KOHCHEKT BBICTYIIJICHHS U KITIOUEBBIE CIIOBA C TEM,
9TOOBI MOJTB30BATHCS UMH KaK IJIAHOM JUIS BBICTYIUICHHS. B 9TOM citydae k ciaiiiam npenbsBisiioTCs
crenyrome TpeOoBaHMs: 00BEM TeKCTa Ha claiiie — He OombIie 7 CTPOK;
MapKUPOBAaHHBIH/HYMEPOBAHHBII CIIHCOK CONEPKUT HE OoJiee 7 3IEMEHTOB; OTCYTCTBYIOT 3HAKH
MYHKTYalli¥ B KOHIIE CTPOK B MApKUPOBAHHBIX M HyMEPOBaHHBIX CITHCKAX; 3HAYMMAasi HHPOpMAaLUsI
BBIIEISIETCS C TIOMOIIIBIO I[BETA, Keruis, 3¢ dexToB aHuMarmu. Oco00 BHUMATENTFHO HEOOXOIUMO
MIPOBEPUTH TEKCT Ha OTCYTCTBHE OLIMOOK M oneyaTok. OCHOBHAs OIIMOKa MPU BEIOOpE JAaHHOW CTpaTeruu
COCTOHUT B TOM, YTO BBICTYIAIOIIHE 3aMEHSIOT CBOIO PeYb YTEHHEM TEKCTa CO CIIal/I0OB.

2 cTpaTerus: Ha CIaiJpl ToMelaercs pakTHIecKuil Marepuan (Tadnuiibl, rpaduku, pororpadun u
Tp. ), KOTOPBIH SIBISIETCS YMECTHBIM U JIOCTaTOYHBIM CPEACTBOM HATJISITHOCTH, TIOMOTAET B PACKPBITHH
CTepKHEBOH MJIeW BBICTYIUICHUS. BbIOpaHHBIE cpeacTBa BU3yaln3aliuy HHGOpMauy (TaOJIIIIbl, CXEMBI,
rpaMKH U T.1.) COOTBETCTBYIOT COAEPKaHUIO BBICTYIUIEHUS. B 3TOM cilydae K cnaijaM npeabsBIsIOTCS
cliefyronme TpeOOBaH!U: MAKCUMaJIbHOE KOJIMUECTBO rpaduieckoil HHPOPMAIMK Ha OXHOM claiine — 2
pucyska (¢ororpaduu, CXeMbl U T.JI.) C TEKCTOBBIMU KOMMEHTapHUAMH (He Ooiee 2 CTPOK K KaXKIOMY).
Haunbonee Baxknast nHopManus J0HKHA PacIoiaraThCs B LIEHTPE dKpaHa.

OcHOBHas OIIMOKA npu BLI60pC ,Z[aHHOﬁ CTpaTeruu — «COPCBHOBAHUC) CO CBOUM MJUIHOCTPATHBHBIM
MaTepuajioB (ay;[I/ITOpI/II/I HC MPCAOCTABJIACTCA JOCTATOYHO BPEMCHHU, YTOOBI BOCIIPUHATH MaTCpUaJl HA



cnaiinax). OObIYHBIN cnaiin, 0e3 3h(exToB aHMMaIH TOJKEH IEMOHCTPHPOBATHCS HA KpaHe He MeHee
10 - 15 cexyna. 3a MeHblIee BpeMs TPUCYTCTBYIOIIME HE YCIIEeT OCO3HATH collepKanue ciaina. Eciu
Kakas-TO KapTHHKA MOSBUIIACH HA 5 CEKYHJI, a IOTOM TYT € CMEHWJIACh APYTOid, TO ayAuTOpus OyaeT
CUMTATh, YTO JAOKIAAYHK e€ moaroHser. O0paTHOro (HO3UTUBHOrO) 3 dexTa MOKHO TOCTUTHYTh, €CITU
JOKJTa UMK TIPOJTUCTHIBACT MHOMKECTBO CJAMJIOB CO CIIOKHBIMH TaOJIHLIAMH U AUATrpaMMaMH, TOBOPS
pu 3ToM «BOT TyT puBenEH pa3HOTo pojia 6CHOMO2amenbHblli MaTEepHAll, HO 51 €T0 X0Uy MPOIYCTUTH,
4TOOBI HE MEperpykath BBICTYIUICHHE IOAPOOHOCTAMIY. [IpaBaa, Takoit mpuéM nenath B Hauaie U B
KOHYe IPE3EHTAIIUA — PUCKOBAaHHO, ONITUMAJIbHBIA BAPUAHT — B CEPEIUHE BHICTYIUICHUSL.

Eciu Ha craiiie MprUBOANTCS CIOKHAS TUarpaMma, e€ HeoOX oMo MPEIBAPUTEH BBOAHBIMHU CIIOBAMH
(mammpumep, «Ha 3T0if TuarpamMme MPUBOIUTCS TO-TO U TO-TO, 3€JIEHBIM OTMEUECHBI TTOKA3aTeN A, CHHIM
— mokaszateiu by»), ¢ TeM, 4ToOBI 1aTh BpeMs ayJMTOPHH Ha €€ pacCMOTPEHHE, a TOIBKO 3aTEM
MPUCTYIATh K €€ 00Ccykaennto. KaxIplil caii/, B CpeiHeM JODKEH HaXOMUThCA Ha dKpPaHe HE MEHBIITE
40 — 60 cexyHp (0e3 yuéra BpeMeHH Ha CIIydaiiHO BO3HHUKIIEE 00CYyK/eHUE). B CBsI3u ¢ 3TUM Jyyiiie
HACTPOUTH MPE3EHTAIINIO HE Ha aBTOMATHYECKUH 1TOKa3, a Ha CMEHY CIIaliIOB CAMUM JIOKJIaT9M KOM.

Oco000 THIaTeTbHO HEOOXOIMMO OTHECTHCH K oghopmaenuto npesenmayuu. J171s Bcex crlaioB
MPe3eHTAIlNH 110 BO3MOYKHOCTH HEOOXOIMMO UCIIONIb30BATh OJIMH U TOT K€ Ma0I0H 0OpMIICHUS, KETllb
— JUTSI 3aT'OJIOBKOB - HE MEHbIIe 24 MyHKTOB, sl HHGopManuy - He MeHee 18. B mpeseHTamnusx ne
MIPUHSTO CTAaBUTh MIEPEHOCHI B CIIOBAX.

ITomymatiTe, HE OTBIIEKANWTE JIM BBI CIyIIaTENEH CBOEH ke mpe3eHTarueii? SIpkue Kpacku, CIIOKHBIE
LIBETHBIC TIOCTPOCHHUS, N3ITUIIHSS aHUMAIHS, BRIPHITUBAIOIINN TEKCT WIIH WILTIOCTPALIUS — HE caMoe
Jydinee JOMOJTHEHUE K HAyYHOMY JOKJaay. Takke HexKenaTeabHbI 3BYKOBBIE (D (EKTHI B X0JIe
JEMOHCTpAIUH MTpe3eHTalui. HaumydmyiMu sBISIoTCSl KOHTPACcTHBIE 1BeTa oHa U TekeTa (Oenblid GoH —
4€PHBIN TEKCT; TEMHO-CHHUH (DOH — CBETIIO-KENTHIN TEKCT U T. 1.). JIydine He cMeIBaTh pa3HbIE THITHI
mpuQTOB B OTHOU Mpe3eHTAINH. PeKoMeHayeTCsT He 37I0YIOTPEOISATh MPOMUCHBIMEA OyKBaMH (OHH
YUTAIOTCS XYXKE).

HexonTpacTasie cnaiiapl OyIyT CMOTPEThCS TYCKIBIMU W HEBBIPA3UTENFHBIMHA, OCOOSHHO B CBETIIBIX
ayauTopusax. J{is mydinieil OpueHTauy B MPE3SHTANUY 110 X0y BBICTYIIICHHS Jy4Ille IIPOHYMEPOBaTh
cmaiiapl. JKemaTenbHO, 9TOOBI Ha ClIaiiIax OCTAaBAJMCH OJIS, HE MeHee 1 CM ¢ KaX o CTOPOHEI.
Bcemomorarensaas naH(pOpMaIius (yIpapIsiolrie KHOIKH) He TOJKHBI TPeo0iaiaTh Hal OCHOBHOM
nHpOpMaITHel (TEKCTOM, WILTIOCTPAITUIMH ). FIcToinp30BaTh BCTpOCHHBIE 3P (EKTH aHIMAITHH MOYKHO
TOJBKO, KOr/1a 6e3 3TOro He 0OOUTHUCH (HATIpUMED, MOCIEeIOBATEIHHOE TIOSBICHIE DIIEMEHTOB
muarpammel). i akiieHTHpOBaHNS BHUMaHUS HA KaKOM-TO KOHKPETHON MHGOPMAINH Cl1aiiia MOKHO
BOCIIOJIb30BATHCS JIA3EPHOM YKa3KOH.

JlnarpaMMbl TOTOBSITCSI C HCIIOJIb30BAHUEM MacTepa JuarpaMM TabiudHoro mporeccopa MS Excel.
JI7st BBOZIa YHMCIIOBBIX JAHHBIX HCIIONB3YETCS YUCIOBON (hopMarT ¢ pa3aeinuTeneM TPy pa3psaaos. Ecim
JaHHbIe (TONMCH JaHHBIX) SBISIOTCS APOOHBIMH YHCIIAMH, TO YUCIO OTOOPAKaEMBIX ECATUIHBIX
3HAKOB JIOJDKHO OBITH OJJMHAKOBO JUISl BCEH TPYIIITBI ATUX JIAaHHBIX (BCETO psijia MONUCEH TaHHBIX).
JlaHHBIE ¥ TOANMCH HE JIOJDKHBI HAKJIAAbIBATHCS IPYT HA JIpyra U CIMBATHCS C TpadHuecKUMU
aJeMeHTaMu JuarpaMmbl. CTpYKTYpHBIE AMarpaMMbl TOTOBSITCS ITPY HOMOIIM CTaHJAPTHBIX CPEICTB
pucoBanus makera MS Office. Eciu npu hopMaTupoBanuu ciiaiiia ecth HEOOXOMMOCTh
MPOIOPLIMOHAIBHO YMEHBIIUTh Pa3Mep THarpaMMBbl, TO pa3Mep MPH(TOB PEKBU3UTOB JOKEH OBITh
YBEJIMUYEH C TAKHM PAaCUeToM, YTOOBI peabHOe 0TOOpakeHHe 00bEKTOB TUarpaMMbl COOTBETCTBOBAJIO
3HAUYEHUIM, yKa3aHHBIM B Ta0iuie. B Tabnuiax He 10MKHO OBITH Oonee 4 cTpok u 4 cToJI010B — B
MIPOTHBHOM Clly4yae AaHHBIE B TAOIHIIEe OyIeT MPOCTO HEBO3MOXKHO YBUETh. SUeiiku ¢ Ha3BaHUAMHU
CTPOK U CcTOJ0II0B U Hanboliee 3HAYMMbIE JaHHBIE PEKOMEHTY€ETCsI BBIICISATh LIBETOM.

TabnuuHas mHpOpMAaIMs BCTaBISETCS B MaTepHaibl Kak TabauIa TekcToBoro nporeccopa MS Word
i TabamuHoro npoueccopa MS Excel. Ipu BcTaBke TabauIbl Kak 00bEKTa U MPOIMOPIIMOHATEHOM



W3MEHEHUH e€ pazMepa pealibHbIN oToOpakaeMblil pa3Mep mpudra gomkeH ObITh HE MeHee 18 pt.
Tabnuup! 1 quarpaMMbl pa3MenIaroTcsl Ha CBETIIOM WiiH 0eroM QoHe.

Ecnu Brl npeanountaere BOCHONB30BATHCS MOMOLIBIO orepaTropa (4TO ToXKe BO3MOXKHO), a HE
JUCTATh CNalJbl CAMOCTOSTENBHO, OUYEHb MOJIE3HO MPEIYCMOTPETh CChUIKH Ha CIIAJIbl B TEKCTE AOKIaaa
(«Cnenyrommii cinaii, moxxanyncra...»).

[Tocne MoAroTOBKM MPE3eHTAIMU HEOOX0IUMa PEISTUIIHS BBICTYILICHUS.

3aKTIOUNTENBHBIN CIIal]] MPE3eHTAINHY, CoepKanuil TekcT «Cracn0o 3a BHUMaHue» win «KoHer,
BPSJI JIU TIPUEMJIEM JUISl IPE3ESHTAIIMH, COITPOBOXKIAIOIICH MyOJIMYHOE BBICTYIIJICHHE, TTOCKOJIBKY
3aBepIlIeHre IMoKa3a CIaiIoB emlé He SBIISEeTCS 3aBepIlIeHNeM BhICTyIUIeHUs. KpomMe Toro, Takue ciaiipl,
TaK Ke Kak ¥ cliaitg «Bonpocs?», nyonupyroT ycTHoe coodieHre. OnTUMalIbHbIM BApHAHTOM
TIPEICTaBIIACTCS MOBTOPEHUE TIEPBOrO Ccllaiiia B KOHIIE MPE3CHTAIINH, TOCKOJIBKY 3TO Aa&T BO3MOXKHOCTh
eilé pa3 HAIOMHMTD CIIYIIATEIAM TEMY BBICTYIICHUS M UMs JOKIaUurKa U JIN0O TIEPEUTH K BOIIPOCaM,
JI100 3aBEPIINTH BHICTYIUICHUE,

Jlst okasa (aiii mpe3eHTanni HeoOXOIMMO COXpaHuTh B (hopmare «Jlemoncrpamnus PowerPoint»
(Paiin — Coxpanuth kak — Twur ¢aiina — Jlemonctparus PowerPoint). B aTom ciiydae npe3eHTarust
ABTOMATHYECKH OTKPBIBACTCS B PEXKHMME MMOJTHOIKpaHHOro noka3a (Slideshow) u cinymaTenu u3baBieHb!
Kak OT BH/a pabovero okHa mporpammMsl POwerPoint, Tak 1 ot motepb BpeMeHH B Hadalie MoKasa
MIpe3eHTaInH.

Ilocne noocomosxu npezenmayuu NOJ1e3HO NPOKOHMPOIUPOBAMb Ce0O5l BONPOCAMU:
1) ymamoch 1 JOCTHYIh KOHEUHOH IENIH MPE3CHTAITUHN (YTO YIAIOCh ONPEACIUTD, OOBSICHUTD,

MIPEIOKHUTD WK IIPOAEMOHCTPHPOBATE C TTIOMOITBIO HeE?);
2) K KaKM 0COOEHHOCTSIM 00BEKTa MPE3CHTAITNHN YIAIOCh IIPUBJICYh BHUMAHKE aYIUTOPUH?

3) He OTBIJIEKAET JIM CO3/IaHHAS MPE3EHTAIHSI OT YCTHOTO BHICTYTIIICHHS ?



IMPUJIO)KEHUE 2

OHCHO‘IHBIC cpeacrea AJisi IpoBEeACHUSA HpOMe)KyTO‘{HOﬁ aTTreCTanuu

a) HﬂaHpreMble PE3YJIbTAThI Oﬁy'leHHﬂ H OICHOYHBIC CPpEACTBA NJIA IPOBECACHUA HpOMemyTO‘lHOﬁ

aTTeCTAlHM:
CTpykTypH
. ILnanupyemsle
bIi 2JIEMEHT
pe3yabTaThbl OueHo4HbI€e CpeCTBA
KOMIIETEHI]
o0yueHnust
UM
OIIK - 1 FOTOBHOCTBI0 K KOMMYHMKALIMU B YCTHON U NUCbMEHHOM (popMax Ha

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

3HaTh

- OCHOBHBIC HOPMBI U
HpaBHJIa PEYEBOTO
JEI0OBOTO ATHKETA;

- 0a30BYIO JIEKCUKY
chepsl 1e70BOTO
OOIIEHNST;

- OCHOBHBIU BUJBI
NEJIOBOM
KOPPECTIOHICHITNH
U TpeOOBaHMS K
BEJICHUIO OU3HEC
MEePEITUCKH.

1. [IpounTaiite U nepeBeauTe MH(POPMALMIO O JIEIOBOM
pEYEBOM ITHKETE.

AHTIIMACKAN S3BIK

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

o The three levels of register.

o Types of introduction.

o Follow-up questions.
Register

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

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

Hemenkuii 361K
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OuneHo4HbIE CpeICTBA

Manche Leute glauben, dass, gutes Benehmen
oder Tischmanieren veraltet sind und ins 18. Jahrhundert
gehoren. In dieser Zeit, genauer gesagt 1788, hat Adolph
Freiherr von Knigge ein Buch mit dem Titel Uber den
Umgang mit Menschen geschrieben, das viele praktische
Tipps enthalt. Doch wer denkt, die alten Verhaltensregeln
aus dem 18. Jahrhundert 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.

DpaHIy3CKUUIL S3BIK

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

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

2. CocTaBbTe AUAJIOTH IO 00pa3Iy.
AHTTTHACKHAN S3BIK

Formal introductions

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

- How do you do?

- Allow me to present Professor Jones.

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

General/Neutral introductions

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

- Bob, this is Jane Jones.

- I'm pleased to meet you.

- Bob Thompson, Jane Jones.

- It's nice to meet you.

Informal introductions

- Bob, meet Jane

- How are you, Jane?

- Bob, this is Jane.

- Hi, Jane.

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

Hemenxkuii s361k

- 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 verldngern. Wir
mochten nicht unsere Zusammenarbeit aufhoren.

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

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

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

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

- : Vous aviez pris rendez-vous ?

- : Oui, a 10 heures.

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

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

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

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

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

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

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

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

- - Au revoir, monsieur, et bon rétablissement

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

3. CocTaBbTe pe3roMe 1Mo 00pasiry.
AHTIUHACKHN SA3BIK.
OO6paszertr 11e7IeBOTO pe3roMe
Ward Gantney
250 Fort Salonga Road
Northport, New York 11678
(516) 725-5237
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Job target: Management position in materials Science.
Capabilities:

-Write, edit and approve professional reports.

-Provide consultation and support to the government on
contamination problems.

-Manage programs in materials and component
development.

-Conduct corrosion studies.

Achievements:

-Supervised analytical chemistry lab.

-Conducted comparative analysis in the field.

-Set up non-destructive testing procedures.

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

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

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

Hemenxuii s3bIK.
Ergénzen Sie das Lebenslauf.

Name (1) ...

Adresse Max-Richter-Strasse 95

8770 Potsdam

Telefonnummer 0117 945649

Mobile 0779 92381882

Email (2) ...

Nationalitit  Deutsche

(3) 11 March 1979

Berufsausbildung

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

Profil Verhandlungen fuhren, Vertrage abschliel3en,
Kaufkraft analysieren

Interesse Tennis, Fotografie, Reise.
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bIM JIEMEHT
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15071
Schreiben Sie lhren eigenen Lebenslauf.
DpaHIy3CKU S3bIK.
Lisez le CV et la lettre de candidature, dites s’ils
correspondent aux exigences énumérées ci-dessus.
Pascale Filliol
111, boulevard Paul Sert
03100 MONTLUCON
Tél. : 70 28 30 65
Née le 13 décembre 1958
Célibataire
FORMATION
BTS de secrétariat trilingue (anglais-allemand).
Baccalauréat serie A5 —  Académie de
Clermont-Ferrand (1976).
EXPERIENCE PROFESSIONNELLE
Secrétaire correspondanciere (francais-anglais
—allemand). FORD, Cologne (Allemagne) 1993-1995.
Secrétaire chargée de la correspondance clients (anglais
et allemand). Société Interdistri (Grenoble 38) de 1985 a
1991. Secrétaire commerciale, chargée du suivi et des
relations clientele. Société Perrot-Leroy (Moulins 03) de
1980 a 1984. Serveuse dans un pub Salford (Angleterre)
mars a decembre 1979.
AUTRES EXPERIENCES
Stage ANPE : connaissance du traitement de
textes Word, mars 1993.
Stage AFPA : analyste-programmeur janvier a
septembre 1991.
DIVERS
Connaissance de divers systémes informatiques et
de la programmation. Maitrise des traitements de textes
Word et Ami Pro. Monitrice a l'école de ski de
Superbesse.
Ywmetb - 1ATaTh 0 1. ITpounTaiiTe NpeaATOKEHHbIN TEKCT U
HHTCPIPETUPOBATD MOJTOTOBBTE €T0 MEePEBOJ (CO CIOBAPEM).

TEKCTBI U COOOIIIEHUS
JIEITOBOM
KOMMYHUKalMl C
WHOCTPAHHOTO SA3bIKA

AHTTIUACKUN A3BIK.

How to greet someone in Britain
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Ha PYCCKHM SI3BIK;

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

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

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

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

Hewmerkuii a3bIK.
Plnktlichkeit

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

Das Grifien spielt in Deutschland eine sehr wichtige
Rolle. Wenn jemand nicht, griiit, gerat er schnell in den
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Verdacht, unhoflich zu sein. Fir den mundlichen Grul}
gilt: Wer zuerst sieht, grif3t zuerst. Bei der Begrii3ung mit
Handschlag gibt der Gastgeber dem Gast, die &ltere
Person dem jlngeren die Hand. Wenn man gerade sitzt,
muss man zur BegriBung aufstehen. Vor allem in
Landern, in denen man Korper- kontakt meidet,
empfindet man die deutsche Sitte des Handeschdittelns oft
als unangenehm.

DpaHIy3CKUN A3BIK.

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

2. Brigenute ocHOBHBIC HpO6J'ICMbI TCKCTAa M KpaTKO
Hepe):[aITITe €T0 COACPpIKaHUC.

AHTTIUACKUN A3BIK.

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

Hewmenkwuii s35IK.
Kleidung und Geschaftsessen

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

Bei Geschaftsessen heilt 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 Geschaft selbst.

DpaHIy3CKUN A3BIK.

La dimension des entreprises
En observant I'évolution des entreprises depuis un siécle
environ, on constate une tendance générale des
entreprises a s agrandir, ¢ esta-dire a accroitre les moyens
de production dont elles disposent. Cette tendance
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générale est principalement duel au phénoméne 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 d échelle
croissants: la production de masse permet une plus grande
specialisation, une division du travail plus poussée, une
organisation plus rationnelle de la production, une
meilleure utilisation des facteurs de production
indivisible. En effet, certains facteurs de production, par
exemple une presse rotative ou un gros ordinateur, ne
peuvent étre utilisés avec profit que si l'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. 1l existe donc une dimension optimale
des unités de production a partir de laquelle on constate
des rendements d"échelle décroissants.

Bnaners

0a30BbIMH

HABBIKAMH ~ PEUEBOTO
MOBeAICHUS B cdepe
ZIETIOBOTO OOIIEHHS;

- HpaKTI/I‘-ICCKI/IMI/I

1. Hanmumure  JAeI0BO€ TMHCBMO — HCIIOJIB3YSI
obpaszerr.

AHTTIUACKUN A3BIK.
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HaBBIKAMH IIpumep nesioBoro nucbma
UCIIOJL30BAHUS AIphaOmega Industries, Inc.
oporpaduueckoii 123456 Motor Parkway
o Fresh Hills, CA 91999
opdosnmueckoi,

JIEKCUKO-TpaMMaTHy4e
CKO# 1
CTHJIMCTUYECKOM
HOPM PYCCKOTO 1
HA3y4aeMOTO SI3bIKOB.

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

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

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

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

Sincerely,

Alan Stone

Director of Special Promotions

cc: Yolanda Lane, Vice President, Marketing

Encl: brochure, outline of mailing lists, customer profile

Hemenxuii s3bIK.

Helmut Wagner & Sohn
Kéltetechnik
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
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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 Grdsse des
Kuhlraums ein starkeres Kihlaggregat eingebaut werden
muss, was eie Verteuerung des Preises um 8%
hervorruft. Nun mdchten wir uns erkundugen, ob Sie mit
dieser Verteuerung einverstanden sind.

Bitte, teilen Sie uns lhren Entscheid mit.

Mit freundlichen Griissen

(Unterschrift)

Helmut Wagner

DpaHIly3CKU SA3bIK.

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

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

Monsieur le directeur du personnel,

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

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

I’expression de mes sentiments les meilleus.

directeur,

P. Fillol

2. [ToAroTOBbTE MPEZCHTAIMIO MO YKa3aHHBIM TEMaM

1. BusurtHas kapTouka. JInuHas npe3eHramnus.

2. Benyniue KOMIIaHUM OTPACIU - CTPYKTypa U

JACATCIIbHOCTD.




0) Ilopsinok npoBeeHNsi MPOMEKYTOYHOMH ATTECTALMH, NOKA3aTeJ I M KPUTEPHUH OLICHKH.
OneHka miaHupyeMoi HHOSI3bIYHOM KOMMYHMKAaTUBHOM KOMIIETEHIIUH, KOTOPYIO TpeOyeTCst

chopMUPOBATh B paMKaxX TUCIUILIAHBI «J]e70BOM MHOCTPAHHBIN S3bIK», OCYIIECTBIISCTCS 110
pe3yJbTaram:

— TEKYyLIero KOHTPOJI, ONPEIENSIOIIEr0 ypOBEHb BIAJACHUA CTYACHTAMU SI3bIKOBBIM
MaTepHuaJoM U CTENEHU C(HOPMUPOBAHHOCTH SI3BIKOBBIX HABBIKOB M PEYEBBIX YMEHMH 3a
OTIPE/ICNICHHBIN MEepPHOJ] BpEMEHU B paMkax paboueill mporpammsel. Tekylmiuil KOHTpPOJIb
MIPOBOJIUTCS B TEUCHHE Kypca B YCTaHOBOYHYIO, 3UMHIOIO U JIETHIOIO CECCUU B (opme
YCTHBIX Y THCbMEHHBIX OIPOCOB IO BCEM BUJAM pPEUYEBOM JIEATENbHOCTH,
MIpe/ICTaBICHUEM COOOIIEHUM U IPE3EHTALINIA;

— TPOMEXYTOYHOTO KOHTPOJIS, MPOBEPSIOIIEr0 YPOBEHb OBJIA/ICHUS CTYACHTaMU PEUYEBBIMU
YMEHUSIMH U SI3bIKOBBIMU HaBBIKAMH 3a OINPEJIEICHHbIN NepHOJT BPEMEHH, TPOBOAUMOTO
[0 OKOHYAaHHUU Y4€OHBIX KypcoB. OOBEKTOM KOHTpPOJIS SIBISAIOTCS KOMMYHUKATHBHBIE
HaBbIKM M YMEHHUS 110 BCEM BUJAM pEUYe€BON MHOSI3BIYHOMN JESITENbHOCTH, a TAK)KE YPOBEHb
BJIICHUS SA3BIKOBBIM MaTepUaAIOM B paMKaX U3Y4YE€HHBIX TEM.

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

OIICHKOW (B JIETHIOIO CECCHI0) B YCTHOM W MNHCHbMEHHOHN (hopMax, TNPOBEPSIOLIETO

c(OpMHUPOBAHHOCTH MHOSI3BIYHON KOMMYHUKATUBHON KOMITETEHIIH CTYACHTOB 32 EPHO/]

00y4eHHs.
Kpurtepuu onieHKu 3HaHUH MarucTPAHTOB NPH NPOBeIEHNHU 3a4€Ta C OLleHKOMH

3auteHO «OTJIMYHO» CTaBUTCS, €CJIM MAarucTpaHT TJIyOOKO U TMPOYHO YCBOWII
MIPOrpaMMHBIN MaTepuaj, YeTKO U JIOTHYECKH CTPOWHO €ro M3jaraer, yMeeT TECHO YBS3bIBaTh
TEOPHUIO C MPAKTUKOHW, CBOOOJHO CIPABISAETCS C BONPOCAMU M APYTMMHU BUAAMHU NPUMEHEHMS
3HAHWUMH, HE 3aTPYAHACTCA C OTBETOM IIPU BUAMO3MEHEHUU 3a/laHUH, BIIAZCET Pa3sHOCTOPOHHUMH
HaBBIKAMU W IIPUEMAMHU BBINIOJHEHHUS MPAKTHYECKUX 3a/1ad, MOATBEP)KIACT MOJIHOE OCBOCHHE
KOMITIETEHIIMH, TPEAYCMOTPEHHBIX MPOTPAMMOM 3a4€Ta C OLICHKOM.

3a4TeHO «XOPOIIO» CTABUTCS, €CJIM MATUCTPAHT TBEPIO 3HACT MAaTepHall, FPAMOTHO H T10
CyHIECTBY HM3JIaraeT €ro, He JOIyCKas CYIIECTBEHHBIX HETOYHOCTEH B OTBETE€ HAa BOIIPOCHI,
IIPaBUWJIBHO IIPUMEHSAET TEOPETUYECKHE IIOJI0KEHHs IIPU PEIIEHUM NPAKTHUYECKUX BOIIPOCOB,
BlIaJle€T HEOOXOJMMBIMU HaBbIKAMM M IPUEMAaMUUX BBIINOJHEHUS, JOIyCKas HEKOTOphIE
HETOYHOCTH, JAEMOHCTPUPYET XOPOUIMHA ypOBEHb OCBOCHMs MaTepHaia, MHPOPMALMOHHON U
KOMMYHHMKaTUBHOM KyJIbTYpbl, M, B I€JIOM, IOATBEP)KJAET OCBOECHUE KOMIICTCHLIUH,
IIPEYyCMOTPEHHBIX TPOTPAMMOM 3a4€Ta C OLIEHKOM.

3a4TeHO «Y NOBIETBOPUTENBHO» CTABUTCS, €CJIM MATUCTPAHT ITOKA3bIBAET 3HAHUS TOJIBKO
OCHOBHOTO MaTepuaja, HO HE YCBOWJI €ro JeTajled, AOIYyCKAeT HETOYHOCTH, HEJOCTATOYHO
IPaBUIBHO (GOPMYIUPYET, YTO, B 1EJIOM, HE NPENATCIBYET YCBOEHHIO IOCIEAYIOLIEro
IIPOrPaMMHOTO MaTepualla, HapyLIEeHUs JIOTMYECKOMW MOCIEN0BATENIBHOCTH B €r0 W3JI0XKCHHH,
MIOATBEPKIAET OCBOEHUE KOMIIETEHIIMH, IIPEyCMOTPEHHBIX IIPOrPaMMO 3a4eTa ¢ OLICHKOW Ha
MHHHMAaJbHO JOIIyCTUMOM YPOBHE.

3auteHo «HeynoBneTBOPUTENBHO» CTaBUTCS, €CJIM MaruCTPaHT HE 3HAET 3HAUYUTEIbHOU
4acTU MporpamMmHoro wmarepuaiga (menee 50% otT obmero o6sema Kypca), JOMYCKaeT
CYIIECTBEHHbIE OHIMOKH, HE TMOATBEPKIAET OCBOCHHWE KOMIIETEHIMH, MpPeayCMOTPEHHBIX
IIPOrpaMMOH 3a4eTa ¢ OLIEHKOM.
IIpumepsl 3anaHuil 1JIs1 NPOBeJCHHUS 3249€TA C OLEHKOM

1. TloarotoBbTe cooOlIeHUE (IPE3EHTAINIO) TI0 TEME .

2. CoctaBbTe JEIOBOM JOKYMEHT (3asBJIIEHHE O IpUeMe Ha paldoTy, HalMCaHUE pe3loMeE,
JIEIOBOTO THCbMa) B COOTBETCTBMM C HOpPMaMH M IMpaBUJIaMHU BEACHUS JIEIOBOM
KOMMYHHMKAIUH, IPUHATHIMU B CTPAHE U3y4aeMOTO SI3bIKa.

3. IIpouwnraiite mpemIoKeHHBIN TEKCT U MOATOTOBBTE €0 MEPEBOJI (CO CIOBAPEM).

[TpumepHbIie TeMBbl ISl POBeIeHUA 3a4ETa
1. ABroOuorpadus. [IpeseHranus TM4YHOTO MOPTHOIHO.
2. Hopwmbl u CTHITU AETIOBOTO OOIICHHS.



Nowvkw

Bunpl nemoBoi KOppeCnOHACHIUY.
MesxyHapoiHble BCTpedd. [lenoBble KOHTAKTHI.
CrpykTypa U A€ TeIbHOCTh KOMIIAaHUH.
Jlnupyromuye KOMIIAHUU OTPACIIH.

CooO0mienne Ha MPaKTHYECKOW KOH(EpPEeHIINH.



IMPUJIO)KEHUE 3

Metoanyeckne pa3padoTKH N0 pa3enaM / TeMaM ayAUTOPHON U BHeayAUTOPHOH padoThI
odyuaromuxcs

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

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

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

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

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

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;

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

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

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

Level of style

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

Active — Passive

Many students and researchers use the passive voice of verbs in their texts. Sometimes this is
necessary, but too much passive voice makes for a heavy-going text. Moreover, passive
constructions often give rise to other problems. For example, you are likely to end up with long
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.
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The same sentence using the active voice: The institute is continuously undertaking new
research in this area. Or better: The institute is continuously researching in this area.

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

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

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

13 2

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

1. The model has been subjected to statistical analysis.

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

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

made in regard to the potential of its reliability.

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

e - Writing that is too formal is not effective.

o - Informal writing with inappropriate language is not acceptable.

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

Stylistics weaknesses to avoid are:

e - Wordiness;

e - Redundancy;

e - Gender-bias;

e - Cliches;

e - Loose construction;
e - Euphemisis

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

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

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

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

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

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

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

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

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

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

o Cannot see you and does not know what a nice person you are, so make sure you sound
polite and agreeable;
Cannot spend much time, so make sure your call is brief;
Is getting an impression of your company while talking to you, so make sure that you
sound efficient.

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

Preparing for the (business) call:
Gather all the information and suppliers you might need for the call:

e The number and the full name of the person you need to speak to
e Have a calendar, pen and paper at hand
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.
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Think about what you need to accomplish with this call.
Use notes (‘talking points’) to guide you through the facts and details you want to mention.
o This may be your only chance to get your point across.

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

of the call.

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

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

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

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

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

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

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

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

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

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

of you. Thus, you need to conduct yourself in a professional manner when making business
phone calls.

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

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

e This is John Smith.

e John here.

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

Asking for a connection

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

Explaining the reason for the call

e Thereason | called is
e | amjust calling to

Making appointments

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

o — What about Wednesday?

e Shall we say two o’clock?

e I’msorry, I’mout all day.

e Tuesday would be fine.

e That suits me. Signing off

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

e Goodbye.

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

TEXT _Public Speaking (pasaea 1, m. 2.2)

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

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

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

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

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

Good public speaking skills are important in other areas of your life, as well. You might be asked to make
a speech at a friend’s wedding, give a eulogy for a loved one, or inspire a group of volunteers at a charity
event.
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In short, being a good public speaker can enhance your reputation, boost your self-confidence, and open
up countless opportunities.

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

e to inform the audience about some subject matter;

e to introduce some subject matter;

e to encourage the audience to make a decision;

e 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;

Thanking/ inviting questions.

N A~ WDNRE

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

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

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

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

Practice it plenty of times alone, using the resources you’ll rely on at the event, and, as you practice,
tweak your words until they flow smoothly
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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 (Pa3nen 2)

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

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

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

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

1. Toinform

- Circulate new ideas;

- Inform others of work done or progress made;

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

Writing an effective scientific paper is not easy. A good rule of thumb is to write as if your paper will be
read by a person who knows about the field in general but does not already know what you

did. Formal reports are a common feature of scientific work and it is important to pay particular attention
to the structure, style, and presentation of your reports.

The typical structure of a written report is as follow:

Preliminary Sections

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

d) Summary

Main part of the report

a) Introduction

b) Body of the report
C) Conclusion

d) Recommendations

Supplementing material

a) Appendices

a) Bibliography

b) Glossary

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

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

The basic scientific format scientists have designed for research reports:

¢ Introduction
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e Methods and Materials
e Results
e Discussion

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

Section Description
Title page and ID  provides your name and student 1D number
details 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
« what you did

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

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

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

Scientific Style
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The research process aims at facts and other information discovering and interpretation. The purpose of

research prose is to analyze and interpret information while making valid conclusions based upon the
research.

The scientific writing style is called expository writing — that is, it explains and clarifies
information. The reliability of sources and the careful documentation is important, but its
effectiveness depends on how well ideas are communicated. While writing, you should avoid
excessive technical detail or jargon. When you are writing a research paper, a report, abstracts, it
is as if you are having a conversation with your reader. Readers interpret prose more easily when
it flows smoothly, from background to rationale to conclusion. Don’t force the reader to figure
out your logic — clearly state the rational. In addition, it is much easier on the reader if you
explicitly state the logic behind any transitions from one idea to another.
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IMPUJIO)KEHUE 4

KontpoabsHas pa6ora (AHIJIMMCKUM SI3bIK)

I . Match the English phrases with their Russian equivalents:

1. behind schedule
2. to give the green light

3. application area

a)
b)
c)
d)

YeJI0BEUECKUE PECYPCHI
HE YKJIa/IbIBaThCSl B CPOKU
BBIIIOJIHATH MPOCTHIE 337a4u
IPUHLINI OOpaTHOM CBS3U

€) CPOKH BBITIOJIHEHHS
4. time frame f) coepa npumenenus
5. feedback principle 0) paspemHTs HAtaTh MpOCKT
h) npousBoncTBeHHast 3P HEeKTHBHOCTD
6. humam resource (HR) I) TPOM3BOJCTBEHHAS CKOPOCTH
J) TmocnemoBaTenbHOCTD
7. perform simple tasks
8. production rate
9. product efficiency
10. sequence
1. 2. 3. 4. 5. 6 7 8. 9 10.
1 mark for each correct answer Total /10
1. Find the synonyms in the columns:
1) feedback a) arrange
2) rate b) careless
3) toapply c) effective
4) efficient d) equipment
5) device e) inspire
6) assemble f) refer
7) realm g) response
8) sequence h) series
9) encourage i) speed
10) vague j) sphere
1) 2) 3) 4) 5) 6) 7) 8) 9) 10)
1 mark for each correct answer Total /10

I11. Match the words with the definitions:

a. The feedback principle b. HR c. Automation d. Critical path




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

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

1 a bar chart that shows the overlapping timing of activities involved in
project and sometimes also shows the relationship between them.
2. the principle of a mechanism work when a part of the outgoing signal is
transferred to the entering signal.
3 is a critical event during the life of a project, usually the accomplishment of a
project deliveration.
4, is the second step in the design process when a computer gives the
instructions to direct a machining center to machine the part.
B dealing with the prevention of accidents and works out procedures to
secure workers under hazardous conditions.
6. the sequence of activities that must be completed on time for the entire
project in to finish on schedule.
T Specialists of this complex branch design, test, build, operate machinery.
8. consists of the things that are used for a particular purpose, as apparatus,
tools, instruments
0. concerned with the flight, of vehicles in space beyond the 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)

3)

4)
5)

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

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

Today transistor is not developed.

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

1 mark for each correct answer Total /5

VII.

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”.

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. HeKOTOpLIe JJIO AU CYUTAKOT, 4TO JJIA TOI'O 4yTOOBI CTaTh 6I/I3HeCMeHOM, HYKHbI

OMPCACIICHHBIC BPOKACHHBIC CIIOCOOHOCTH U Hpe,[[HpI/IHI/IMaTCJ'IBCKI/Iﬁ CKJIaJg yma.

2. Onn CUUTAKOT, YTO CTaTb TAaKHUM HC BO3MOXHO, W CCJIM Yy HHX HCT TaKHUX

COCOOHOCTEN 3aHIThE OU3HECOM HE IS HUX.




3. I[pyrI/Ie JIIOAW JCJIAT BCEX HAa BEIOMBIX U BEAYHIUX.

4, OHu CcuMTaOT, YTO TOJBKO JIMJEPH WM BEIYLUIME MOTYT YCIIEIIHO OTKPBITH U
pa3BHUTH CBOM OM3HEC.

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

6. YcneurHeIM OM3HECMEHOM MOXKET CTaTh aOCOJIIOTHO JIF000H YeNOBEK, KOTOPBIM
9TOTO JKENAET.

1. KoneuHno, ogauM OyzeT mpoiie 3Toro J0CTHYb, IPYTUM CIIOKHEE.

8. Ycmex BO MHOTOM 3aBHCHT OT CIIOCOOHOCTEH, ITOJIyYEHHOTO OOpa3oBaHMs,

JIMYHOCTHBIX Ka4€eCTB, TPYI[OJ'IIO6I/I5[ n q)HHaHCOBI)IX CpEaAcCTB.

Q. Ho Bce, e Kaxaplii MOXET YCHEIIHO YHOPaBiIsATh OW3HECOM U CTaTh
IIpeyCHeBaOIMM OU3HECMEHOM, IJIaBHOE HE OOSIThCSI, a IeMCTBOBATD.

10. HyxHO GBITH FOTOBBIM K TOSBISIONIUAMCS TPYAHOCTSAM M IPOOIEMaM, KOTOPBIE
BO3HMKAIOT MPAKTUYECKU €XKEIHEBHO, 0€3 HMX OM3HEC HE MOXKET CYIEeCTBOBaTh, 3TO HAA0
MOHUMAaTh MPAaBUJIBHO M HE OMYCKaTh PYKH U OBITh TOTOBBIM BO3JIOKUTH Ha ce0s BCHO
OTBETCTBEHHOCTH 3a Be/IeHUE OU3Heca.

2 marks for each correct answer Total /20

IX. Translate into Russian.

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

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

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

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

XI. Read the text and answer these questions.

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

2. What is the advantage of using OpenOffice?

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

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

2 marks for each correct answer Total /8



BASIC OFFICE SOFTWARE

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

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

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

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

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

Office suites are available for most operating systems, including Windows, Linux and Mac OS. Lotus
SmartSuite and OpenOffice are compatible with Microsoft Office - i.e. they can read Word or Excel files,
and even save files in Microsoft formats (.doc for text documents, .xls for spreadsheets, .ppt for
presentations, etc.). Office suites are reasonably secure, as long as you have an anti-virus program, and
may include a document recovery tool that helps you retrieve documents after a system failure.

XII.  Find the following in the text.

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

2. another name for office suites

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

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

5. atechnology that allows objects such as a graphic or video clip to be linked or embedded into a
document
6. the set of programs that control the hardware and software of a computer system




1 mark for each correct answer Total /6

XII1. 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

© 0o N o g Bk~ wbhPE

The life and soul

10. Heads or tails?

1 mark for each correct answer Total /10

Koumponvnan paboma (HEMEITKHH S3bIK)

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

1 waren liefern N PEUTOKCHHE, OTpaHUYEHHOE 1o
BpPEMEHH

2 verbindliches Angebot b CPOK yKa3bIBacTCs

3 das Angebot ist befristet c COCTaBUTH ceOe MpeACTaBICHHE

4 zu den genannten Bedingungen d OTBET Ha 3aIpoc

5 die Frist wird angegeben e [IOCTaBUTh TOBaPHI

6 sich ein Bild machen f TBepaas odepra

7 Antwort auf eine Anfrage g COJICpKaTh JaHHbIE

8 Angaben enthalten h OTIPEICICHHBIN BH MPOAYKIIUN

9 das bestimmte Erzeugnis i OTITPABUThH MOJTYYaTEIO

10 an den Empfanger senden j COTJIACHO YIOMSIHYTBIM YCJIOBHSAM

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

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

1.Ich komme zuriick auf unser Telefongesprach 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 filhrenden Importeure von Wein und
Spirituosen.



5. Wir danken Ihnen fur IThre Anfrage vom 17. Juni 2012 und unterbreiten Ihnen gerne folgendes

Angebot.

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

7. Bitte schicken Sie uns lhre Bestellung so bald wie maglich, da unsere Lagerbestdnde begrenzt sind.

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

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

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

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

Nomen entsprechen:

1. Unternehmen (n)

a) Verkaufsveranstaltungen, auf dem Produkte nur als Muster|
vorhanden sind und der Informationsaspekt im \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 (f)

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

5. Arbeitslohn (m)

e) Jede natdrliche Person, die im Geschéftsverkehr 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.

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

7. Fremdkapital (n) 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 (1) j) Zweig der Industrie.

1. 2 3 4 5 6. 7 8 9 10
4. Ubersetzen Sie die Satze schriftlich ins Russische und achten auf die Besonderheiten der

Ubersetzung des Ortes «man» in Kombination mit Verben.

1.

Man soll die Bestellung widerrufen.

2.

Man muss die Anweisungen der Unternehmensleitung genau beachten.

3.

Man sendet Ihnen diesen Scheck rechtzeitig.

. Finden Sie die russischen Aquivalenten

. Das Defizit im amerikanischen AufRenhandel ist im vorigen Jahr gesunken.

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

. Der Warenumsatz kam um nahezu ein Viertel zu.

. In Finnland hatte sich die Konjunktur erhdht.

6.

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

nach, wenn.

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

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



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

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

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

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

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

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

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

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

Mit freundlichen GriRen
Ingeborg von Léufe

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

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 Schliissel, b) nach dem
Gesellschafterbeschluss, c) nach dem Verhaltnis der Geschaftsanteile. In jedem Fall wird die Hohe der
Einlagen berucksichtigt. H&aufig wird der Gewinn ganz oder teilweise zur Stérkung des
Unternehmenskapitals verwendet. Die Gesellschafter haben weitgehende Rechte auf Mitverwaltung und
Information bis hin zur Einsichtnahme in die Blcher. Diese Rechte gewéhrleisten ihnen das Gesetz und
der Gesellschaftsvertrag (die Satzung).

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

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

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

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

1. 2. 3.

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

1 die Gesellschaft mit beschrankter Haftung @ 1ens gesTeIbHOCTH MPEANPHITHS

2 |in notarieller Form b umcio rosocoB cobpanus MarIIUKOB

3 der Vertrag muss enthalten: C MO PEUICHUIO MaNIINKOB

4 der Gegenstand des Unternehmens d HeorpaHHYEeHHAas OTBETCTBEHHOCTh

5 die unbeschréanke Haftung € HaWBBICIIUI OpraH

. 00111eCTBO c OTpaHUYEHHOM

6 |die Rechte der Gesellschafter f B P

OTBETCTBEHHOCTHIO
die Stimmzahl in der .
7 g [mpaBa MalIIUKOB

Gesellschafterversammlung
8 nach dem Gesellschafterbeschluss h cuna npeacraBuTeNnbCTBA IS PUPMBI



9 das oberste Organ | JIOrOBOD JIOJDKEH COJIepXKATh

die Vertretungsmacht far die|.
Gesellschatft. J
1. 2. 3. 4. 5. 6. 7. 8. 9. 10.

B HOTapualIbHOU (hopMme

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

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

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

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

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

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 geédndert 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 Geschéftsfuhrung und
Vertretung der Genossenschaft grundsétzlich gemeinsam zu. Die Vertretungsmacht ist nach aufien hin
unbeschrankbar. Der Vorstand wird von der Generalversammlung gewdéhlt. 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 Geschaftsanteile zulassen oder bestimmen. Der Verlust der
Mitgliedschaft tritt ein durch Tod, Austritt und durch Ausschluss. Nach Ausscheiden des Genossen findet
die Auseinandersetzung mit der Genossenschaft in der Weise statt, dass das Geschaftsguthaben des
Genossen auf Grund der Bilanz zu errechnen und auszuzahlen ist.

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



Koumponvnas paboma (PPAHL]Y3CKHUH A3bIK)
1. Lisez le texte:

Comment trouver un emploi?

Il'y a le chdmage. On est trois cents personnes pour le méme poste. Tous les jours des sociétés recrutent.
Tous les jours la presse est pleine de petites annonces d’offres d’emploi, tous les jours on signe un contrat
d’embauche. Donc, il y a un poste fait pour vous, il faut le répérer et le décrocher. 11 faut étre différent des
autres.

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

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

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

Facon de parler. Il faut faire attention aux phrases qui sonnent comme un chantage: j’ai une proposition
plus intéressante ailleur; dans I’espoir d’étre mieux payé ici, mais cela aura 1’effet d’un boomerang:
“Allez-y”, vous répondra-t-on. Ou bien, exiger une réponse immédiate, sous prétexte qu’on n’attend que
vous chez un concurrent. Si tel est le cas, dites-le d’une fagon polie, montrez que vous avez d’autres
offres.

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

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

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

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

5. Il ne faut pas exiger une réponse immédiate.

Il. Choisissez la bonne réponse.

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

A venir un peu en retard.

B 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.

I11. Choisissez la bonne réponse.

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

Adu Bdes Cdela D del

13. Mon ami s’appelle Jean. Tlest .

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

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

A plusdréles B plusdréle C moinsdrole D moins dréles
16. L’enseignement donné par 1'université de Paris est en France.

A le meilleur B la meilleure C lepire 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 1’usine.

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

A afabrigué B aifabriqué C ontfabriqué D as fabriqué



21. 1ls dans un petit village.

A s’est installé B se sont installés C t’esinstallé D sont installés
22. OH pa3roBauBai CO CTyJICHTaMH, PaOOTAIOIIVMHU B J1a00pATOPHH.

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 OnbIThI, TPOBOJUMBIC HAIIIMMHU YYCHBIMH, ITPOJAEMOHCTPUPYIOT Pa3HbIC PE3YJIbTATHI.
B OnwiThl, IpoBeICHHBIC HAIIIMMH YYE€HBIMH, [TOKA3JIA OTPUIIATEIBHBIC PE3YIbTATHL.
C OnbIThl, IPOBEIEHHBIC HAIIIMMHU YICHBIMH, TTOKA3aJId XOPOILNE PE3YJIbTaThI.
D OmpITel, MPOBOAMMBIEC HATUMHU YYSCHBIMHU, IPOJIEMOHCTPUPYIOT XOPOIIHUE PE3YIbTATHI.
24, [1puOBIB OYEHb MO3]IHO, OH HE CMOT IPUHATH y4acTHE B 3TOM KOH(EPEHIUH.

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 & cette conférence.

25. Les préparatifs effectués, la fusée a été lancée.
A Korma moaroroBuTebHBIE paOOTHI OBLTH 3aKOHYEHBI, pakeTa Obljla 3aIyIeHa.
B Korma onn 3aKOHYMIIN OATOTOBUTENBHEIE paOOTHI, pakeTa ObliIa 3aImyIreHa.
C TlonroroBurtenbHbie pabOTHI 3aKOHYEHBI M paKeTa Obliia 3aImyIeHa.
D TloaroroButenbHbIE PaOOTHI 3aKaHIUBAIOTCS U pakeTa OyIeT 3amyIieHa.
26. Tu___ purépondre a cette question parce que tu avais lu ce livre.

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

Nicolas: A 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 Bsur Csous D a

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

32. I/IH)KGHep JOJIDKECH O6J'Ia,[[aTL BCEMU H606XO,E[I/IMBIMI/I 3HaHUAMMU.

A L’ingénieur a possédé toutes les connaissance nécessaires.



B L’ingénieur avait posséde toutes les connaissances nécessaries.
C L’ingénieur a toutes les connaissances nécessaries.
D L’ingénieur a a posséder toutes les connaissances nécessaires.
33. CBexwii BO3IyX JOKEH OBITH IOCTABIICH B MMOMEIICHHUS DIIEKTPOCTAHIINH.
A L’air frais est a amener dans les locaux de la centrale.
B L’air frais est amené dans les locaux de la centrale.
C L’air frais était amené dans les locaux de la centrale.
D L’air frais est dans les locaux de la centrale.
34. La loi découverte par ce savant a une grande importance.
A DT0T y4eHblit OTKPBLT 3aKOH, UMEIOIINK OONBIIOe 3HaYCHHE.
B 3akoH, OTKpBITHII 3TUM YYEHBIM, UMEET OOJIbIIIOe 3HAUEHHE.
C 3aKOH, HCHOHBByeMBIﬁ 9THUM YYCHBIM, OTKPbIBACT HOBLIC BO3MOXXHOCTH.
D Drot yueHsIii ¢ MUPOBBIM UMEHEM OTKPBIBAE€T HOBBIN 3aKOH.
35. I'a3ompoBo OyIET MOCTPOEH Yepe3 TOI.

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.



