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yueOHOM Tojly Ha 3acefaHuu Kadeapsl MHOCTpaHHBIX S3BIKOB IO TEXHUYECKUM HAIIPABICHUIM
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Pabouas nporpamma nepecMoTpeHa, 00CyxaeHa u ogoopeHa ais peanusanuu B 2022 - 2023
y4e0HOM Toly Ha 3aceqaHuu kagenpsl MHOCTpaHHBIX SI3BIKOB MO0 TEXHUYECKUM HATIPABICHUSIM

IIporokon ot 20 . Ne
3aB. kadempoit H.H. 3epkuna




1 Heau ocBOCHUS JTUCUMILIUHBI (MOXYJIA)

Lenpro ocBOCHUS TUCIUILTUHBI «JleI0BO MHOCTPAHHBIN SI3BIKY SIBISICTCS:

pa3BHTHE Y 00yUYAIONIUXCS CIIOCOOHOCTH BJIaJIETh HHOCTPAHHBIM SI3BIKOM KaK CPEJICTBOM
JIEIIOBOTO OOIIEHUS, CIIOCOOHOCTH HWCIOJb30BaTh MHOCTPAHHBIN SI3BIK B MPOQECCHOHATHHON
cdepe, a TakKe CIOCOOHOCTH K paboTe B MHOTOHAIIMOHAIBHBIX KOJUICKTUBAX, B TOM YHCJIE TIPU
paboTe Han MEXAUCUUIUIMHAPDHBIMA M WHHOBAIIMOHHBIMH TPOEKTaMH, CO3[aBaTb B
KOJUICKTHBAX OTHOILICHHUH JIEIIOBOTO COTPYIHHYECTBA.

2 MecTOo TUCHHUILUIAHBI (MOYJIsI) B CTPYKTYpe 00pa30BaTe/ibHOM MPOrpaMMbl

JuctunmHa J{emoBo MHOCTPAHHBIN SI3bIK BXOAWT B 0a30BYIO 4acTh y4eOHOTO IJIaHa
00pa3oBaresIbHONM MPOTrPaMMBI.

Jis  u3ydyeHHMs ~— JUCUMIUIMHBI  HEOOXoAMMbI  3HaHUS  (YMEHHUS,  BIaJEHUs),
c(OpMUPOBAaHHbBIE B PE3YJIbTATE U3YUYCHHS AUCLUILIMH/ MPAKTHK:

«MHOCTpaHHBIN A3BIK» 10 00pa3zoBaTeIbHON MporpaMMe OakaiaBpHUaTa/CHeIaluTeTa;

«MHOCTpaHHBIN A3BIK B MpO(hecCHOHAIBHON JEATENBHOCTH» 10 00pa3oBaTelbHON
nmporpaMMme OakanaBpuaTa/cCrelHanIuTeTa.

3HaHus (YMEHHS, BIIQJCHUS), MOJyYEHHBIC MPU M3YYCHUH JAHHOM JAMCIUILTUHBI OyIyT
HEOOXOMMBI JIJIsl IOATOTOBKH K 3aIIMTE U 3alIUTHI BHITYCKHON KBAIH(DPUKAIIMOHHOW pabOThI

3 Komnerenuuu ody4yaromerocsi, popmupyembie B pe3y/ibTaTe 0CBOCHHUSA

AUCHUILUINHBI (MOAYJIS) U IJIAHUPYeMble pe3y/IbTaThl 00yUeHHs

B pesynbrare OCBOGHMS IUCHMIUIMHBI (MOAyisl) «JleOBOM MHOCTPAHHBIA  SI3BIK»
O0ydaroUHiics: T0JDKEeH 00IaaaTh CIEAYIOIIMMU KOMITETCHIIUSMHU:

CrpyKTypHBIii [Inanupyemsble pe3ynbTaTbl 00yUeHUs
JJIEMEHT
KOMIICTCHIIUU

OIIK-1 roTroBHOCTHIO K KOMMYHUKAIIMU B YCTHOM ¥ MUCbMEHHOM GopMax HA PyCCKOM U
HHOCTPAHHOM fI3bIKAX JIAl pelleHus 32124 NPo(eCcCHOHATBHOMN AeSITeJIbHOCTH

- OCHOBHBIC HOPMBI U TIPaBUJIA PEYEBOTO JIETIOBOTO ITUKETA;
- 0a30BYIO JISKCHKY C(hephI AETOBOTO OOIICHHS;

- OCHOBHBIII BHJBI JICJIOBO KOPPECHIOHICHIIMH ¥ TPEOOBaHHS K BEICHHIO
O13HEC TIEPETUCKH.

3HaTh

- UUMTaTb W  HUHTCPIIPCTHPOBATHL  TCKCTbBI H COO6H_ICHI/I$I HCHOBOﬁ
[KOMMYHUKAallUU C MHOCTPAHHOT'O A3bIKa Ha pyCCKI/Iﬁ SA3BIK,

VYMeTh - COCTaBJIATH ACJTOBOC ITMCHbMO HNJIN COO6H.[CHI/IG;

- KOPPCKTHO BBIPpAXKATL U APpTYMCHTHUPOBAHYO 00OCHOBBIBATH ITOJIOKCHUS B
Iporccce HCHOBOﬁ KOMMYHHKAIIUU.

- 0A30BBIMH HAaBBIKAMU PEUYEBOT0 TIOBEJCHUS B cpepe JETOBOTO OOIICHHUS;

- MPaKTUYECKUMH  HaBBIKAMHU  HUCIOJb30BaHUs  opdorpaduyueckoi,
Op(hHOIMHUECKOM, JIEKCUKO-TPAMMATHYECKO W CTUJIMCTUYECKOW HOPM
[PyCCKOTO M M3y4aeMOTO SI3bIKOB.

Bnanets




4. CTpykTypa, 00b€M U colep:KkaHue JUCHUNIMHBI (MOILYJIs1)
OO0mast TpyI0eMKOCTh TUCIUIUIMHBI COCTaBisieT 4 3aueTHhIX eAauHull 144 akan. 4acoB, B TOM

YHUCJIC:

— KoHTakTHas pabdora — 30,1 akaz. 4acos:
— aymuropHast — 30 akaJl. 4acos;

— BHeayauTopHas — 0,1 akaxa. yacos

— caMmocTosiTenpHas padora — 113,9 akan. yacos;
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1. OCHOBBI J€NIOBOTO OOLICHUS
1
[IpoBepka
Brimonnenwne poBep
TEMaTHUYECKOTO
nepeBo/ia TEKCTa,
cJoBapsi; MpoBepKa
. MMACEMEHHBIX
1.1 PeueBoit JTUKET O— BEITIOJTHEHUS
IEJIOBOI0 o01IEHHS. 4 12 COCTABICHHE nucbMeHHbIX pabot JOITK-1
Ctumm JIEIIOBOTO P — 10 TeME; YCTHBII
oOuIeHus. o OIpoc B BHUJE
BBICKA3bIBAHUMU I10
JTUATOTHYECKUX
TeMe. N
BBICKa3bIBaHUH T10
TeMe
ITK-1
[TpoBepka &
Brinonuenue POBCp
BEITIOJTHEHUS
MMACEMEHHBIX
1.2 CocraBienne — MMUCBMEHHBIX paboT
aBToOuorpadun. BusurHas 4N 20 COCTABICHIE [0 TeMe; YCTHBIN
KapTo4Ka. Jnanas MOHOTOTHYCCKIX OTIPOC B BHIIE
Mpe3eHTaLUs o MOHOJIOTHYECKUX
BBICKA3bIBaHHIA 11O .
BBICKA3bIBAaHUH 110
TeMe.
TeMe
1.3 ®opmMbl opraHuzanuu 4 20 CocrasneHnue ITposepka OITK-1
JIEJIOBOM BCTPEUH: TEMaTHYECKOTO TEMaTHYECKOTO
-OpraHm3anus BCTPEYH C cijoBapsi. coBapsi; MpoBEpKa
JICJIOBBIMH TTapTHEPaMU; BrimonHenwue BBITIOJTHCHUS
- Tene(OoHHBIC Pa3rOBOPEI; MUCBMEHHBIX | MTUCBMEHHBIX paboT
-YCTPOMCTBO Ha padoTy, 3aJlaHuil 1 [0 T€ME; YCTHBIN
MOJrOTOBKA JIOKYMEHTOB K COCTaBJICHHE ornpoc B BUE
MIPOXOXKACHUIO JINATIOTHYECKUAX JTUATOTHYECKUX
cobecea0BaHus BBICKa3bIBAaHUM 1O | BBICKA3bIBAaHUH 10
(3anonHeHNE AHKETHI, TeMe. TeMe
pe3iome)




Cocrasienue OITK-1
TEMATHYCCKOIo
cJI0Bapsl.
Brimonnenune
MIICEMEHHBIX
1.4 Crpykrypa U o
3aaHui 1
JIeITeNbHOCTh  KOMITAaHUHU [pencrasnenne
COCTaBJIeHHE
(mpennpusiTys): 2/21 20 coO0OIIeHUS
MOHOJIOTHYECKUX
- BeAylmMe  KOMIIaHUH . (mpe3eHTanyn)
BBICKa3bIBAHUI IO
OTpaciu
teme. [lonck
uH(opMaIuu 1o
TeMe B
DIICKTPOHHBIX Oa3ax]
JIAHHBIX.
Hroro no pasgeny 14/411 | 72
2. Benenue JIETI0BOK
KOPPECIOHICHIINH
OTIK-1
13y4yeHne y4eOHbIX
ITposepka
2.1 Crpykrypa u BUABI TCKCTOB MO TEME. BBITIOJTHEHUS
) 4/21 18 Brimonnenne
JIETIOBOTO MHUCHMA. MMCBMEHHBIX padoT
IIMCBbMCHHBIX
. o TeMe
! 3aJaHuH.
Brinonnenue OI1K-1
29 Crovkrvpa T MTICEMEHHBIX [pencrasnenne
) PYKTYP 2/21 10 3aJaHuH. COOOIEeHNUS
JIOKJI4JI0B, OTYETOB.
ITonroroBka (mpe3eHTanyn)
COO0IIEHHUS.
HUrtoro no pasneny 6/41 28
3. IlepeBon, aHHOTHpOBaHHE H
pedepupoBanue TEKCTOB
npodecCroHaNbHOM
HalpaBICHHOCTH
IlepeBon Tekcra o
CHEUaTbHOCTH.
CocraBnenue
3.1 OcHoBbl meEpeBoaa, MUCHEMEHHBIX
[IpoBepka
AQHHOTHPOBAHUS U QHHOTAIUH TEKCTOB
BBITTOJTHEHHUS OITK-1
pedepupoBanusi  Tekcros| 1 1021 | 13,9 | npodeccuonanbu
. . MTUCEMEHHBIX
npodecCroHaNbHOM oif .
3a/IaHHH.
HaINpaBICHHOCTH HaIpaBICHHOCTH.
PedepupoBanue
TEKCTOB I10
CTEIHATBHOCTH.
Uroro mo paszneny 1021 13,9
Uroro 3a cemectp 30/1041 |113,9 320
Hroro mo mucumiianHe 30/10M | 113,9 3a4eT C OLIEHKOHN




5 O6pa3oBaTe/ibHbIEe TEXHOJIOTHH

[Tpu peanuzanuu KOMIIETEHTHOCTHOTO MOAXOAA MporpamMma AUCHUIUIMHBI «JleroBoit
MHOCTPAHHBIN SI3BIK» TPEyCMaTPUBACT:

— HCIIOJIb30BaHWE B y4eOHOM TMpollecce aKTUBHBIX M HHTEPAKTUBHBIX (HopMm
MPOBEICHUS 3aHITHIA C TENbI0 (OPMUPOBAHUS W PA3BUTUS WHOS3BIYHOW KOMMYHHKATHBHOMN
KOMITETEHIIMHN 00yYaronnxcs;

— HUCHosb30BaHue aymuo- U Bugeomarepuanos, MHTEPHET - pecypcoB Ha
MPAKTUYECKUX 3aHATHIX;

— HCIOJIb30BAaHUE DJICKTPOHHBIX 00pa30BaTENBHBIX PECYPCOB MO TEMaM IMPAKTUYECKHX
3aHATHI;

— MIOWCK U M3yYEHUE MEIUIHBIX TEKCTOB 10 0003HAYEHHOU MPOOIeMAaTHKE;

— HCIIOJNIb30BaHUE DPa3HBIX (OpPM BHEAYAUTOPHOH pabOThl, TaKWX KaKk OpraHU3alus
NPa3THAKOB M TEMAaTUYECKUX BEUEPOB, CTYICHUECKHMX HAyYHBIX KOH(EpeHLui; BCTped ¢
HOCHUTETISIMU S3BIKA.

Jis  AOCTIDKEHHMs IUIAaHMPYEMBIX —pe3ylbTaToB oOydeHus, B Kypce «/lemoBoit
MHOCTPAHHBIN S3bIK» UCHOJB3YIOTCS CIEAYIONINE 00pa3oBaTeIbHbIe TEXHOJIOTHH:

1. MupopmannoHHO-pa3BUBAIOIINE TEXHOJOTHH, HAIpaBJICHHbIE Ha (OPMHPOBAHUE
CUCTEMBbI 3HAHUM, 3alIOMHUHAHKUE ¥ CBOOOJIHOE OTEPUPOBAHUE UMHU.

Hcnonb3yercss KOMMYHUKAaTUBHO - KOTHUTHUBHBIH METOJ, CAMOCTOSTEILHOE H3Y4YCHUE
JUTEepaTypbl, MPUMEHEHHE HOBBIX HH(OPMAIMOHHBIX TEXHOJOTHHA [UJIsI CaMOCTOSTEIHLHOIO
MOTIONTHEHUsI 3HAHMHK, BKIIOYAsh MCIOJb30BAHUE TEXHUUYECKUX W JJIEKTPOHHBIX CPEACTB
nHpopmaruu.

2. JlesATenbHOCTHBIC, NPAKTHKO-OPUEHTHPOBAHHBIC TEXHOJOTHH, HAIpaBICHHBIC Ha
dbopMupoBaHue cHUCTEMBbl MPO(YECCHOHAIBHBIX MPAKTUYECKUX YMEHUH TMpU MPOBEICHUU
HKCIIEPUMEHTAIBHBIX UCCIICAOBAHMM, 00€CIICUNBAIOIINX BO3MOKHOCTh Ka4eCTBEHHO BBITIOJIHSTH
npoecCuOHANBbHYIO 1E€ATEIbHOCTb.

3. PasBuBaromue mnpoOIEMHO-OPUEHTHPOBAHHBIE TEXHOJIOTUH, HaNpaBICHHBIE Ha
dbopMupoBaHue U pa3BUTHE NPOOJEMHOIO  MBIIUICHUS, MBICIUTEIBHON aKTUBHOCTH,
CIIOCOOHOCTH BHJIETh W (hOpMyIUpoOBaTh MPOOJIEMBI, BEIOMpATh CIIOCOOBI M CPENCTBA IS UX
pemenus. Mcrmonp3yercs KOMWIEKTUBHAS JEATENIBHOCTh B TpyHHax Ipd  BbIIOJIHEHUU
NPAaKTUYECKUX  3aJaHui, pelIeHHe 3aJad B  YCJIOBHBIX CHTyalUsiX JICJIOBOH U
npodeccuoHaIbHON KOMMYHUKAIUH.

4. JIMYHOCTHO-OPUEHTHPOBAHHBIC TEXHOJIOTUU OOy4YeHMs, OOECIeUMBAIONINE B XOJE
y4eOHOro IMpolecca y4YeT pas3M4HbIX CIIOCOOHOCTEH 0O0ydaeMbIX, CO3/aHHUE HEOOXOAUMBIX
YCIIOBUW JUISI Pa3BUTHUS WX WHIAWNBUAYAIbHBIX HABBIKOB, Pa3BUTHE AKTHBHOCTU JIMYHOCTH B
yueOHOM Tporecce. JIMUHOCTHO-OpUEHTHUPOBAHHBIE TEXHOJIOTUHU OOyuUeHUS pealn3yloTcs B
pe3ynbTaTe WHAWBUIYAIBHOTO OOIIEHUS MperojaBaresis M CTYICHTa INpH MPEe3eHTALUIX
COOOIIIEHUI U JTOKJIa/I0B, MUCbMEHHBIX PaOOT U MPH BBIMOJIHEHUU JIOMAUTHUX WHIMBUYaJTbHBIX
3a/1aHUM.

6 YueOHO-MeTOUYECKOE O0ecriedyeHne CAMOCTOSATEIbHO padoThl 00y4YaromIuXcst
[IpencraBneno B npunoxeHuu 1.

7 OueHo4YHbIe CpeaCTBA VISl MPOBEeHUsI MPOMEKYTOYHOM aTTeCTAlMU
[IpencraBiieHbl B IPUIOKEHUU 2.



8 YueOHO-MeTOqUYeCKOEe M MH(OPMALIMOHHOE o0eceyeHue TUCIUIIMHBI (MOLYJIs)

a) OcHoBHas JqUTEpaTypa:

AHTIIMICKNI SI3BIK

1. Anrmuiickuid sS3bIK A7t 95KOHOMHUCTOB (B1-B2) : yuyeOHUK W mpakTUKyM sl BY30B /
T. A. bapanoBckas [u ap.] ; oTBeTcTBeHHBIH penakTop T. A. bapaHoBckas. - 3-¢ u3n., mepepad. u
nom. - Mockga : U3natensctBo FOpaiit, 2020. - 470 c. - (Boicmiee o6pazoBanue). - ISBN 978-
5-534-13759-0. - Teker : omektponnwsi //  OBC  WOpaiit  [caiit]. -
URL: https://urait.ru/viewer/angliyskiy-yazyk-dlya-ekonomistov-b1-b2-466785#page/2 (mara
obpamenus: 01.09.2020).

2. Ilonos, E. b. [enoBoii anrmuiickuii 536k / E.B. ITonos - Mocksa : HULl UTH®PA-M,
2015. - 64 cISBN 978-5-16-103283-1 (online). - Tekcr : osnektponHbii. - URL:
https://znanium.com/read?id=106233 (mara ob6pamenus: 01.09.2020). — Pexum poctyma: mo
MTOJIIHCKE.

Hemeukuii si3bIk

1. Hybckux, A.M. DEUTSCHE GRAMMATIK : yuebHoe mocobue / MI'TVY. -
Marnutoropck : MI'TY, 2018. - 1 sanekrpon. ont. guck (CD-ROM). - Tekcr pyc., Hem. - [lns:
O36YU. - ISBN 978-5-9967-1104-8 : https://magtu.informsystema.ru/uploader/fileUpload?
name=3442.pdf&show=dcatalogues/1/1514253/3442.pdf&view=true ___ (nara oOparteHus:
01.09.2020)

2. PaboraukoBa, H. A. Hewmernkuii 31k ai1st 3koHOMUCTOB (A2 -C1) : yueOHOe mocobue
s By30B / H. A. PaGotnukosa, E. B. Uepnbiiera, U. 1. Knumosa. - 2-e u3a., nepepab. u 10m.
- Mockgsa : U3natenscTBo FOpaiit, 2020. - 158 ¢. - (Beiciiee oOpazoBanue). - ISBN 978-5-534-
07102-3. - Teker : onexktponnsid // OBC  IOpaiitr  [caiiT]. -
URL: https://urait.ru/viewer/nemeckiy-yazyk-dlya-ekonomistov-a2-c1-450826#page/2 (mata
obpamenus: 01.09.2020).

DpaHIy3CKHH SA3bIK

1. 3amaBuna, T. FO. @panmus. Ctpana. Jlromu : yae6Hoe mocodue. Y. 1/ T. FO. 3anaBuna
; MI'TY. - Marnuroropck : MI'TY, 2017. - 1 snekrpon.ont. nuck (CD-ROM). - 3arm. c
TUTYJL.IKpaHa. - URL: https://magtu.informsystema.ru/uploader/fileUpload?
name=3158.pdf&show=dcatalogues/1/1136492/3158.pdf&view=true (mara oOparieHus:
01.09.2020). - MakpooObekT. - Tekcr : anmekTpoHHBIA. - CBefeHHUs MTOCTYImHBI Takke Ha CD-
ROM.

2. 3meéBa, T. E. ®panmysckuii s3p1k ai1si SkoHOMHUCTOB (B1-B2) : yueOHuK aist By30B /
T. E. 3meéBa, M. C. JleBuna. - 2-e u3a., nepepad. u gom. - Mocksa : UznarensctBo FOpalidT,
2020. - 440c. - (Bwicmee oOpazoBanme). - ISBN 978-5-534-06777-4. - Tekcr
anextpoHHblit // OBC HOpaiir [caiit]. - URL: https://urait.ru/viewer/francuzskiy-yazyk-dlya-
ekonomistov-b1-b2-450043#page/2 (narta obpamenus: 01.09.2020).

0) lonoJiHUTEIbHASA JIUTEpaTypa:


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

AHIIIMICKHMI A3BIK

1. Mouceesa, T. B. AHmmMiACKU# S3BIK AJI1 SKOHOMUCTOB : y4eOHOE TTocoOue /st BY30B /
T. B. MouceeBa, H. H. llaruimna, A. O. lllupokux. - 2-e u3xd., mepepad. u gom. - Mocksa :
WznarensctBO FOpaiit, 2020. - 157 c. - (Beicmiee o6pa3oBanue). - ISBN 978-5-534-08911-0. -
Texkct : anmexkrponnsiii / OBC FOpait [caiit]. - URL: https://urait.ru/viewer/angliyskiy-yazyk-
dlya-ekonomistov-455198#page/2 (mata oopamenus: 01.09.2020).

2. Hem3opora, I'.JI. AHrmiickuii s3bIK. ['pamMMaruka : ydeOHOe mocoOue isi BY30B /
I'. A. He3oposa, I'. . Hukutymkuna. - 2-e u3g., uchnp. u gom. - Mocksa : M3natenbcTBo
Opaiit, 2020. - 213 c. - (Breicmee o6pa3oBanue). - ISBN 978-5-534-09359-9. - Tekcr :
anektponublii / OBC HOpaiit [caiit]. - URL: https://urait.ru/viewer/angliyskiy-yazyk-
grammatika-451966#page/2 (nara obpamenus: 01.09.2020).

Hemeukmnii si3bIk

1.XypaBneBa, A. A. Professional Reading in English, French and German : yue6Ho-
Meronudeckoe ocodoue / A. A. XKypasnera, T. 0. 3anasuna, JI. A. [llopoxosa ; MI'TV. -
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ROM.
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nocobue ans By3oB / M. C. JleBuna, U. 0. bapreneBa, O. b. CamcoHoBa. - 2-¢ u31., UCIp. H
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B) MeToguyeckne yKazaHusi:
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r) [Iporpammuoe o0ecrieuenune u UnrepHeT-pecypceni:

IIporpammHuoe ob0ecrieyenune

HanmenoBanue .
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IIpodeccuonaibuble 0a3bl JAHHBIX 1 HH(OPMALMOHHbIE CIIPABOYHbIC CHCTEMbI
HazBanue kypca Ccblka

OnexkTpoHHas 0aza NEPHOAUYECKUX W3IaHHM
East View Information Services, 00O
HarnmonansHas UH(POPMAITOHHO-
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Hay4Horo rruposanus (PUHIL)
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(Google Scholar)
Nudopmarmonnas cucrema - EnnHOe OKHO
J0cTyna K MHQOPMAIIMOHHBIM pecypcam
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https://scholar.google.ru/

http://window.edu.ru/
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DneKkTpoHHBIE pecypchl Oubnmmorekm MITY
um. I'1. HocoBa
9 MaTepuajibHO-TEXHHYECKOe o0ecrneuyeHue TUCHUIIIMHBI (MOIYJIsl)

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

MarepuanbHO-TEXHUYECKOEe 00ECTICYeHNE MUCIUTUIMHBI BKITFOYAET:

Y4eOHbIE ayaUTOpPHM JUIS TPOBENCHHS TPAKTHUECKUX 3aHATHH, TPYNIOBBIX U
WHAWBUIYAIBHBIX KOHCYIBTAIMMA, TEKYIIErO0 KOHTPOJS U TPOMEKYTOUHOH aTTecTaluu:
MYJIBTHMEANWHBIC CPEIICTBA XPAaHEHUs, TIepeladyd W MpPEACTaBICHUs WH(OPMAINU; KOMIUIEKC
TECTOBBIX 33aJJaHUH IS TMPOBEICHUS MPOMEKYTOUHBIX U PyOSIKHBIX KOHTPOJICH.

[MomemeHust s CaMOCTOSTENBHOH — pabOTBl  OOyYaroOIIUXCS:  MMEPCOHAIBHBIE
xomnbioTepsl ¢ makeroM MS Office, Boixomom B MHTEpHET M C AOCTYNOM B 3JIEKTPOHHYIO
WH()OPMAITMOHHO-00pa30BaTEIBHYIO CPEy YHHBEPCHUTETA.

[lomemenue Juis  XpaHeHUs W NPO(UIAKTUYECKOTO OOCIY>KMBaHHUS Yy4eOHOTro
obopynoBanus: mKapbel I XpaHEHUS YYEOHO-METOIMYECKOM JOKYMEHTallud, Y4eOHOTO
00opynoBaHus U Y4eOHO-HATIISAHBIX TTOCOOMIA.


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

IIpuniaoxenune 1
Y4eOHO-MeTOAMYECKOE O0ecTedyeHHEe CAMOCTOSATEILHO PadoThl 00y4YaromuXxcst
Pabora Hax NoAroTOBKOIM 1€/10BOM JOKYMEHTALMHU

B nonsiTHe «aenoBast mepenucKay BXOJISAT:
® [UChbMa, B TOM YHCIIE DJIEKTPOHHBIE
® MeMOpaHAYMBI (TTaMsTHbIE 3aIUCKU)
® pPEKOMEHJATeNbHBIC MHChMa
® pes3oMe
® cuera
® JJOrOBOPBI
® TUCHMO OJIaroapHOCTh
® 3anpoc
® 3aka3
® THCHMO MOATBEPKICHHE

CTpykTypa 1e/10BOro nucbMa

1. Aapec otnipaBuTens

Jlo;keH OBITh pacloyiOKeH B MPaBOM BepxHeM yriy nuchMma. CreayeT yka3aTb HOMEp J0Ma,
yiuity, Ko (MHIEKC) TOpoAa, Topo/l, CTpaHy, TeIe(oH.

[Tpumeuanue: B ameprkaHCckoM BapuaHTE aHLIMICKOrO S3bIKa aJpeC OTIPABUTENS, KaK MIPaBUIIO,
pa3Melaercs B JEBOM BEPXHEM YTITy, HU)KE JaThl UM B KOHIIE MHCbMA MOCIIE MOIHUCH.

2. Hara

Crpokoii HHXe MocIie aapeca MUIIETCs Aata B popMare Yucio - mecay - 200

(30 October 2011)

Ecnu nenoBoe mucbMo numietcst Ha GupMeHHOM OJaHKEe KOMIIAHWHU, aapec HE yKas3bIBaeTcs, a
JlaTta MPOCTABJISIETCS] B BEPXHEM JIEBOM YTIIY.

3. Anpec mosydaresnst

B OpuraHCKOM aHIIMIICKOM aapec MOoJydaTelis MUIIETCS Ha TOM ke CTPOKe, Iie M JaTa, WiIH

CTPOKOM HIKE.
B amepukaHckoM BapuaHTe aHINIMKACKOTO SI3bIKA aJIpec MOJIydarTessl MUIIETCS IBYMsI CTPOYKaMHU

HIDKE aJipeca OTIpaBUTEINS (VITH IaThl, €CITH afpec HE MUIIETCS).

4. IlpuBetcTBUE

Ecim Bl 3HaeTe mMs dYelioBeka, K KOTOPOMY TIHIIETE IHCHMO, TPUBETCTBUE TOJACTCS B
dbopmare:

Dear Ms / Miss / Mrs / Mr / Dr + ¢pamunus

[Tpu oOpamieHny K KeHIIMHE UCTIOB3YIOTCS CIEIYIOIIUE CIIOBA:

Mrs — eciu OHa 3aMy>KeM

Miss — eciii OHa HE3aMYyXKHsIs

Ms — ecnu HUYETO HE U3BECTHO O €€ CEMEHHOM CTaTyce, a TaKKe B OOpallleHuH K He3aMyKHe
KCHIIUHE.

Ecnu Brl He 3HaeTe mon agpecaTta, MOXKHO HANKCATh MOJTHOE UMS, YITycKasi TUTYJI:

Dear Hadi Jalali

HmeeTcst HECKOIBKO BapUaHTOB OOpalleHHsl K YelI0BEKY, MMEHU KoToporo Bbl He 3HaeTe:

K Myxunne:

Dear Sir / Dear Sirs ( in British English)

Gentlemen (in American English)

K xenmune:

Dear Madam (in British English)

Ladies (in American English)

Ecnu Brl He 3HaeTe, KTo OyZIeT YnTaTh MUCbMO — MYKUMHA HITU JKCHIIMHA:

Dear Sir or Madam (in British English)


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

Ladies and Gentlemen (in American English)

To whom it may concern (in American English)

[Tocne mpUBETCTBYS CTABUTCS 3aIISATAS

Dear Sir or Madam,

WM K€ TyHKTYallMOHHBIN 3HAK MOXKET OTCYTCTBOBATh BOOOIIIE:

Dear Sirs

Cornacao ¢ Hopmamu American English - ucnons3yercst qsoeroune:

Ladies and Gentlemen:

5. Tema nenoBoro nucbma

Crtpoxoii HIKe PUBETCTBUS pa3meniaercs Tema nuchbma (British English). UTtoOb1 BeiienuTs ee,
UCHOJb3YyIOTCs ciioBa "Subject:" win "Re:", KupHbIi pudT 1am 3arinaBHble OyKBBI.

Dear Sir or Madam,

Subject: Order #1234/1

B aMepukaHCKOM aHTIIMHCKOM TeMa MPOIKUCHIBACTCS MEePENl MPUBETCTBUEM.

6. OCHOBHasI 4YacCTh JIEJIOBOTO MTUChMa

[lepBoe cioBO TekcTa MUIIETCS ¢ OONbIIONW OykBbI. TeKCT clieAyeT BBIpaBHUBATH IO JIEBOMY

Kparo, a mocje Kaxaoro ad3ara nporyckars ogHy cTpoky. IlepBslii a63am npeacTaBiser cooon
BCTYILJICHHE, B KOTOPOM OOBSICHSIOTCS MPUYMHBI HANMCAaHUS MUChMa. B mocneayromux ad3amax
OoJee neTanbHO W3MararoTcsl Bamm menu, mpuBoauTcs nHGopmanus u T.1. B mocjienHem ad3ame
HE0O0XOIMMO TOJIBECTH UTOT U OMHCATh, YeTO UMEHHO Bbl oxkugaete ot Bamero aapecara. Tekct

MUCHhMa JOJDKEH OBITh YETKO CTPYKTYPHPOBAH M CO3/1aBaTh MOJOKUTEILHOE BIICUATICHHUE.
7. 3aKiIrounTeIbHAS YaCTh JICJIOBOTO MTHChMa
310 3KBUBANIEHT pyccKkoro "C yBaXeHUEM.../C HAWITYYIINMHA TTOXKETaHUAMM...."
B OpurtanckoM anrmmiickoM, ecnu Bwl oOpamaerech Kk anapecary mo uMeHu (pammmum),
ucrnosb3yite cioBo "sincerely", eciau Het - "faithfully".
Dear Ms Wexley
Dear Jane Wexley
Dear Jane Yours sincerely / Sincerely yours
Dear Sir
Dear Sirs
Dear Madam
Dear Sir or Madam Yours faithfully / Faithfully yours
B aMepukaHCKOM aHTJIMICKOM B TOJANKCH MOXKET HaxoauTces Jumib "sincerely", T.x. "faithfully"
HE yHoTpeosercs.
B 351eKTpOHHBIX THCBMaX MOYKHO MCTIONIb30BATh
Regards
Kind regards
Best wishes
[TyHKTyanust B 3aKJIFOUYMTEIBLHONM YacTH JEJIOBOTO MHCHMa - 110 aHAJIOTHU C MPHUBETCTBHEM,
pas3zenuTeNbHbIe 3HAKU JOJDKHBI OBITh OJJAHAKOBEIE.
OTcTynuMB ABE CTPOYKH OT TOCJeaHero absara, cieBa numercsBusiness (firm) to business
(firm) ®upma pupme
Yours sincerely/ Yours faithfully
C COOTBETCTBYIOLUM ITyHKTYallMOHHBIM 3HAKOM,
gepe3 4 CTPOUYKH (OCTABIISIOTCS TSI TTOJIIHMCH) - UMsI aJjpecaTa.
KT0 KOMY MOXKeT mucaTh J1eJIoBble MUCbMa?
¢ Business (firm) to consumer — ®upma norpeduTeINIO
e Job applicant to company 3asBUTEINb HA TOJDKHOCTHh KOMIIAHUU
e (itizen to government official I'paknmaHuH YMHOBHUKY
¢ Employer to employee Hanumarens cOTpyIaHUKY
e Staff member to staff member CotpynHuk cOTpyIHUKY
ITo kakoMy MoOBOY MUIIYTCH JeJ0BbIe MUCbMa?
e to persuade yOemuThH
e toinform  mpouHpOpMHUPOBATH



® torequest  cHeyaTh 3ampocC

e to express thanks  BeIpa3uTh GaromapHOCTh

e to remind HATOMHUTH

® to recommend PEKOMCHAOBATH

® to apologize W3BUHUTHCS

e to congratulate M103/1paBUTh

¢ to reject a proposal (of cooperation) or offer (of goods)  oTkazaTbCsi OT MPENTIOKCHUS
0 COTPYJIHMYECTBE WU OT TOBapa

¢ to introduce a person or policy — MIPEACTaBUTh YEIOBEKA UIIU HOBBIH KypC

® to invite or welcome NpUTIACHTh MM MPUBETCTBOBATH

e to follow up npoBepuTh (UCHIONHEHNE)

e to formalize decisions 3aKpENUTh PELICHUS

CrannaptHble BoipaikeHus: B 1e/10BOil nepenucke
1. O6pamenne

Dear Sirs, Dear Sir or Madam (eciu Bam He U3BECTHO MM aJipecara)

Dear Mr, Mrs, Miss or Ms

(ecmu BaM M3BECTHO MMsI aJipecaTa; B TOM cllyyae KOrja Bbl HE 3HAaeTe ceMenHoe
MOJIOKEHHE OKEHIIWHBI ~CIelyeT mucaTh Ms, TrpyOol omuoKoil siBisercs
ucnoiab3oBaHue Gppasbl “Mrs or Miss™)

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

2. Berynuienue, npeasiayliee odlieHme.

Thank you for your e-mail of (date)... Cnacu6o 3a Baiie mucbMo OT (Yucia)
Further to your last e-mail... OtBeuas Ha Balle TUCHMO. ..

I apologise for not getting in contact with you before now... S mporry mporenus,
YTO JI0 CUX MOpP HE HAIKCAI BaM. ..

Thank you for your letter of the 5th of March. Cnacu6o 3a Bame nuceMo 0T 5
Mapra

With reference to your letter of 23rd March ~ OTHOcuTensHO Baimero mnuchbma OT
23 Mapra

With reference to your advertisement in «The Times» OTHOCHUTENBHO Balen
pexnamel B Taitmc

3. Yka3aHue NpUYMH HANIMCAHUS MTUCbMA

4. Ilpocnba

I am writing to enquire about I nuury Bam, 4ToObI y3HATb. ..
I am writing to apologise for I nuury Bam, 4T0ObI U3BUHUTHCS 34...
I am writing to confirm I numry Bam, 4To OBI TOATBEPIUTD. ..

I am writing in connection with S nuiry BaM B CBSI3H C ...
We would like to point out that... Msl xorenu Obl 0OpaTuUTh Balle BHUMAHUE
Ha ...

Could you possibly... He mormu ObI BHI. ..

I would be grateful if you could ... S Obu1 OBI IpU3HATENICH BaM, €CJIIU OBI BHI ...
I would like to receive  ObI XOTEJ MOJIYYHTb. .....

Please could you send me...  He mMorim ObI BBI BHICIIaTh MHE. ..

5. Coruamenue ¢ ycJ10BUSIMU

I would be delighted to ... A 611 OBI parg ...
I would be happy to 51 Gb11 GBI CUacTiMB. ..
I would be glad to 51 6b11 OBI paf. ..

6. Coo0l11eHHe IIJI0XUX HOBOCTEM

Unfortunately ... K coxanenuso...
I am afraid that ... Bborocs, uTo...
I am sorry to inform you that MHe TspKeno cooOmaTe Bam, HO ...



e  We regret to inform you that... K coxxanenuro, Mbl BBIHY>KJI€HbI COOOIIIUTE BaM O...
7. IlpuinoxkeHre K NUCbMY JOMOJHUTEIbHBIX MaTePHAJIOB

e Wearepleasedto enclose ... MBI ¢ yIOBOJILCTBHEM BKJIAJIBIBACM. ..

e  Attached you will find ... B npukperniennom daiine Bel HaieTe. ..

e  Weenclose ... MbI ipuiaraem. ..

e  Please find attached (for e-mails)  Bsl HaiineTe NpUKpEIICHHBIN (aii. ..
8. Boicka3biBaHue 0J1ar0JaPHOCTH 32 MPOSIBJIEHHbIH HHTEpeC

e Thank you for your letter of ~ Cnacu6o 3a Bare mucCbMO

¢ Thank you for enquiring Cnacu0o0 3a mposIBIICHHBII HHTEpEC. ..

e  We would like to thank you for your letter of ... Mpgr XOTENH OBl

noOJIarolapuTh Bac 3a...
9. [lepexon k aApyroii Teme

e  We would also like to inform you ...  MpsI Tak ke xoTenu Obl COOOIINUTH
BaM O...
¢ [n answer to your question (enquiry) about ... B oTBeT Ha Bam 3anpoc
e [also wonder if... MeHs Tak)ke UHTEPECYET. ..
10. {onosiHUTEIbHBIE BONIPOCHI
e [am alittle unsure about... 5l HEeMHOTO HE YBEpPEH B ...
¢ [ do not fully understand what... 51 He 10 KOHIIA TIOHSI. . .

¢ (Could you possibly explain... He Morim ObI BbI OOBSICHUTS. ..
11. Ilepenauya ungopmanuu

e I’'m writing to let you know that... S1 nunry, 970061 COOOIITUTS O ...
e  Weare able to confirm to you... MpbI MOXKEM TIOATBEPAUTS ...
e [ am delighted to tell you that... MBI ¢ yIOBOJILCTBHE COOOIIAEM O ...

e  We regret to inform you that... K coxanenuto, Mbl BEIHYXJICHbI COOOIIUTH BaM O...
12. IlpenJio:xxenue cBoeil momMouu
e  Would you like me to...? Mory nu s (caenars)...?
e Ifyou wish, I would be happy to...  Ecau xoturte, g ¢ pagocThbio. ..
¢ Let me know whether you would like me to... CooGmure, ecnmu BaM HOHATOOUTCS
MOSI TIOMOIITb.
13. HanomuHaHue 0 HAMe4YeHHOM BCTpe4ye WJIN 0KUIAHUE 0TBeTa

e Ilook forward to ... S ¢ HeTeprieHUEM XKy,
¢ hearing from you soon Korja cMOT'y CHOBa yCIbIILIaTh Bac
* meeting you next Tuesday BCTPEYH C BaMU B clienyromuil BropHuk
e seeing you next Thursday BCTpeuH ¢ Bamu B YeTBepr
14. IHoanuck

¢ Kindregards, C yBaxeHueM...
¢ Yours faithfully, Uckpenne Bam (ecnu ums uenoBeka Bam He U3BECTHO)
® Yours sincerely, (eciu ums Bam n3BecTHO)

IIpuraamenue Ha MeponpusiTue
Invitation
JlenoBeie mpurnameHuss 0ObIYHO OYeHb KpaTku. CaMbIM Ba)KHBIM B HUX SIBIISIETCSI TIPABHIILHOE

06pameHHe K IPUTITAICHHOMY, €CJIK 3TO JIMYHOC IMPHUITIAIICHUC. B Tekcte AO0JDKHA COACPKATHCA
HeO6X0,I[I/IMa$I I/IH(I)OpMaL[I/ISI 0 MCCTC U BpPpCMCHU IIPOBCIACHUA, 4 TAKIKC O IMOBOJAC MCPOIPUATHUA,
€CJIN 3TO HCO6XOI[I/IMO. Ecan IIpUTIalmeHue o6mee, o6pameHHe JOJIZKHO OBITE IIOHATHBIM, TCKCT
OCTAHCTCA MPCIKHUM.

Dear Mr and Mrs Green, 'YBaxxaeMble MUCTEP U MUCCHC [ puH,

We cordially invite you to our Name Mbl ¢ yIOBOJBCTBUEM IPHUINIAINIAEM Bac Ha




Scholarship Reception, in honor of all the mpuem mno ciay4aro BpydeHUS HMMEHHBIX|

donors to the College Scholarship Fund. CTUTICHTUH, B 4ecThb JIOHOPOB
The reception will take place at the crumenamanenoro donna xomremka. IpueM
Rotunda, 8 pm — midnight. coctourcs B Portonme, ¢ 8 Bewepa [0
Sincerely, Alumni Office Oy HOYH.
Wckpenne  Bam, Oduc mo  genam
BBIITY CKHUKOB

PexomenaTe/ibHOE HCHMO
A letter of reference, reference letter, reference

OOBIYHO pPEKOMEHAaTeNIbHOE MHCbMO HEBEIMKO IO 00beMy, yallle BCero He Oosee OIHOM

crpaHuibl. L[eHHOCTh peKOMEHIAUK 3aKIF0YaeTCs B OAKCH TOTO, KTO Jajl PEKOMEHIALIMIO.
CyLlecTBYyOT 06 ENPUHSATLIE CTaHAAPTbl COCTaBNEHUS pEKOMEeHaaunu:

00BIYHO PEKOMEHATEIHHOE MUCHhMO MUITYT Ha (PUPMEHHOM OJIaHKE
Jata OOBIYHO CTABUTCS CBEPXY, JMOO0 CrpaBa, JIN0O cieBa
MOCJIe JIaThl, OOpaIICHHs JENIaloTCsS OTCTYIbI, a B Hadayje ab3ama OTCTyma HET, TEKCT
pazOuBaeTcs Ha ab3allbl
TEKCT BBIPABHUBACTCS 110 MTHUPUHE
B KOHIIE CTAaBUTCS MOJMKCH OT PYKH

Date (month/day/year) JlaTa (MecsI1/aeHb/TO)
To Whom It May Concern: Tem, KOro 3TO KacaeTc:
This is to present the description and job [HacTosimee mucbMo mpencTaBisieT OMUCAHUE

performance of (name) for the future work u onenky pabotel (umst), 1aHO JUIst OyayLIeH

at ... PabOTHI B ...
While working at our office, he/she has |[PaGoras y nHac B oduce, oH/OHa OTIMYHO

excelled in such tasks as ... and has shown mposBun  ce0s, BBIMONHSAS  CIEIYIOIINE
a specific aptitude for ... . The referee is a Baganus ... U mokazan ocodble CIOCOOHOCTH
very diligent and conscientious person, B ... . PekoMeHayeMblil SBIIETCS YETOBEKOM|
with a solid sense of responsibility. He/she jouenp mnpuiexHbIM H  CO3HATEIbHBIM, C
also has developed considerable pa3BUTBIM  YyBCTBOM  OTBETCTBEHHOCTH.
interpersonal skills. OH/OHa TaKkKe CYIIECTBEHHO Pa3BHJI HaBBIKU
MEXJIMYHOCTHOTO OOIIEHUSI.

The referee has shown also a good working PekoMeH/IyeMbIii TIOKa3a]l TakkKe XOpOIIHE
knowledge of languages, computer, and the suanus a361K0B, KOMIIBIOTEPA M CIOCOGHOCTH
ability to work with great consistency and paGoTaTh C TOCTOSHHEIM HPUICKAHHE W
attention to detail. He/she is highly gaumanuem x neramsm. Ow/ona sBisiercs
motivated individual who works will in a [ggicoxo MOTHBHPOBAHHbIM YEIIOBEKOM,
team, and who can also be quite koropslit omMuUHO paGoTaeT Kak B KOMAHJE,
independent. He/she is extremely reliable.  rak u camocrosrensno. Ha wero/uee Bcernal

IMOXKHO ITOJIOKHUTBCA.

The referee will be an asset to any firm. PexoMeHTyeMblit cTaHeT L[CHHBIM

) COTPYIHNUKOM JTFO00H (DUPMEL.
Signature 24 Pup

Toamuce




Pe3rome
Resume, Curriculum Vitate, CV

Kpome cnora résumé, ucnionb3yercs cokpamienre CV. [IpousHocst ero mpocto mo OykBam. Jta
ab0OpeBuarypa wucCHonb3yercs BMecTo JaTHHCKUX cioB Curriculum Vitate — omnmcanue
(mporpamma) xu3HM. KoHeuHO, B JaHHOM cliyyae IIOJIpa3yMEBaeTCsi ONMHUCAHHE Ballei
poQeCCUOHATBHON KU3HH.

CymiecTByIOT OOIIETIPUHATHIE IPaBUiIa cocTaBieHue résume, mim CV:

B HayaJie MOJIHOCTBIO YKa3bIBAIOTCSI MMsl COUCKATENsI U KOHTAKTHbIE TaHHbIE

Jlajiee cielyeT nepeurcieHre npopecCHOHAIbHOIO OMBITa, €CIH €CTh

YKa3bIBa€TCsl UMEIOIIeecs 00pa3oBaHue

JIpyrue cBeAeHus o npodeccun M 00pa30oBaHUM, HANpPUMEp, Kypchl MOBBIIMIEHUS
KBaTM(hUKALIUN

nyONMUKalMY, BBICTYIJICHUS Ha KOH(EpEeHLHUAX, ydacTHe B IMpOEKTax (€CiIu 3TO MMeeT
OTHOILIEHHUE K KEJTaeMOW JOHKHOCTH)

XPOHOJIOTHS BBICTPAUBAETCs B 0OpPATHOM MOPSJIKE, TO €CTh Bbl HAUMHAETE C MOCIEIHETO
110 BPEMEHU COOBITHUS

KPaTKO MEPEUUCIIIOTCS JOCTOMHCTBA, TO €CTh 0OOCHOBBIBAETCS Ballla MpodeccuoHaIbHas
IPUTOJHOCTh

pe3oMe JIOHKHO OBITh yAOOHO Ui YTE€HUs, TO €CTh OT(GOPMATHPOBAHO IO IIUPUHE, C
OTCTYNaMH, HO3BOJISIOIIMMH JIETKO YUTATh TEKCT

00bEM pe3roMe He JIOJDKEH MPEBBIIATh 1-2 cTpaHuIl

Ha3zBaHue — CV unu résumé — nuIercs, HO He SIBJsieTcs 00s3aTeIbHbIM

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

Human Resources Management ¢ IT Recruitment

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

Program Development

Benefits Administration

Preventive Labor Strategies

HR Policy Design & Administration
Succession Planning

Union Negotiations & Mediations

Employee & Labor Law
Compensation & Benefits Design
Professional Experience
FAB Associates, LLC , Moscow
SENIOR HUMAN RESOURCES CONSULTANT
2003 - Present
Recruited as Lead Consultant to standardize organizational structure for an IT

Department with 500 employees of an e-commerce company with a subsequent




rollout to 6,000 employees nationwide.

Led team in analysis of existing operations and development of an action plan.
Worked with Senior Management to gain support of new strategic design
proposals.

Created cost justification of a $2.5 million budget based on savings from retention
and retraining expenses.

Examined market and recruiting efforts, role and level descriptions as well as lines
of communication.

Developed a standardized organizational model, which clarified authority,

relationships and responsibilities within the department.

Fronda Trading, Moscow
TRAINING AND DEVELOPMENT MANAGER
1998-2003

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

3anoiHeHUe AaHKEeThI
Job Application Form

KOFI[a BaM H606XOI[I/IMO 3aIlOJIHUTh aHKCTYy, HAIIpUMCPp 3asgABJICHUC O IIPHUCME Ha pa60Ty,
Tpe6yeTC${ IMOHKUMATh, YTO TaM HaIlMCaHO W IPAaBUJIBHO 3allOJIHUTh COOTBCTCTBYIOHIUC Pa3JCIIbI.
OOBIYHO BbIAACTCA 6J'IaHK, A€ HY’KHO BIIMCBIBATH CBOW JAHHBIC. HaanMep:

Job Application Form brank 3asBIeHUs 0 MpUEeMe Ha paboTy




Post/position applied for

Ha xakyr0 JOJDKHOCTH XOTUTE mnonacTth. [lummre
MMEHHO Ha3BaHME BAaKaHTHOH JOJDKHOCTH, a HE
Ha3BaHHUE MPOPECCHH.

College/University/School
attended

Kakoli  KoMIemK/yHUBEPCUTET/IIIKONY — TIOCEIIAJIH.
AMepHKaHIIbl Ha3bIBAIOT «IIKOJIOI» Jt000e yueOHOe
3aBe/ICHUE.

Qualifictions

Kpanuduxanus. Ilepeunciure Bce HaBBIKM U yMEHUS,
KOTOPbIE CUMTAETE BAXKHBIMH U1 JAHHOU JJOJPKHOCTH.

Age at Graduation

Bospact no okoHuanun y4yeOHoro 3aBeeHus. [lummute
TOT BO3PACT, KOI'/la Bbl IPEKPATHIIN yueOy.

First Job

[lepBast pabora. CnoBo job o3Hayaer paboTa,
OJDKHOCTB. YKa3bIBaiiTe, KeM HMEHHO padoTaiiu.

Length of Employment at
Previous job

CKOMbKO ~ BpeMeHH  mpopaboTamu Ha  MpeKHEH
MOJDKHOCTH.  YKaKUTE, CKOJIBKO JIET M  MECSIEB
npopaboTaiu Ha MPEXHEN JOIKHOCTH.

Reason for Leaving

[TpyunHa  yBonmpHeHMs.  CrapailTecTb  yKa3blBaTh
HelTpanpHylo npuuny, HanpuMmep: Contract Expired —
M cTeKk KOHTPAKT.

Interest(s)

Nutepechl. YKaxuTe, YTO HMMEHHO MPEANOYUTAETE
ACIaTb UK Ballll CUJIIBHBIC CTOPOHBEI.

Special Skills

Oco0Onle HaBBIKK U YMCHUA. I[OHOJ'IHI/ITCJ'II)HBIC HaBBIKY]
M YMCHMUAL.

Other

Jlpyroe. 31ech Bbl MOMETE YyKa3zaTh, HaIpUMEp, UTO
npeanounTaere paboTaTh MO BedepaM MM YTO BaM He
BaXKHO, KaKkasi CMEHa BaM JIOCTAHETCH.

ITucsMo-3ampoc
Inquiry Letter
MucbMo-3anpoc MoXKeT OblTb COCTaB/IEHO MO Pa3HbIM MOBOAAM:

3aka3 000pyaoBaHUs

OpOHUPOBAHKE TOCTUHUIIHI U OUJIETOB

apeH/1a MOMEIICHUS

PasMCIICHHUC PCKIIAMBI

3aIpoC 0 BO3BMOXHOCTH COTPYAHHUYICCTBA

[Mucemo-3anpoc uHpopmanuu (Inquiry Letter) ormpaBnsieTcs, Korma HEOOXOAUMO IOTYYUTh

Ooee mopoOHY0 HHDOPMAITHIO 00 HHTEPECYIOIIEM Bac TOBape WM yCITyTe.
B Hauasne nuchbMa clieayeT MOMECTHTh Ha3BaHUE U aJipec Ballleil KOMITAHUH, HIKE JOJKHO HITH

HAa3BaHHUC KOMIIAHHHU, B KOTOPYIO BbI O6paH_IaCTCCL. CoCcTaBUTh TEKCT IHChbMa BEI MOXETE C
MMOMOLIbIO CIICAYIOIHNUX CTAHAAPTHBIX BLIpa)KeHHfI.

1.
IMOCKOJIbKY € aJpeCaTOM Bbl
3HAaKOMBI.

Odunmansaoe obpamienue, | Dear Sir / Madam (YBakaeMblii TOCTIOIUH/TOCTIONA),

He | Dear Sirs (YBaxaewmsle rocnioga). O6pamenue “Dear”

0OBIYHO IIEPEBOIUTCA KaK “‘yBa)KaeMbll/yBaxkaemas’
Yy y >




a mpu oOpameHMH K OJM3KOMY YeEJOBEKY Kak
“noporoit/noporas”.  OmHakO MOXHO H  HE
NIEPEBOINTh, B 3aBUCHMOCTH OT TOHA IMHChMa.

2. Ykazanue ucrounuka nadopmaruu | With reference to your advertisement (vm cokpar. —
0 KOMITaHUU ad) in... OTHOCHUTENBHO Ballel PEKIAMBI B ...
Regarding your advertisement (WM COKpaIlieHHO —
ad) in ... KacaTtenpHO Baieil pekJiaMbI B ...

3. Ilpocnba Bbicnate HeoOxoaumsble | Could you please send me ... He mormm Obl BbI
TaHHBIC BBICTIATH MHE ...

I would be grateful if you could... S O6bim ObI
OmaromapeH, €Cju BHI. ..

Can you give me some information about... Moxere
JIY BBI 1aTh MHE WH(OpMAITHIO O...

Could you send me more details... Mornu Obl BbI
BBICJIATh MHE MTOJIPOOHYI0 HH(MOPMAIIHIO. . .

4. JlonosHUTENbHBIE BOIIPOCHI I would also like to know ... 5 Obl Takxke xoTen
y3HATh...
Could you tell me whether ... Ckaxure,
MOKAIYNCTA, ...

5. Ilonnuce Yours faithfully, C yBaxkenuem, (eciu B
oOpalieHun mnucbMa He Oblla yka3zaHa (aMuaus
MOJTyJaTens)

Yours sincerely, = Hckpenne Bam, (ectu B
oOpamieHMH MUCbMa Obula yKa3aHa (paMuIus
MOJTYJaTeIst)

HezaBucumo ot nmpeamera oOcyxaeHus, (GopMyIHMpPOBKH COCTABJICHHUSI TAKOTO JIEJIOBOTO MHUChMa

OCTAKOTCA CXOXKUMH.

Dear Sirs, 'YBajkaeMbIe TOCIIOAA,

Translation Brochure [To moBoxy Bpoutopsl 0 nepeBoe:
I should be grateful if you would send us I Ob1 Obl Bam OnaromapeH, eciu Obl Ba

your brochure and price list about your BeicTalii MHE Balry OpONIOPY M IPamC-JIKCT]
translation services. 00 ycmyrax 1o mepeBosy.

Sincerely ... MckpeHne ...

OTtBeT Ha 3anpoc uHpopMaUU
Inquiry Letter

Korga koMmaHusi mojydaeT NMHUChMO C TPOCBOOH BBHICIATh TOAPOOHYI0 HH(POPMAIMIO O e
NPOAYKIMH, TOBAPE WIIM YCIIyTe, B OTBETHOM IHCbME OYEHb Ba)KHO MPOU3BECTH OJIATONPHITHOE
BIICYATIICHMUEC HA IMMOTCHUIMUAJIbHOI'O KJIMCHTA WJIK ITapTHEpA. BC)KJ'II/IBI)II\/’I, T'paMOTHO COCTaBJICHHBIN
OTBET 00s13aTeNIbHO OyAeT CIOCOOCTBOBAThH CO3/IAHUIO TTOJJOOHOTO BIICYATICHUSI.

1. OGpanieHue

Dear Mr, Ms YBaxkaeMbIil TOCHOANH, TOCIIOXKA

2. brnaropapHOCTb 3a OKa3aHHOE BHUMaHHE

Thank you for your letter of ... Crnacu6o0 3a Balie NucbMo OT (J1aTa) ...
We would like to thank you for enquiring | Mb1 xoTenu Obl moOmarogapuTh Bac 3a
about ... TIPOSIBIICHHBIN WHTEPEC. ..

3. [IpenocTaBnenue TpeOyemoi




UHpOpMaIIH

We are pleased to enclose ... MBI C yJIOBOJILCTBHEM BKJIA/IBIBACM. . .
Enclosed you will find ... B npukperienHoM (aiinie Bl HaijIeTe. ..
We enclose ... MpI ipuJiaraem. . .

4. OTBET Ha JONOJHUTEIbHBIE BOIPOCHI

We would also like to inform you ... MBI Takke XoTenu ObI COOOIIUTE BaM O...
Regarding your question about ... OTHOCHUTEIBHO BAIIETO BOIIPOCA O...

In answer to your question (enquiry) about | OTBe4ast Ha BamI BOIpoc O...

5. BrIcka3pIBaHue HAAEKIbl HA HaJIbHEUIIIEE
IJI0JJOTBOPHOE COTPYAHUYECTBO

We look forward to ... Mp1 Hafieemcst / O)KUIaeM

hearing from you yCIHBIIIaTh Bac CHOBAa (MOJYYUTh OT Bac
COOOIIIEHHE)

receiving your order MOJTYYUTh OT BacC 3aKa3

welcoming you as our client (customer) BBl CTAHETE HAIIMM KJIMEHTOM

6. [Toanuce

[TomHuuTe, KOT/IAa BBI OOpAIaeTech K YeJI0BEKY, HMs KOTOPOTO BaM HE M3BECTHO, CIICAYET IMUCATh
“Yours faithfully’, a korna ykassiBaere umsi, pamunmio — ‘Yours sincerely’,

IIpumep oTBeTa Ha 3anpoc HHPOPMALMHU

Jackson Brothers — HaumeHoBaHue GuUpMbI-OTIIPABUTENS
3487 23rd Street — agpec GpuUPMBI-OTIPABUTEIS

New York, NY 12009

Kenneth Beare —ums u ¢pamunus agpecata

Administrative Director — 10/DKHOCTB ajipecara

English Learners & Company — HauMmeHOBaHHE (UPMBI-
azpecata

2520 Visita Avenue — azipec pupmbl-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

YBaxkaemblil rocnioguH bup!

bnaromapum Bac 3a Bam 3anpoc ot 12 ceHTs0ps, B KOTOpOM
BbI cripamBaere o Haem JIeHCTBYIOIIEM KaTajore.

C y/I0oBOJNECTBHEM TpHJIaraeM Hally MOCJEIHIOK OpOIIIopY.
Msl Takke XoTuM cooOmmTe Bam o ToMm, 4TO coBepiieHHe
MOKYTIOK OHJIAH BO3MOKHO Ha caite http://jacksonbros.com.




Hapneemcs, uyro Bl cTaneTe HAITUM KJIMESHTOM.
Uckpenne Bam.

(moamuce)

JIomKHOCTD

Pa6oTa no BbINOJIHEHUIO TIEPEBOIA TEKCTOB
[Ipu nepeBojie TEKCTOB IOMHUTE O CJICTYIOIIEM:

1. Tekct, npeaHa3HaueHHBIH Ui TepeBOAa, HEOOXOAMMO paccMaTpuBaTh KaK €IWHOE

CMBICJIOBOEC LICJIOC.
2. Hauunate NnNepeBoa HaAO C Ha3BaAHUA TCKCTA. O,[[HaKO, CCJIN IICPEBO/ 3arjlaBus BbI3bIBACT

3aTpyAHEHUs], €r0 MOYKHO OCYILECTBUTH MOCIIE MIEPEBOAA BCETO TEKCTA.
3. Ilpexxae yeM MepeBOAUTH TEKCT, BHUMATEIBHO MPOUTUTE €ro, CTapasich MOHATH €ro oolluiee

colep)kaHre W HarpaBieHHOCTh. OOpariaiiTe BHUMaHWE HAa HMHTEpPHAIMOHAIBHBIE CJIOBA,

peanuu, 1aTel U T.1.
4. IlpounTaiiTe BeChb TEKCT, NMPUCTYMANTE K MEPEBOAY OTACIbHBIX MNpeiokeHuil. [1oHATh

MNPCIJIOKCHUC — 3HAYUT BBISICHUTH HC TOJIBKO 3HAYCHUC KAXKIOI'0 CJIOBA, HO U YCTAHOBUTH, B
KaKoM CBS3U HaxogdATcd Apyr € Apyrom cCJOBa. He CJICAYCT BBIINIUCBIBATL CJIOBA Cpasy H3
BCCT'O TCKCTA, TaK KaK OAHO M TO XK€ CJIOBO 4aCTO MMCCT HCCKOJIBKO 3Ha‘-IeHI/II71, KOTOPBIC HC

MOAXOMAT JUIsl JAHHOTO TEKCTA.
5. IlepBoHauanbHBIN NEPEBO MOKET OBITH JOCIOBHBIM, O0JIErYal0IUM TOHUMAaHNE OCHOBHOTO

CMBICTIa TEKCTAa. 3aTeM CJEAyeT MPHUCTYIHTh K €ro CTHIMCTHYCCKOW, JIUTepaTypHOMR
00paboTke, uUIsi 4Yero HaAo0 MOAOHpaTh CJIOBAa M CIOBOCOYETAHUS, HAMOOJee YETKO
nepealoniie CMBICT TIEPEBOAMMOro TeKcTa. [lepeBom JOMKEH OBITh TOYHBIM, a HE
OyKBaJIbHBIM, JOCJIOBHBIM. TOYHOCTH II€PEBOJA — 3TO KPATKOCTh, BBIPA3UTEIBLHOCTD,
JIOTUYECKasl MOCJIE0BATEIbHOCTh, YeTKOCTh U3JIOKEHHSI TEKCTa OPUTHHANIA U COOTBETCTBUE
€ro HOpPMaM pYCCKOTrO JIMTEPATypHOTO s3bIKa. DByKBalbHBIM TIEPEBOI CBOAUTCA K
MEXaHUYECKON IMOJCTAaHOBKE PYCCKOTO CJIOBAa BMECTO aHTIHMICKOrO 0e3 ydyeTa ero CBs3U B
NPEJIOKCHUU, YTO OOBIYHO TPHUBOMUT K OECCMBICIHIIE W HMCKAKCHUIO CMBICTIA
MIEPEBOAUMOTO TEKCTA.

IIpu nepeBoae nomycKaercs:

a) W3MEHEHHE MOPSIKA CIOB B IPEIOKEHUU

b) mepeHoc OTIEIBHOTO CJIOBA U3 OJHOTO MPEIIOKEHUS B IPYTrOe,

C) OObeaMHEeHHE NBYX WU Oosiee MPeIOKEeHUH B OJJTHO WIIH HA000pOT

d) nobGaBneHue OTCYTCTBYIOIIMX B TEKCTE CJIOB, HO TpeOyeMbIX IO CMBICIY CJIOB H,

Hao0O0pOT, OMYILIEHUE OT/ENbHBIX CJIOB OPUTMHAIBHOIO TEKCTAa HA PYCCKOM SI3bIKE,
€) 3aMeHa OJHOM YacTH pedu JpyToi
IIpu nepeBoae MONBb3YHTECH CIIOBAPEM.
YroOsl paboTa co cI0BapeM HE OTHHMAJla MHOTO BPEMEHH, CIIEAYET:

v XOpOILIO 3HATh alipaBUT , TAK KaK CJIOBA PACIIOIIOKEHBI B aji()aBUTHOM IOPSJIKE HE
TOJIBKO IO TEPBOM OYKBE, HO U MO BCEM IOCIEIYIOIINM;



v MIOMHUTb, YTO CJIOBA JJaHbI B UX UCXOAHOU (opme, T.e. IIaroyisl — B MHPHUHUTHUBE,
CYIIECTBUTENbHbIE — B OO0IEM majeXe, €IMHCTBEHHOM 4YHCIe, NpHiarareJbHoe — B
IIOJIOKUTENBHOM cTeneHu. [locime kaxxaoro ciioBa B CI0OBape UCIOIb3YETCS COKpALICHHE,
o003HayvarolIee MPUHAAISKHOCTD CJI0Ba K ONPEICTICHHON YacTH peyu.

adjective a. IIPUJIAraTeNIbHOE
adverb adv. Hapeune

conjunction cj. COI03

noun n CYIIECTBUTEIILHOE
numeral num YUCIIUTEIBHOE

plural pl MHOKECTBEHHOE YHCIIO
preposition prep IPEIIOT

pronoun pron MECTOMMEHHUE

verb \ TJ1aroj

Caexyer nOMHUTBD!

Henb3st 3moynotpeOnsaTh on-line mepeBogUMKaMH, a €ClM HCIOJb3yeTe WX, TO HeoO0Xoauma
Cepbe3Hasl pejakTypa rnepeBeeHHoro Tekcra!!!

Tak, nanpumep, Google Translate (http:/translate.google.com/) — 3To cucTemMa CTaTUCTUYECKOTO
MAIIMHHOTO TepeBOja, 4To o3HadaeT, yTo GT-cucrema He aHANMM3UPYeT CHHTAKCHC TEKCTa Ha
OCHOBE KaKHX-TO CTPYKTypHBbIX mpaBwi. OHa BbelgaeT HauOojee BEpPOATHBIM MEpeBO
NPE/UIOKEHUS WM CJIOBA, OCHOBAHHBIN HAa CTATHCTHKE HAKOIUICHHBIX YEIOBEYECKHX NEPEBOJIOB.
B ocHoBe aHanm3a mpu 3TOM 4YacTO JIEXKAT KOPOTKHE LIETIOYKH BCETO M3 HECKOJIBKUX CIIOB. JTO
O3HAYaeT, YTO KOrJa CUCTEME HE XBaTaeT JaHHBIX JUIs KOMIUIEKCHOTO CTaTUCTHYECKOrO aHaln3a
WM KOT/Ia B SI3bIKaX OPUTMHANA W MEPEeBOJa CYIIECTBEHHO Pa3IMYaeTcs MopsiaoK cio, To GT
BBIJIACT TapabapIIMHy WU MPOCTO MEPEHOCUT B MEPEBOJ T€ CJIOBa OPUTHHANA, /Ui KOTOPHIX Y
Hee HeT IepeBoa.

Pabora Hajx NOATOTOBKOM BBICTYIVICHUSI
CTpyKTYypa BBICTYILUICHHUS.

- Bcerynnenne nomoraer ofecmeuMTh yCHEX BBICTYIUIEHHS IO JIHOOOH TEMaTHKe.
Berymuienue 10mKHO cofepikarh: Ha3BaHHUE, COOOIICHHE OCHOBHOM HJIEH, COBPEMEHHYIO OLICHKY
IpeIMeTa U3JIOKEHHUs, KpaTKoe IEPEYMCIICHHE pPACcCMAaTpUBAEMBIX BOIIPOCOB, KUBYIO
MHTEpPECHYI0 (OpMYy U3JIOKEHHs, AaKIEHTUPOBAaHWE BHHMMAaHMA Ha BaKHBIX MOMEHTaX,
OpPUTMHANIBHOCTh Mojaxojna. OCHOBHas 4acTh, B KOTOPOIl BBICTYMAOLIMH JOMKEH TIIyOOKO
PaCKpBITh CYTh 3aTPOHYTOW TEMBI, 0OBIYHO CTPOUTCS MO MPUHIUITY OTYETA.

- 3agaya OCHOBHOW YacTH — TMPEACTaBUTH JIOCTATOYHO JAHHBIX IS TOTO, YTOOBI
CIIyIIATeNId 3aWHTEPECOBANIMCH TEMOW M 3aXOTEeNM O3HAKOMHUTHCA C MaTepuanamu. [Ipu stom
JIOTUYECKasl CTPYKTypa TEOPETUUYECKOro OJI0Ka HE JO/DKHBI J1aBaThCs O€3 HAIIAIHBIX MOCOOHH,
ay[I0-BU3YyalIbHBIX U BU3yaJbHBIX MAaTEPHAIIOB.

-3aKiItoYeHue - sICHOe, 4€TKoe 00O0OIIEeHHE W KpaTKHE BBIBObI, KOTOPHIX BCETrZa KIyT
CIIyLIaTEeIIN.

A) Ob1ue pekoMeHIaIu
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- IIpu moAroToBKE BBICTYIUICHUs YYUTBIBAWUTE MHTEPEC U MOArOTOBKY CIIylIaTeleH, uX
OCBEIOMJIEHHOCTB O TEME BAILIETO BBICTYIUICHHUS;

- TmarensHO HpOHYMaﬁTe IIJIaH BBICTYIIJICHUA. Ono JOJIZKHO BKJIFOUYAaTb BBCACHHC,
OCHOBHYIO 4aCTh M 3aKIIFOYCHUC.

- 3apaHee ompenenMTe KIIOYEBBIE MOMEHTBI, Ha KOTOPBIX HAJ0 CHAENaTh YIOp, HX
MIOCJIEZIOBATENIbHOCTh (TaKMX MOMEHTOB JOJDKHO OBITh HE MHOTO, YTOObI HE IHeperpykaTb
ciymaresnen).

- CocraBbTe Ballle BBICTYIUIGHHE TaK, YTOOBI paccKa3 3aHUMAJl 10 BPEMEHH S5-7 MHUHYT.
[TomHuUTE, YTO XOPOLIO BOCIPUHUMAETCS SMOLHMOHAIBHOE U KOPOTKOE IO BPEMEHU H3JI0KECHHE
MaTepHala ¢ UCIOJIb30BAHUEM UHTEPECHBIX IIPUMEPOB.

- YrotpeOIsiiiTe TOJABKO MOHITHBIE BaM TEPMHUHBI.

- PacnimanupyiTe MCNOIb30BaHUE CPEACTB HAIVIAIHOCTH - OHU JOJIKHBI COMPOBOXKIATh
BBICTYIUIEHUE, NMOAYEPKUBATH KIIOYEBBIE MOMEHTHI M [OMOYb CIIYLIATENSAM IPEACTABUTh, TO O
4€M UJET PeYb.

- HpOBe,Z[I/ITe PEIETUONIO CBOCTO BBICTYIUICHUA MW JOBEAUTE €TI0 OO0 HYH(HOﬁ
IMPOAOJKUTEIIBHOCTH.

B) Pexomenganuu BbICTYAIOLIEMY

- Heckonbko riyOOKMX BIOXOB MEpE] HAYAIOM BBICTYIUICHUS TIOMOTYT YHSTh BOJHEHUE.
Jymaii o Tex, KTo TeOs CITyIIaeT, Kak eciid Obl BCE OHU OBUTH TBOMMH JIPY3bSIMH.

- Haunure cBoé BBICTYIITICHUC C IIPUBCTCTBUA.

- Ornacure Ha3BaHME BaIIEro MPOEKTa, CHOPMYIUPYHTE OCHOBHYIO MJCK M NPUUUHY
BbIOOpA TEMBI.

- He 3a0p1BaiiTe 00 yBa)KEHUH K CIYIIATENISIM B TEYCHHUE CBOETO BBICTYIUICHUS (TOBOPUTE
BHSITHO).

- CrapaiiTech yCTaHOBUTbH 3PUTENIBbHBIA KOHTAKT C ayIUTOPUEH - 3TO MOMOXET Tede
BbI3BaTh MX CHUMIIATHIO, KPOME TOrO IJla3a TeX, KTO TeOs CIylIaeT, MOKaXyT, HACKOJIbKO UM
HMHTEPECHO, TO YTO Tl TOBOPHUILIb.

- Ho6naroz[apHTe CJ'I}’I_HaTCJ'Ief/'I 3a BHUMAaHHEC, a PYKOBOJUTEIIA - 3a IOMOIIb.

- B konue BeicTyruieHus: Te0e MOTYT 3aAaTh Bonpochl. OTBET HauMHai ¢ O1aroJapHOCTH
3a Bompoc. BocnpuHuMai Kaxaplil BOIPOC Kak CBUAETEIbCTBO HMHTEpeca IyOJHKU K TBOEMY
BBICTYIUIGHHI0O M K Tebe nuyHOo. [IoMHHM: AOMONHUTENbHbIE BOMPOCHI - 3TO MIAHC emié pas
MIPOAEMOHCTPUPOBATH CBOIO 3PYAULIUIO!

Kputepuun camMmoonieHKY BBICTYIUICHUS:
1. AKTyasbHOCTh BBIOPAHHOW TEMBbI

2. I'myOGuHa pacKpbITUS TEMBI

3. IlpakTHyeckas EHHOCTb MPOEKTA,

4. Komno3uunoHHast CTpOMHOCTh



5. CooTBeTCTBUE IUIAHY

6. O00OCHOBAaHHOCTDH BBIBOIOB

7. IIpaBUIIBHOCTH ¥ TPAMOTHOCTH O(POPMIIEHUS
8. AKKYpaTHOCTb U TU3aitH 0(opMIICHHS

9. ConepkaTenbHOCTh NPUIIOKEHUN

10. Beictyruienrne Ha 3ammTe(yMEHUE M3JI0KHTH CaMOe€ IIEHHOE, OTBEYaTh Ha BOIPOCHI,
3alUIIATh CBOIO TOUKY 3PEHMUS)

11. UtoroBsas oreHka.

PaGora Hax moaAroToBKoil mpe3eHTANUIA

IIpe3eHTanus, COTIaCHO TOJIKOBOMY CloBapro pycckoro sizbika J[.H. Ymrakosa: croco0
nojayn nHGOpPMAINY, B KOTOPOM TPUCYTCTBYIOT PUCYHKH, (oTorpaduu, aHuMamus 1 3ByK. J{is
MMOATOTOBKMA TIPE3EHTAIIMH PEKOMEHyeTCsl HCIOoib30BaTh: PowerPoint, MS Word, Acrobat
Reader, LaTeX-oBckuii maker beamer. Camas npoctasi mporpamma Jajisi CO3/1aHus Pe3eHTalui -
Microsoft PowerPoint. Iy moaroToBku mpe3eHTAMM HEOOXOauMO coOpath W o0paboTaTh
HauanbHyl0 uHpopmanuioo. [locrnenoBaTenbHOCTh MOArOTOBKM mpe3eHTanuu: 1. YErko
chopMynHpoBaTh IEJb MPE3CHTAIMU: BBl XOTHTE CBOIO ayAUTOPUI0 MOTHBHUPOBATH, YOEIHTb,
3apa3uTh KaKOW-TO WACEH WM MPOCTO (OpMaabHO OTYMTAThCA. 2. OmpeneauTh KakoB OynmeT
dbopMaT mpe3eHTalu: KUBOE BBICTYIUIEHHE (TOTNA, CKONBKO OyIdeT ero mpoAOKHUTEIBLHOCTD)
WIK D3JEeKTpOHHas pacchlUika (KakoB OyaeT KOHTeKcT mpeseHTauuu). 3. OrtolOparh BCIO
COJIEPKATENBHYIO YacTh JJIsl MPE3EHTALIMM U BBICTPOUTH JIOTHUECKYIO LEMOUKY MPEICTABICHHUS.
4. OnpenenuTh KIOYEBBIE MOMEHTHI B COJEPKAHMM TEKCTa M BBLACINTh MX. 5. Onpenenutsb
BUJIbI BU3YyaIM3alMK (KAPTUHKH) JUIS OTOOpaKeHUs WX HA CJailax B COOTBETCTBUU C JIOTHKOM,
1enbio U cnenndukoit marepuana. 6. [lono6pars auzaitd u GpopmatupoBaTh crnaiibl (KOIUYECTBO
KapTUHOK M TEKCTa, UX PacIlloIoKEHUE, LBET U pa3mep). 7. [IpoBepuTh BU3yalIbHOE BOCIIPUSATHE
npe3eHTanmu. K BuIaM BH3yallM3allMid OTHOCSTCS WJUTIOCTpAlMM, OO0pasbl, AHAarpaMMbl,
Tabmuupl. Mamocmpayus - TPEACTAaBICHHE pPEaJbHO CYIIECTBYIONIETO 3pUTEIBHOTO psja.
Obpa3vl - B OTIIMYME OT WUTIOCTpanuii - meradopa. X Ha3HadeHHe - BBI3BATh HMOLMIO U
CO3/1aTh OTHOILIEHUE K HEW, BO3JeMCTBOBATh Ha ayauTOprio. C MOMOIIBIO XOPOIIO MPOTyMAaHHBIX
U TIPEACTaBISIEMBIX 00pa30B, WHPOPMAIUS MOXKET HAIOJITO OCTAThCS B TAMSITH YelIOBEKa.
Juacpamma - BU3yanu3anusi KOJMUYECTBEHHBIX U KAa4€CTBEHHBIX CBsi3eil. VX MCHonb3yroT ams
yOeaUTENbHOW JEMOHCTPALMU JaHHbBIX, U IIPOCTPAHCTBEHHOI'O MBIIUICHUS B JIONOJHEHHE K
norudeckomy. Tabnuya - KOHKPETHbIM, HAaIVIAHBIA M TOYHBIM IMOKa3 JaHHbIX. E€ ocHOBHOE
Ha3HAYCHHUE - CTPYKTYPHPOBaTh WHGPOPMAIMIO, YTO TMOPOW OOJerdaeT BOCHPHUSATHE JaHHBIX
aymuropueid. [IpakTuueckre coBeTh 10 MOATOTOBKE MPE3EHTALMU TOTOBBTE OTAEIbHO: MEeYaTHBIN
TEKCT + cJaiipl + pa3gaToyHbIi MaTepuall; claiiibl - BU3yajbHas mojada HHGOpMaIK, KOTopast
JOJDKHA COJep)KaTh MHUHUMYM TEKCTa, MaKCUMyM H300pa)KE€HUI, HECYIIMX CMBICIOBYIO
HarpysKy, BBIIVISIIETh HAIVBIIHO M IPOCTO; TEKCTOBOE COJEp’KaHUE MPE3EHTAIMH - YCTHasl pedb
WIM YTeHHe, KOTopas JOJDKHA BKIIOYATh apryMEHThI, (DaKThl, J10KA3aTeNIbCTBA U SMOILIUU;
PEKOMEHTyeMOe YHUCIIO CaoB 17-22; oOs3arenbHass WHGOpMANUS TSl TPE3CHTAIMH: TEMa,
dbaMunMs W WHHUIMATBL BBICTYMAIOUIETO; IJIaH COOOIICHMS; KpaTKUE BBIBOABI M3 BCETO
CKa3aHHOI0; CIHMCOK HCIIOJIb30BaHHBIX HWCTOYHUKOB; pPa3JaTOYHbIA MarepHal - JOJDKEH
o0ecrnieunBaTh Ty K€ TNIyOMHY U OXBAaT, YTO U KMBOE BBICTYIJICHHE: JIOAU OONbIIE JOBEPSIOT



TOMY, YTO OHH MOTYT YHECTH C COOOMW, YeM HCYE3aIOMINM H300paKCHUSM, CIIOBA M CIIANJIBI
3a0BIBAIOTCS, a pa3JaTOUHBI MaTepua; OCTAE€TCS MOCTOSIHHBIM OCSI3a€MbIM HAIIOMHHAHHUEM;
pa3’aTouHbld Marepuaj BaXKHO pas3/aBaThb B KOHLE NPE3CHTALMH; Pa3JIaTOYHbIA MaTepuasibl
JOJKHBI OTIIMYATHCS OT CIIAM/IOB, TOJKHBI OBITH O0siee HPOPMATUBHBIMHU.

KommbroTepHy0 mpe3eHTaIuio, CONMpoBOKIAIOINIYI0 BRICTYIUICHUE JTOKIaA4NKa, yaoOHee
BCEro MOJrOTOBUTHL B mporpamme MS Power Point. IIpe3eHTanus Kak JOKYMEHT MPEACTABISCT
co00if TOCIeNOBaTeTbHOCTh CMEHSIIOIIMX JPYyr Jpyra CIaWfoB - TO €CTh AJIEKTPOHHBIX
CTpaHHYEK, 3aHMMAIOIINX BECh IKpaH MOHUTOpA (0e3 MpHCYTCTBUS MaHesel mporpamMmal). Yarie
BCEro JEMOHCTpAIHs TPE3CHTAIMH TPOCIHPYETCs Ha OONBIIOM SKpaHe, pexe — pazaacres
coOpaBIIMMCSl KakK TMe4aTHbIH Marepuai. KonuuecTBO CiaiiloB aJeKBATHO COJEPKAHUIO H
MPOAOJDKUTEIILHOCTH BBICTYIUICHUS (HAPUMED, A S-MHUHYTHOTO BBICTYIUICHUSI PEKOMEH/TYETCSI
HCITOJIb30BaTh He Oosiee 10 crmaiioB).

Ha TIEpBOM claiine 00s13aTeILHO MMPEACTABIACTCA TCMa BBICTYIUICHUSA W CBCACHUA 00
aBTOpax. Cneﬂy}omﬂe Cﬂaﬁﬂbl MOXXHO IOATOTOBUTB, MCIIOJIbL3YsdA ABC PA3JIMYHBLIC CTPATCTUH HX
IIOAIOTOBKH:

1 CTpaTel"I/IﬂZ Ha CJ'I&f/i)II)I HAHOCUTCA OHOpHBIfI KOHCIICKT BI)ICTYHJ'IGHI/IH " KJIKOYCBBIC
ClIOBa C TEM, 4YTOOBI TOJB30BATHCA MMH Kak IUIAHOM JIJIsl BBICTYIUICHUS. B 3ToM ciydae K
claiiaM MPeabsBISIOTCS CIEAyoIre TpeOoBaHUS: 00beM TEKCTa Ha claije — He Oosbiie 7
CTPOK; MapKUPOBaHHBII/HYMEPOBAHHBIN CITUCOK COJCPKHUT HE OoJiee 7 AIEMEHTOB; OTCYTCTBYIOT
3HAaKM IMYHKTyallMd B KOHIIE CTPOK B MAapKHPOBAHHBIX M HYMEPOBAHHBIX CITMCKAX; 3HAYMMAsS
uH(pOpMAaIUS BBIIETSETCS C MOMOIIBIO 1IBETa, Kerys, d3QdexToB annmanuu. Ocodo BHUMATENBHO
HEOOXOJMMO TPOBEPUTh TEKCT Ha OTCYTCTBHE OIMMOOK M omedaTok. OCHOBHAs OMIMOKa IpH
BBIOOPE JTAaHHOW CTpaTerudl COCTOMT B TOM, YTO BBICTYIAIOIIUE 3aMEHSIOT CBOIO PEUb YTCHHEM
TEKCTa CO CIAiI0B.

2 crparerus: Ha Ciaiapl moMeniaercs (akTHUeCcKuid MaTtepuan (TaOuuipl, Tpaduky,
dortorpaduu u Tp.), KOTOPBIH SIBISETCSI YMECTHBIM W JIOCTaTOYHBIM CPEICTBOM HATJISTHOCTH,
MIOMOTAET B PACKPBITUU CTEPKHEBOW WU BBICTYIUICHUs. BhIOpaHHBIC CpeICTBA BU3yaIH3alluU
nHpopmaruu (TabuIbl, CXeMbl, TpadUKH U T.JI.) COOTBETCTBYIOT COIEPIKAaHHUIO BHICTYIUICHUS. B
3TOM CIIy4ae K ClaiijaM TPeIbsIBISIOTCS CIEAYIoNUe TpeOOBaHUS: MAKCUMAIbHOE KOTHMYECTBO
rpadguueckord MHPOpMAIMKM HA OTHOM claijae — 2 pucyHka (dortorpaduu, cCXeMbl M T.J.) C
TEKCTOBBIMU KOMMeHTapusMu (He Ooniee 2 CTpok K Kaxkaomy). Hambosee BakHas mHpopManus
JIOJDKHA pacrioyiaraTbCs B IICHTPE dKPaHa.

OcHoBHast ommOKa TpH BbIOOpE NaHHOW CTpaTerHh — «COPEBHOBAHHE» CO CBOUM
WUTIOCTPATUBHBIM MaTepuaioB (ayJUTOPUU HE MPEIAOCTABISETCS TOCTATOYHO BPEMEHH, UYTOOBI
BOCIPUHATh MaTepuand Ha cnaigax). OObruHbIN cnaiin, 6e3 3hdekToB aHuUMAIMK IO0JKEH
JIEMOHCTPUPOBATHCS HA SKpaHe He MeHee 10 - 15 cekyH. 3a MeHbIlIee BpeMsi MPUCYTCTBYIOIIUE
HE yCIeeT OCO3HaTh cojep)kaHue cnaiina. Ecnu xakas-To KapTHHKA MOSBUJIACh Ha 5 CEKyHH, a
MOTOM TYT € CMEHWJIACh JIPYTroil, TO ayauTopusi OyJeT CUMTATh, YTO JOKJIATUUK €€ MOATOHSET.
Oo6patHoro (mo3uTHUBHOTO) 3(PdeKTa MOXKHO ITOCTHUTHYTh, €CIH JOKJIATYUK MPOTHCTHIBACT
MHO>KECTBO CJAMIOB CO CIIOKHBIMHM TaOMUIIAMH U JUarpaMMaMu, TOBOpsS Mpu 3ToM «BoT Tyt
MpHUBENEH PA3HOTO POJIa BCHOMO2AMENbHbIL MAaTepua, HO S €ro X04y MpPOIMYCTUTh, YTOOBI HE
neperpyxarhb BbICTyIUIeHHE ToapoOHOCTIMUY. [IpaBaa, Takoil mpuém nenath B Hayale U B KOHYe
MIPE3EHTAINH — PUCKOBAHHO, ONITUMAIIBHBIN BapUAHT — B CEPEIUHE BBICTYILICHUS.

Ecnim Ha cnmaiine mpuBOIMTCSA CIOXHAs JauarpamMma, €€ HeOoOXOAMMO IIPeIBapUTh
BBOJHBIMH cioBamMu (Hampumep, «Ha 3Toil nuarpamme mpUBOAMTCS TO-TO U TO-TO, 3€NEHBIM



OTMEUEHBI MoKa3aTesid A, CHHUM — T0Ka3zaTenau by), ¢ TeM, 4ToObl 1aTh BpeMs ayAuTOpHUU Ha e
paccMOTpeHHe, a TOJbKO 3aTeM MpHUCTyNaTh K e€ oOcyxkaeHuto. Kaxaplil crnaiin, B cpenHem
JIOJDKEH HaXOJOUThCs Ha dKkpaHe He MeHble 40 — 60 cexyHna (6e3 yuéra BpeMEHHU Ha CIy4aiHO
BO3HMKINEE 0OCyXkaeHue). B cBsI3M ¢ OSTUM JIydllle HACTPOUTh MPE3CHTALHUI0 HE Ha
aBTOMATUYECKUI 1OKa3, a HA CMEHY CJIaiiIOB CAMHUM JOKJIaTIHKOM.

Oco060 TIIaTenbHO HEOOXOAMMO OTHECTHUCh K Oghopmaenuro npezenmayuu. J{ns Bcex
CJIAli/IOB MPE3EHTAIMK 10 BO3MOXKHOCTH HEOOXOIMMO HCIOJIb30BaTh OJUH M TOT e LIaOJoH
oopmiieHus, Keriab — Ui 3ar0JIOBKOB - HE MEHbIIE 24 MyHKTOB, Uil UHPOPMAIUK - HE MEHEe
18. B npe3eHTanuAX HE MPUHATO CTaBUTh IIEPEHOCHI B CIIOBaX.

ITogymaiiTe, HE OTBIIEKANTE JIM BBI CIyLIATENEH CBOEH ke mpe3eHTauueit? SApkue kpacku,
CIIOKHBIC IIBETHBIC TIOCTPOCHHS, W3JIMIIHSIS aHUMAIUs, BBIIPBITUBAIOIIANA TEKCT WU
WLTIOCTpAIMsi — HE caMoe JIydIlee TOMOJHEHHE K HaydyHOMY JoKiaay. Takxke HexelaTelabHbI
3BYKOBbIE A((EKTHI B X0O/I€ JIEMOHCTpAINH Npe3eHTanud. HauaydmmumMu siBISIOTCS KOHTPACTHBIE
nBera GoHa u Tekcta (0enblid POH — YEPHBIN TEKCT; TEMHO-CHHHHN (DOH — CBETIO-)KENTHIA TEKCT U
T. 11.). Jlyumie He cMemmBaTh pa3Hble THIBI MIPU(TOB B OHON Mpe3eHTaluu. PekoMeHyercs He
37I0yNOTPEOIIATH POMUCHBIMU OyKBaMU (OHH YHTAKOTCS XYyXKeE).

HexoHnTpacTHble cnaiiibl OymayT CMOTPEThCS TYCKJIBIMU M HEBBIPA3UTEIbHBIMU, OCOOEHHO
B CBETJIBIX ayJUTOpUsAX. JlJIs Mydiiell OpUEHTAUH B IIPE3EHTALMH 110 XOAY BBICTYIUICHHUS JIy4llIe
pOHyMepoBath ciaiiibl. JKenateabHo, 4TOOBI Ha Claiilax OCTABAIMCh IOJs, HE MeHee 1 cM ¢
KaxJ10i cTopoHbl. BcrmomorarenbHas uHpopMmanus (yNpaBisiOLIME€ KHOIKH) HE JOJDKHbI
npeoOnagate HaJg OCHOBHOM uHGopManueil (TekcToM, WUIOCTpauusamMu). lcmnons3oBath
BCTPOEHHbIE 3(P(PEeKThl aHMMAIMM MOXKHO TOJBKO, KOrjga 0e3 3Toro He OOOHTHCH (Hampumep,
IIOCJIEZIOBATENIBHOE TOSBICHUE JIEMEHTOB Jauarpammsbl). [[sl akueHTHpOBaHMsS BHHUMaHUS Ha
KaKOM-TO KOHKPETHOI MH(OPMALIUU CIaii/1a MOKHO BOCIIONIB30BaThCS JTA3€PHON YKA3KOM.

JlnarpaMMmBbl TOTOBSITCS C MCIOJIb30BAaHMEM MacTepa JuarpaMM TaOIM4YHOIo mpoleccopa
MS Excel. Jlns BBOAAa YHMCIOBBIX JAHHBIX HCIIONB3YETCS YUCIOBOM (OopMaT ¢ pa3ieiuTesieMm
rpynn paspsioB. Ecnu naHHble (HOANUCH JaHHBIX) SBISIOTCS APOOHBIMU YUCIIAMH, TO YUCIIO
0TOOpaXkaeMbIX JAECATUYHBIX 3HAKOB JIOJDKHO OBITh OAMHAKOBO JUISl BCEH IPYIIIBI 3THX JaHHBIX
(Bcero psina noanuceil AaHHbIX). JlaHHBIE U MOAMMCH HE JOJDKHBI HAKJIabIBAaTbCs IPYT HA Apyra
U CIMBaThCsA C TpapUUECKUMH JIeMEHTaMu auarpaMMbl. CTpYKTypHBIE JUAarpaMMbl TOTOBSATCS
IIpY TTOMOIIM CTaHAAPTHBIX cpeacTB pucoBanus nakera MS Office. Eciu npu ¢popmarupoanuu
claiiia ecTh HEOOXOIUMOCTh MPOMOPLUOHAIBHO YMEHBIIUTh Pa3Mep AUarpamMMbl, TO pa3Mep
MpPUPTOB PEKBU3UTOB JIOJDKEH OBITH YBEIMYEH C TaKUM pacyeToM, 4YTOOBI peajbHOe
oToOpakeHue OOBEKTOB JAMArpaMMbl COOTBETCTBOBAIO 3HAYEHUSIM, YKa3aHHbIM B Tabiuie. B
TabnMIax He JODKHO ObITh Ooniee 4 CTpOK W 4 CTONOIOB — B MPOTUBHOM CiIydae JaHHBIE B
Tabauie OyaeT NMPOCTO HEBO3MOXKHO YBHUIETh. S[UeKM C Ha3BaHUSIMHM CTPOK M CTOJIOIIOB U
HanboJee 3HaYMMbIE JAHHBIE PEKOMEH/IYETCSsl BBIJICNIATH IIBETOM.

Tabnmuunass wHQOpMalMs BCTAaBISETCS B Marepuanbl Kak TaOJHIAa TEKCTOBOTO
nporeccopa MS Word unu tabmuunoro mporeccopa MS Excel. Ilpu BcraBke Tabmmibl Kak
0o0beKTa M TPOMOPLIHOHATBPHOM H3MEHEHHMH €€ pa3Mepa pealbHbIi 0TOOpa)kaeMbIii pa3mep
mpudTa JoKeH ObITh He MeHee 18 pt. TaGmuipl 1 AMarpaMmbl pa3MeNialoTcsl Ha CBETIIOM HITH
6enoMm ¢oHe.

Ecnu Bel npeanountaeTe BOCMONB30BaThCs MMOMOIIIBIO ONepaTopa (4To TOXE BO3MOXKHO),
a HE JUCTaTh CIAlIbl CAMOCTOSTENIPHO, OYEHb IOJIE3HO MPENYCMOTPETh CCHUJIKA Ha CJIaliJbl B
TekcTe poknaaa («Crenyromuil ciai, moxkamynucTa...»).



ITocne IMMOATOTOBKHU IMPE3CHTAIUN HGO6XO,Z[I/IMa peICTUIMA BBICTYIIJICHUA.

3aKTIOYATENIbHBIN CITail TIPE3eHTalNK, coaepkamuii TekcT «Cmacubo 3a BHHUMAaHHE)
win  «KoHel», BpAn 1M TpHemMsIeM UiS Tpe3eHTAIH, COMPOBOXKIAIOMICH MyOInuHOe
BBICTYIUICHHE, IIOCKOJIbKY 3aBEpIICHUE II0Ka3a CJIaiJIoB emé He SBISETCS 3aBEPIICHHEM
BhICTyIUIeHUsA. KpoMe TOoro, Takue ciaifipl, Tak ke Kak U ciaiig «Bompockl?», ayOonupyroT
ycTHOE coobmenrne. OnTUMaIbHBIM BapUAHTOM TMPEACTABIISICTCS TTIOBTOPEHHE MEPBOTO Cllaliia B
KOHIIE MPE3EHTAIH, MIOCKOJIBbKY 3TO AA€T BO3MOXHOCTH €IIE pa3 HAMOMHUTH CIIyLIATeNsIM TEMY
BBICTYIUICHHUS U UM IOKJIQJYUKa U INOO MEPEerTH K BOMpocaM, MO0 3aBEPIIUTh BHICTYIIJICHHE.

Jns mokaza (ain mpe3eHTalmu HEOOXOMMMO COXpaHUTh B (opmate «JlemoHCTparms
PowerPoint» (®aiin — Coxpanuts kak — Tun daiina — Jlemoncrpamus PowerPoint). B aTom
cllyyae TIPE3CHTAIMsi aBTOMATHYECKH OTKPBIBACTCS B PEXKUME MOJHOIKPAHHOTO IOKa3a
(slideshow) u ciymarenu n306aBieHbI Kak OT BUa pabodero okHa rnporpammbel PowerPoint, Tak u
OT NIOTEPh BPEMEHU B Hayalle MoKa3a Mpe3eHTalNH.

I[Tocrne MOATOTOBKY MPE3EHTAIMH ITOJIE3HO IPOKOHTPOIMPOBATH Ce0s1 BOIPOCAMHU:

1) ymamoce M AOCTUYH KOHEYHOM IENM TPE3CHTAMH (YTO YAAJIOCh OIPEACIUTh,
OOBSICHUTB, TIPEUIOKUTE WIH MTPOAEMOHCTPUPOBATE C TIOMOIIBIO HeE?);

2) K KakuM OCOOCHHOCTSIM OOBEKTa IMpE3eHTAlMH YIajJoCh IPHUBJICYs BHHMaHHE
ayuropun’?

3) HC OTBJICKACT JIM CO3JJaHHAas MPE3CHTALUs OT YCTHOI'O BLICTYHJ'ICHI/IH?

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

Informal vocabulary is used in one’s immediate circle: family, relatives or friends.

Informal style is relaxed, free-and-easy, familiar and unpretentious.
Formal style is restricted to formal situations and associated with professional communication.
Readable style is important in any area. However, every subject has its own vocabulary. It is the

same with style: If you want to improve your style, you have to control your vocabulary. Every
group demands that its new members master a voice and vocabulary testifying that they have
accepted the values of the group. An aspiring future specialist must learn not only to think like a

professional, but also to sound like one.
We use special language to help us manage how our readers follow and understand us. Some

kinds:

- Rhetorical actions: explain, show, argue, claim, deny, suggest, contrast, add, expand,
summaries,
e - Parts of our discourse: first, second, third; to begin, finally,

e - Logical connections: therefore, however, consequently, if so;
e - Hedges to our beliefs: It seems that, perhaps, I (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,
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using complicated expressions and technical terminology. As a rule of thumb, however, you
should choose ordinary language as long as it is adequate. Scholars who have achieved classical
status often write in a plain and direct style. This is precisely why — regardless of changing

literary conventions — they have been widely read over the years.
Many academic studies are, by necessity, demanding to read. This is partly due to their high level

of specialisation and partly due to formal requirements such as detailed descriptions of
methodology and findings, numerous references etc. This means that the authors have to put

down a good deal of work in order to produce a readable text.
Level of style
Who is your audience? What can you assume that your reader already knows, and how many

definitions are needed? For exapmle, are you writing for your supervisor or for a general reader?
The general advice is to aim somewhere in between, and to write as you would do for a fellow

student.
Active — Passive
Many students and researchers use the passive voice of verbs in their texts. Sometimes this is

necessary, but too much passive voice makes for a heavy-going text. Moreover, passive
constructions often give rise to other problems. For example, you are likely to end up with long
sequences of words strung together by prepositions. For example, ... investigation of questions

concerning a reduction in the occurrence of ..."
Example of a passive construction: New research in this area is being undertaken continuously

by the institute.
The same sentence using the active voice: The institute is continuously undertaking new

research in this area. Or better: The institute is continuously researching in this area.
Use of the passive voice tends to conceal who is doing the action. There is a common

misunderstanding that sentences using the passive voice are more “objective”, because the author
avoids saying “I” or “we”. It is sensible to vary your writing style as appropriate. Overuse of

the passive voice makes your text heavy to read, and gives a woolly, bureaucratic and

“mystifying” sound . Do not feel that you have to avoid it altogether, h
We do not always need to be reminded of the person of the researcher through the use of “I”” and

13 bh

we”.
When academic writers use the first person, they typically use / or we in introductions, where

they announce their intentions: We claim that ..., We shall show ..., We begin by .... If they use

this mode of writing at the beginning, they are likely to use it again at the end, when

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

1. 1. The model has been subjected to statistical analysis.

2. 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.

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

been made in regard to the potential of its reliability.

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

e - Writing that is too formal is not effective.
e - Informal writing with inappropriate language is not acceptable.

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

. - Wordiness;

. - Redundancy;

. - Gender-bias;

. - Cliches;

) - Loose construction;

. - Euphemisis

. A careful use of traditional phrases is encouraged to keep writing smooth and

coherent. Writers must develop a sense of audience.

Standard English arose from impulses toward control. But sometimes we come across
the style that, instead of revealing ideas, hides them. When we find that kind of writing in

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

TEXT _Talking to People

(pasznmen 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.

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

Silence is the essential part of conversation.

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

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

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.

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:
- The number and the full name of the person you need to speak to
- Have a calendar, pen and paper at hand
- Have your personal information at hand: phone number and address
to reach you at, etc.
Make sure you are in a quiet and comfortable environment.
This means to turn off the TV, music devices and any other distractions; children

and babies should be out of the room when you are making a business call.

Think about what you need to accomplish with this call.
Use notes (‘talking points’) to guide you through the facts and details you want to

mention.

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.

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

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

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

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

business phone calls.

How to make arrangements on the phone:

Identifying yourself/ your company

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

—This is John Smith.

—John here.

o Asking the caller to identify himself/ herself

—Who is calling, please?
Asking for a connection

—I'd like to speak to , please.
—~Could you put me throughto |, please?
—I'd like to speak to someone about , please.

Taking/ leaving a message
o — I'm afraid he is out/ away/ off at the moment. Can I take a message?

— Can you ask him/ her to call me back?

Explaining the reason for the call
— The reason I called is

— I am just calling to

Making appointments
— Just a moment, I'll get my diary.

— Could you manage Tuesday?

o — What about Wednesday?

— Shall we say two o'clock?

— I'm sorry, I'm out all day.

— Tuesday would be fine.

— That suits me. Signing off

— I'look forward to seeing you.

— Thanks for calling.

— 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
(pasmea 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.
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The good news is that, with thorough preparation and practice, you can overcome your

nervousness and perform exceptionally well.
Even if you don't need to make regular presentations in front of a group, there are plenty of

situations where good public speaking skills can help you advance your career and create

opportunities. For example, you
might have to talk about your organization at a conference, make a speech after accepting an

award, or teach a class to new recruits. Public speaking also includes online presentations or
talks; for instance, when training a virtual team, or when speaking to a group of customers in an

online meeting.
Good public speaking skills are important in other areas of your life, as well. You might be asked

to make a speech at a friend's wedding, give a eulogy for a loved one, or inspire a group of
volunteers at a charity event.
In short, being a good public speaker can enhance your reputation, boost your self-confidence,

and open up countless opportunities.
So, you may speak on public for different reasons, on different subjects, to people of different

business culture and personal taste. The speaker may want

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

¢ to encourage the audience to make a decision;

e to sell goods/ services.

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

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

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

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

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

1. Greeting/ Introducing oneself;
2. Introducing the subject;

(98]

Describing the sequence;

4. Starting the report itself;
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5. Moving to the next point;

Summarizing;

-

Concluding;

8. Thanking/ inviting questions.

Besides, there's a good reason that we say, "Practice makes perfect!" You simply cannot be a

confident, compelling speaker without practice.

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

could also put yourself in situations that require public speaking, such as by cross-training a

group from another department, or by volunteering to speak at team meetings.
If you're going to be delivering a presentation or prepared speech, create it as early as possible.

The earlier you put it together, the more time you'll have to practice.
Practice it plenty of times alone, using the resources you'll rely on at the event, and, as you

practice, tweak your words until they flow smoothly
and easily. Then, if appropriate, do a dummy run in front of a small audience: this will help you
calm your jitters and make you feel more comfortable with the material. Your audience can also

give you useful feedback, both on your material and on your performance.
You should make all the necessary preparations (audio-visual material, etc.) beforehand. Pay

special attention to the opening and closing courtesies as the most memorable bits. Appear before

the audience well groomed. Maintain eye contact and use body language to emphasize your
talk. When answering questions from the audience, be sure you understand the question. Keep to

the point, make your answers as brief as possible. Be friendly and flexible, try to react to the

situation. Keep the time limit of your talk.
So, chances are that you'll sometimes have to speak in public as part of your role. While this can

seem intimidating, the benefits of being able to speak well outweigh any perceived fears. To
become a better speaker, use the following strategies:

e Plan appropriately.
e Practice.

e Engage with your audience.

e Pay attention to body language.
e Think positively.

e Cope with your nerves.

e Watch recordings of your speeches.

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

TEXT_Reports
(Pa3znen 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.
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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. To inform

- Circulate new ideas;

- Inform others of work done or progress made;

- Provide update on the progress of the project.
1. To instruct

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

e - Explain how a new system will operate;
1. To influence

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

e - Recommend a course of action;

e - Reveal the benefits of the start up of a new project;
1. To interpret

e - Assess a situation;

e - Draw up conclusion;

e - Analyze the performance of the company;

1. To interest

- 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
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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:

e Introduction
e Methods and Materials

e Results

e Discussion

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

Section Description
Title page and ID provides your name and student ID number
details

o if the title is not given, ensure that your title is informative.
(Abstract) gives a very brief indication of:

e the aim of the report
e what you did

e what you found

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

e states why the topic is important or useful

e explains any abbreviations or special terms.
Method sets out what you did in sequence

e explains how you did it
¢ indicates what materials, techniques or equipment you used

e provides sufficient information for the reader to replicate the study.
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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

 indicates whether the results were consistent or inconsistent with your
expectations
e explains what possible sources of error there are

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

 briefly explains the significance of the findings.
provides a list of sources of information which you have used, following the

References

referencing conventions required for the unit.
(Appendices) e provides supporting information such as calculations.

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

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

people skim Titles to find out what information is available on a
subject. Others may read only titles and Abstracts. Those wanting to go deeper may look at

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

Scientific Style

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

The scientific writing style is called expository writing — that is, it explains and clarifies
information. The reliability of sources and the careful documentation is important, but its
effectiveness depends on how well ideas are communicated. While writing, you should avoid
excessive technical detail or jargon. When you are writing a research paper, a report, abstracts, it
is as if you are having a conversation with your reader. Readers interpret prose more easily when
it flows smoothly, from background to rationale to conclusion. Don’t force the reader to figure
out your logic — clearly state the rational. In addition, it is much easier on the reader if you
explicitly state the logic behind any transitions from one idea to another.
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Ayoumopnasn konmponsnasn paboma (AHITTHUCKHH A3bIK)

I . Match the English phrases with their Russian equivalents:

1. behind schedule a) YeJOBEYECKHE PECYPChI
b) He yKIaapIBaThCs B CPOKH
2. to give the green light C) BBIIOJIHATH MPOCTHIE 3a4a4U
o d) npuHIMN 0OpaTHOM CBA3U
3. application area €) CpPOKH BBIMTOJHEHHS

f) cdepa mpumenenus

g) Ppa3pelnTh Ha4yaThb MPOEKT

h) npousBoacTBeHHas 3PPEKTUBHOCTD
1) TMPOM3BOJICTBEHHAs! CKOPOCTh

4. time frame

5. feedback principle

6. humam resource (HR) J) TIOCIIEeNOBaTEIbHOCTH
7. perform simple tasks
8. production rate
9. product efficiency
10. sequence
1. 2. 3. 4. 5. 6. 7. 8. 0. 10.
1 mark for each correct answer Total /10
II. 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 1) speed

10) vague j) sphere

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

II1. 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

L. includes hiring, training, employee development, pay and benefits.
2. a bar chart that shows the overlapping timing of activities involved in
project and sometimes also shows the relationship between them.
3 the principle of a mechanism work when a part of the outgoing signal
is transferred to the entering signal.
4. is a critical event during the life of a project, usually the
accomplishment of a project deliveration.
S is the second step in the design process when a computer gives the
instructions to direct a machining center to machine the part.
6. dealing with the prevention of accidents and works out procedures
to secure workers under hazardous conditions.
T the sequence of activities that must be completed on time for the
entire project in to finish on schedule.
8. Specialists of this complex branch design, test, build, operate
machinery.
0. consists of the things that are used for a particular purpose, as
apparatus, tools, instruments
10, concerned with the flight, of vehicles in space beyond the earth’s
atmosphere.
1 mark for each correct answer Total /10
1V. 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

VI. Read the text and decide whether these sentences are true or false. Correct the
false ones:

1) The pocket radio brought a new day in a host of simpler devices thanks to its serviceability.
2) In the late fifties of the past century the pocket radio prevented Russian and American

specialists from launching the first satellites.
3) Most satellites have been appended on transistors either to keep in touch with the earth and to

monitor the mysterious regions around the earth.
4) Today transistor is not developed.
5) The pocket radio won the world fame in the late fifties and fell into oblivion.




1 mark for each correct answer Total /5

Pocket Radios

The transistor’s compactness and low power requirements also brought a new day in a
host of simpler devices. Radio receivers hardly larger than a package of cigarettes were on a
reality. In 1956-58 the transistor found one of the most spectacular applications. It helped
Russian and American specialists to launch the first satellites and to open the space age. Only
a few of the biggest satellites have been able to carry vacuum-tube equipment. Most satellites
have been appended on transistors not only for reporting back to the earth but for operating
the instruments with which the satellites explored the mysterious regions around the earth.
But the most striking aspect of the transistor is not the host of devices it made possible. Most
important was its effect on a new branch of science and technology which may be called
“solids-state electronics”.

VIL. 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. HGKOTOpLIC JIFOJU CHHUTAIOT, YTO AJIA TOI'O YTOOBI CTATh 6I/I3HCCMGHOM, HYXHbI
OIMPCACIICHHBIC BPOXKIACHHBIC CIIOCOOHOCTH H HpC,I[HpI/IHI/IMaTCJILCKI/Iﬁ CKJIaJ ymMa.

2. OHI/I CUHUTAIOT, YTO CTAaTh TaKUM HE BO3MOXXHO, 1 €CJIN y HUX HCT TaKUX
CIIOCOOHOCTEHN 3aHATHE OM3HECOM HE I HUX.

3. Jpyrue moau IenaT BCeX Ha BEIOMBIX U BEIyIIIHX.

4, OHH CUUTAIOT, YTO TOJIBKO JIMJEPHI WM BEAYIIHE MOTYT YCIIEIIHO OTKPBITH U
pa3BHUTH CBOI OM3HEC.




5. Ho B 1eliCTBUTENEHOCTH 3TO BCE OTTOBOPKH JIFOJIEH, KOTOPBIE OOSITCS MOMBITATHCS
CTaTh OM3HECMEHOM, OOSATCS YTO-TO MCHSTD.

6. YernenHpM 0M3HECMEHOM MOXKET CTaTh a0COIIOTHO JIFOOOH UeIOBEK, KOTOPBIH
3TOrO KEaeT.

7. KoneuHo, oHuM OyzeT mporie 3Toro J10CTu4b, APYTHM CIOKHEE.

8. VYcrex BoO MHOT'OM 3aBHCHT OT CHOCO6HOCT€I>1, IMOJIYYCHHOT'O O6p330BaHI/IH,
JIMYHOCTHBIX KauCCTB, prI[OJ]IO6I/I§I n (I)I/IHaHCOBBIX CpCACTB.

9. Ho BCEC, XKC KaXXIbIM MOXKET YCIICHIHO YIIPAaBJIATh OM3HECOM U CTaTh
IpCyCrieBaronum 6I/ISHCCMCHOM, rJ1aBHOC HE 60}ITLC$I, a JIeHCTBOBATh.

10.  Hy»HO OBbITH TOTOBBIM K TOSBJIAFOIIMMCS TPYAHOCTSAM M POGIEMAM, KOTOPHIE
BO3HHKAIOT MIPAKTUYECKH €XKEIHEBHO, 0e3 HUX OM3HEC HE MOXKET CYIIECTBOBATH, 3TO HAJIO
MIOHUMATh IPABUIIBHO U HE OIYCKaTh PYKU M OBITh TOTOBBIM BO3JI0KUTh Ha €05 BCIO
OTBETCTBEHHOCTbH 3a Be/leHHE OM3Heca.

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 I 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.

XI1. 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. a technology that allows objects such as a graphic or video clip to be linked or embedded into
a document

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

1 mark for each correct answer Total /6

XI11. Find Russian equivalents (# translation) to the following English idioms.
1. 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
The life and soul

10. Heads or tails?

A S AR A

1 mark for each correct answer Total /10




Ayoumopnasn konmponvnan paboma (HEMEIIKHH A3bIK)

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

1  waren liefern a MPEUI0KEHNE, OTPAHUYEHHOE 110 BPEMEHU
2 verbindliches Angebot b CPOK YKa3bIBaETCS
3 das Angebot ist befristet c COCTaBUTH ceOe MpeacTaBIeHUE
4 zu den genannten Bedingungen d OTBET Ha 3ampoc
5 die Frist wird angegeben e [MOCTAaBUTh TOBAPHI
6 sich ein Bild machen f TBepaas opepra
7 Antwort auf eine Anfrage g colepxKarb JaHHbIE
8 Angaben enthalten h OTIPENICTICHHBIN BHJT POy KITUN
9 das bestimmte Erzeugnis i OTIIPABUTH MOTYUATEIIO
10 an den Empfianger senden ] COTJIACHO YIOMSIHYTBIM YCJIOBHSIM
1. 2. 3. 4. 5. 6. 7. 8. 9. 10.

2. Lesen Sie sorgfiiltig die Klischees, die in Geschiiftskorrespondenz verwendet werden, und
iibersetzen Sie die Siitze ins Russische.

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

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

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

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

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

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

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




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

9. Wir hoffen, dass dieser Erstauftrag zu einer dauerhaften Geschiftsverbindung fithren 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 Vordergrund steht.

2. Kauf (m)

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

3. Regierung (f)

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

4. Mustermesse (f)

d) Ein spezieller Betriebstyp, eine System unabhidngige
Wirtschaftseinheit.

5. Arbeitslohn (m)

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

6. Verbraucher (m)

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

7. Fremdkapital (n)

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

8. Bedarf (m)

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

0. Industrie (f)

i) Ausgabe von Wertpapieren, Aktien.




10. Emission (f) j) Zweig der Industrie.

1. D. B. 4. 5. 6. 7. 8. 9. l10.

4. Ubersetzen Sie die Siitze 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 Thnen diesen Scheck rechtzeitig.

5. Finden Sie die russischen Aquivalenten
1. Das Defizit im amerikanischen Au3enhandel ist im vorigen Jahr gesunken.

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

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

4. Der Warenumsatz kam um nahezu ein Viertel zu.

5. In Finnland hatte sich die Konjunktur erhdht.

6. Ubersetzen Sie ins Russische und wihlen 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 Thnen letzten Monat zugeschickt haben, nicht mehr aktuell.

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

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

7. Lesen Sie sorgfiiltig den Antrag auf Beschiftigung, iibersetzen Sie es ins Russische.
Sehr geehrte Frau Rechtsanwiltin Rainer,
in der ,,Stiddeutschen Zeitung* vom 21.01.2006 bin ich auf Thre Stellenanzeige gestofen. Ich

kann mir vorstellen, dass die Arbeit bei IThnen anspruchsvoll ist und zugleich Spafl macht. Daher

bewerbe ich mich als Allround-Biirokraft 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 zuverlissig und schnell erledigt? — Kein

Problem, denn ich bin gewissenhaft und arbeite — nicht nur am Computer — effizient!
Das Einzige, was ich Thnen nicht bieten kann, ist ein Berufsabschluss. Wegen Schwangerschaft

habe ich die Ausbildung zur Biirokauffrau im Juni 2000 abgebrochen. Mein Entschluss, mich bei
Thnen zu bewerben, hingt damit zusammen, dass Sie die Teilnahme an Fortbildungen anbieten.
Ich sehe darin die Chance, meine Berufsqualifikationen auch formal zu vervollstindigen. 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 Vorstellungsgesprich vereinbaren. Ich freue
mich darauf!

Mit freundlichen Griilen

Ingeborg von Laufe

8. Lesen Sie den Text und bestimmen Sie, 0b die Anweisungen sind:
a) wahr

b) falsch

¢) es gibt keine Informationen im Text

GESELLSCHAFT MIT BESCHRANKTER HAFTUNG (GMBH)
Die Griindung einer GmbH erfolgt durch eine oder mehrere Personen mit Abschluss eines

Gesellschaftsvertrages in notarieller Form. Der Gesellschaftsvertrag ist zugleich die Satzung der
GmbH. Der Vertrag muss enthalten: Firma, Sitz der Gesellschaft, Gegenstand des Unternehmens,
Hohe des Stammkapitals, Stammeinlagen der Gesellschafter. Die Firma kann eine Personen-,
Sach- oder gemischte Firma sein. Der Name muss allerdings den Zusatz ,,mit beschrénkter
Haftung (mbH)” enthalten. Haftung: Als Kapitalgesellschaft mit eigener Rechtspersonlichkeit,
also als juristische Person, haftet die GmbH selbst fiir ihre Schulden unbeschriankt mit threm
Vermogen. Die Gesellschafter haften nur gegeniiber der Gesellschaft. Ihre Haftung ist auf die

Hohe der Einlage beschréinkt.
Die Rechte der Gesellschafter richten sich nach den Geschéftsanteilen. So bestimmt der

Geschiftsanteil nicht nur den Gewinnanteil, sondern auch die Stimmzahl in der
Gesellschafterversammlung. Gewinnverteilung erfolgt a) nach einem im Gesellschaftsvertrag
festgelegten Schliissel, b) nach dem Gesellschafterbeschluss, ¢) nach dem Verhiltnis der
Geschiftsanteile. In jedem Fall wird die Hohe der Einlagen beriicksichtigt. Haufig wird der
Gewinn ganz oder teilweise zur Stiarkung des Unternehmenskapitals verwendet. Die
Gesellschafter haben weitgehende Rechte auf Mitverwaltung und Information bis hin zur
Einsichtnahme in die Biicher. Diese Rechte gewihrleisten ihnen das Gesetz und der

Gesellschaftsvertrag (die Satzung).
Die Gesellschafterversammlung ist das oberste Organ. Es fasst Beschliisse mit einfacher

Mehrheit. Die Satzung kann auch schriftliche, telegrafische, telefonische Abstimmung zulassen.
Die Einberufung erfolgt durch einen eingeschriebenen Brief. Sie wird zwingend, wenn das von
mindestens 10 % Gesellschafter gefordert wird oder wenn die Hélfte des Stammbkapitals verloren
1st.

Das leitende Organ ist die Geschéftsfithrung. Die Geschéftsfiihrer werden von der
Gesellschafterversammlung eingesetzt. Sie konnen sowohl Gesellschafter, als auch dritte
Personen sein. Sie haben die Geschéftsfiihrungsbefugnis und Vertretungsmacht fiir die
Gesellschatft.

1. Die Griindung einer GmbH erfolgt durch eine oder mehrere Personen mit Abschluss eines

Gesellschaftsvertrages in notarieller Form.
2. Die Geschiftsfiithrung ist das oberste Organ.
3. Die Grundung einer GmbH findet sehr kompliziert statt.



9. Finden Sie lexikalische Entsprechungen zu den Ausdricken aus dem Text.
1 die Gesellschaft mit beschridnkter Haftung a 1uens gesrenpbHOCTH MpeanpUSITHS
2 in notarieller Form b uwmca0 romocoB cobpaHus MaUITUKOB
3 der Vertrag muss enthalten: C [0 PEIIECHUIO MTANIIIUKOB
4  der Gegenstand des Unternehmens d HeorpaHm4eHHas OTBETCTBEHHOCTh
5 die unbeschrinke Haftung € HauBBICHINI OpraH
. 0OIIIECTBO C OrpaHHUYEHHON
6 die Rechte der Gesellschafter f = P

OTBETCTBEHHOCTHIO

. die Stimmzahl in der o hpasa naiimuxos
Gesellschafterversammlung

8 nach dem Gesellschafterbeschluss h cuna nmpencraBuTenbeTBa 11 GUPMBI

9 das oberste Organ 1 JIOTOBOp JOJDKEH COAEpKaTh

die Vertretungsmacht fiir die Gesellschaft.

10 B HOTapUaJibHOH (hopme

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

10. Ordnen Sie die Phrasen des Dialogs in der richtigen Reihenfolge an (kombinieren Sie

Zahlen und Buchstaben).

a) — Haben Sie eine Forschungsabteilung?

b) — Guten Tag, meine Herren! Wie geht es Thnen?

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

aus 5 Abteilungen.

d) — Danke, sehr gut.

e) — Der Rechtsform nach sind Sie eine Gesellschaft mit beschriankter Haftung, nicht wahr?

f) — Noch nicht, aber wir werden sie er6ffnen miissen. Die Firma wichst.

g) - Ja. Wir gehoren zu Kapitalgesellschaften, wie die meisten in der Bundesrepublik.

Unsere Organe sind die Gesellschafterversammlung und die Geschaftsfuhrung.

11. Ubersetzen Sie den Text
Genossenschaft
1. Die Genossenschaft ist ein Verein mit nicht geschlossener (d. h. freier und wechselnder)

Mitgliederzahl, dessen Zweck darauf gerichtet ist, den Erwerb und die Wirtschaft der Mitglieder
(Genossen) zu fordern, und der in das Genossenschaftsregister eingetragen werden muss. Die
Griindung einer Genossenschaft vollzieht sich wie beim eingetragenen Verein. Die Mindestzahl
der Genossen ist 7. Das Statut (Satzung) muss schriftlich aufgestellt werden. Es kann nur durch
einen Beschluss der Generalversammlung mit Dreiviertel Mehrheit gedndert werden. Die

Genossenschaft entsteht erst mit der Eintragung im Genossenschaftsregister.
2. Jede Genossenschaft hat 3 notwendige Organe: die Generalversammlung, den Aufsichtsrat

und den Vorstand. Der Vorstand besteht aus mindestens 2 Mitgliedern; ihm stehen
Geschiftsfithrung und Vertretung der Genossenschaft grundsétzlich gemeinsam zu. Die
Vertretungsmacht ist nach auflen hin unbeschriankbar. Der Vorstand wird von der
Generalversammlung gewahlt. Seine Bestellung kann jederzeit auch ohne wichtigen Grund
widerrufen werden.



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

Bilanz zu errechnen und auszuzahlen ist.
4. Auflosung der Genossenschaft ist vorgesehen insbesondere durch Beschluss der

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

Ayoumopnas konmponvnas paboma (OPAHI[Y3CKHH A3bIK)

1. Lisez le texte:
Comment trouver un emploi?

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

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

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

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

Facon de parler. 11 faut faire attention aux phrases qui sonnent comme un chantage: j’ai une
proposition plus intéressante ailleur; dans 1’espoir d’étre mieux pay¢ 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.  Dites si les phrases correspondent aux idées du texte: vrai (V) ou faux (F)?
1. Trouver un emploi, ¢’est absolument impossible.

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



4. 11 faut éviter des phrases qui sonnent comme un chantage.
5. Il ne faut pas exiger une réponse immeédiate.

II. Choisissez la bonne réponse.
6. Pour réussir le premier contact, il faut ...
A venir un peu en retard.
B quémander un emploi
C venir a temps.
7. Pour se faire embaucher il faut ...
A se présenter en jeans et T-shirt
B étre discret, mais se distinguer des autres.
C montrer que vous avez d’autres offres.
8. On va aussi vous juger sur...
A votre aspect extérieur.
B vos examens bien passés.
C votre récit du voyage.
9. Tous les jours les sociétés ...
A observent la reégle générale.
B attendent leurs concurrents.
C recrutent.
10. Si vous avez une proposition plus intéressante,...
A exiger I’augmentation des salaires.
B dites-la d’une fagon polie.
C montrez que vous vous sentez fatigué.

I11. Choisissez la bonne réponse.
11. Ce sont revues spécialisées.
Ale B les C des Dla

12. Le titre journal est Le Figaro.
A du Bdes Cdela D del

13. Mon ami s’appelle Jean. Il est .
A vendeuse B dessinatrice C maitre D maitresse

14. C’est un exercice .
A grammaticale B grammatical C grammaticalle D grammaticaux

15. Les examens sont que les vacances.
A plusdroles B plusdrole C moins dréle D moins drdles

16. L’enseignement donné par ’université de Paris est en France.
A le meilleur B lameilleure C lepire D lapire

17. La glace sous I’effet de la chaleur.
A fonds B fond C fondait D fondu

18. A cette époque, on dans le moteur a explosion des combustibles liquides.
A utilisons B utilisent C utilise D utilises

19. La locomotive en réparation a 1’usine.
A ¢étais B étaient C étions D était

20. L’ouvrier cent picces.
A afabriqué B aifabriqué C ontfabriqué D as fabriqué

21.1ls dans un petit village.



22.

23.

A s’est installé B se sont installés C t’es installé D sont installés

OH pasroBauBaj co CTyJleHTaMH, pabOTaIONIMMH B J1a00PaTOPHUH.
A 1l parle avec les étudiants travaillant au laboratoire.
B 1l parlait avec les étudiants travaillant au laboratoire.
C Il parlera avec les étudiants travaillant au laboratoire.
D 1l parlerait avec les étudiants travaillant au laboratoire.

Les expériences réalisées par nos savants ont montré de bons résultats.
A OnBITBL, TPOBOAMMBIC HAIIMMH YYCHBIMH, IPOAEMOHCTPUPYIOT Pa3HbIC PE3yIIbTaThI.
B OHBITI:I, MPOBCACHHBIC HAIIMMU YUCHBIMHU, IMOKA3aJIn OTPULATCIbHBIC PC3YJILTATHI.
C OmnbIThl, MPOBEACHHBIC HAIIUMHU YYCHBIMH, OKA3aJIH XOPOIIHE Pe3yIIbTaThI.
D OmnsblTel, IpOBOAMMBIE HAIMMU YUEHBIMH, IPOJEMOHCTPUPYIOT XOPOIINE PE3YIbTATHI.

24. IlpuObIB OYEHB MO3/IHO, OH HE CMOT IMPHUHSATH Y4acTHE B 3TOU KOH(EpeHIINH.

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

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

Les préparatifs effectués, la fusée a été lancée.
A Koraa moaroroBuTenbHbIC padOTHI OBUTH 3aKOHUCHBI, pakeTa ObLTa 3ammyIeHa.
B Koraa oHn 3aKOHYMIIM TOATOTOBUTENIBHBIE PA0OTHI, pakeTa Obljia 3aIyIieHa.
C TloxroroBurenbHbIe pabOTHI 3aKOHYEHBI M PaKeTa ObLIa 3aIyIIeHa.
D TloaroroButenbHble pabOTH 3aKaHUYMBAIOTCS U paKkeTa OyzeT 3aryIieHa.

Tu pu répondre a cette question parce que tu avais lu ce livre.
Aa Bas Cont D a

Martin: Faisons connaissance! Je suis Martin.
Nicolas: A Bonne journée! B Ca va bien, et toi? C Enchanté ! D A demain!

Quand je ce travail, je t’appellerai.
Afait Bfont C faites D fais

Julien et Lucie viennent partir.
Ade Bsur Csous D a

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

H)KEHEp JOJDKEH 00J1ajaTh BCEMH HEOOXOUMBIMHU 3HAHUSIMU.
WnxeHep noskeH obiiafath Bee €00Xxo, 3Ha
A L’ingénieur a possédé toutes les connaissance nécessaires.
ingénieur avai cdé tou 1 < ies.
B L’ingénieur avait possédé¢ toutes les connaissances nécessaries
C L’ingénieur a toutes les connaissances nécessaries.
oénieur a 3 X u ) . e,
D L’ingénieur a a posséder toutes les connaissances nécessaires

CBexuit BO3IyX JOJDKEH OBITh JOCTABJICH B IIOMEIIECHUS AJICKTPOCTAHIINY.
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.

La loi découverte par ce savant a une grande importance.



A DTOT yueHbIH OTKPBUI 3aKOH, UIMEIOLINI 00JIbIIOE 3HAUCHHE.
B 3akoH, OTKPBITHIN ’TUM YUEHBIM, UMEET OOJIBIIIOE 3HAYCHHE.
C 3axoH, HCTIONIB3YEMBII ITUM YUYEHBIM, OTKPBIBAET HOBBIE BO3MOXKHOCTH.
D DT0T y4eHbIil ¢ MUPOBBIM UMEHEM OTKPHIBAET HOBBIM 3aKOH.

35. I'azonpoBoj OymeT MOCTPOCH Yepe3 TO.
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.



IIpuniaoxenune 2

OueHo4HbIe CpeACcTBA 1JIsl IPOBeIeHNUs MPOMEKYTOYHOI aTTecTAlMU

a) [lnanupyemble pe3yJbTaTbl 00y4eHUS U OLIEHOYHbIE CPeCTBA /1JIsl MPOBEAeHUs MPOMEKYTOYHOM aTTeCTAIUN:

CTpyKTYypHBI# 3JIEeMEHT
KOMIICTCHIIMHN

Iliianupyembie pe3yabTaThl 00y4eHUsI

OueHouHbIe cpeacTBa

OIIK-1 roroBHOCTHI0 K KOMMYHHUKAIMH B YCTHOH M MUCbMEHHOM (hopMax HA PyCCKOM M HHOCTPAHHOM SI3bIKAX /ISl PellleHUs 32124
npogeccnoHANbHOM 1esITeTbHOCTH

3HaTh

- OCHOBHBIC HOPMBI M TIPaBUJIa PEYECBOTO
[IeJTOBOTO ATHKETA;

- 0a30BYI0 JIEKCHUKY C(hephl IeTTOBOTO OOIICHHMS;
- OCHOBHBIN BHJIbI JIETIOBON KOPPECTIOHACHIIUN
1 TpeOOBaHUS K BEICHUIO OU3HEC TIEPETHCKH.

1. [IpounTaiiTe U nepeBeAUTEe HHPOPMAIIUIO O JIETIOBOM PEUEBOM ITHKETE.
AHIIIUICKUA S3BIK

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

¢ The three levels of register.

¢ Types of introduction.

e  Follow-up questions.

Register




CTpyKTYpHBIii 3JIeMeHT
KOMIIeTeHMH

I[lnanupyembie pe3ybTaThl 00y4eHUs

OneHovHbIE cpeacraa

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.

Hewmeuxuii 1361k

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 enthdlt. Doch wer denkt, die alten Ver-
haltensregeln 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 fiir das richtige Verhalten im Geschiftsleben.
Nach einer aktuellen Umfrage unter 600 Fiihrungskriften 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 Geschiften. Hier finden Sie einige Hinweise, die Sie im
Umgang mit deutschen Geschiftspartnern beachten sollten.

OpaHIy3CKUNILL A3BIK

L’¢thique des affaires peut étre comprise comme une forme d’extension de la

hilosophie née des scandales répétés dans le monde des affaires. La vision des
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dirigeants et des entreprises comme n’ayant pour seul objectif que de maximiser leurs
profits n’est plus acceptable aujourd’hui. Le modele purement financier de I’entreprise]
ne tient plus et un a priori négatif teinte désormais le monde des grandes entreprises,
elles sont considérées comme étant moralement douteuses.

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

0. COOTHECUTE JUAJIOTH TI0 00pasiry.
AHTIIUICKUHN S3BIK

Formal introductions

- Mr. Thompson, this is Professor Jones.

- Professor Jones. I'm pleased to meet you.

- Mr. Thompson, may I 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?
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- 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.
Hemenxkwnii 1361k

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

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

- Aber wir bieten Sie, die Lieferzeit zu verlingern. Wir mochten nicht unsere
Zusammenarbeit authoren.

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

- Oh, wie schade! Danke fiir die Information.

OpaHIy3CKUNILL A3BIK

-2 M. Ravel est actuellement en réunion. Voulez-vous lui laisser un message?

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

- : Vous aviez pris rendez-vous?

: Oui, a 10 heures.

: Je vérifie... Oui, c'est bien cela.

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

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

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

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

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

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

- : Au42.06.70.13. C'est mon numéro personnel.

- : Au revoir, monsieur, et bon rétablissement

- :Alors entendu, j'attends votre appel. Merci beaucoup. Au revoir,
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mademoiselle.

3. CocTaBbTe pe3toMe 1o oopasity.

AHIIANACKUH SI3BIK.
Ob6pa3zer 1eaeBOro pe3rome
Ward Gantney
250 Fort Salonga Road
Northport, New York 11678
516) 725-5237
Job target: Management position in materials Science.
Capabilities:

-Write, edit and approve professional reports.

-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:

-Provide consultation and support to the government on contamination problems.
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Hofstra University 1984 Business Administration
[Long Island Univ. 1981 M.A. Chemistry
1979 B.A. Microbiology

Hemenkwnii a3bIK.

Erginzen 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 fiihren, Vertrdge abschlieBen, Kaufkraft analysieren
[nteresse Tennis, Fotografie, Reise.

Schreiben Sie Thren eigenen Lebenslauf.

@paHIy3CKHN A3BIK.
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KOMIEeTeHIHH
Lisez le CV et la lettre de candidature, dites s’ils correspondent aux exigences
cnumeérées ci-dessus.
Pascale Filliol
111, boulevard Paul Sert
03100 MONTLUCON
T¢l. : 70 28 30 65
Née le 13 décembre 1958
Célibataire
FORMATION
BTS de secrétariat trilingue (anglais-allemand).
Baccalauréat série A5 — Académie de Clermont-Ferrand (1976).
EXPERIENCE PROFESSIONNELLE
Secrétaire correspondancicre (frangais-anglais —allemand). FORD, Cologne
(Allemagne) 1993-1995. Secrétaire chargée de la correspondance clients (anglais et
allemand). Société Interdistri (Grenoble 38) de 1985 a 1991. Secrétaire commerciale,
chargée du suivi et des relations clientéle. Société Perrot-Leroy (Moulins 03) de 1980
a 1984. Serveuse dans un pub Salford (Angleterre) mars a décembre 1979.
AUTRES EXPERIENCES
Stage ANPE : connaissance du traitement de textes Word, mars 1993.
Stage AFPA : analyste-programmeur janvier a septembre 1991.
DIVERS
Connaissance de divers systemes informatiques et de la programmation. Maitrise|
des traitements de textes Word et Ami Pro. Monitrice a I'école de ski de Superbesse.
Ymets - uMTaTh W MHTEpHpeTrupoBaTh TekcThl M| 1. [IpounraiiTe mpeiokeHHBIH TEKCT U MOATOTOBBTE €To MEPEBOJ (CO CIOBAPEM).
COOOIIEHUS]  JIeIOBOM ~ KOMMYHHUKAIMU

MHOCTPAHHOTO SA3bIKA HA PYCCKUMN A3BIK;
- COCTaBJIATh JIEJIOBOE MHUCbMO UJIH COOOIIEHHE;
- KOPPEKTHO BBIpAXXaThb ¥ apryMEHTHUPOBAHO

AHTTUHACKUN SI3BIK.

How to greet someone in Britain

0OOCHOBBIBATH MOJIOKEHUS B IIPOIIECCE HAYTHOM

First impressions are important in British culture. Whether you're meeting a
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11 1eITOBOM KOMMYHHKAIINH.

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
oreeting phrases include, "nice/delighted/pleased/glad to meet you" or simply "good
morning/afternoon/evening."

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

Hewmenkuii 13bIK.

Piinktlichkeit




CTpyKTYpHBIii 3JIeMeHT
KOMIIeTeHMH

I[lnanupyembie pe3ybTaThl 00y4eHUs

OneHovHbIE cpeacraa

| Plinktlichkeit ist die Hoflichkeit der Konige® Wer sich bei einem Kundenbesuch
verspitet, muss den Kunden noch vor dem vereinbarten Zeitpunkt informieren.
Verspatungen sollten aber die absolute Ausnahme sein.

BegriiBung und Vorstellung

Das Griiflen spielt in Deutschland eine sehr wichtige Rolle. Wenn jemand nicht, griif3t,
gerdt er schnell in den Verdacht, unhéflich zu sein. Fiir den miindlichen Gruf3 gilt: Wer
zuerst sieht, griiBt zuerst. Bei der BegriiBung mit Handschlag gibt der Gastgeber dem|
Gast, die éltere Person dem jiingeren die Hand. Wenn man gerade sitzt, muss man zur
BegriiBung aufstehen. Vor allem in Landern, in denen man Kd&rper- kontakt meidet,
empfindet man die deutsche Sitte des Handeschiittelns oft als unangenehm.

@paHILy3CKUN A3BIK.

Les philosophes et les sociologues nous ont appris, depuis des décennies déja, que
les notions de bien et de mal sont socialement et historiquement construites. Nietzsche
et Heidegger déja avaient des difficultés avec I’idée d’un bien ou d’une justice qui
transcenderaient leurs contextes d’émergence et d’application. La science elle-méme
est souvent rappelée a I’ordre dans sa volonté d’établir des vérités générales et
objectives. En matiére 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 plutot de déconstruire les positions de
chacun. Pour I’instant, 1’éthique des affaires a souvent suivi le chemin d’une opposition|
caricaturale entre le bien et le mal, entre le juste et I’injuste, conduisant a 1’édiction de
chartes et de codes de conduite. Une véritable réflexion éthique cherchera plutot a
interroger le status quo, les évidences des situations.

D. Brigenute oCHOBHBIC HpO6JIeMBI TCKCTa U KpaTKO nepenaﬁTe €Tro COACpKaHuC.
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AHTIIMIACKUNI SI3BIK.

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

Motorola maintains sales, services and manufacturing facilities throughout the world,
conducting business on six continents. Its major business areas are: advances electronic
systems, components and services, two-way radios, paging and data communications,
automotive, defence and space electronics and computers. It has the largest portfolio in|
the world of cellular phones. The CEO

is Christopher Galvin and the headquarters are situated in Chicago. Sales in 2008 were
$ 31.1 bn.

Hewmenxkuii 3bIK.
Kleidung und Geschéftsessen

Die Kleidung richtet sich nach der Branche und nach den Kunden. In Branchen, die
viel mit Geld zu tun haben, wie Banken oder Versicherungen, trigt 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

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

@paHIy3CKUN A3BIK.

La dimension des entreprises

En observant 1'évolution des entreprises depuis un siécle environ, on constate une
tendance générale des entreprises a s agrandir, c'esta-dire a accroitre les moyens de
production dont elles disposent. Cette tendance générale est principalement duel aul
phénomene suivant: la production d une entreprise varie rarement proportionnellement|
aux facteurs de production utilisés. En général, une augmentation de tous les facteurs
de production provoque une augmentation plus que proportionnelle de la quantité
produite. On parle de rendements d'echelle croissants. Par exemple, si une entreprise
triple la quantité de facteurs de production mis en oeuvre et que la quantité produite
quadruple, les rendements d'échelle sont croissants.

3 fois plus d heures de travail

3 fois plus de machines

3 fois plus de maticres

- 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
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masse permet une plus grande spécialisation, une division du travail plus poussée, une
organisation plus rationnelle de la production, une meilleure utilisation des facteurs de
production indivisible. En effet, certains facteurs de production, par exemple une
presse rotative ou un gros ordinateur, ne peuvent &tre utilisés avec profit que si
I"activité d'une entreprise est assez grande pour les occuper suffisamment. Cependant,
les économies d'échelle réalisées par la production de masse ont une limite, a partir de
laquelle la productivité n'augmente plus, mais décroit. A partir d'un certain point, un|
nouvel accroissement de la production exige un appareil de direction et de contrdle
trop important par rapport au résultat recherché. Il existe donc une dimension optimale
des unités de production a partir de laquelle on constate des rendements d'échelle
décroissants.




CTpyKTYpHBIii 3JIeMeHT
KOMIIeTeHMH

I[lnanupyembie pe3ybTaThl 00y4eHUs

OneHovHbIE cpeacraa

Bnaners

- 0a30BBIMHM HaBBIKAMH PEUYEBOTO TOBCICHUS B
chepe IeIoBOro OOIICHUS;
- IPAKTHYSCKMMHU HaBBIKAMH HUCTIOJIb30BAHUSI

opdorpapuueckoii, opGoINUUECKON, JIEKCHKO-
rpaMMaTHYECKOM U CTUIIMCTUYECKOH HOPM
[PyCCKOTO M H3y4aeMOTO SI3bIKOB.

1. Hanmmme 1em0BOe MUCHMO UCIIONB3Ys 00pasell.
AHTTIUHACKUN SI3BIK.

IIpumep nes1oBOro NUcbLMa
AlphaOmega Industries, Inc.
123456 Motor Parkway
Fresh Hills, CA 91999
December 28, 2000
Ron R. London, Sales Director
Seasonal Product Corp.
5000 Seasonal Place
Wiscasset, ME 04321
Subject: Spring Promotional Effort
Dear Ron
Since we talked last week, I have completed plans for the spring promotion of the
products that we market jointly. AlphaOmega and Seasonal Products should begin a
direct mailing of the enclosed brochure on January 28.

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

Do you have additional approaches for the promotion? 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
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cc: Yolanda Lane, Vice President, Marketing
Encl: brochure, outline of mailing lists, customer profile

Hewmenkuii 13bIK.

Helmut Wagner & Sohn|

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

Sehr geehrte Damen und Herren,

bezugnehmend auf Thre Bestellung iiber eine Kiihlanlage miissen wir Thnen
folgendes mitteilen: Es stellte sich heraus, dass bei der forgegebenen Grosse des
Kiihlraums ein stirkeres Kiihlaggregat eingebaut werden muss, was eie Verteuerung

des Preises um 8% hervorruft. Nun mdchten wir uns erkundugen, ob Sie mit dieser
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Verteuerung einverstanden sind.

Bitte, teilen Sie uns Ihren Entscheid mit.
Mit freundlichen Griissen

(Unterschrift)

Helmut Wagner

@paHILy3CKUN A3BIK.

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

Objet: candidature a ’emploi de secrétaire trilingue.
Montlugon, 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 I’étranger m’ont permis d’acquérir une bonne

maitrise de I’anglais et de 1’allemand et je recherche actuellement un emploi qui me
permette de développer mes qualités d’organisation et mon sens du contact. Je suis slre

que vous apprécierez le sérieux et le dynamisme dont je fais preuve dans mon travail.
Souhaitant que ma proposition retienne votre attention, je me tiens a votre

disposition, afin de vous exposer plus clairement mes motivations.

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

D. HO,Z[I‘ OTOBBTC IMMPC3CHTAIMIO MO0 YKa3aHHbIM TCMaM

1. BusutHas kaptouka. JInuHas npe3eHTanus.

. Benyiire koMnaHuu OTPaciu - CTPYKTypa U J€ATeIbHOCTb.

P. Fillol




0) Ilopsinok mpoBeAeHUsI NPOMEKYTOYHOM ATTECTAIMH, IOKA3aTeJM U KPUTEPHH OLEHKH.

OneHka MIaHUPYyeMOil MHOS3BIYHOW KOMMYHHKATUBHOW KOMIIETEHILIMH, KOTOPYIO TpeOyercs
copMHpOBaTh B pPaMKax AUCLUILIMHBI «/l€l0BON MHOCTpaHHBIM SI3BIK», OCYIIECTBIAETCS IO
pe3yJibTaTaMm:

— TEKYLIET0 KOHTPOJIA, ONPEACIAIOIIEr0 YPOBEHb BIAJACHHUSA CTYINCHTAMU S3BIKOBBIM
MaTepuaisoM M CTENEeHU COPMHUPOBAHHOCTH SI3BIKOBBIX HABBIKOB M PEUYEBHIX YMEHHI 3a
OTIpe/IeJICHHbIN MEPHO/l BPEMEHU B pamKax pabodell mporpammbl. Tekymiui KOHTpOJIb
MIPOBOJUTCSL B TEUEHUE BCETO Kypca B ()OpMe YCTHBIX M MUCbMEHHBIX OMPOCOB IO BCEM
BHJIaM PEYEBOU JEATEIHLHOCTH, MPEACTABICHUEM COOOIIICHUI U TIPE3EHTAINT;

— TPOMEKYTOUYHOTO KOHTPOJIS, POBEPSIOILErO YPOBEHb OBJIAJCHUS CTYICHTAMH PEYEBBIMU
YMEHUSAMU U S3bIKOBBIMHM HABBIKAMU 3a OINPEACIICHHBIN MEPUOJ BPEMEHHU, IIPOBOIUMOTO
[0 OKOHYAaHUHU Y4eOHBIX KypcoB. OOBEKTOM KOHTPOJIS SIBIAIOTCS KOMMYHHUKATHUBHBIE
HaBBIKM U YMEHHs II0 BCEM BHJAM PEYEBOM HHOS3BIYHON NEATEIIBHOCTH, a TaKkKe
YPOBEHb BJIAJICHHUS SI3bIKOBBIM MATEPHAIOM B PAMKaX U3yYECHHBIX TEM.

IIpoMeKyTOUHBI KOHTPOJIb OCYILECTBIISIETCS B BUJAC 3aueTa C OLCHKOM B YCTHOM U

MUCHbMEHHON (opMax, TMpoBepsIONIero cHOPMUPOBAHHOCTh WHOS3BIYHON KOMMYHUKAaTHBHOMN
KOMIIETEHIIUU CTYAECHTOB 3a MepUoJI 00yUeHHUSI.

Kpurepun oneHky 3HAHMH MAarHCTPAHTOB NPH NPOBEICHUHU 3a4eTa ¢ OLeHKOM

3aureHO0 «OTIAMYHO» CTAaBUTCS, €CJIM MAruCTPAaHT TIyOOKO W TPOYHO YCBOWII
MIPOrpaMMHBIN MaTepHall, YeTKO M JIOTUYECKH CTPOMHO €ro M3jaraeT, yMeeT TECHO YBS3bIBaTbh
TEOPHIO C MPAKTHKOH, CBOOOAHO CIIPABISETCS C BOMPOCAMU M JPYTUMH BUIAMU MPUMEHEHUS
3HAHW, HE 3aTPYAHSAETCS C OTBETOM IPH BUJIMO3MEHEHHMH 3a/IaHMM, BIAJCET Pa3HOCTOPOHHUMH
HaBBIKAMM M IIPUEMAaMU BBIIIOJIHEHHs IIPAKTUYECKUX 3a1ay, MOATBEP:KAAET IOJIHOE OCBOCHHUE
KOMIIETEHIIUH, PEyCMOTPEHHBIX MPOTPaMMOM 3a4eTa C OLIEHKOM.

3auTeHO «XOpOLIO» CTABUTCS, €CJIM MArUCTPAaHT TBEPAO 3HAET MaTepHall, FPaMOTHO U 110
CYLIECTBY M3JIara€T €ro, He JOIyCKas CYIIECTBEHHBIX HETOYHOCTEH B OTBETE HA BOIPOCHI,
[IPaBUJILHO IPUMEHSET TEOPETUYECKHUE ITOJIOKEHUS IPU PELICHUU IPAKTUYECKUX BOIIPOCOB,
BJIaJiceT HEOOXOAMMBIMH HaBbIKAMH W NpPHUEMaMUUX BBIIIOJHEHUS, JIOMYyCKas HEKOTOphIe
HETOYHOCTH, JIEMOHCTPUPYET XOpOLIM YpOBEHb OCBOCHHUS Marepuana, UHPOPMAIMOHHOW M
KOMMYHHMKAaTUBHOW KYyJBTYpBI, W, B ILEJIOM, TMOATBEPKIAET OCBOCHHE KOMIETEHIUH,
[IPENYCMOTPEHHBIX IIPOrPAMMOM 3a4eTa ¢ OLICHKOM.

3a4TeHO «YIOBIETBOPUTEIBHO» CTABUTCS, €CIM MAarUCTPAHT MOKA3bIBAECT 3HAHMS TOJIIBKO
OCHOBHOI'0 MaTepuaja, HO HE YCBOWI €ro JETajei, AOIYyCKaeT HETOYHOCTH, HEIOCTATOYHO
MpaBWIbHO (OPMYIUPYET, YTO, B I€JIOM, HE TPENATCTBYET YCBOCHMIO MOCIEAYIOLIErO
[IPOrpaMMHOI0 MaTepuayia, HapyLIECHUs JIOTUYECKOW ITOCIIEIOBATEIIBHOCTH B €r0 HM3JI0KEHUH,
MTOATBEPKAAET OCBOCHUE KOMIETEHIUM, MTPELYCMOTPEHHBIX MIPOrpaMMOM 3adeTa ¢ OLEHKOM Ha
MUHHUMAJIBHO JOIIyCTUMOM YPOBHE.

3aureHo «HeynoBneTBOPUTEIBHO» CTABUTCS, €CJIM MAaruCTPaHT HE 3HAET 3HAUYUTEIBHON
YacTH MporpamMmHoro marepuana (menee 50% ot oOmero obbema Kypca), JOITyCKaeT
CYUIECTBEHHbIE OIIMOKH, HE TOATBEPXKIAET OCBOCHHME KOMIETEHILUH, MPeIyCMOTPEHHbIX
IIPOrpaMMOM 3a4eTa ¢ OLEHKOM.

IIpumepsl 3agaHnii 1J1s1 NPOBEACHHUS 3a4€Ta C OLIEHKOM

1. [TonroroBsTe cooOrieHne (MPE3eHTALINIO) IO TEME .

2. CocraBpTe JI€7OBOM JOKYMEHT (3asBICHHE O TpueMe Ha paboTy, HalMcaHue
pe3toMe, AENOBOro MHChMa) B COOTBETCTBUM C HOPMAaMHU M TpaBWJIAMH BEICHHS JI€JIOBOM
KOMMYHUKAIIH, IPUHATHIMU B CTPaHE U3y4aeMOro sI3bIKa.

3. [IpounTaiiTe MpeIOKEHHBIA TEKCT U MOJATOTOBLTE €r0 MEPEBOJ (CO CIOBAPEM).

[TpumepHbIe TEMBI 1JIsl IPOBEACHHS 3a4éTa

1. ABto6uorpadus. [IpeseHTarus TMYHOTO TOPTQOIHO.



Nownhkwd

HopMmsbl 1 cTHITH 1€710BOTO OOIIEHHS.

Bunel nenoBoit KOppeCroHAECHIIUH.
MexyHapoaHble BCTpeuu. [[en0Bble KOHTAKThI.
CrpyKTypa U AeSITEIbHOCTh KOMIIAHUU.
Jluaupyrolire KOMIaHUU OTPACIH.

Coo01meHre Ha MPaKTUYECKON KOH(EepeHIIUH.
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