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JIner aktyaauzanuu padodeil mporpaMmbl

Pabouas mporpamma nepecMoTpeHa, o0cyxieHa u ogoopena yist peanusarmu B 2021 - 2022
y4eOHOM roly Ha 3acefanuu Kageapsl MHOCTpaHHBIX S3BIKOB IO TEXHUYECKUM

[Iporoxomor 20 . Ne
3aB. kadenpoii H.H. 3epkuna

Pabouas mporpamma nepecMoTpeHa, 00CcykieHa u ogo0pena uist peanmsarmu B 2022 - 2023
y4e0HOM rojiy Ha 3aceqaHuu Kageapsl MHOCTPAHHBIX S3BIKOB IO TEXHUYICCKUM

[Iporokomor 20 . Ne

3aB. kadenpoii H.H. %pKI/IHa




1 eniu ocBOCHUSI IMCHUIIJIMHBI (MOYJIs1)

[{enpro OCBOEHUS TUCHUILINHBI «/{eT0BOM HHOCTPaHHBIN A3BIK» SIBIISETC:

pa3BUTHE Y 00YJaIOUIUXCS CIIOCOOHOCTH BJIAJETh MHOCTPAHHBIM SI3BIKOM KaK CPEICTBOM
JIETIOBOTO OOIIEHUS, CHOCOOHOCTH HCIIOJIb30BaTh WHOCTPAHHBIA SI3BIK B MPOQECCHOHATBHOM
cdepe, a TakkKe COCOOHOCTH K paboTe B MHOTOHAIIMOHATBHBIX KOJUIGKTUBAX, B TOM YHCIIE TIPU
paboTe HaJ MEXIUCIMITTMHAPHBIMA Y HHHOBAITMOHHBIMHU IIPOEKTaMH, CO3/IaBaTh B KOJUICKTHBAX
OTHOIIEHUH JI€JI0BOTO COTPYIHUYECTBA.

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

Juctunnuna JleaoBoil MHOCTPAaHHBIN SI3bIK BXOJUT B 0a30BYIO 4acTh YYEOHOTO ILIaHA
00pa3oBaTebHON IPOTPAMMBI.

Jnst  u3ydeHHus  TUCHUIUIMHBI ~ HEOOXoauMbl  3HaHWs  (YMEHUs,  BIAJCHUS),
c(OpMUPOBaHHBIE B PE3YJIbTATE U3YUEHUSI JUCIUILINH/ IPAKTUK:

«MHOCTpaHHBIH SI3bIK» TT0 00pa30BaTEILHOM IPOrpaMMe OaKaTaBpuaTa/crerualInTeTa,

«MHOCTpaHHBI S3BIK B TPO(EecCHOHATBHON JESITENBHOCTH» M0 00pa3oBaTeIbHOM
nporpaMmMe OakaiaBpuaTa/crenanuTeTa.

3HaHus (YMEHMs, BJIaJIeHUs ), OJyYEHHbIE IPU U3Y4YEHUU AAHHOW JUCLMIUIUHBI OyayT
HE0OXO0IUMBI JJ1s1 U3yYEeHUS] AUCIUTLITUH/TIPAKTHK:
[ToaroToBka K 3a1yTe U 3aIMTa BRITYCKHOM KBAJIM(UKALIMOHHONW pabOThI

3 Kommnerenuun o0yuaruierocsi, opMupyemMbie B pe3yJibTaTe 0CBOCHHS

AUCHMILIMHBI (MOAYJISA) U INIAHUPYEMbIe pe3y/ibTaThl 00y4eHHs

B pesynbrare ocBOeHUS IUCHUIUIMHBI (MOAyns) «J/lemoBOW WHOCTpaHHBIA SI3BIK»
oOyuarouuiics JoKeH 001a1aTh CAeAYIOIMMI KOMIETECHITUSIMHU:

CtpyKTypHBIH [Tnanupyemble pe3yabTaThl 00yICHHS
JJIEMEHT
KOMITETEHITMHI
OIIK-1 TOTOBHOCTHI0 K KOMMYHHKAIMU B YCTHOI U MUCbMEHHOH (popMax Ha

PYCCKOM U MHOCTPAHHOM SI3bIKAX /ISl pellleHUsI 32124 NPodeccHOHAILHOI eI TeIbHOCTH

3HaTh - OCHOBHBIC HOPMBI M TIPAaBUJIA PEUCBOTO JCTIOBOTO ITHKETA;

- 6a30BYIO JIEKCUKY C(hephl IEJT0BOTO OOIIECHNUS;

- OCHOBHBIW BUJIBI ICIIOBOW KOPPECTIOHJICHIINKM U TPEOOBaHHS K
BEJICHUIO OM3HEC TICPETIHCKH.

VYMeThb YUTATh U UHTEPIPETUPOBATH TEKCTHI U COOOIICHUS JISTOBOM
KOMMYHUKAIIUM ~ C UHOCTPAHHOTO SI3bIKa HAa PYCCKUH S3BIK;

- COCTaBJIATH AEI0BOE IMUCHMO HJIH COOOIIEHHE;

- KOPPEKTHO BBIpaXKaTh U aprTyMEHTUPOBaHYO 0OOCHOBBIBATH MOJI0KECHHS B
Ipolecce IeT0BONH KOMMYHUKAIIUU.

Bnanets - 0a30BBIMHU HaBbIKAMH PEUYEBOTO NOBECHUS B cpepe  J1eJI0BOr0 OOIIECHHUS;
- IPaKTUYECKUMH HaBbIKAMU UCIIOJIb30BaHMs opdorpaduyeckoi,
op(ho3MUYECcKOil, TeKCUKO-TPaMMaTHUECKOI U CTUIIMCTUYECKON HOpM
PYCCKOTO M M3Y4aeMOTO SI3bIKOB.




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

YHUCIIC:

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

— camocTosTenbHas padbora — 132 aka. 4yacos;

— TIOJITOTOBKA K 3a4eTy — 3,9 akaj. 4acos.

dopma aTTeCTaluy - 3a4ET C OLEHKOMN

AynutopHas ) o
KoHTaKTH7 paGota | Z Z ®opma TeKyILero
=
o
Paszen/ Tema 2 (B akan. yacax) 2 > Bup 3 KOHTpPOJIA Ko
> 3 G| caMOCTOATENbHOW |  YCIIEeBAEMOCTH U
JICIUTUTAHBI & = ., | KOMIIETEHIIUH
o & paboThI MPOMEKYTOTHON
na6. | mpakr. | € 8
Jlex. : 12¢ aTTecTalyy
3aH. 3aH. | O &
1. OcHOBBI J1ETOBOTO OOIIECHHUS
[IpoBepxka OTIK-1
Brinonnenue PoBEp
TEMaTHIECKOr0
nepeBojia TeKCTa,
CJIOBApS; POBEPKA
MUCbMEHHBIX
. . BBITIOTHEHUS
11 PeueBoit STUKET 3aJaHul U
MUCBMEHHBIX PaboT
nenoBoro oouienus. Ctunu 1 12 COCTaBJICHHE N
TI0 TeM€; YCTHBIN
JIETIOBOT0 OOILEHNSI. JIMATOTHYECKUX
o OIIPOC B BUJE
BBICKa3bIBaHMUII 11O
JIMAIOTHYECKUX
TeMe. .
BBICKa3bIBaHHUI1 110
TeMe
[IpoBepxka OTIK-1
Brimonnenue POBEP
HCHMCHHBIX BBITIOTHEHUS
1.2 CocragiieHue . MMCBbMEHHBIX padoT
3aJaHUH U .
aprobuorpaduu. BusnrtHas 0 TeMe; YCTHBII
1 1 20 COCTaBIICHHE
KapTOYKa. JInunas OIpocC B BUJIE
MOHOJIOTHYECKUX
IIPEe3eHTALHS . MOHOJIOTHYECKUX
BBICKa3bIBaHMUI 11O .
BBICKa3bIBaHUH 11O
TeMe.
TeMe
1.3 ®opmbl opraHH3alLUU OIlK-1
P P H CocraBienue [IpoBepka
JIETIOBOI BCTPEYH:
TEMaTHIECKOT0 TEeMaTHIECKOTr0
-OpraHM3alys BCTPEYH C
CIIOBapSI. CIIOBapS; IPOBEPKA
JIETIOBBIMHU TTapTHEPAMU;
Brmmonaenne BBITIOTHEHUS
- Tene()OHHBIC PA3TOBOPHI;
9 MUCBMEHHBIX | MUCBMEHHBIX padoT
-YCTPOWCTBO Ha paboTy, 1 20 . N
3aJaHui U 0 TeM€; YCTHBIN
MOATOTOBKA JTOKYMEHTOB K
COCTaBJICHHE OIpOC B BUJE
MIPOXOXKACHHIO
JIATOTHYECKUX JIMaTOTHYECKUX
cobecenoBaHus . o
BBICKa3bIBAHMH 110 | BBICKa3bIBAHMII MO
(3anonHeHue AHKETHI,
TeMe. TeMe
pe3tome)




CocraBienue OIIK-1
TEMaTHIECKOT0
CIIOBapSL.
BreinonHenue
14 Crpykrypa u IHCHMEHHBIX
JeATeTBbHOCTh ~ KOMITAaHUH Sa/IaHiH 1 [pencraBnenne
(mpeampusTHs): 1 20 COCTABJICHHC COOOIIEHUS
- BeAymHMe  KOMIIAHUH MOHOJIOTHHACCHIX (pe3eHTAaIHm)
BBICKa3bIBaHUI MO
otpaciu teme. [louck
UH(POPMAIHH 10
TEME B
ANIEKTPOHHBIX
0azax JaHHBIX.
Wroro no pazneny 4 72
2. Benenue JIeTTOBOM
KOPPECTTOHICHIINH
Nzyuenne OIlK-1
y4eOHBIX TEKCTOB Iposepka
2.1 Crpyktypa ¥ BUIBI 1 18 o TeMe. BBITIOJTHEHUS
JIEJIOBOT'O MTUCHMA. BeimonHenne | muchMeHHBIX paboT
MUCHhMEHHBIX o TeMe
1 3aJaHUN.
Beimonnenue OIlK-1
22 Crpykrypa u Tims TTHCHMEHHBIX IpencrasneHue
121 | 22 3a/IaHUM. cooO0IIeHUs
JIOKJIAJIOB, OTYETOB.
Ilonroroska (npe3eHTaIyn)
coo0IIeHus.
Wroro no pazgeny 221 | 40
3. TlepeBonm, aHHOTHPOBAHHE U
pedepupoBanue TEKCTOB
podecCuOHATBEHON
HaNpaBJIeHHOCTH
IlepeBon Tekcra
1o
CIELMAIbHOCTH.
Cocrasienue
3.1 OcHoBBI TEpeBOAA, MTUCbMEHHBIX Tposepka OIIK-1
AQHHOTHPOBAHMS u AQHHOTALIUH
pedepupoBanus  TekcroB| 1 221 | 20 TEKCTOB BITOMHCHIA
npodecCHOHATBEHON npodeCcCHOHATbH [THCBMEHTHBIX
HaIpaBJIEHHOCTH oit SAIAHHH.
HAaIpaBJICHHOCTH.
PedepupoBanue
TEKCTOB TI0
CIIEHATEHOCTH.
Wroro no pasaeny 2721 | 20
HUroro 3a cemectp 8/41 | 132 320
Hroro no aucuurivae 8/41 | 132 3a4eT C OLICHKOM




5 O0pa3oBaTte/ibHbIE TEXHOJIOTHH

B cootBerctBum ¢ TpeboBanusmu ®I'OC no peanuzanuy KOMIETEHTHOCTHOTO MOAX01a
porpamMma AUCUUILIHHBI «/[eT0BOM MHOCTPAHHBIN SI3bIK» IPEYCMATPUBACT:

— UCIIOJIb30BaHUE B y4eOHOM IPOLIECCE AKTUBHBIX U MHTEPAKTUBHBIX (DOPM MPOBEACHUS
3aHATHH C 11eNbI0 POPMHUPOBAHUS U PA3BUTHS MHOS3BIYHOM KOMMYHUKATUBHOM KOMITETCHIIUU
oOyJaronuxcs;

— ucnoJsib3oBaHue ayauo- u  Buaeomarepuanos, WHTEPHET - pecypcoB Ha
MPaKTUYECKUX 3aHITUSIX;

— HCIOJIb30BAHUE BJIEKTPOHHBIX 00pa30BaTENIbHBIX PECYPCOB MO0 TEMaM IMPaKTHYECKUX
3aHATHH;

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

— WCTOJB30BaHUE DPa3HBIX (OPM BHEAYAUTOPHONH pabOTHI, TaKMX KaK OpPraHU3aIUSI
Mpa3gHUKOB M TEMaTHYECKHX BEUEPOB, CTYIEHYECKHMX HAYYHbIX KOH(EpEeHLHUH; BCTped C
HOCHTEJISIMU SA3bIKa.

JIig nocTHKEHUS TIIaHUPYEMBIX pe3ylIbTaToB 00y4eHHUs, B Kypce « HOCTpaHHBIN S3BIK»
HCIOJIb3YIOTCS CIeAYIOUIME 00pa30BaTeIbHbIE TEXHOJIOTHH:

1. UnadopmanioHHO-pa3BUBAIOIINE TEXHOJIOTHH, HalpaBJeHHbIE Ha (OopMUpOBaHHUE
CHCTEMBbI 3HaHH, 3a1I0MHHAaHNE U CBOOOIHOE OTIEPUPOBAHNE UMH.

Hcnonb3yeTcss KOMMYHUKaTUBHO - KOTHUTHBHBIA METOJI, CAMOCTOSITEIbHOE H3y4YeHHE
JUTEpaTyphl, NPUMEHEHHE HOBBIX HH(OPMALMOHHBIX TEXHOJOTUH IS CaMOCTOSATEIBHOIO
MOTIOJTHEHUSI 3HAHUM, BKIIOYAs HCIIOJIb30BAHME TEXHUYECKHMX M DJIEKTPOHHBIX CPEJCTB
uH(popMaLnH.

2. JleATeNnbHOCTHBIC, TPAaKTUKO-OPUEHTHPOBAHHBIC TEXHOJOTHH, HaIpaBJICHHBIC Ha
(dbopMHpOBaHHE CHCTEMBl TPO(PECCHOHANBHBIX MNPAKTUYECKUX YMEHUW TpU MPOBEICHHUU
AKCIEPUMEHTAJIbHBIX HCCIEA0BaHMM, 00€CTIeYNBAIOIINX BO3MOKHOCTh KAU€CTBEHHO BBIMIOJIHATH
podecCHOHANBHYIO NeSITENbHOCTb.

3. PazBuBatomue mnpoOIEMHO-OPHUEHTUPOBAHHBIE TEXHOJIOTMH, HampaBieHHbIE Ha
dbopMupoBaHME U  Pa3BUTHE MNPOOJEMHOTO MBILIUICHUS, MBICIUTEIBHON aKTHUBHOCTH,
CrIOCOOHOCTH BHJIETh W (OPMYJIHUPOBATH MPOOIEMBI, BHIOMPATh CHOCOOBI M CPEICTBA IS UX
pemieHusi. HMcnonb3yercsi KOJUIEKTMBHAs JACATENBHOCTh B TIpylmnax MpPH  BBINOJHEHUU
MPAKTUYECKUX 3a[aHuil, pellieHre 3aja4 B YCIOBHBIX CUTYAIUSAX JIEI0BOM U MpodecCHOHATbHON
KOMMYHUKAaIUH.

4. JIMYHOCTHO-OPUEHTHUPOBAHHBIE TEXHOJIOTMH OO0y4YeHHs, oOecrneduBarolue B XOJe
y4eOHOro TMpoliecca Y4eT pa3JIMYHBIX CIIOCOOHOCTEeH O0O0ydaeMbIX, CO3JIaHUE HEOOXOIUMBIX
YCIOBUHM JUIsl PAa3BUTHUS UX WHAMBUIAYAIbHBIX HABBIKOB, Pa3BUTHE AKTUBHOCTHU JIMYHOCTH B
yueOHOM Tmporiecce. JIMYHOCTHO-OPHUEHTUPOBAHHBIE TEXHOJOTUH OOy4YeHUS pealu3yroTcs B
pe3ynbTaTe HWHAMBHAYAIBHOTO OOIIEHUS MpernojaBaTesis M CTYACHTa MPH MPE3eHTALUIX
COOOILIEHUH U TOKJIAI0B, TUCBbMEHHBIX pa0OT U MPU BHITIOJHEHUHU JOMAITHUX UHIUBUIYATbHBIX
3aJIaHUH.

6 YueOHO-MeTOIMYeCKOe 00ecriedeHre CAMOCTOSITeIbHOIH padoThl 00y4aloIuXCs
[IpencrarneHo B mpuitoxeHuu 1.

7 OuneHoYHbIe cpecTBA ISl IPOBeAeHUs POMEKYTOYHOM aTTecTaluu
IIpencraBieHbl B IPUIIOKEHUH 2.

8 YueOHo-MeTOqUYecKOe M HHPOPMAIMOHHOE 00ecTeYeHHe AU CIUTITIHHBI (MOTYJIsT)
a) OcHOBHas JIMTEpaTypa:

AHIIMHACKAHA A3BIK

1. AHTIUHCKUI sI3BIK [T 9KOHOMUCTOB (B1-B2) : yueOHUK M mpakTHKyM jisi BY30B /
T. A. bapanoBckas [u 1p.] ; oTBeTcTBeHHBIN penaktop T. A. bapanoBckas. - 3-e u3sf., nepepao.
u gon. - Mocksa: MzmgarensctBo [Opaiit, 2020. - 470 c. - (Briciiee oOpa3oBanme). -
ISBN 978-5-534-13759-0. - Tekct : onekrponnsii // 3BC IOpaiit [caift]. -
URL.: https://urait.ru/viewer/angliyskiy-yazyk-dlya-ekonomistov-b1-b2-466785#page/2  (nara
obpamenus: 01.09.2020).



https://urait.ru/viewer/angliyskiy-yazyk-dlya-ekonomistov-b1-b2-466785#page/2

2. INonos, E. b. Jlenosoii anrnuiickuii 5361k / E.B. TlonioB - Mocksa : HUL] TH®PA-M,
2015. - 64 c.ISBN 978-5-16-103283-1 (online). - Tekct : onektpoHHsiii. - URL:
https://znanium.com/read?id=106233 (mata oOpamenus: 01.09.2020). — Pexum npocrtymna: 1o
IOJIITUCKE.

Hemenkmnii A3bIK

1. Jy6ckux, A.M1. DEUTSCHE GRAMMATIK . yuebHOe mocobue /| MITYVY. -
Marunutoropck : MI'TVY, 2018. - 1 snekrpon. ont. auck (CD-ROM). - Tekcr pyc., HeM. - I[Jm
336V 1. ISBN 978-5-9967-1104-8
https://magtu. mformsvstema ru/uploader/fileUpload?name=3442. pdf&show—dcataloques/l/1514
253/3442.pdf&view=true (nara oopamenus: 01.09.2020)

2. PabotnukoBa, H. A. Hemerkuii 5361k 111 9koHOMHUCTOB (A2 -Cl) : yyeOHOE mocobue
s By30B/ H. A. PabotHukoBa, E. B. Uepnwmmesa, . U. KimumoBa. - 2-¢ w3n., mepepab. u
nom. - Mocksa: WspmarensctBo HOpaiit, 2020. - 158 c. - (Breicmee oOpa3zoBanwme). -
ISBN 978-5-534-07102-3. - Tekcr : osnekrponnsii // DOBC IOpaitt [caiit]. -
URL.: https://urait.ru/viewer/nemeckiy-yazyk-dlya-ekonomistov-a2-c1-450826#page/2 (mata
obpamenus: 01.09.2020).

DpaHLy3CKHH A3BIK

1. 3anmaBuna, T. 10. ®@pannus. Ctpana. Jlroau : yaednoe mocobue. . 1/ T. 0. 3anaBuna
; MI'TVY. - Maruautoropck : MI'TY, 2017. - 1 3J‘I€KTpOH ont. guck (CD-ROM). - 3arm. ¢
TI/ITy.]'I JKpaHa. URL:
https://magtu.informsystema. ru/uploader/flIeUpIoad?name 3158.pdf&show=dcatalogues/1/1136
492/3158.pdf&view=true (mara oOpamienus: 01.09.2020). - Makpooobekr. - TekcT
ANEKTPOHHBIN. - CBeieHus nocTynHbl Takke Ha CD-ROM.

2. 3meéBa, T. E. ®panmy3ckuii 361k 111 9KOHOMUCTOB (B1-B2) : yueOuuk mis By30B /
T. E. 3meéBa, M. C. Jleuna. - 2-e usm., nepepad. u gom. - Mocksa . UznarenscTBo FOpaiit,
2020. - 440c. - (Bwicmee oOpazoBanme). - |ISBN 978-5-534-06777-4. - Tekct
ANEKTPOHHBIN /l ObC FOpaiir [caiiT]. -
URL.: https://urait.ru/viewer/francuzskiy-yazyk-dlya-ekonomistov-b1-b2-450043#page/2  (mara
obpamenus: 01.09.2020).

0) lonoJiHMTEILHAS JIATEpaTypa:

AHIJIMHCKHUI A3BIK

1. Mouceesa, T. B. AHrIuiickuii 361K IJ1s1 SKOHOMHUCTOB : ydeOHOE rmocobue i By30B /
T. B. Mouceesa, H. H. llamuna, A. FO. [llupokux. - 2-¢ wusn., mepepad. u gom. - Mocksa :
MzparensctBo HOpaiit, 2020. - 157 ¢. - (Breicmee o6pa3obanue). - ISBN 978-5-534-08911-0. -
Teker : 3IEKTPOHHBIN // 9BbC Opaiit [caiiT]. - URL:
https://urait.ru/viewer/angliyskiy-yazyk-dlya-ekonomistov-455198#page/2 (mara oOparieHus:
01.09.2020).

2. Hessoposa, I'.Jl. Aurnmiickuii s3plk. I'pammaruka . ydyeOHOe mocobue s By30B /
I'. JI. HeB3oposa, I'. 1. Hukutymkunaa. - 2-¢ u3a., uchp. U gom. - Mocksa : M3naTenscTBO
Opaiit, 2020. - 213 c. - (Bwicumiee obGpaszoBanue). - ISBN 978-5-534-09359-9. - Tekcr :
AIEKTPOHHBIN /l 9BbC FOpaiir [caiiT]. -
URL: https://urait.ru/viewer/angliyskiy-yazyk-grammatika-451966#page/2 (mata oOparieHus:
01.09.2020).

Hemenkmui si3bIK

1. XKypasnesa, A. A. Professional Reading in English, French and German :
y4ueOHo-MeTomrueckoe nmocobue / A. A. Kypasnesa, T. 0. 3anaBuna, JI. A. lllopoxosa ; MI'TVY.
- Maruautoropck : MI'TVY, 2016. - 1 snektpoHn. ont. auck (CD-ROM). - 3ar. ¢ TuTys1. 9KpaHa. -
URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/113025
1/17.pdf&view=true (mara oopamenus: 01.09.2020). - MakpooObeKT. - TeKCT : 3IeKTPOHHBIH. -
Ceenenus goctynssl Takke Ha CD-ROM.



https://znanium.com/read?id=106233
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://urait.ru/viewer/nemeckiy-yazyk-dlya-ekonomistov-a2-c1-450826#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/francuzskiy-yazyk-dlya-ekonomistov-b1-b2-450043#page/2
https://urait.ru/viewer/angliyskiy-yazyk-dlya-ekonomistov-455198#page/2
https://urait.ru/viewer/angliyskiy-yazyk-grammatika-451966#page/2
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/1130251/17.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/1130251/17.pdf&view=true

2. AxmerssnoBa, T. JI. WirstchaftDeutschlands : yue6noe mocooue / T. JI. Axmet3siHOBa
; MI'TY. - Marnuroropck : MI'TY, 2017. - 1 3JI€KTpOH ont. auck (CD-ROM). - 3arm ¢
TI/ITyJI JKpaHa. URL:
https://magtu.informsystema. ru/uploader/flIeUpIoad’?name 2887.pdf&show=dcatalogues/1/113
4177/2887.pdf&view=true (mara ooOpamenus: 01.09.2020). - MakpooObekt. - Tekcr
ANIEKTPOHHBIN. - CBeneHus AocTynHsl Takke Ha CD-ROM.

@paHiy3cKuii A3bIK

1. XypasneBa, A. A. Professional Reading in English, French and German :
yuebHo-Metoandeckoe mocooue / A. A. XKypasnesa, T. 0. 3anasuna, JI. A. Illopoxosa ;
MI'TY. - Marautoropck : MI'TY, 2016. - 1 3J1eKTp0H ont. guck (CD-ROM). - 3ari. ¢ Turyi.
JKpaHa. URL:
https://magtu.informsystema. ru/uploader/flIeUpIoad?name 17.pdf&show=dcatalogues/1/11302
51/17.pdf&view=true (mata obpamenus: 01.09.2020). - MakpooObeKT. - TEKCT : 3JIEKTPOHHBIH.
- Ceenenust noctymabl Takxke Ha CD-ROM.

2. Jlesuna, M. C. ®paHIy3cKHi S3bIK. DKOHOMHKA, MCHEPKMEHT, TIOJINTHKA : Y4eOHOe
nocobue ms By30B / M. C. Jlesuna, U. 0. baprenera, O. b. CamcoHoBa. - 2-¢ w3i., UCIIp. H
momn. - Mocksa: MsmarensctBo HOpaiit, 2020. - 203c¢. - (Beicumiee oOpa3oBanue). -
ISBN 978-5-534-06029-4. - Tekcr : onektponnsii // 3BC HOpaiit [caiit]. -
URL.: https://urait.ru/viewer/francuzskiy-yazyk-ekonomika-menedzhment-politika-455016#pag
e/2 (mara oopamenwus: 01.09.2020).

B) MeToauyecKkue yKasaHus:

AHIJIMHCKHUI A3BIK

1. SELF-STUDY ENGLISH. STEP Il : npaktukym / 1O. B. FOxaxosa, JI. C. [TonskoBa,
O. A. Jlykuna, A. I'. Knagosa ; MI'TVY. - Marautoropck : MI'TY, 2018. - 1 smekTpoH. ONT. AUCK
(CD-ROM). - 3aru. c TUTYIL 9KpaHa. - URL.:
https://magtu.informsystema.ru/uploader/fileUpload?name=3783.pdf&show=dcatalogues/1/152
7929/3783.pdf&view=true (mara o6pamenus: 01.09.2020). - Makpooosekr. - Tekcr
ANEKTPOHHBIN. - CBeneHus octynHbl Takke Ha CD-ROM.

2. IOxkakoBa, 0. B. SELF-STUDY ENGLISH. STEP I11 : npaktukym / FO. B. IOsxakoBa,
JI. C. IlonsixoBa, O. A. Jlykuna ; MI'TY. - Marautoropck : MI'TY, 2018. - 1 snexTpoH. onrt.
JIACK (CD-ROM). - 3arin. c TUTYIL 9KpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3782.pdf&show=dcatalogues/1/152
7908/3782.pdf&view=true (mata oO6pamenus: 01.09.2020). - MakpooObekT. - TekcT
ANIEKTPOHHBIN. - CBeieHus nocTynHbl Takke Ha CD-ROM.

HeMenkmii 13bIK

1. Autpomnosa, JI. W. Ilpaktukym no HeMeUKoMy s3bIKy «MHOCTpaHHBIN S3BIK» H
«MHOCTpaHHBIN SI3bIK B MPOGECCHOHANBHOM ACATEIBHOCT» (111 OakaaaBpOB, CIICIHAINCTOB,
MaructpanToB u actiupanToB) / JI. . Aurponosa, O. H. AdanacseBa ; MI'TY. - MarHuTOropek :
MI'TY, 2017. - 1 saekrpon.ont. muck (CD-ROM). - 3arm. ¢ turynr.skpaHa. - URL:
https://magtu.informsystema.ru/uploader/fileUpload?name=3140.pdf&show=dcatalogues/1/113
6432/3140.pdf&view=true (mata o6pamenus: 01.09.2020). - MaxkpoobsekT. - Tekcr
3NIEKTPOHHBIN. - CBeZieHns 1ocTymnHbl Takke Ha CD-ROM.

DpaHIy3CKU A3bIK

1. Momenckasi, JI.O. ®panmysckuii s3pik (Al—B1). «Chose dite, chose faite I»:
y4eOHHUK | MpakTukyMm g By30B / JI. O. Momenckas, A. I1. {utepnen. — 2-e usA., uclp. u
norn. — Mocksa : M3parensctBo HOpaiit, 2020. — 392 c. — (Bsicmee obOpa3zoBaHue). —
ISBN 978-5-534-08775-8. — Tekct : onektponnsii // ObC IOpait [caiit]. —
URL.: https://urait.ru/viewer/francuzskiy-yazyk-al-bl-chose-dite-chose-faite-i-449921#page/1
(mata o6pamenus: 01.09.2020).



https://magtu.informsystema.ru/uploader/fileUpload?name=2887.pdf&show=dcatalogues/1/1134177/2887.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=2887.pdf&show=dcatalogues/1/1134177/2887.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/1130251/17.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=17.pdf&show=dcatalogues/1/1130251/17.pdf&view=true
https://urait.ru/viewer/francuzskiy-yazyk-ekonomika-menedzhment-politika-455016#page/2
https://urait.ru/viewer/francuzskiy-yazyk-ekonomika-menedzhment-politika-455016#page/2
https://magtu.informsystema.ru/uploader/fileUpload?name=3783.pdf&show=dcatalogues/1/1527929/3783.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3783.pdf&show=dcatalogues/1/1527929/3783.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3782.pdf&show=dcatalogues/1/1527908/3782.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3782.pdf&show=dcatalogues/1/1527908/3782.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3140.pdf&show=dcatalogues/1/1136432/3140.pdf&view=true
https://magtu.informsystema.ru/uploader/fileUpload?name=3140.pdf&show=dcatalogues/1/1136432/3140.pdf&view=true
https://urait.ru/viewer/francuzskiy-yazyk-a1-b1-chose-dite-chose-faite-i-449921%23page/1 

r) [IporpamMuoe o6ecnneuenue u UHTepHeT-pecypceb:

IIporpammHoe o0ecnieuenne

Haumenoanue [10 Ne norosopa Cpox neiicTaus
JTUICH3UU
MS Windows 7 J1-1227-18 o7 08.10.2018 11.10.2021
Professional(uist kiaccoB)
MS Office 2007 Professional |Ne 135 ot 17.09.2007 OeccpouHo
7Zip cB0001HO pacrpoctpansemoe [10 OECCPOYHO
FAR Manager cB0001HO pacrpoctpansemoe [10 OECCPOUHO

Ipodeccuonasibubie 62361 JAHHBIX 1 HHPOPMAIMOHHBIE CIPABOYHbIE CHCTEMbI
HasBanue kypca CchblIKa

OnekTpoHHas 0a3a MEPUOIUYECKUX HU3JAHUI
East View Information Services, OO0 «1BUC»
HammonansHas
uH(pOopMaIMoHHO-aHaMTHYeckas  cuctema  —|https://elibrary.ru/project_risc.asp
Poccuiickuii MHAEKC HAyJYHOTO ITMTHPOBAHUS
ITouckoBas cuctema Axkagemust Google (Google
Scholar)
Nndopmannonnas cucrema - EnauHoe oxHO
JIOCTYIa K MHPOPMAIIMOHHBIM pecypcam
OnekTpoHHBIE pecypchl onbmuorekn MI'TY um.
I'.1. HocoBa

9 MaTepuaibHO-TeXHHYECKOE oDecnevyeHne TUCIUIIINHBI (MOIYJIs1)

https://dlib.eastview.com/

https://scholar.google.ru/

http://window.edu.ru/

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

MatepuanbHO-TeXHHYECKOE 00eCIIeYeHUEe TUCITUTUTMHBI BKITFOUAET:

Y4eOHbIe ayAUTOPUU JUIS TPOBEJACHHUS IPAKTHYCCKUX 3aHATHH, TPYIIOBBIX U
WHIUBUAYAIBHBIX KOHCYJIBTAIMH, TEKYIIEro KOHTPOJIS M IMPOMEKYTOYHOW AaTTECTAIIMH:
MYJbTUMEIMHHBIC CPEJICTBA XPAHCHUs, MEpeladyd W IMPeACTaBiICHUS WH(GOPMAIMH, KOMILICKC
TECTOBBIX 33JIaHHH JJIs IIPOBEIACHHS ITPOMEKYTOUHBIX U PyOSHKHBIX KOHTPOJICH.

[Tomemenuss JuUIsi  CaMOCTOSITENILHOM — pabOThI  OOYYarOIIMXCS:  MEPCOHATbHBIC
kommbioTepsl ¢ makerom MS Office, Beixogom B MHTEpHET W ¢ JOCTYIIOM B 3JCKTPOHHYIO
MHGOPMAIIMOHHO-00pa30BaTEIbHYIO CPEly YHUBEPCUTETA.

[Tomemenne pans  XpaHeHHsT HW  NPOMUIAKTUYECKOTO OOCIYy)KUBAHHS — Y4eOHOTO
oOopynoBanusi: ImKadbl Ui XpaHEHUS Y4YeOHO-METOJAMYECKOW JIOKYMEHTAIlMH, Y4eOHOTO
o0opynoBaHus 1 y4eOHO-HATJISAHBIX TOCOOUH.


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

[Tpunoxxenue 1
Y4eOHO-MeTOoANYECKOE 00eciedeHHe CAMOCTOATEIbLHOM PadoThl 00yYaOIMXCSI
Pabora Hag moAroToBKOM 1€JI0BO JOKYMEHTAIINH

B nonsarue «ACJIOBad MCPECIUCKA» BXOIAT:

MMCbMa, B TOM YHCJIE 3JIEKTPOHHBIE
MEMOPAHIyMbI (TaMSTHBIE 3aITCKH)
peKoMeHAaTeIbHbIE TUChMa
pesome

cuera

JIOTOBOPBI

MHUCHMO 0J1aroJapHOCTh

3arpoc

3aKa3

MIMCBMO TOATBEPKIACHHE

CTpyKTypa 1e/10BOro NnucbMa

1. Aapec otnpaBurens

JloipkeH OBITH PacmoJIOKEH B MPAaBOM BEepXHEM yriy muchma. ClemyeT yka3zaTh HOMEp JIOMa,
ynuiy, KoJ (MHACKC) TOpo/ia, TOPoI, CTpaHy, TenedoH.

[Ipumeuanue: B amepHkaHCKOM BapuUaHTE AHIIMHCKOrO s3blKa aApec OTHpPaBUTENA, Kak

MpaBWJIO, pa3MeEIIaeTcs B JIEBOM BEPXHEM YINy, HIDKE JaThl WJIM B KOHIIE MUChbMa IOCIE
MOATHCH.

2. lata

Crpoxoii HuXe moclie aapeca MUIIETcs fata B hopMmaTe yucuo - mecay - 200

(30 October 2011)

Ecnu penoBoe mucbMo mnumiercs Ha GUPMEHHOM OJIaHKe KOMIIAHWH, apec HE yKa3bIBaeTcs, a
JlaTa MpOCTaBIISETCS B BEPXHEM JIEBOM YTITY.

3. Anpec nosyqaresnst

B OpuraHcKkOM aHIMIMICKOM ajpec MoJIydaTessl MUIIETCs Ha TOM K€ CTPOKe, T/ie M Jara, WM
CTPOKOM HUIKE.

B amepukaHckoMm BapuaHTe aHIJIMHCKOTO SI3bIKA apec MOJydaress MUILETCS IBYMs CTPOUYKaMu
HUKE aJipeca OTIpaBUTENsl (MM JIaThl, €CIIM a/IpEC HE MUIIETCS).

4. ITpuBetcTBUE

Ecnu Bbl 3HaeTe uMs dYenoBeka, K KOTOPOMY IMHIIETe MUCHMO, MPHUBETCTBHE MOJACTCS B
dhopmare:

Dear Ms / Miss / Mrs / Mr / Dr + dhamunus

[Tpu oOpareHnn K >KeHIINHE UCTIOB3YIOTCS CIIEAYIOIINE CIOBA:

Mrs — ecniu oHa 3aMykeM

Miss — eciii OHa He3aMYyXKHSIS

Ms — ecnu HMYEro He U3BECTHO O €€ CEMEMHOM cTaTyce, a TakKe B OOpallleHHH K He3aMy)KHel
YKEHIIUHE.

Ecnu Bel He 3HaeTe noJt agpecara, MOXKHO HaKMCaTh MOJHOE UM, YIYCKasl TUTYIIL:

Dear Hadi Jalali

NMmeeTcst HECKOJIBKO BapHAHTOB 0OpallleHus K 4elI0BEKY, UMEHU KOTOoporo Brl He 3HaeTe:

K Myxuune:

Dear Sir / Dear Sirs ( in British English)

Gentlemen (in American English)

K xenmune:


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

Dear Madam (in British English)

Ladies (in American English)
Ecnu Bl He 3HaeTe, KT0 Oy/€T YUTATh MUCHbMO — MYXXUMHA WM JKCHIIUHA:

Dear Sir or Madam (in British English)

Ladies and Gentlemen (in American English)
To whom it may concern (in American English)

[Tocne npuUBETCTBUS CTABUTCS 3aIIsATasA:

Dear Sir or Madam,
WJIU JK€ MYHKTYAIlMOHHBIN 3HaK MOKET OTCYTCTBOBATh BOOOIIIE:

Dear Sirs

CornacHo ¢ Hopmamu American English - ucnonb3yercst nBoeroune:

Ladies and Gentlemen:

5. Tema genoBoro nucbma

CTpoKo#t HIKe MPUBETCTBUS pa3Melnaercs Tema nuchbma (British English). UtoOsr BeiienuTs ee,
UCIIOJB3YyoTCs cioBa "Subject:" nium "Re:", sKkupHbIi mIpU@T WK 3ariaBHbIC OYKBBI.

Dear Sir or Madam,

Subject: Order #1234/1
B amepukaHCKOM aHTJIIHMIICKOM Te€Ma IIPOMHUCHIBACTCS MEPEl TPUBETCTBUEM.

6. OcHOBHAA 4acTh JSJIOBOTO IMHUChMa
[lepBoe cnoBo Tekcra muimiercss ¢ 60ibII0N OykBbl. TeKCT cieayeT BhIpaBHUBATH IO JIEBOMY
Kparo, a Mmocje KaxJa0ro ad3ama npomnyckaTs oy cTpoky. IlepBblii ad3am npencraBiser co0oit
BCTYIUIEHUE, B KOTOPOM OOBSICHSIOTCS MPUYMHBI HAallMCAHUS MHCbMa. B mocienyromux adb3anax
Oosnee AeranmbHO wu3iaraioTcss Bamu nenu, nmpuBomutcs uHpopMmamus U T.1. B mocaenHem
a03ame HEoOXOJMMO ITOJBECTH MTOI M OmHUcaTh, 4ero MMeHHO Brl oxxupaere ot Bamero
anpecara. TekcT muchbMa JOJDKEH OBITh YETKO CTPYKTYPUPOBAH M CO3[aBaTh MOJIOKUTEIbHOE
BIIEYATJICHUE.

7. 3aKiIIOunTENbHAS YaCTh JI€JI0BOTO MUChMa

D710 ’KBHUBAJICHT pycckoro "C yBaKCHUEM.../C HAWTYYIIUMH MTOKESITaHUIMMU. .."

B OputanckoMm anrmmiickom, ecinu Bwl oOpammaerech k anmpecaty mo umeHH (pamunmm),
ucnoab3yite cioBo "sincerely", ecim mer - "faithfully”.

Dear Ms Wexley

Dear Jane Wexley

Dear Jane Yours sincerely / Sincerely yours

Dear Sir

Dear Sirs

Dear Madam

Dear Sir or Madam Yours faithfully / Faithfully yours

B amepukaHckoM aHTIIHICKOM B TIOAMKUCH MOKET Haxomutces auiib "sincerely", T.k. "faithfully”
HE ynoTpeosercs.
B 251eKTpOHHBIX THCbMaX MOKHO HCIIOJIB30BATh

Regards
Kind regards
Best wishes
HYHKTyaI_II/Iﬂ B 3aKJIIOYUTEIILHOM YacTH ACJIOBOI'0 IHUCbMa - IO aHaJIOTUHU C NPHUBCTCTBUCM,

pa3ieauTeIbHbIC 3HAKH JTOJDKHBI OBITh OJIMHAKOBBIC.

OTcTynuB JIBe CTPOYKM OT MOcjenHero ab3ama, ciaeBa numetcsBusiness (firm) to business
(firm) dupma pupme

Yours sincerely/ Yours faithfully

C COOTBETCTBYIOIIUM MYHKTYaIIMOHHBIM 3HAKOM,

yepe3 4 cTpouku (OCTaBIAIOTCS AJI MOJIUCH) - UMsI aJipecaTa.



KTo KoMy MokeT nucarTh /eJioBble mucbma?

Business (firm) to consumer — ®upma nmoTpeOUTEIIO
Job applicant to company 3asBUTENb HA TOJHKHOCTh KOMITAHUU
Citizen to government official I'paxkpaHrH YMHOBHUKY
Employer to employee Hanumatens COTpyIHHKY

Staff member to staff member Cotpynuuk corpyaHuky
ITo kakomMy MOBOIY NMHUIIYTCH /AeJIOBbIe MUCbMa?

to persuade y6emuTh

to inform  mpouHpOpMupOBaTH

to request  camematp 3ampoc

to express thanks ~ BeIpa3uTh Oi1aroIapHOCTH

to remind  HaMOMHHTHL

to recommend PEKOMEHI0BATh

to apologize w3BHMHHUTHCS

to congratulate M03/IPaBHUTh

0 COTPYIHUYECTBE WK OT TOBApa

to introduce a person or policy — TPEICTABUTh YCIIOBEKA MIIM HOBBIM KypC
to invite or welcome npuriacuTh WK NPUBETCTBOBATH

to follow up mpoBeputh (UcTOTHEHHUE)

to formalize decisions 3aKpENUTh PEIICHUS

Crangapthable BoipaxeHus B 1eJ10BOM Nepenucke
1. O6pamenue

e Dear Sirs, Dear Sir or Madam (eciu BaM He H3BECTHO UM aapecara)
e Dear Mr, Mrs, Miss or Ms

to reject a proposal (of cooperation) or offer (of goods)  oTkasaTbcs OT TpeTOKEHUS

e (ecnmy BaM M3BECTHO MMs aJpecaTa; B TOM Cilydae KOTJa BBl HE 3HAeTE CEMEWHOE
MOJIOKEHNUE KEHIIMHBI cieayeT mnucaTth MS, rTpyboi ommOKoW sBISIETCS

ucrosb3oBanue (passl “Mrs or Miss”)
e Dear Frank, (B obOparmiennu kK 3HaKOMOMY YEJIOBEKY)
2. Beryuienue, npeabiayiuee oomeHue.
e Thank you for your e-mail of (date)... Cnacu6o 3a Barie mUCbMO OT (UKCIIa)
e Further to your last e-mail... OTBeuas Ha Ballle TUCHMO. ..

e | apologise for not getting in contact with you before now... S mporry mporieHus,

YTO O0 CHX IIOp HC HAIIMCAJI BaM...

e Thank you for your letter of the 5th of March. Cmacu6o 3a Bame mnwcbMO OT 5

Mapra

e With reference to your letter of 23rd March  OtHocutenbHO Baiero mnuchbma OT

23 Mapta
e With reference to your advertisement in «The Times» OTHOCHTEIBHO
peknamsbl B TanMc
3. Yka3aHue NPUYHH HANTMCAHUS MHCHMA
| am writing to enquire about I mury Bam, 4TOOBI Y3HATD. . .
| am writing to apologise for  fI nurry Bam, 4T00bI H3BUHUTHCS 34. ..
| am writing to confirm I mumry Bam, 9To ObI TOATBEPIUTS. . .
| am writing in connection withl nmumnry Bam B cBsizu C ...

Ha ...
4. IIpocsda

e Could you possibly... He mornu Obl BI. ..

We would like to point out that... Msl xoTenu Obl OOpaTHTh Ballle BHUMaHHE

| would be grateful if you could ... S Obu1 OBI IpU3HATEICH BaM, €CJTH OBI BHI ...

[ ]
e | would like to receive 5 Gbl XOTE MOTYUUT......
e Please could you send me...  He mMoriu Obl BBI BBICTIATh MHE. ..



5. Corsamenue ¢ yCJI0BHSIMH

e [ would be delighted to ... S Obu1 OBI pan ...
e | would be happy to 5 Obu1 ObI CHACTIIHB. ..
e | would be glad to 51 ObLn OBI pa...
6. CoolO1ienne mIoXux HOBOCTe
Unfortunately ... K coxainenuto...
I am afraid that ... Borocs, 4ro0...

| am sorry to inform you that MHe Tskeno cooduaTe Bam, HO ...
We regret to inform you that... K coxxanenuto, Mbl BBIHY>KJI€HBI COOOIIUTH BaM O. ..
7. llpuiioskeHue K NUCbMY JIONOJTHUTEIBHBIX MATEPHAJIOB

e We are pleased to enclose ... MB&lI ¢ yJI0BOJILCTBUEM BKJIAIBIBACM. . .
e Attached you will find ... B npukperuieHHOM aiine Bbl HalaeTe. ..
e Weenclose ... MsI ipuiiaraem. ..

e Please find attached (for e-mails)  BsI HaiieTe npuKpeIICHHBIN Gaii. ..
8. Boicka3piBaHue 0J1aroapHOCTH 32 MPOSIBJIEHHBIH HHTeEpeC
e Thank you for your letter of  Cnacu6o 3a Baie mucbMo
e Thank you for enquiring Cracu0o0 3a IpOSsIBJICHHBINA HHTEPEC. . .
e We would like to thank you for your letter of ... Me1 XOTEITN ObI
mo6raroJapuTh Bac 3a...
9. Ilepexoa K Apyrou reme

e We would also like to inform you ... Mgl Tak e XOTeH ObI COOOIUTH
BaM O...
e Inanswer to your question (enquiry) about ... B oTeT Ha Bar 3ampoc
e [ also wonder if... MeHs TaKKe HHTEPECYET. ..
10. lonmosiHUTEIbHBbIE BONPOCHI
e [ am a little unsure about... $1 HEMHOTO HE YBEPEH B ...
e [ do not fully understand what... S] He 1m0 KOHIIA ITOHSII. ..

e Could you possibly explain... He moriu ObI BbI 00BSCHHTS. . .
11. Ilepenaya nupopmanumn

e [’m writing to let you know that... S munny, 9T00BI COOOIIUTH O ...
e \We are able to confirm to you... MpbI MOXKEM MTOATBEPAUTS ...
e [ am delighted to tell you that... MBI ¢ yIOBOJIBCTBHE COOOIIIAEM O ...

e We regret to inform you that... K coxaneHuro, Mbl BBIHY>KJI€HBI COOOITUTH BaM O...
12. Ilpenio:xxenne cBOEil MOMOIIMN
e Would you like me to...? Mory nu s (cnenats)...?
e If you wish, I would be happy to...  Ecnu xoture, s ¢ panocTsio. ..
e Let me know whether you would like me to... Coobmure, ecau Bam NOHamoOUTCS
MOSI TIOMOIIIb.
13. HanoMuHaHue 0 HAMeYeHHOH BCTpeye WU 0KUIaHNEe 0TBeTa

e |look forwardto... S c HereprieHueM xuy,
e hearing from you soon korja cMory CHOBa YCJIBIIIAThH BAac
e meeting you next Tuesday BCTpEYM C BaMU B cleAyrolui Bropauk
e seeing you next Thursday BCTpeYH ¢ Bamu B UeTBepr
14. lloanuce
e Kindregards, C yBaxeHueM...
e Yours faithfully, Uckpenne Bamr (eciiu ums yenoBeka Bam He n3BeCcTHO)

e Yours sincerely, (eciiu umst Bam n3BecTHO)

IIpuriamenue Ha MepoONPUATHE

Invitation

I[eJIOBBIe HpI/IFJIaHJCHI/ISI 0651‘-IHO OYCHb KpaTKI/I. CaMLIM BA’)KHBIM B HUX SBJISICTCS HpaBI/IJIBHOe
06pameHHe K HpI/IF JIaH_IeHHOMy, CCJIX 5TO JIMYHOC HpI/IFJIaIJ_IeHI/IC. B TEKCTC NOJI’)KHA COI[ep)KaTI:CSI



HCO6XOZ[I/IMa$I I/IH(l)OpMaL[I/ISI 0 MECTC U BpeMeHI/I HpOBCI[CHI/ISI, a TaKKXE O ITOBOJC MGPOHPHSITHH,
eciu 310 Heobxoaumo. Eciu nmpurnamenue oomee, oOpaiieHue J0KHO ObITh TOHITHBIM, TEKCT
OCTaHETCS TIPEKHUM.

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

We cordially invite you to our Name | Mbl ¢ yI0BOJILCTBHEM IpUTJIalliacM Bac Ha
Scholarship Reception, in honor of all the | npuem moO cny4aro BpydeHHS HMEHHBIX

donors to the College Scholarship Fund. CTHIICH/INH, B 4eCTh JIOHOPOB
The reception will take place at the | crunenauansHoro  ¢GoHma  KoJUIeIKA.
Rotunda, 8 pm — midnight. [Ipuem coctoutcs B Potonne, ¢ 8 Beuepa
Sincerely, Alumni Office JI0 TIOJTYHOYH.

Uckpenne Bam, Oduc mno  aenam
BBIITYCKHUKOB

PexoMenaaTe/ibHOE MUCHLMO
A letter of reference, reference letter, reference

OOBIYHO pPEKOMEHAATENbHOE THCHhMO HEBEIMKO M0 O0BeMy, dyalle BCero He Oojee OIHOM
cTpaHuIlbl. [[eHHOCTh peKOMEHIAINY 3aKITF0YaeTCsl B TIOAMUCH TOTO, KTO JaJl PEKOMEHIAITHIO.
Cy1ecTBYIOT OOIIETPUHATBIE CTAHAAPTHI COCTABICHUS PEKOMEHAAIINHN

00BIYHO PEKOMEHIATEIFHOE MIUCHhMO MUIITYT Ha GUPMEHHOM OJIaHKE
naTa oOBIYHO CTABHUTCSI CBEPXY, JUOO cIipaBa, TM00 CleBa
Mocyie JaThl, OOpaIleHHsI JETaloTCsl OTCTYIBI, a B Hadayie ad3ama OTCTyla HET, TeKCT
pazOuBaeTcs Ha ab3aIsl
TEKCT BHIPABHUBACTCSI 110 IHPUHE
B KOHIIC CTABUTCS TIOJIIHCh OT PYKH

Date (month/day/year) Jlata (MecsA1/aeHb/TO )

To Whom It May Concern: TeM, KOro 3T0 KacaeTcs:

This is to present the description and job | Hacrtosiee IHCHMO [IPEACTABISACT
performance of (name) for the future work | onucanue u oueHky paboOThl (UMsI), JAaHO
at ... uig Oyyiieit paboThI B ...

While working at our office, he/she has | Paboras y nac B oduce, oH/OHa OTIMYHO
excelled in such tasks as ... and has shown | mposBun ce0s, BBINONHAS —CIEAYIOUINE
a specific aptitude for ... . The referee is a | 3amanus ... ®W  TOKa3aax  0COObIC
very diligent and conscientious person, | cmocobHoctH B ... . PexoMeHmyemblit
with a solid sense of responsibility. He/she | sBisiercst yenoBekoM OYeHb TPUIICKHBIM U
also has  developed  considerable | cosHatenbHBIM, ¢ pa3BUTBIM YYBCTBOM
interpersonal skills. OTBETCTBEHHOCTH. Own/oHa TaKXKe
CYIIECTBEHHO pa3BuII HaBBIKA
MEXKITMYHOCTHOTO OOIICHUSI.

The referee has shown also a good working
knowledge of languages, computer, and the | PekoMeHayeMblil TOKa3al TakKe XOpOIne
ability to work with great consistency and | 3Hanus SI3BIKOB, KOMIIBIOTEpa u
attention to detail. He/she is highly | cnocoOHOCTE paGoTaTh ¢ MOCTOSHHBIM
motivated individual who works will in a | npunexxanue W BHUMaHHEM K JCTaJSM.
team, and who <can also be quite | On/ona SIBJISIETCS BBICOKO




independent. He/she is extremely reliable. | MmoTuBMpoOBaHHBIM 4YenOBEKOM, KOTOPBIH
OTJINYHO paboTaeT Kak B KOMaHJE, TaK W
camocrositeibHo. Ha Hero/Hee Bcerza
The referee will be an asset to any firm. MO’KHO TIOJIOKUTHCSI.

Signature PexomeHryeMblit CTaHEeT LIEHHBIM
COTPYAHUKOM JIF000H (PHPMBIL.

Iloanuce

Pe3rome
Resume, Curriculum Vitate, CV

Kpome croa résumé, ucnoms3yercst cokpaiierne CV. TIpousHOCAT ero mpocto 1mo OykBam. Jrta
abOpeBuaTypa WCIIOJNB3YeTCS BMECTO JaTHHCKMX cioB Curriculum Vitate — omnumcanue
(mporpamma) xu3HM. KoHeyHO, B JaHHOM cllyyae IO/pa3yMeBaeTcsl OINHUCAaHUE Ballei
poheCCUOHAIBHON KU3HH.

CyImiecTBYIOT OOIIENPHUHATEHIE TIPAaBUIIa cocTaBiieHre résumé, uiu CV:

B Ha4aJie TOJHOCTHIO YKA3bIBAIOTCS UMsI COMCKATENIS] M KOHTAKTHBIC IAHHBIC
naee clieyeT nepeyrciieHne mpo(ecCHOHATLHOTO OIBITA, €CIIHA €CTh

YKa3bIBAETCS UMEIOIIeecss 00pa3oBaHue

Ipyrue CcBeAeHUuss o mpodeccud W 00pa3oBaHUM, HANPUMEP, KypChl TOBBIIICHUS
KBaTM (UK

MyOJIMKAIUK, BBICTYIUICHUSI HAa KOH(EPEHIHUsAX, ydacTHe B MPOEKTaxX (EClM ITO UMEET
OTHOIIIEHHE K )KeJIAaeMOH JTOJDKHOCTH)

XPOHOJIOTHSI BBICTPAUBAETCSI B 0OpaTHOM TIOPSIIKE, TO €CTh Bbl HAUMHAETE C MOCIICIHETO
110 BPEMEHHU COOBITHS

KpaTKO MEPEYHCISIFOTCS JOCTOMHCTBA, TO €CTh 000CHOBBIBAETCS Ballla IpoQecCHOHaTbHAS
MIPUTOTHOCTh

pe3oMe JIOJDKHO OBITh YIOOHO IUIsl YTEHUS, TO €CTh OT(hOpMaTHPOBAHO IO HIMPHUHE, C
OTCTYNaMH, MO3BOJISIOIIMMHU JIETKO YATATh TEKCT

00beM pe3roMe He JI0JDKEH MPEBbIIaTh 1-2 cTpaHuIl

Ha3Banue — CV mim réSUme — MUIIeTCs, HO He SIBISIETCS 00513aTe/IbHBIM

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

3amoJiHeHHe AaHKeThI
Job Application Form

Korpma BamM He0oOXOIMMO 3alOJHUTH AHKETY, HalpuMep 3asBICHUE O IpueMe Ha padoTy,

Tpe6yeTca IIOHUMATb, YTO TaM HAIIMCAHO W MPABUIIbHO 3aIlIOJIHUTH COOTBCTCTBYIOIIUC pa3aCiIbl.

OO0b1uHO BBIAAETCS OJAHK, TI€ HY>KHO BITUCHIBATh CBOM JAaHHbIC. Harpumep:

Job Application Form

brank 3asBieHus 0 mpuemMe Ha padboTy

Post/position applied for

Ha xakyro J0KHOCTH XOTHUTE mMoOmNacTh. [lumure WMEHHO
Ha3BaHWE BaKaHTHOW JIOJDKHOCTH, a HE Ha3BaHUE NMPO(ECcCuu.

College/University/School
attended

Kaxoil xosiemx/yHuBepCUTET/IIKOTY HOocenain. AMEpUKaHIIbI
Ha3BIBAIOT «IIKOJIOW» JTH000€ yueOHOe 3aBe/ICHUE.

Qualifictions Keamudukanms. [lepeunciute Bce HaBBIKH U yMEHUS, KOTOPbIE
CYMTAETE BaYKHBIMHU JUTS JTJAHHOW JIOJKHOCTH.

Age at Graduation Bospact mo okoHuaHHHM y4eOHOTO 3aBejacHHs. [IMImIUTEe TOT
BO3PACT, KOT/Ia BBI TIPEKPATHITH yIeOy.

First Job Ilepas pabora. CrmoBo job o3mauaer paboTa, IOIKHOCTB.

Vka3pIBaiiTe, KeM HMEHHO paboTau.

Length of Employment at
Previous job

CKOJIbKO BpeMEHH TpopaboTaau Ha TNPEKHEH MTOHKHOCTH.
VYKaxuTe, CKOJIBKO JIET U MECAIEeB MpopaboTaiy Ha MpeKHEH
JOJIKHOCTH.

Reason for Leaving

[Iprunna yBosibHeHUsA. CTapalTeCcTh YKa3blBaTh HEUTPAIBbHYIO
npuunny, Hanpumep: Contract Expired — McTek KOHTpaKT.

Interest(s) WHTepecsl. YKaKUTE, YTO HMEHHO MPEANIOYUTAETE JeNIaTh WIIH
BAIllK CHJIBHBIE CTOPOHBI.

Special Skills OcoOble HaBBIKM M YMCHHSA. JIOMONHUTEIbHBIC HABBIKH M
YMCHHUSL.

Other Jpyroe. 3pech Bbl MOKeT€ yKas3aTh, HAOpUMEpP, UTO

MMpCAIOYuTacTC pa6OTaTI> 10 BCUYCpaM WJIM 4YTO BaM HEC BaKHO,
Kakas CMCHa BaM JOCTAaHCTCA.

ITncpMmo-3ampoc
Inquiry Letter

HI/ICLMO'SaHpOC MOJKET OBITh COCTABIICHO I10 Pa3HbIM IMMOBOJAM:

3aKa3 000py0BaHUS

6pOHI/IpOBaHI/Ie TOCTUHUIBI 1 OMJICTOB

apCHJia TIOMCIICHUS

PasMCIICHNUEC PCKIIAMBI

3a1IpoC 0 BOBMOKHOCTU COTPYIHUYCCTBA

[Mucemo-3anpoc uHpopmarmu (Inquiry Letter) ormparnsiercsi, Korja HEOOXOIUMO MOJYYHUTh
6onee moapoOHYIO HHPOPMAIUIO 00 MHTEPECYIOIEM Bac TOBAPE HIIU YCIIYTe.
B nauane mucema cienyer MoMecTUTh Ha3BaHUE U aJpec Balleld KOMIIAHWHU, HUKE JIOJDKHO MATH

Ha3BaHUC KOMIIAHHUH, B KOTOPYIO BbI o6pamaeTeCL. CocTaBUTh TEKCT HHCHMa BBl MOJXKETE C

MMOMOIIBIO CIACAYIOIUX CTAHAAPTHBIX BBIpa)KeHHfI.



1. OdummanbHoe oo6pamienue, | Dear Sir / Madam (YBakaeMblil TOCIOIUH/TOCIIOXKA),

MOCKOJIbKY C azapecaTtoM Bbl He | Dear Sirs (YBaxkaembie rocmojna). OOparienue “Dear”

3HAKOMBI. OOBIYHO TICPEBOAMTCSA KaK ‘‘yBayKaeMblii/yBaxkaemas™’, a

npu  oOpameHMH K OJIM3KOMY  YeJOBEKY  Kak

“noporoit/moporas”. OTHAKO MOYKHO U HE MEPEBOJUTH, B

3aBHCHMOCTH OT TOHA MMUCHhMA.

2. VYkazanue ucrounuka | With reference to your advertisement (nam cokparr. — ad)

nHpOpMAIMK O KOMIIAHUU in... OTHOCUTENHHO BaIllel PEeKIaMBI B ...

Regarding your advertisement (wiu cokpamiento — ad) in
KacarenbHO Banien pexkjiaMbl B ...

3. [Tpocrba BoicnaTh | Could you please send me ... He Moryim Obl BBl BhICTATH

HEOOXOMMBIE JTAHHbIE MHE ...

I would be grateful if you could... S Obu1 ObI

OJ1arofapeH, €CJu BHI. ..

Can you give me some information about... MoxeTe nu

BBI JIaTh MHE HH(GOPMAITHIO O. ..

Could you send me more details... Mornu ObI BbI BBICTATh

MHE N0JIpoOHYI0 HH(OPMALIHIO. ..

4. JIomoJTHUTENbHBIE BOTIPOCHI I would also like to know ... S ObI Tak)ke XOTen y3HaTh...
Could you tell me whether ... Ckaxure, moxanyiicra, ...
5. Ioamuck Yours faithfully, C yBaxkenuem, (ecnu B oOpaiieHHH

nMCchbMa He OblIa yKa3aHa (paMuiIus OTyqaTess)

Yours sincerely, Wckpenne Bami, (ecniu B oOpaimeHun
nuchbMa ObliIa yKa3zaHa (pamMuIus ToJrydaTess)
HeszaBucumo ot npeamera o0cyxaeHus, HGOPMYITHPOBKU COCTABJICHHUS TAKOTO JEIOBOTO MHUChMa

OCTAaKTCA CXOKHMU.

Dear Sirs, YBakaeMble rocroza,

Translation Brochure ITo moBoay Bpoitopsr o mepeBoie:

| should be grateful if you would send us | I 6bpu1 Ob1 Bam OiaromapeH, eciu Obl Ba
your brochure and price list about your | Beiciamu MHe Bairy OpOIIIOPY M Ipaic-IHCT
translation services. 00 yciryrax 1o mnepeBojy.

Sincerely ... Uckpenne ...

OTtgBer Ha 3anpoc nHPOPpMALUHA
Inquiry Letter

Korma xommanus moiy4aeT MHCHbMO C TPOCHOOI BBICIATh TOAPOOHYI0 HH(POPMAIUIO O €e
MIPOIYKIIMH, TOBApE UM yCIYre, B OTBETHOM MUChME OYEHb BAYKHO MPOU3BECTH OJIArONPHUITHOE
BIIEUYATIIEHNE HA TIOTEHI[MAIBHOTO KJIMEHTa WU MapTHepa. BexMBbIiA, TPAMOTHO COCTaBJICHHBIN
OTBET 00s13aTeNIbLHO OYET CIOCOOCTBOBATEH CO3/IaHUIO MOI0OHOTO BIEYATICHUSI.

1. O6pamenue

Dear Mr, Ms VBaxkaeMBIH TOCIOAUH, TOCIIOKA

2. bnaroapHOCTb 32 OKa3aHHOE BHUMaHHE

Thank you for your letter of ... Cracu00 3a Bale NuchbMo oT (J1aTa) ...
We would like to thank you for enquiring | Me1 xoTenu Obl mOOJaroiaputh Bac 3a
about ... MPOSIBIICHHBINA UHTEPEC. ..

3. IIpenocraBieHue TpedyemMoii




nHpopManun

We are pleased to enclose ... MpI ¢ yIOBOJIBCTBHEM BKIIAJIHIBACM. . .
Enclosed you will find ... B npukperuienHom aiinie BbI HalieTe. . .
We enclose ... Mpl npuiaraem. ..

4. OTBeT Ha JAOMOJIHUTEIILHBIE BOIPOCHI

We would also like to inform you ... MpbI Takke XOTenu Obl COOOIIUTE BaM O...
Regarding your question about ... OTHOCHUTEJIHHO BaIllero BOIPOCa O. ..

In answer to your question (enquiry) about | OTBeuast Ha Baii BOIpOC O...

5. Bricka3wpiBaHMe HaJEXKIbl Ha NaJbHEUIIEe
IO JOTBOPHOE COTPYAHUYECTBO

We look forward to ... Mp1 Hazieemcst / OxKuIaeM

hearing from you yCIBIIIaTh Bac CHOBa (MOJYYHUTH OT Bac
cooO1ieHne)

receiving your order MIOJIYYUTH OT Bac 3aKa3

welcoming you as our client (customer) BbI CTAHETE HAIIIUM KIIHEHTOM

6. IMoamuce

IToMHwmTE, KOT/Ia BB 00OpAIAaeTeCh K YEIOBEKY, MM KOTOPOTO BaM HE U3BECTHO, CIIEAYET IHCaTh
“Yours faithfully’ , a kornma ykaseiBaete ums, pamuuio — “Yours sincerely’,

IIpumep oTBeTa Ha 3anpoc HH(POPMALMHU

Jackson Brothers — naumeHnoBanue GUPMBI-OTIIPABHTEIIS
3487 23rd Street — anpec hupMbI-OTIIPaBUTENSA

New York, NY 12009

Kenneth Beare — ums u damuius aapecara

Administrative Director — gopKHOCTB ajpecara

English  Learners & Company —  HauMCHOBaHHE
(dbupmbI-anpecaTa

2520 Visita Avenue — aapec pupmbI-aapecara

Olympia, WA 98501

September 12, 2010

Dear Mr Beare,

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

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

We look forward to welcoming you as our customer.

Yours sincerely,

(Signature)

Position




YBaxkaemblii rocioiuH bup!

bnaromapum Bac 3a Bam 3anpoc ot 12 ceHTs10psi, B KOTOpOM
BrI cipammmBaere 0 Hallem AEHCTBYIOIIEM KaTaJlore.

C ynoBOJBCTBUEM MpUJIaraéM Hally HOCIEAHIOK OpoIIopy.
Ms1 Takxke XOoTuM cooOmuTh Bam 0 Tom, 4TO coBepiieHue
MOKYIOK OHJIaiiH BO3MOKHO Ha caiite http://jacksonbros.com.
Haneemcsi, uto Bl cTaneTe HalIMM KJIMEHTOM.

Hckpenne Bami.

(moamuce)

JlomKHOCTB

Pa0ora 1o BbINOJHEHHIO IE€PEBO/a TEKCTOB

HpI/I MMEPEBOJAC TEKCTOB IOMHUTE O CICAYIOUIEM:

1.

Tekct, mnpemHa3sHA4YCHHBIA [UISI TIEPEBOJA, HEOOXOIMMO paccMaTpUBaTh KaK €IWHOE
CMBICJIOBOE IIEJIOE.

. Haumuath NEpEeBOa HaA0 C Ha3BaHHUs TCKCTa. OI[HaKO, €CJIK TEPCBOJ 3arjiaBus BbI3bIBACT

3aTPYAHCHU, €T0 MOXKHO OCYHICCTBUTE IOCJIC IIEPEBOAA BCEIO TCKCTA.

. Hpe>1<z[e 4EM NEPEBOAMTH TEKCT, BHUMATCIILHO IIPOYTUTE €TI0, CTapasiCh IIOHATH €TI0 O6I_HCC

coJiepkaHue M HampaBiieHHOcThb. OOpainaliTe BHUMaHHME HAa HWHTEPHALMOHAJIbHBIE CJIOBA,
peayiuu, AaThl U T.1.

[IpounTaiiTe BeCh TEKCT, MPUCTyNaWTe K NEPEBOY OTACIBbHBIX TpeiokeHul. [loHATh
MpeII0KEHNE — 3HAUUT BBIICHUTH HE TOJBKO 3HAaYEHHUE Ka)KJIOTO CJIOBA, HO U YCTAaHOBUTH, B
KaKoM CBSI3M HaxOJATCS JIPYr ¢ Apyrom cioBa. He ciemyeT BBINKCHIBATH CJIOBa cpasy M3
BCEro TEKCTa, TaK Kak OJJHO U TO € CJIOBO YacTO MMEET HECKOJIbKO 3HAUCHUH, KOTOPHIE HE
MOAXOJIAT Ui JAHHOTO TEKCTA.

[lepBoHauanbHBI MEPEBOJ MOXET OBITh JIOCIOBHBIM, OOJIEryaroluM [OHMMAaHHUE
OCHOBHOT'O CMBIC/IAa TEKCTa. 3aTeM CleAyeT MNPUCTYNUTh K €ro CTHJIMCTUYECKOH,
TUTEpaTypHOI 00paboTKe, /ISl Yero Haao MOoAOUpaTh CJIOBa W CIOBOCOYETaHMsI, Hauboee
YEeTKO TMepearolfe CMBICI MEepeBOAUMOTo Tekcta. llepeBoa MOMmKeH ObITh TOYHBIM, a HE
OYKBaJIbHBIM, JOCIOBHBIM. TOYHOCTH TEpeBOJa — O3TO KPATKOCTh, BBIPA3UTEINHHOCTD,
JIOTHYECKasi MOCIEA0BAaTENIbHOCTh, YETKOCTh M3JI0KEHUSI TEKCTA OPUTHMHANIA U COOTBETCTBUE
€ro HOpMaM pPYCCKOrO JIUTEPaTypHOTO s3blKa. DByKBaJbHBIII NEpPEeBOJ CBOJAUTCA K
MEXaHUYECKOM TMOJICTAHOBKE PYCCKOTO CJIOBAa BMECTO aHTJIMKHCKOTO 0e3 yueTa ero CBs3u B
MPEeNIOKEHUH, YTO OOBIYHO TMPHUBOJUT K OECCMBICIAHMIIE M HCKAKCHHIO CMBICTA
MEePEBOIUMOTO TEKCTA.

IIpu nepeBoe nomyckaercs:

d) W3MEHEHHE MOPSIIKA CIIOB B MPEIOKCHUN
b) mepeHOC OTAENBHOTO CIIOBA U3 OJAHOTO NPEITI0KEHHS B IPYTO€,



C) oObenuHEHUE ABYX MM 00JIee NPEIOKEHUI B OJJHO UITH HA000POT

d) nobaBneHHe OTCYTCTBYIOIIMX B TEKCTE CJOB, HO TPeOYEMbIX IO CMBICIY CJOB H,
HA000POT, OMYIICHHE OT/CIBHBIX CJIOB OPUTHHAILHOTO TEKCTA HA PYCCKOM SI3BIKE,

€) 3aMeHa OJIHOW YacTH pedH APYroi

I[Tpu epeBoie MOIB3YHTECH CIIOBApPEM.
YroOb1 paboTa co cioBapeM HEe OTHUMaJla MHOTO BPEMEHH, CIICAYET:

v XOPOIIO 3HATh AN(aBUT , TAK KaK CIOBA PACIIOIOKEHBI B aJI()aBUTHOM TOPSAKE HE
TOJIBKO IO NEPBOM OYKBE, HO U 110 BCEM IOCIEAYIOIINM;

v IOMHUTB, YTO CJIOBA JAAaHBI B MX UCXOTHOU (hopMme, T.€. rIaroiisl — B MH(OUHUTHBE,
CYLIECTBUTENIbHbIE — B OOLIEM Majexe, €IWHCTBEHHOM YHCIe, MpUIaraTelibHoe — B
MOJIOKUTENBHOU cTeneHu. [locie kax/I0ro cjaoBa B CIOBAape UCMOIb3YETCsl COKpaIIeHHE,
o0o03HayaroIee MPUHAJIEKHOCTD CJI0Ba K OIIPEICIIEHHOMN YacTH peyH.

adjective a. NpUIIaraTelibHOe
adverb adv. HapeJne

conjunction Cj. COI03

noun n CYIICCTBUTCIILHOC
numeral num YHCITUTEIHHOE

plural pl MHOKECTBEHHOE YHCIIO
preposition prep peJyIoT

pronoun pron MECTOMMECHHE

verb v TJ1aroJ

Caexyer nOMHMTD!

Henp3s 3moynotpedsste On-line mepeBogurkaMu, a €CiM HCIHONB3yeTe HX, TO HEOOXoamma
cepbhe3Has pellakTypa rnepeBeeHHoro Texkcral!!

Tak, nampumep, Google Translate (http://translate.google.com/) — 3to crcrema CTaTHCTHYECKOTO
MaIIMHHOTO MEPEBOJIA, YTO O3HayaeT, yTo GT-cucreMa HE aHAIM3MPYET CHMHTAKCHC TEKCTa Ha

OCHOBC KaKHX-TO CTPYKTYPHBIX IIpaBHIJIL. Omna BbIAACT Hauboee BepOﬂTHHﬁ IIepeBO g
IpCIJIOKCHUA UIIN CJIOBA, OCHOBAHHBIN Ha CTAaTUCTUKE HAKOIUICHHBIX YEJIOBEUSCKHUX IIEpEBOJ0B.
B ocHoBe ananuza IIpHU 3TOM YaCTO JICKAT KOPOTKHUEC LCIIOYKHU BCEro M3 HCCKOJIbKHUX CJIOB. 9T0
O3Ha4yacT, 4YTO KOrga CUCTEMEC HC XBaTaCT JaHHBIX JJIA KOMIIJICKCHOI'O CTATUCTUYCCKOI'O aHaJIn3a
HJIM KOr'la B SA3bIKaX OPUTHHAJIA U TIEPCBOJA CYIICCTBCHHO Pa3IN4acTCA MOPAAOK CJIOB, TO GT
BbIAACT Tapa6apmHHy HJIN IIPOCTO HNEPCHOCHUT B NEPEBOA TC CJIOBA OpUI'MHAJIA, AT KOTOPBIX Y
HEC HET MEpeBOJA.

Pa0ota Hag moATrOTOBKOM BBICTYIJICHUS
CrpykTypa BBICTYIJICHHS.

- BCTYHJ'ICHI/IC IIOMOTraeT 00ECIEUYUTh yCNeX BBICTYIJICHUA 110 000K TeMaTHKe.
BCTYHJ]CHI/IC JOJDKHO COJACPIKATh: HA3BAHUC, COO6H.[CHI/IC OCHOBHOMH HJaeu, COBpCMCHHYIO OLICHKY
npeaMeTa MU3JIOKCHHUSA, KpAaTKOC TEPCUHUCIICHUC PpaCCMAaTpUBACMBIX  BOIIPOCOB, JKHUBYHO
HHTCPCCHYIO (I)OpMy H3JI0KCHHA, AaKICHTUPOBAHUC BHUMAHUA HaA Ba)KHBIX MOMCHTAX,


http://translate.google.com/

OPUTMHATIBHOCTh MoaxoAa. OCHOBHAsg 4YacTb, B KOTOPOW BBICTYNAIOIIUNA JOJKEH TITyOOKO
PaCKpBITh CYyTh 3aTPOHYTON TEMBI, OOBIYHO CTPOUTCS TIO MPHHIIUITY OTYETA.

- 3amaya OCHOBHOW 4YacTH — MPEACTABHTH JIOCTATOYHO JAHHBIX JJIsi TOTO, YTOOBI
CIIyILIaTeIM 3aWHTEPECOBAIMCH TEMOM M 3aXOTEJIM O3HAKOMUThCS ¢ Marepuanamu. IIpu stom
JIOTHYECKasi CTPYKTypa TEOPETUUECKOTO OJ0Ka HEe IOJDKHBI J1aBaThCsl 0€3 HArJsAHBIX MOCOOHIH,
ay/IM0-BU3YyaJIbHBIX U BU3YaJIbHBIX MaTEPHUAJIOB.

-3axiroueHue - scHoe, 4€TKkoe 000O0IIeHHEe U KPAaTKUE BBIBOJBI, KOTOPHIX BCET/A KIYT
CILYILIATEH.

A) OOmue pekoMeHIaum

- IIpu noAroTOBKE BBICTYIUICHMS YYUTBIBAUTE MHTEPEC W MOATOTOBKY CIIyIIATENIEH, UX
OCBEJJIOMJIEHHOCTB O TEME BAIIeTO BBICTYIUICHUS;

- THIaTGJ'II)HO nponyMaﬁTe IJIaH BBICTYIIJICHUA. Ono JOJDKHO BK/IIKOYAaTh BBCIACHHC,
OCHOBHYIO 9YaCTb M 3aKJIFOYCHHC.

- 3apaHee omnpeAenuTe KIIOUEBbIE MOMEHTBI, Ha KOTOPbIX HAJAO CAENaTh YIOp, HX
MOCJIEIOBATEbHOCTh (TAKMX MOMEHTOB JOJDKHO OBITh HE MHOTrO, 4YTOOBI HE IeperpyxaTh
CITyIIaTeNen ).

- CocraBbTe Ballle BBHICTYIUIEHHE TaK, YTOOBI paccka3 3aHMMal 10 BpEMEHHU 5-7 MHUHYT.
ITomHMTE, YTO XOPOIIO BOCHPUHUMAETCS SYMOLMOHAIBHOE U KOPOTKOE IO BPEMEHU H3JIOKEHUE
MaTepHala ¢ HCIOJIb30BAHUEM NHTEPECHBIX IIPUMEPOB.

- YotpeOsiiTe TOIbKO MOHATHBIC BAM TEPMUHBI.

- PacninmanupyiiTe MCNOIB30BaHUE CPEACTB HAIJISIAHOCTH - OHU JOJKHBI COMIPOBOXKAATH
BBICTYILJICHUE, MOTYEPKUBATH KIIFOYEBBIE MOMEHTHI M MOMOYb CIYHIATENAM MPEICTaBUTh, TO O
4€M UJIET PEUb.

- HpOBeI[I/ITC PENETULUMIO CBOCr0 BBICTYIUICHUA W AOBCAUTE €ro a0 Hy>KHOI>i
IPOAOJIKUTCIIBHOCTH.

B) PekoMenganuu BICTYHAIOMIEMY

- Heckosbko riry0OKMX BIOXOB Iepes HA4ajlOM BBICTYIUIEHUS IOMOTYT YHSTh BOJHEHHE.
Jymaii o Tex, KTo TeOs CiIylIaeT, Kak eclid Obl Bce OHM ObUIM TBOUMHU JIPY3bSIMHU.

- Haunwnte cBoé BBICTYIUICHUC C IIPUBCTCTBUAL.

- OryacuTe Ha3BaHUE BAlEro NMPOEKTa, cHOpPMyTUPYHTE OCHOBHYIO HJICI0 U MPUUYUHY
BbIOOPA TEMBI.

- He 3a0biBaiiTe 00 yBa)KEHHH K CIIyIIATENSIM B TEYEHUE CBOETO BHICTYIUICHHUS (TOBOPHUTE
BHSTHO).

- CrapaiiTeCb yCTaHOBHUTH 3PUTENbHBIH KOHTAaKT C ayIUTOPUEH - 3TO MOMOXKeT Tebe
BbI3BaTh MX CHMIIATHIO, KPOME TOTO TIJla3a TeX, KTO TeOs CIIyIIAeT, MOKaXyT, HACKOJIbKO UM
HUHTEPECHO, TO YTO Thl TOBOPUILIb.

- HO6J'Ial“O,Z[apI/ITC CJ'IyHIElTCJ]CfI 34 BHUMAHUC, @ PyKOBOAUTCIIA - 3a IOMOIIb.



- B xoH1ie BeicTyIieHus: Tebe MOTYT 3a1aTh Bompockl. OTBET HauMHAH ¢ 0J1IaroJapHOCTH
3a Borpoc. BocnpruHuMmai kaxaplii BOIPOC Kak CBUIETEIBCTBO MHTEpeEca MyOJUMKU K TBOEMY
BBICTYIUICHUIO U K TeOe nu4yHO. [loMHHU: NOMOJHUTENbHBIE BOIMPOCHl - 3TO INAHC emé pa3
IIPOJIEMOHCTPUPOBATH CBOIO 3PYAULINIO!

Kputepun caMoOLieHKH BBICTYIUIEHHUS:
. AKTyallbHOCTb BBIOPaHHOM TEMbI
. 'myObuna pacKpbITHS TEMBI
. [IpakTiyeckasi IEHHOCTb IPOEKTAa,
. Komno3unmonnas cTpoiHOCTb
. CooTBETCTBUE IIAHY
. OG0CHOBAaHHOCTb BHIBOJIOB
. [IpaBUIBHOCTB U IPaMOTHOCTH O(POPMIIEHUS
. AKKypaTHOCTb U Ju3aiiH 0(OpMIICHHUS
. ConepxaTenbHOCTh MPUIIOKEHNUN
10. BoicTyruienne Ha 3amuTe(yMEHUE U3JIOKUTH CaMO€ 1IEHHOE, OTBEYaTh Ha BOIMPOCHI,
3alUIIaTh CBOIO TOUKY 3pEHNs)
11. Urorosas oreHka.
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Pabora Hajg NoAroToBKOil  Mpe3eHTalUI

IIpe3enTaums, coraacHO TOJIKOBOMY clioBapio pycckoro sibika JI.H. Ymrakosa: crioco6
nojaur HHGOPMAIIHH, B KOTOPOM MPUCYTCTBYIOT PUCYHKH, oTorpaduu, aHuMaIus 1 3ByK. J{ms
MOJTOTOBKM IPE3CHTAIMM PEKOMEHAyeTCsl HCmonb3oBath. PowerPoint, MS Word, Acrobat
Reader, LaTeX-oBckuii maker beamer. Camast mpocrtast mporpamma Juist CO3AaHust IPe3eHTaINi -
Microsoft PowerPoint. JIiast moAroToBKH mNpe3eHTalud HEO0OXOAUMO coOpaTh M 00paboTaTh
HavanbHyl0 uH(popmanuwo. IlocremoBareTbHOCTH TOATOTOBKM mpe3eHTaruu: 1. YErko
chopMynupoBaTh Lefb MPE3EHTAMKU: Bbl XOTUTE CBOIO ayJAUTOPHUIO MOTHBHUPOBATh, YOEIUTb,
3apa3uTh KakoW-TO ujaeed WM mpocto ¢GopMaibHO OoTUUTaThes. 2. OmpenenuTs KakoB Oyner
(dbopMar mpe3eHTaluu: KUBOE BBICTYIUIEHHE (TOTNa, CKOJBKO OYIEeT ero MpoJO0KUTEIbHOCTB)
WIM DJIEKTPOHHAs pacchlika (KakoB OyaeT KOHTeKCT mnpeseHTanuu). 3. OToOpaTh BCIO
COJIepKaTeIbHYIO YacTh Ui MPE3EHTAMH U BBICTPOUTH JIOTHYECKYIO I[EMOUYKY MPEACTABICHUS.
4. OnpenenuTh KIOYEBbIE MOMEHTBHI B COJEP)KAHUHM TEKCTa M BBIACIUTH UX. 5. OnpenenuTb
BU/JIbI BU3yaIH3aliy (KapTUHKK) U1 OTOOpaKeHUsI MX Ha claiilax B COOTBETCTBHHU C JIOTUKOH,
uenbto W crneudduxorr marepuana. 6. IlogoOpare nuzaiiH U  (opMaTUpoBaTh CIANIBI
(KOJIMYECTBO KAPTUHOK U TEKCTa, MX PACIOJIOKEHHE, IBET U pazmep). 7. [IpoBeputs Bu3yaibHOE
Bocmpustue mnpe3eHranuu. K BuIam BH3yanu3alldd OTHOCATCA WJLIIIOCTPAlUU, O0O0pasbl,
JMarpamMmmbl, Tabnuubl. Minocmpayus - peICcTaBICHUE PealbHO CYIIECTBYIOIIETO 3pUTEIHHOTO
psaga. Obpasel - B OTIUYKE OT WILUTIOCTpauil - meradopa. VX HazHayeHHe - BHI3BATH AMOLUIO U
CO3/aTh OTHOIIEHWE K HeW, BO3JeicTBOBaTh Ha ayautoputo. C TMOMOIIBIO  XOPOILIO
MPOJyMaHHBIX U TPEICTABISIEMBIX 00pa30B, HHPOPMAIMST MOKET HAJOJITO OCTaThCs B MaMSTH
yenoBeka. Jluaepamma - BU3yalu3anus KOJIMYECTBEHHBIX M KayeCTBEHHBIX cBszeil. Ux
WCIOJIL3YIOT 7Sl YO IUTEeNbHON JEMOHCTPAIMU TaHHBIX, ISl IPOCTPAHCTBEHHOTO MBIIUICHUS B
JIOTIOTHEHHE K JIoTU4eckoMy. Tabnuya - KOHKPETHBIN, HATJISAHBIN U TOYHBIN MOKa3 AaHHbIX. Eé
OCHOBHO€ HA3HAYCHHE - CTPYKTYpUPOBATh MH(OPMAIMIO, YTO MOPOH OOJEryaeT BOCHPUSATHE
JNaHHBIX ayautopuel. [IpakTudyeckue coBETHI MO MOATOTOBKE MPE3EHTALUU TOTOBBTE OTAEIBHO:
MeyaTHhI TeKCT + chaiabsl + pa3fgaTOuHbId MaTepual; Cclaiibl - BHU3yallbHas Iojada
uHpopMaluK, KOTOpas JOJDKHA COAEpPKAaTh MHHHUMYM TEKCTa, MAaKCUMyM HW300paKeHH,
HECYIIMX CMBICIOBYIO HArpy3Ky, BBIIVISIIETh HArjisiTHO M MPOCTO; TEKCTOBOE COJAEpIKAHUE
Mpe3eHTAIlNN - YCTHas pedyb WM YTEHHE, KOTOpas AOJDKHA BKJIIOYATh apryMEHTHI, (DaKTHI,
JI0Ka3aTeNbCTBA M HMOLIMH; PEKOMEHAYeMO€e YUCIo craiiioB 17-22; obs3arenbHas nHGopMarms



JUIS TIPE3CHTAIlUU: TeMa, (paMIIdsg W WHUIHAAJB BBICTYMAIOIIECTO; TUIAH COOOIICHMS; KPATKHE
BBIBO/IbI U3 BCEr0 CKAa3aHHOI0; CIIMCOK MCMOJb30BAHHBIX HCTOYHUKOB; pa3/IaTOYHbIA MaTepHall -
JOJKeH O0eCTeunBaTh Ty K€ TUIYOMHY M OXBaT, YTO U YXUBOE BBICTYIICHHE: JIFOAU OOJbIIIE
JOBEPSIIOT TOMY, YTO OHM MOTYT YHECTH C COOOH, 4eM MCHUE3aloUIMM H300paXKeHHsM, CIOBa U
Claiipl  3a0BIBAFOTCS, a pa3JaTOYHBIA MaTepUal OCTAETCA TIOCTOSIHHBIM  OCS3a€MBIM
HallOMUHAHKUEM; Pa3AaTOYHbIN MaTepuall BaXKHO pa3/laBaTh B KOHIIE MPE3EHTAIIMU; Pa3JaTOYHbIN
MaTePHAIIBI IOJKHBI OTJIUYATHCS OT CIIANIOB, TOJDKHBI OBITH 00Jiee HH()OPMATHBHBIMHU.

KoMnbroTepHyro npe3eHTalno, ConpoBOKIAAIOIIYIO BEICTYIIJICHHE JOKIIaJurKa, ya1o0Hee
BCEro nmoAarotoButh B mporpamme MS Power Point. [pe3enranus kak JOKYMEHT MPEICTABISICT
cO0OH TMOCTIEeNOBATEIBHOCTh CMEHSIOMIMX JPYr Jpyra ClIalJjoB - TO €CTh JIIEKTPOHHBIX
CTPaHUYEK, 3aHUMAIOIIUX BECh SKpaH MOHUTOPA (0€3 MpUCYTCTBUS TaHeel mporpamMmbl). Yaie
BCEro JIEMOHCTpAlUsl MpE3eHTAllMK IMPOELUpyeTcss Ha OOJBIIOM 3KpaHe, pexe — pa3aaércs
coOpaBmIMMCs Kak Me4aTHbl Marepuan. KonmyecTBo cnaiiioB aJeKBaTHO COJIEP)KAHUIO U
MPOJIOJDKUTEIBHOCTH  BBICTYIUIGHMSI  (Hampumep, A S5S-MHUHYTHOTO  BBICTYIUICHUS
pEKOMEHAyeTCs UCII0NIb30BaTh He Oosee 10 craiiios).

Ha mepBom crnaiie 00s13aTenbHO MPEACTABISAETCS T€Ma BBICTYIJICHUS M CBEICHHS 00
aBTopax. Crnenyromue ciaaipl MOKHO MOJATOTOBUTH, UCTIOB3YS JIBE Pa3JIMUHBIE CTPATETUH HX
IIOATOTOBKU:

1 CTpaTerusAa: Ha CJ'IaI\/'IJII)I HAHOCUTCSA OHOpHBIﬁ KOHCIICKT BBICTYIUICHUA W KIIKOUCBBIC
CIIOBa C TeM, YTOOBI MOJBH30BaThCS MMM KaK IUIAHOM Ui BBICTYIUIEHHA. B 3TOM ciydae k
claiiiaM MPEeabsABISIOTCS CIEIyIOIIe TpeOoBaHUs: 00beM TEKCTa Ha ciaiie — He OoJbline 7
CTPOK; MapKHPOBAHHBII/HYMEPOBAHHBIN CITUCOK COACPIKUT HE OoJiee 7 2IEMEHTOB; OTCYTCTBYIOT
3HAKM MYHKTyallMd B KOHIIE CTPOK B MapKUPOBAHHBIX U HYMEpPOBAaHHBIX CIUCKaX; 3HAUUMas
nH(pOpMaIUs BRIICTSETCS ¢ TIOMOIIBIO IIBETA, Keriis, 3pdekroB annmaruu. Oco60 BHUMATEIHHO
HEOOXOJMMO TPOBEPHUTHh TEKCT HA OTCYTCTBHE OMMOOK M ormedaTok. OCHOBHas OIIMOKa Mpu
BBIOOpE JIaHHOM CTpaTeruu COCTOMT B TOM, YTO BBICTYMAIOIIHME 3aMEHSIOT CBOIO peyb YTEHHUEM
TEKCTa CO CIIaioB.

2 crpaterus: Ha claiinel momemaercs (akruyeckuid Marepuai (TaOnuibl, rpadukw,
dororpaduu u mp.), KOTOPBIA SABJISETCS YMECTHBIM M JOCTAaTOYHBIM CPEACTBOM HArJISIHOCTH,
MIOMOTAET B PACKPHITUU CTEP)KHEBOW WU BBICTYIUICHHUs. BBIOpaHHBIC CPEICTBA BU3yaIM3alluU
nHpopMaIuu (TabJIUIbI, CXEMBbI, TPAQUKHU U T.]I.) COOTBETCTBYIOT COJICPIKAHHIO BBICTYILICHHS. B
ATOM clly4dae K ciaiiam MpeIbsIBISIOTCS CICAYIONINe TPeOOBAHUSA: MAKCUMAIbHOE KOJIHUYECTBO
rpaduyeckoil nHpopmanuu Ha oAHOM crhaiinie — 2 pucyHka (pororpaduu, cxembl U T.JA.) C
TEKCTOBBIMH KOMMEHTapusMu (He Ooliee 2 CTpOK K Kaxaomy). Hanbosiee BaxkHast nHpopmanus
JIOJI’KHA pacrojaratbCs B IIEHTPE IKpaHa.

OcHoBHas omuOKa NpH BBIOOpPE JAHHOW CTpaTeTMH — «COPEBHOBAHHE)» CO CBOUM
WITIOCTPATUBHBIM MaTepHaJoB (ayAUTOPUU HE MPENOCTaBISAETCS JOCTATOYHO BPEMEHH, YTOObI
BOCIPUHATh MaTepuasl Ha criaijgax). OObIYHBIA criaifg, 6e3 >(pQeKkToB aHMMAIMU JOJDKEH
JI€MOHCTPUPOBAThCsl Ha SKpaHe He MeHee 10 - 15 cexyH. 3a MeHblIee BpeMsl IPUCYTCTBYIOINE
HE yCIeeT OCO3HaTh Cojep)kaHue cnaiina. Eciam kakas-To kapTHHKa MOSBUIACH HA 5 CEKyH, a
MIOTOM TYT K€ CMEHWIACh JAPYroi, TO ayAUTOpuUs OyAET CUMTATh, YTO JOKIATUUK €€ MOATOHSET.
OO6patHoro (MO3UTUBHOTO) A(PQPEeKTa MOXKHO JOCTUTHYTH, €CIM JOKIAJUUK  IPOJHUCTHIBACT
MHO>KECTBO CJAiJIOB CO CIOKHBIMU TaOJUIIAMU U JAMArpaMMaMu, roBops Mpu 3ToM «BoT Tyt
NpUBEIEH PA3HOTO POJAA BCNOMO2AMENbHbII MaTepuall, HO S €ro X04y HpPOIYCTHTb, YTOOBI HE
NeperpyXxarhb BBICTYIUICHHE OAPOOHOCTSIMIWY. [IpaBna, Takoil mpuéM nenath B Hauaie U B KOHYe
MPE3CHTAI[MH — PUCKOBAHHO, ONITUMAJILHBIN BapHAHT — B CEPEMHE BHICTYIUICHUSI.



Eciu wa cnaiine mpuBOAMTCS CIIOKHAs JAudarpaMma, €€ HeoOXOOUMO MpeaBapuTh
BBOJHBIMH cJOBaMH (Hampumep, «Ha 3Toil auarpamme NPUBOJAUTCS TO-TO U TO-TO, 3€IEHBIM
OTMEYEHBI MOKa3aTeNn A, CHHUM — IIOKa3arenu b»), ¢ TeM, 4ToObl AaTh BpeMs ayIuTOpHH Ha e
paccMOTpeHHe, a TOJBKO 3aTeM INPHUCTYyNaTh K e€ oOcyxkaeHuro. Kaxaelii ciaiin, B cpeaHem
JOJDKEH HAaXOJUThCs Ha kpaHe He MeHbine 40 — 60 cexyna (6e3 yuéra BpeMeHH Ha CIIydailHO
BO3HHUKIIEE OOCyKJeHue). B cBsS3M ¢ 3TUM Jydlie HACTPOUTH IMPE3CHTALMIO HE Ha
aBTOMAaTHYECKUI I10Ka3, a HA CMEHY CJIalI0B CAMHUM JOKJIaI4HKOM.

Oco60 TmarenbHO HEOOXOAUMO OTHECTUCH K ogpopmienuro npesenmayuu. Jns Bcex
CIIAliIOB TPE3EHTALMU 10 BO3MOXKHOCTH HEOOXOJMMO HCIIOJIb30BaTh OJAWH M TOT K€ MIa0JIOH
oopMIICHHS, KeTJIb — JUIS 3ar0JIOBKOB - HE MEHbIIEe 24 IMyHKTOB, sl HHOpPMAIIUU - HE MEHEe
18. B mpe3eHTanusx He MPUHATO CTaBUTh MEPEHOCHI B CIOBAX.

[Tonymaiite, He oTBIIEKalTE U BBl CIylIaTeNel cBOEH ke mpe3eHTanuen? Spkue Kpacku,
CIIOXHBIE I[BETHBIE IIOCTPOCHHUSA, U3JIUILHAS aHUMAlUs, BBIIPHITUBAIOLUINN TEKCT WU
WUTIOCTpAlsl — HE caMmoe Jydllee JOMOJHEHHE K HaydHOMY JoKiIany. Takyke HeKelaTesIbHbI
3BYKOBBIE A(PPEKTHI B X0OJI€ IEMOHCTPAIMH Mpe3eHTauu. Haumydmmumy SBIsSIOTCS KOHTPACTHBIE
nBeta ¢oHa u TeKcTa (6embIii PoH — YEPHBINA TEKCT; TEMHO-CHHHUN ()OH — CBETIIO-KENTHIN TEKCT U
T. 1.). Jlydiie He cMemuBaTh pa3Hble TUIIBI MIPU(TOB B OJHOM Mpe3eHTanuu. PekoMenayercs He
37I0yNOTPEOIATh MPONUCHBIMU OyKBaMH (OHHM YHUTAIOTCS XYyXKe).

HekoHTpacTHbIE cllaiifipl OyIyT CMOTPEThCS TYCKIIBIMU U HEBBIPA3UTEIHLHBIMU, OCOOCHHO
B CBETJIBIX ayAUTOpHsX. [y mydiiell opueHTalK B MPE3EHTAIlMU 110 X0y BBHICTYIUICHHUS JTy4llle
MPOHYMEpOBaTh claiel. JKemarenbHo, 4YTOOBI Ha ClIaiilaXx OCTaBaJIKMCh IOJIsI, HE MeHee 1 cM ¢
KXo cTropoHbl. BcmomorarenpHass wuHdopmanus (ympapisionie KHOIKH) HE JIOJKHBI
npeobyagaTh HaJA OCHOBHOM WMH(poOpManuer (TEKCTOM, WLIIOCTpanusaMu). Mcmonp3oBaTh
BCTpOoeHHBIE d(PPEKTH aHUMAIIMH MOXKHO TOJIBKO, KOTJa 0€3 3TOro He OOOMTHCH (Hampumep,
MOCJIEIOBATENIFHOE TOSIBIIEHHUE 3JIEMEHTOB Auarpammbl). [[si aklleHTUpOBaHMS BHUMaHUS Ha
KaKOW-TO KOHKPETHOW MH(OpMAIIUHU CiIaiia MOYKHO BOCIIOJIB30BaThCS JIA3EPHON YKA3KOM.

JlnarpamMmbl TOTOBSITCSL C UCIIOJIB30BAHUEM MacTepa AuarpamMm TaOIMYHOTO IMpolieccopa
MS Excel. [lnst BBOAa YKMCIOBBIX JAHHBIX HMCIHOJB3YETCS YHCIOBOM (opMaT C pasjeinuTesieM
rpynn paspsaoB. Eciu nanHbie (MOAMHCH JAHHBIX) SBJSIOTCS JPOOHBIMHM YHCIAMHU, TO YHUCIIO
0TOOpaxkaeMbIX JECATUYHBIX 3HAKOB JIOJDKHO OBITH OJIMHAKOBO JUISl BCEHM TPYMIBI ATHUX JAaHHBIX
(Bcero psja nmoanuced JaHHBIX). JlaHHBIE ¥ TIOMICH HE JIOJDKHBI HAKIIAAbIBaThCS IPYr HA Apyra
U CIUBAThCS C rpaduuecKuMu daeMeHTaMu auarpamMMbl. CTPYKTypHBIE AUArpaMMbl TOTOBSITCS
[pY MIOMOIIM CTAaHIAPTHBIX cpencTB pucoBanus nakera MS Office. Eciu npu dpopmarupoBanuu
claiijja ecTb HeOOXOAMMOCTh MPOMOPIUOHAIBEHO YMEHBIIUTh pa3Mep AHarpammbl, TO pa3Mep
mpu(TOB PEKBU3UTOB JOKEH OBITh yBENWYEH C TaKUM pacdyeToM, 4YTOOBbl peanbHOe
0oToOpaxkeHHe OOBEKTOB JUArpaMMbl COOTBETCTBOBAJIO 3HAUEHHUSM, yKa3aHHBIM B Tabmuie. B
Tabnuuax He JOJDKHO ObITh Ooniee 4 cTpok U 4 cTONOIOB — B MPOTHUBHOM Cilydae JaHHBIE B
Tabnuie OyaeT MPOCTO HEBO3MOXKHO YBUAETh. Sueiikh ¢ Ha3BaHUSMH CTPOK U CTOJOIOB H
HauOoJee 3HauMMbIe TaHHbIE PEKOMEHTyeTCS BBIICISATH [IBETOM.

Tabnuynas wuHGOpPMALUs BCTaBIIETCS B Marepuanbl Kak TaOnMia TEKCTOBOTO
npoueccopa MS Word wimm Tabmuanoro nponeccopa MS Excel. Ilpu BcraBke TaOmuIbl Kak
00BbEKTa M MPOMOPLHMOHAIHLHOM M3MEHEHHH €€ pa3Mepa pealbHblii oToOpa)kaeMblil pa3mep
mpudTa 10KeH ObITh He MeHee 18 pt. TaGnuiel M AUarpaMMbl pa3MEIIaloTCs Ha CBETIOM WM
6emom QoHe.



Ecnu Bl npeanountaere BOCIOIB30BATHCS TOMOIIBIO ONEpaTopa (YTO TOXKE BO3MOKHO),
a HE JINCTaTh CIANJBI CaMOCTOSTEIBHO, OYCHb TOJIE3HO MPEIyCMOTPETh CCHUIKK HA CIIalbl B
Tekcte okiana («Crneayronui cai, noxanyicra...»).

Ilocne IMOATOTOBKH IMMPE3CHTAIUN H€O6XOI[I/IMa PCIICTUL A BBICTYIIJICHUA.

3aKTFOUUTENBHBIA CIIAl]] MPEe3eHTAINH, coaep)ammii TekeT «Cracubo 3a BHHMaHUE)
umu  «Koneny», Bpsiag JM TpuUeMieM Uil TPE3CHTAIlMH, COMPOBOXKAAIOIICH MyOnnuHOe
BBICTYIUICHHE, IIOCKOJIBKY 3aBEpIICHHME II0Ka3a CIAaiJ0B €Ul€é HE SBJAETCS 3aBEpLICHUEM
BoICcTyIUIeHUs. KpoMe Toro, Takue ciaifipl, Tak ke Kak u ciain «Bompocwi?», nyonupyroT
ycTHOE coobmieHne. ONTUMAIbHBIM BapUAHTOM IIPEJICTABIISICTCS MOBTOPEHUE TIEPBOTO ClIaliia B
KOHIIE MPE3ECHTAINH, MIOCKOJIBKY 3TO JAET BO3MOKHOCTD €IIE pa3 HAIOMHUTH CIYIIATEISIM TEMY
BBICTYIUICHUS M M1 JIOKJIATIMKA U JTMOO TIEPEHTH K BOTIPOCaM, JTMO0 3aBEPIIUThH BHICTYILICHHUE.

Jlnst mokasza daiin mpe3eHTanuu HeoOXOJUMO COXpaHuTh B (popmate «JlemoHCTpamms
PowerPoint» (®aiin — Coxpanuth kak — Tun ¢aiina — Jlemonctpamus PowerPoint). B stom
clilydae TpEe3eHTAIMs] aBTOMAaTHYECKH OTKPHIBACTCS B PEXKUME IMOJHOAKPAHHOTO MOKa3a
(slideshow) u ciymarenu u3baBiieHbl Kak OT BUa pabouero okHa mporpamMmsl PowerPoint, Tak
U OT MOTEPh BPEMEHHU B HaYaJIe MOKa3a MPe3eHTAIHH.

[Tociie MOATrOTOBKY MPE3eHTANH MOJIE3HO TPOKOHTPOIMPOBATH Ce0sT BOIIPOCAMH:

1) ymamoch nM JOCTHYh KOHEYHOW IIEIM TPE3eHTAlMu (YTO YJIAlIoCh OMPEIETUTH,
00BSACHUTH, IPEATIOKUTH WIH TPOJEMOHCTPUPOBATH C MOMOLIBIO HEE?);

2) K KakuM OCOOCHHOCTSIM OOBEKTa TMPE3CHTAIMH YAAJOCh TIPHUBJICYb BHUMaHHUE
ayauTopuu?

3) He OTBJIEKAET JIU CO3AaHHAs MPE3EHTAIMSI OT YCTHOTO BBICTYIUICHUS?



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

Informal vocabulary is used in one’s immediate circle: family, relatives or friends.
Informal style is relaxed, free-and-easy, familiar and unpretentious.
Formal style is restricted to formal situations and associated with professional communication.
Readable style is important in any area. However, every subject has its own vocabulary. It is the
same with style: If you want to improve your style, you have to control your vocabulary. Every
group demands that its new members master a voice and vocabulary testifying that they have
accepted the values of the group. An aspiring future specialist must learn not only to think like a
professional, but also to sound like one.
We use special language to help us manage how our readers follow and understand us. Some
kinds:

o - Rhetorical actions: explain, show, argue, claim, deny, suggest, contrast, add, expand,
summaries;
- Parts of our discourse: first, second, third; to begin, finally;
- Logical connections: therefore, however, consequently, if so;
- Hedges to our beliefs: It seems that, perhaps, | (we) believe;

e - Guides for our readers: Consider now; Recall; Imagine
Academic language should be clear, unambiguous and objective. “Objective” does not mean that

you avoid taking a position; rather, it means to expose its foundations (reasons, evidence).
Inexperienced writers are often tempted to embellish their language,

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

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

Level of style

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

Active — Passive

Many students and researchers use the passive voice of verbs in their texts. Sometimes this is
necessary, but too much passive voice makes for a heavy-going text. Moreover, passive
constructions often give rise to other problems. For example, you are likely to end up with long
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sequences of words strung together by prepositions. For example, “... investigation of questions
concerning a reduction in the occurrence of ...”

Example of a passive construction: New research in this area is being undertaken continuously
by the institute.

The same sentence using the active voice: The institute is continuously undertaking new
research in this area. Or better: The institute is continuously researching in this area.

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

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

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

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

they summarize: We have suggested ..., [ 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.
o - Informal writing with inappropriate language is not acceptable.
o - Standard English is defined as writing that achieves an academic accuracy without
resorting to stiff, unnatural styles.

Stylistics weaknesses to avoid are:

. - 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
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(pa3gea 1, m. 1.3)

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

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

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

talking.

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

o

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

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

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

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

— I'm afraid he is out/ away/ off at the moment. Can | take a message?
— Can you ask him/ her to call me back?

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

— lamjust calling to

Making appointments

— Just amoment, I'll get my diary.
— Could you manage Tuesday?

— What about Wednesday?
— Shall we say two o'clock?

— I'msorry, I'm out all day.

— Tuesday would be fine.

— That suits me. Signing off

— | 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
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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
(pa3gea 1, m. 2.2)

Public speaking is something almost everybody has to do at least once in their lifetime. Many of
us find it stressful and nerve racking. Whether we're talking in a team meeting or presenting in
front of an audience, we all have to speak in public from time to time.
We can do this well or we can do this badly, and the outcome strongly affects the way that
people think about us. This is why public speaking causes so much anxiety and concern.
The good news is that, with thorough preparation and practice, you can overcome your
nervousness and perform exceptionally well.
Even if you don't need to make regular presentations in front of a group, there are plenty of
situations where good public speaking skills can help you advance your career and create
opportunities. For example, you
might have to talk about your organization at a conference, make a speech after accepting an
award, or teach a class to new recruits. Public speaking also includes online presentations or
talks; for instance, when training a virtual team, or when speaking to a group of customers in an
online meeting.
Good public speaking skills are important in other areas of your life, as well. You might be asked
to make a speech at a friend's wedding, give a eulogy for a loved one, or inspire a group of
volunteers at a charity event.
In short, being a good public speaker can enhance your reputation, boost your self-confidence,
and open up countless opportunities.
So, you may speak on public for different reasons, on different subjects, to people of different
business culture and personal taste. The speaker may want

o to inform the audience about some subject matter;

e to introduce some subject matter;

o to encourage the audience to make a decision;

o tosell goods/ services.

o 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.

o 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.

« 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;
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Introducing the subject;

Describing the sequence;

Starting the report itself;

Moving to the next point;

Summarizing;

Concluding;

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.

o Engage with your audience.

o Pay attention to body language.

e Think positively.

o 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.

°°.\‘.°’.U":'>.°°!\’

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

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

1. Toinform

e - Circulate new ideas;

e - Inform others of work done or progress made;

e - Provide update on the progress of the project.

1. Toinstruct

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

e - Explain how a new system will operate;

1. Toinfluence

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

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

e - Assess a situation;

e - Draw up conclusion;

e - Analyze the performance of the company;

1. To interest

e - Use the presentation to appeal to wide audience;

e - Summarize the findings.
Writing an effective scientific paper is not easy. A good rule of thumb is to write as if your paper

will be read by a person who knows about the field in general but does not already know what
you did. Formal reports are a common feature of scientific work and it is important to pay
particular attention to the structure, style, and presentation of your reports.

The typical structure of a written report is as follow:

Preliminary Sections

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

d) Summary

Main part of the report

a) Introduction

b) Body of the report
c) Conclusion

d) Recommendations

Supplementing material

a) Appendices
a) Bibliography
b) Glossary

C) Indices [ ‘indisi:z] —(pl. from index)
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It is desirable to include into a report different illustrations such
as tables, charts, graphs, photographs, and line drawings.
The basic scientific format scientists have designed for research reports:

e Introduction

o Methods and Materials

e Results

o 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:

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

« indicates whether the results were consistent or inconsistent with your

o explains what possible sources of error there are
« indicates how the experiment could be improved in future.

Conclusion o briefly restates the main results
« briefly explains the significance of the findings.
References o provides a list of sources of information which you have used, following the
referencing conventions required for the unit.
(Appendices) e provides supporting information such as calculations.

The scientific format may seem confusing for the beginning science writer due to its
rigid structure which is so different from writing in the humanities. One reason for using this
format is that it is a means of efficiently communicating scientific findings to the broad
community of scientists in a uniform manner. Another reason, perhaps more important than the
first, is that this format allows the paper to be read at several different levels. For example, many
people skim Titles to find out what information is available on a
subject. Others may read only titles and Abstracts. Those wanting to go deeper may look at
the Tables and Figures in the Results, and so on. The take home point here is that the scientific
format helps to insure that at whatever level a person reads your paper (beyond title skimming),
they will likely get the key results and conclusions.

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

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

Ayoumopnan xonmponsnasn paboma (AHIJTHHCKHH A3BIK)

I . Match the English phrases with their Russian equivalents:

1. behind schedule a) dYeIOBEYECKUE PECYPCHI
) . b) we ykmagpIBaThCS B CPOKH
2. to give the green light
C) BBIMOJHSITH MPOCTHIC 33Ja4YH
3. application area d) npuHIKT 0OpaTHOM CBSI3U
€) CPOKH BBITOJHEHHS
4. time frame f) cdepa npumeHeHus

g) paspeniuTh Ha4YaTh MPOEKT
h) npowussoacTBeHHAs 3PPEKTUBHOCTD

6. humam resource (HR) I) NPOU3BOICTBCHHAs CKOPOCTh
J) TmocnemoBaTeabHOCTH

5. feedback principle

7. perform simple tasks
8. production rate
9. product efficiency

10. sequence

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

1 mark for each correct answer Total /10

Il.  Find the synonyms in the columns:

1) feedback a) arrange
2) rate b) careless
3) to apply c) effective
4) efficient d) equipment
5) device e) inspire
6) assemble f) refer

7) realm g) response
8) sequence h) series

9) encourage 1) speed
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10) vague J) sphere

1)

2) 3) 4) 5) 6) 7) 8) 9) 10)

1 mark for each correct answer Total /10

I11. Match the words with the definitions:
a. The feedback principle b. HR c. Automation d. Critical path
e. Aerospace f. Milestone g. Mechanical h. Gantt chart i. Safety j. Equipment

1. includes hiring, training, employee development, pay and benefits.
2. i a bar chart that shows the overlapping timing of activities involved in
project and sometimes also shows the relationship between them.
K 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.
T 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.
9. 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
IV. Write the plural of these words.
1. business 6. switch
2. software 7. woman
3. technology 8. child
4. analysis 9. formula
5. tax 10. query
1 mark for each correct answer Total_/10

V. Rewrite sentences in the Passive Voice:

1. Engineers in the field of electric power and mechanics have brought about several important
developments since 1970s.




2. Digital systems are replacing analog one.

3. Engineers use computers to solve complex problems.

4. It is difficult to generalize from the marginal point the current motives for investment in
robots.

5.Engineers continue to work to squeeze great numbers of circuit elements onto smaller chips

2 mark for each correct answer Total /10

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) Inthe 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.




which may be called “solids-state electronics”.

VII. In each line cross the word that has an odd meaning :

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

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.

OIPCACIICHHBIC BPOXIACHHBIC CIIOCOOHOCTH U HpeI[HpI/IHI/IMaTCJ'IBCKI/Iﬁ CKJIaJ[ yma.

HCKOTOpBIe JJIFOAW CHUTAIOT, YTO IJIA TOT'O 9TOOBI CTaTh 6I/ISH6CMCHOM, HY)XHBI

2.

CIIOCOOHOCTEH 3aHATHE OM3HECOM HE JJIs HUX.

Onn CUHUTAKOT, YTO CTATb TAKUM HC BO3MOXKHO, U €CJIM Y HUX HCT TAKHUX

Jpyrue nroam IensT BcexX Ha BEJOMBIX U BEIYIIUX.

4.

OHHM CUHUTAIOT, YTO TOJBKO JIUAEPHI UM BEAYIIHE MOTYT YCHEITHO OTKPBITH U
pa3BUTH CBOI OM3HEC.

5.

Ho B neiicTBUTENEHOCTH 3TO BCE OTTOBOPKH JIFOJICH, KOTOPBIE OOATCS MOMBITATHCS
CTaTh OM3HECMEHOM, OOSITCSA YTO-TO MEHSTh.




6. YcneurHsiM OM3HECMEHOM MOKET CTaTh aOCOIIOTHO JII0O0H YeIoBEeK, KOTOPBIN
3TOTO XKEJaeT.

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

8. VYenex Bo MHOTOM 3aBHCHT OT CIIOCOOHOCTEH, TI0JTy9eHHOTO 00pa30BaHus,
JIMYHOCTHBIX Ka4u€CTB, TPYI[OJ'II-O6I/I$I n (bHHaHCOBI)IX CpCACTB.

Q. Ho Bce, e KaxapIil MOXKET YCIIEIIHO YIPaBIsATh OM3HECOM U CTaTh
MpeycreBaroM OU3HECMEHOM, IJ1aBHOE HE OOSIThCsS, a IeMCTBOBATS.

10.  HyxHO GBITH FOTOBBIM K HOSBISIOIMMCS TPYAHOCTAM H IIPOOIEMaM, KOTOPBIE
BO3HUKAIOT MPAKTUYECKU €XKETHEBHO, 0€3 HUX OM3HEC HE MOKET CYIIECTBOBATh, 3TO HA/I0
MIOHMMAaTh NIPABWIBHO U HE ONYCKATh PYKH U OBITh TOTOBBIM BO3JIOKUTh Ha Ce0s BCIO
OTBETCTBEHHOCTH 3a Be/IeHUE On3Heca.

2 marks for each correct answer Total /20

IX. Translate into Russian.

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

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

5 marks for the text Total /5

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

In our classroom, we have five computers connected to (1) Internet. We use them to
prepare (2) projects and reports, and to study subjects like (3) Music, Art and Science.
This year, we are preparing (4) exchange with students from a partner school in Europe.



Our teachers use (5) video projector to make (6) presentations on a large screen. At

home | have a desktop PC and (7) inkjet printer. 1 use my computer to play games, send
and receive (8) email, and get (9) information from (10) _ Wehb.
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, .xIs
for spreadsheets, .ppt for presentations, etc.). Office suites are reasonably secure, as long as you
have an anti-virus program, and may include a document recovery tool that helps you retrieve
documents after a system failure.

XIl.  Find the following in the text.

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

2. another name for office suites

3. 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

XIII. Find Russian equivalents (¥ translation) to the following English idioms.
A white elephant

An Indian summer

To be like a red rag to a bull

To be in one’s black book

To show the white feather

To paint the town red

To make black white

Castles in Spain

© oo N o g B~ wbhPE

The life and soul

10. Heads or tails?

1 mark for each correct answer Total /10

Ayoumopnas xonmponsnas paoma (HEMEL[KHUH A3bIK)



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

MMPCIJIOKCHUC, OTPAHUYCHHOC I10

1 waren liefern a
BpPEMCHH
2 verbindliches Angebot b CPOK YKa3bIBaeTCs
3 das Angebot ist befristet C COCTaBHTh ceOe MPEIICTaBICHUEC
4 zu den genannten Bedingungen d OTBET Ha 3aIpoc
5 die Frist wird angegeben e IOCTaBUTh TOBAPHI
6 sich ein Bild machen f TBepas odepra
7 Antwort auf eine Anfrage g COJIepKaTh JJaHHBIC
8 Angaben enthalten h OTIPEICTICHHBIN BHI TIPOIYKIIMU
9 das bestimmte Erzeugnis [ OTIIPABUTH MOJTYYATEITIO
10 an den Empfanger senden J COTJIACHO YIMOMSIHYTBIM YCJIOBHSIM
1. 2. 3. 4. 5. 6. 7. 8. 9. 10.

2. Lesen Sie sorgfaltig die Klischees, die in Geschaftskorrespondenz verwendet werden, und
Ubersetzen Sie die Séatze ins Russische.

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

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

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

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

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

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

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

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

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



10. Die Preisliste, auf die Sie sich in lhrer 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 hdchsten Institutionen eines
Staates, die Staatliche Politik leitet, lenkt und beaufsichtigt.

3. Regierung (f)

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

4. Mustermesse (1)

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

5. Arbeitslohn (m)

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

6. Verbraucher (m)

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

7. Fremdkapital (n)

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

8. Bedarf (m)

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

9. Industrie (f)

1) Ausgabe von Wertpapieren, Aktien.

10. Emission (f)

j) Zweig der Industrie.




1. 2. 3. 4. 0. 6. 7. 8. 0. 10.

4. Ubersetzen Sie die Satze schriftlich ins Russische und achten auf die Besonderheiten der
Ubersetzung des Ortes «man» in Kombination mit Verben.
1. Man soll die Bestellung widerrufen.

2. Man muss die Anweisungen der Unternehmensleitung genau beachten.

3. Man sendet Ihnen diesen Scheck rechtzeitig.

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

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

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

4. Der Warenumsatz kam um nahezu ein Viertel zu.

5. In Finnland hatte sich die Konjunktur erhéht.

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

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

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

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

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

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

7. Lesen Sie sorgfaltig den Antrag auf Beschaftigung, Gibersetzen Sie es ins Russische.

Sehr geehrte Frau Rechtsanwaltin Rainer,

in der ,,Stiddeutschen Zeitung® vom 21.01.2006 bin ich auf Thre Stellenanzeige gestoRen. Ich
kann mir vorstellen, dass die Arbeit bei Ihnen anspruchsvoll ist und zugleich Spa3 macht. Daher
bewerbe ich mich als Allround-Birokraft in lhrer Kanzlei.

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

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



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

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

Mit freundlichen Gril3en

Ingeborg von Léaufe

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

c) es gibt keine Informationen im Text

GESELLSCHAFT MIT BESCHRANKTER HAFTUNG (GMBH)

Die Griindung einer GmbH erfolgt durch eine oder mehrere Personen mit Abschluss eines
Gesellschaftsvertrages in notarieller Form. Der Gesellschaftsvertrag ist zugleich die Satzung der
GmbH. Der Vertrag muss enthalten: Firma, Sitz der Gesellschaft, Gegenstand des
Unternehmens, Hohe des Stammkapitals, Stammeinlagen der Gesellschafter. Die Firma kann
eine Personen-, Sach- oder gemischte Firma sein. Der Name muss allerdings den Zusatz ,,mit
beschrinkter Haftung (mbH)” enthalten. Haftung: Als Kapitalgesellschaft mit eigener
Rechtspersonlichkeit, also als juristische Person, haftet die GmbH selbst fur ihre Schulden
unbeschrankt mit ihrem Vermdgen. Die Gesellschafter haften nur gegentber der Gesellschatft.
Ihre Haftung ist auf die H6he der Einlage beschrankt.

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

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

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

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



2. Die Geschéftsfuhrung ist das oberste Organ.
3. Die Griindung einer GmbH findet sehr kompliziert statt.

1. 2. 3.
9. Finden Sie lexikalische Entsprechungen zu den Ausdriicken aus dem Text.
1 die Gesellschaft mit beschrankter Haftung @ [enp gesTeIbHOCTH MPEANPHUSITUS
2 |in notarieller Form b uucmo rosocos coOpanus manmUKoB
3 der Vertrag muss enthalten: C O PEUICHHUIO MaNIINKOB
4 |der Gegenstand des Unternehmens d HeorpaHWYeHHasi OTBETCTBEHHOCTh
5 die unbeschréanke Haftung € HaWBBICIIUI Opraxn
6 |die Rechte der Gesellschafter f OOIECTBO ¢ OrpaHHICHHOIH
OTBCTCTBECHHOCTBIO
. die Stimmzahl in der A —
Gesellschafterversammlung
8 nach dem Gesellschafterbeschluss h cuna npeacraBuTenbCTBA 1S PUPMBI
9 |das oberste Organ | IOrOBOP JOJDKEH COIEPIKATh
die Vertretungsmacht fir die . .
Gesellschaft. ] B HOTapuanbHOU opme
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 Ihnen?

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

d) — Danke, sehr gut.

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

f) — Noch nicht, aber wir werden sie er6ffnen missen. Die Firma wachst.

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

1. 2. 3. 4, 5. 6. 7.

11. Ubersetzen Sie den Text
Genossenschaft

1. Die Genossenschaft ist ein Verein mit nicht geschlossener (d. h. freier und wechselnder)
Mitgliederzahl, dessen Zweck darauf gerichtet ist, den Erwerb und die Wirtschaft der Mitglieder
(Genossen) zu fordern, und der in das Genossenschaftsregister eingetragen werden muss. Die
Grindung 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
Geschaftsfihrung und Vertretung der Genossenschaft grundsétzlich gemeinsam zu. Die



Vertretungsmacht ist nach auflen hin unbeschrénkbar. Der Vorstand wird von der
Generalversammlung gewéhlt. Seine Bestellung kann jederzeit auch ohne wichtigen Grund
widerrufen werden.

3. Die Mitgliedschaft einer Genossenschaft setzt Teilnahme an der Grindung oder eine
unbedingte schriftliche Beitrittserklarung voraus, wird aber erst durch die Eintragung in die vom
Registergericht gefiihrte Genossenliste erworben. Grundsétzlich kann einem Genossen nur eine
Mitgliedschaft zustehen; jedoch kann das Statut den Erwerb mehrerer Geschaftsanteile zulassen
oder bestimmen. Der Verlust der Mitgliedschaft tritt ein durch Tod, Austritt und durch
Ausschluss. Nach Ausscheiden des Genossen findet die Auseinandersetzung mit der
Genossenschaft in der Weise statt, dass das 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 Vermogenslosigkeit, sowie Umwandlung. Nach der Auflésung findet eine Liquidation
statt. Bis zur Beendigung der Liquidation besteht die Genossenschaft noch fort.

Ayoumopnas konmponsnasn paboma (DPAHI[Y3CKHH A3bIK)

1. Lisez le texte:

Comment trouver un emploi?

I1'y a le chémage. On est trois cents personnes pour le méme poste. Tous les jours des sociétés
recrutent. Tous les jours la presse est pleine de petites annonces d’offres d’emploi, tous les jours
on signe un contrat d’embauche. Donc, il y a un poste fait pour vous, il faut le répérer et le
décrocher. 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 (-e)
a 10 h, ne fixez pas un autre rendez-vous a 11h 30. Prévoyez un peu de temps entre deux
entretients d’embauche pour éviter le stress du retard.

Aspect extérieur. Votre compétence est une chose, mais on va aussi vous juger sur votre aspect
extérieur. Certains se présentent en jeans et T-shirt pour un poste de responsable. Voila le cas
de Sandrine qui a aucune chance d’avoir ce poste dans une grande entreprise de cosmétologie.
Son C.V. est excellent, elle connait le métier, en plus elle est plutot jolie. Mais le directeur des
ressources humaines retiendra de Sandrine son attitude “un peu trop” relaxe, sa jupe “un peu
trop” courte, son maquillage “un peu trop” voyant. Alors, il vaut mieux observer la 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. Il faut faire attention aux phrases qui sonnent comme un chantage: j’ai une
proposition plus intéressante ailleur; dans ’espoir d’étre mieux payé ici, mais cela aura I’effet



d’un boomerang: “Allez-y”, vous répondra-t-on. Ou bien, exiger une réponse immédiate, sous
prétexte qu’on n’attend que vous chez un concurrent. Si tel est le cas, dites-le d’une fagon polie,
montrez que vous avez d’autres offres.

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

2. Pendant I’entretien il faut se tenir droit (-€), les épaules et les bras ouverts.
3. La compétence, c’est tout ce qu’il faut avoir.
4. Il faut éviter des phrases qui sonnent comme un chantage.
5. Il ne faut pas exiger une réponse immediate.
1. Choisissez la bonne réponse.

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

A venir un peu en retard.

B quémander un emploi

C venir a temps.

7. Pour se faire embaucher il faut ...

A se présenter en  jeans et T-shirt

B étre discret, mais se distinguer des autres.

C montrer que vous avez d’autres offres.

8. On va aussi vous juger sur...

A votre aspect extérieur.

B vos examens bien passés.

C votre récit du voyage.

9. Tous les jours les sociétés ...

A observent la régle générale.

B attendent leurs concurrents.

C recrutent.

10. Si vous avez une proposition plus intéressante, ...
A exiger I’augmentation des salaires.

B dites-la d’une fagon polie.

C montrez que vous vous sentez fatigué.



I11. Choisissez la bonne réponse.

11. Cesont ___ revues spécialisées.

Ale B les C des D la

12. Letitre ___ journal est Le Figaro.

Adu Bdes Cdela D del

13. Mon ami s’appelle Jean. Tlest .

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

A grammaticale B grammatical C grammaticalle D grammaticaux

15. Les examens sont que les vacances.

A plusdréles B plusdréle C moinsdréle D moins dréles

16. L’enseignement donné par 'université de Parisest ___ en France.
A le meilleur B la meilleure C le pire D la pire
17. Laglace __ 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 I’usine.

A étais B étaient C étions D etait
20.  Louvrier ____ cent piéces.
A afabrigué B aifabrigué C ont fabriqué D as fabriqué
21.1ls___ dans un petit village.

A s’est installé B se sont installés C t’esinstallé D sont installés
22. OH pa3roBauBall cO CTyICHTaMH, pabOTaIOMIUMH B 1a00paTOPUH.

A Il parle avec les étudiants travaillant au laboratoire.
B |l 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.
23. Les expériences réalisées par nos savants ont montré de bons résultats.

A OmbITbI, TPOBOAMMBIE HAITUMH YYEHBIMH, TPOJAEMOHCTPUPYIOT pa3HbIE
pE3YJIbTaTHI.

B OmbiThl, MpoBei€HHBIE HATUMH YYEHBIMU, TOKA3aJI1 OTPHULIATEIbHbIE
pE3YJBTaTHI.

C OHI:ITI:I, MMPOBCACHHLIC HALIMMHA YUYCHBIMH, MMOKA3AJIM XOPOIIUC PC3YJILTATHI.



D OmnbiThl, NpOBOAMMBIC HAIUMHU YUYEHBIMU, TPOJIEMOHCTPUPYIOT XOPOIIINE
pe3yibTaThl.

24. ITpuObIB 0YEHB MO3/IHO, OH HE CMOT MPHUHSTH Y9acTUE B 3TOU KOH(DEpeHITNH.

A Etant arrivé trés tard, il ne pourrait pas prendre part a cette
conférence.
B Etant arrivé trés tard, il ne pourra pas prendre part a cette conférence.
C Etant arrivé trés tard, il ne peut pas prendre part a cette
conférence.
D Etant arrivé trés tard, il ne pouvait pas prendre part & cette conférence.

25. Les préparatifs effectués, la fusée a été lancée.

A Korna noaroroBuTenbHbie pabOTH ObLITM 3aKOHUYEHBI, pakeTa Oblia

3amyuieHa.
B Korga onu 3akoHYMIIM TTOATOTOBUTENbHBIE paOOTHI, pakeTa Oblja 3amylieHa.
C TloaroroBuTrenbHBIC Pa0OTHI 3aKOHYCHBI M pakeTa ObliIa 3amyieHa.
D TIloaroroBurenbHbIe paOOTH 3aKAaHYMBAIOTCS M pakeTa OyJeT 3ammyIieHa.
26. Tu ____ purépondre a cette question parce que tu avais lu ce livre.

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

Nicolas: A Bonne journée! B Ca va bien, et toi? C Enchanté ! DA
demain!
28.Quand je _ ce travail, je t’appellerai.
Afait Bfont C faites D fais

29. Julien et Lucie viennent ___ partir.

Ade Bsur Csous D a
30.C’estle cas_ tu dois rester sage.

A pendant B quand C comment D ou
31. Vousressemblez peu _ votre frére ainé.
A sur B avec Ca D de.

32. NmwxeHep noJpKeH 00aiaTh BCEMH HEOOXOAMMBIMY 3HAHHSAMHU.
A L’ingénieur a possédé toutes les connaissance necessaires.
B L’ingénieur avait possédé toutes les connaissances nécessaries.
C L’ingénieur a toutes les connaissances nécessaries.
D L’ingénieur a a posséder toutes les connaissances nécessaires.

33. Cexwuii BO3AyX AODKEH OBITH JOCTABIIEH B IIOMEIICHUS YIEKTPOCTAHIINY.



A L’air frais est a amener dans les locaux de la centrale.
B L’air frais est amené dans les locaux de la centrale.
C L’air frais était amené dans les locaux de la centrale.
D L’air frais est dans les locaux de la centrale.
34. La loi découverte par ce savant a une grande importance.
A DTOT y4eHbIi OTKpBLI 3aKOH, UMEIOLIUI 00JIbIIOE 3HAUEHHUE.
B 3akoH, OTKpBITHIN 3TUM y4EHBIM, UMEET OO0JIbILIOE 3HAUCHUE.
C 3aKOH, I/ICHOJ’IB?;YCMBIﬁ 9THUM YUYCHBIM, OTKPBIBACT HOBBIC BO3SMOKHOCTH.
D DT1oT y4eHslii ¢ MUPOBBIM HMEHEM OTKPBIBAET HOBBIM 3aKOH.
35. T'azompoBo OymeT MOCTPOESH Yepes rol.
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.



[Tpunoxenue 2

OHCHO‘IHBIC cpeacrea IJisi MPpoOBEACHUA HpOMeH(yTOqHOﬁ arreCcTranmu

a) Hﬂa}mpyeMble Pe3yJdbTaThbl Oﬁy‘{eHI/Iﬂ H OICHOYHBIC CPEeACTBA IJIA IPOBECACHUSA l'[pOMe)KyTO‘{HOﬁ aTreCranum:

CTpyKTYpHBIii 3J1eMeHT
KOMIIeTeHIIUH

I[lnanupyemble pe3ybTaThbl 00y4eHHsI

OneHounblie cpeacrea

OIIK -1 roOTOBHOCTHI0 K KOMMYHUKAIlUU B yCTHOﬁ U NHUCbMEHHOM (bopMax HAa PYCCKOM U HHOCTPAHHOM fI3bIKaX JJIA PCIICHUS 3a1a4

npodeccuoHAIbLHOM 1eATeIbHOCTH

3HaTh

- OCHOBHBIC HOPMBI U IIpaBujia p€YECBOro
JICIIOBOTO 3THUKETA;

- 6a30BYIO JIEKCUKY C(EephI IETOBOTO
OOIIEeHN,

- OCHOBHBIW BUJBI JIEJIOBON KOPPECTIOHICHIINHI
1 TpeOOBaHMS K BEICHUIO OM3HEC TIEPETTHCKHY.

1. Ilpounraiite u nepeBeAUTE NHMOOPMALIUIO O IEJIOBOM PEYEBOM STHUKETE.
AHTTIAICKAN S3BIK

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

o The three levels of register.

o Types of introduction.

o Follow-up questions.
Register

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

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




CTpyKTYpHBIii 3J1eMeHT
KOMIIeTeHIIUH

IInanupyemMsble pe3yJibTaTbl 00yUeHHUs

OuneHoYHBIE CPeICTBA

well, and informal, for friends and family.
Hemenkuii si3b1k

Manche Leute glauben, dass, gutes Benehmen oder Tischmanieren veraltet
sind und ins 18. Jahrhundert gehdren. 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 enthélt. Doch wer denkt, die alten Ver-
haltensregeln aus dem 18. Jahrhundert wirden 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 fur das richtige Verhalten im Geschaftsleben.
Nach einer aktuellen Umfrage unter 600 Fihrungskraften 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 Geschéaften. Hier finden Sie einige Hinweise, die Sie
im Umgang mit deutschen Geschéftspartnern beachten sollten.

OpaHIy3CKUHIL A3bIK

L’éthique des affaires peut étre comprise comme une forme d’extension de la
philosophie née des scandales répétés dans le monde des affaires. La vision des
dirigeants et des entreprises comme n’ayant pour seul objectif que de maximiser leurs
profits n’est plus acceptable aujourd’hui. Le modele purement financier de 1’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
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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. 1 faut interroger le sens commun et ne pas s’y plier par réflexe
ou par habitude ; plus encore, il s’agit aussi d’interroger ses propres positions, non pas
pour les abandonner mais pour comprendre leur origine. La question de départ pourrait
donc étre : pourquoi est-ce que je pense cela ? et, qu’est-ce qui me fait dire que cela est
« bien » ?

2. CocTaBbTe TUAIOTH 10 00pas3ILy.
AHTIUNCKHAHN S3BIK

Formal introductions

- Mr. Thompson, this is Professor Jones.

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

- Mr. Thompson, may | present Professor Jones.
- How do you do?

- Allow me to present Professor Jones.

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

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

- Bob, this is Jane Jones.

- I'm pleased to meet you.

- Bob Thompson, Jane Jones.

- It's nice to meet you.

Informal introductions

- Bob, meet Jane

- How are you, Jane?

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

Hewmerxuii a3b1k

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

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

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

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

- Oh, wie schade! Danke fiir die Information.

DpaHIy3CKUHIL S3bIK

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

- : Oui... Je suis trés 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, & 10 heures.

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

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

- . Clest ennuyeux, car jai des propositions 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?

- 2 Au 42.06.70.13. C'est mon numero personnel.

- - Au revoir, monsieur, et bon rétablissement

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

3. CoctaBbTe pe3toMe 1Mo oopasiry.
AHTTIUICKUN SI3BIK.

OO0paserr 11eJIeBOTO pe3romMe
Ward Gantney
250 Fort Salonga Road
Northport, New York 11678
(516) 725-5237
Job target: Management position in materials Science.
Capabilities:
-Write, edit and approve professional reports.
-Provide consultation and support to the government on contamination problems.
-Manage programs in materials and component development.
-Conduct corrosion studies.
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Achievements:

-Supervised analytical chemistry lab.
-Conducted comparative analysis in the field.
-Set up non-destructive testing procedures.

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

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

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

Hemenxuii s3bIK.
Ergénzen Sie das Lebenslauf.

Name (1) ...

Adresse Max-Richter-Strasse 95

8770 Potsdam

Telefonnummer 0117 945649

Mobile 0779 92381882

Email (2) ...

Nationalitdt = Deutsche

(3) 11 March 1979

Berufsausbildung

2001-bis heute Verkaufsleiter bei der Fa. Seifert Frachtstrasse 10 3000 Hannover 1
Profil Verhandlungen fuhren, Vertrage abschlielen, Kaufkraft analysieren
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Interesse Tennis, Fotografie, Reise.
Schreiben Sie lhren eigenen Lebenslauf.

@paHIy3CKUH S3bIK.
Lisez le CV et la lettre de candidature, dites s’ils correspondent aux exigences
énumérées ci-dessus.
Pascale Filliol
111, boulevard Paul Sert
03100 MONTLUCON
Tél. : 70 28 30 65
Née le 13 décembre 1958
Célibataire
FORMATION
BTS de secrétariat trilingue (anglais-allemand).
Baccalauréat serie A5 — Académie de Clermont-Ferrand (1976).
EXPERIENCE PROFESSIONNELLE
Secrétaire correspondanciére (francais-anglais —allemand). FORD, Cologne
(Allemagne) 1993-1995. Secrétaire chargée de la correspondance clients (anglais et
allemand). Société Interdistri (Grenoble 38) de 1985 a 1991. Secrétaire commerciale,
chargée du suivi et des relations 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.
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VYmMmeTn

- UUTATb U UHTCPHIPCTUPOBATL TCKCTHI 1
COOOILIEHU JeTOBOM KOMMYHUKAIIUM  C
MHOCTPAHHOTO SI3bIKA HA PYCCKHM S3BIK;

- KOPPEKTHO BbIpaXaTh U ApI'YMEHTHPOBAHO
00OCHOBBIBATH MOJIOKEHUS B IIPOLIECCE
HAay4YHOU M JEJIOBOM KOMMYHHUKAIIUH.

1. IlpounTaiiTe nMpeUI0KEHHBIN TEKCT U TIOATOTOBBTE €T0 MEPEBO/I (CO CIOBAPEM).
AHTTIHACKHAN S3BIK.

How to greet someone in Britain

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

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

While shaking hands, people in Britain will ask, "How do you do?" While this
phrase is technically a question, it does not require an answer. The correct response is
not "I'm fine, thank you." Instead, it's common and polite to simple say "How do you
do?" back to the person. However, if the greeter asks, "How are you?" it is then
polite to say something to the effect of, "Fine, thank you, and you?" Additional
British greeting phrases include, "nice/delighted/pleased/glad to meet you" or simply
"good morning/afternoon/evening."

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

Hemenxwuii s3bIK.
Pinktlichkeit

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

BegruRung und Vorstellung

Das GrifRen spielt in Deutschland eine sehr wichtige Rolle. Wenn jemand nicht,
gruRt, gerét er schnell in den Verdacht, unhoflich zu sein. Fur den mindlichen Gruf
gilt: Wer zuerst sieht, gruft zuerst. Bei der BegriiBung mit Handschlag gibt der
Gastgeber dem Gast, die altere Person dem jlngeren die Hand. Wenn man gerade
sitzt, muss man zur BegriBung aufstehen. Vor allem in Léndern, in denen man
Kdrper- kontakt meidet, empfindet man die deutsche Sitte des Handeschittelns oft
als unangenehm.

@paHIy3CKUH A3bIK.

Les philosophes et les sociologues nous ont appris, depuis des decennies déja,
que les notions de bien et de mal sont socialement et historiquement construites.
Nietzsche et Heidegger déja avaient des difficultés avec 1’idée d’un bien ou d’une
justice qui transcenderaient leurs contextes d’émergence et d’application. La science
elle-méme est souvent rappelée a 'ordre dans sa volonté d’établir des vérités
générales et objectives. En matiére d’éthique, il s’agirait alors plutot 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 plut6t de déconstruire les
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positions de chacun. Pour I’instant, I’éthique des affaires a souvent suivi le chemin
d’une opposition caricaturale entre le bien et le mal, entre le juste et I’injuste,
conduisant a 1’édiction de chartes et de codes de conduite. Une véritable réflexion
éthique cherchera plutét a interroger le status quo, les évidences des situations.

2. Beiienute oCHOBHBIE MTPOOJIEMBI TEKCTA U KPATKO TIEpEIaliTe ero cojepKaHue.

AHTIANUCKUU A3BIK.

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

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

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

Hewmerkuii A3bIK.
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Kleidung und Geschéftsessen

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

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

@paHIy3CKUH A3bIK.

La dimension des entreprises
En observant I'évolution des entreprises depuis un siécle environ, on constate une
tendance générale des entreprises a s agrandir, ¢ esta-dire a accroitre les moyens de
production dont elles disposent. Cette tendance générale est principalement duel au
phénomene suivant: la production dune 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
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croissants.

3 fois plus d"heures de travail

3 fois plus de machines

3 fois plus de matiéres

- 4 fois plus de quantités produites

(Si la quantité produite dans notre exemple augmentait de 3 fois, les rendements
déchelle seraient constants; si elle augmentait de 2 fois,les rendements d échelle
servaient decroissants.)

Plusieurs raisons expliquent ces rendements d échelle croissants: la production de
masse permet une plus grande spécialisation, une division du travail plus poussée,
une organisation plus rationnelle de la production, une meilleure utilisation des
facteurs de production indivisible. En effet, certains facteurs de production, par
exemple une presse rotative ou un gros ordinateur, ne peuvent étre utilisés avec profit
que si lactivité 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 decroit. A partir
d'un certain point, un nouvel accroissement de la production exige un appareil de
direction et de contr6le trop important par rapport au resultat recherché. 1l existe donc
une dimension optimale des unités de production a partir de laguelle on constate des
rendements d"échelle décroissants.
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Bnazers

- 0a30BBIMHU HaBBIKAMU p€YCBOro noBCACHUA B
cdepe 1er0BOTO OOIICHMS;
- IPaKTUYCCKMMHU HABbIKAMHU HCII0JIb30BaHUSA

opdorpadudeckoii, ophormmuecKo,
JIEKCUKO-TPAMMAaTHYECKON M CTHIIMCTUYECKOM
HOPM PYCCKOTO U M3y4aeMOTO SI3bIKOB.

1. Hanumure femoBoe MUChMO UCIIOJIB3Ys 00pasell.
AHTIIMACKAN A3BIK.

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

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

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

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

Sincerely,

Alan Stone

Director of Special Promotions




CTpyKTYpHBIii 3J1eMeHT
KOMIIeTeHIIUH

IInanupyemMsble pe3yJibTaTbl 00yUeHHUs

OuneHoYHBIE CPeICTBA

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

Hemenxwuii s3bIK.

Helmut Wagner & Sohn
Kaltetechnik
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
Rickfrage

Sehr geehrte Damen und Herren,

bezugnehmend auf Ihre Bestellung tber eine Kiihlanlage mussen wir Ihnen
folgendes mitteilen: Es stellte sich heraus, dass bei der forgegebenen Grosse des
Kihlraums ein starkeres Kiihlaggregat eingebaut werden muss, was eie Verteuerung

des Preises um 8% hervorruft. Nun mdchten wir uns erkundugen, ob Sie mit dieser
Verteuerung einverstanden sind.
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Bitte, teilen Sie uns Ihren Entscheid mit.
Mit freundlichen Griissen

(Unterschrift)

Helmut Wagner

@paHIy3CKUH S3bIK.

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

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

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

Mes divers expériences a I’étranger m’ont permis d’acquérir une bonne
maitrise de I’anglais et de ’allemand et je recherche actuellement un emploi qui me
permette de développer mes qualités d’organisation et mon sens du contact. Je suis
slire que vous 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
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disposition, afin de vous exposer plus clairement mes motivations.

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

meilleus.

2. HOI[FOTOBI)TG MPE3CHTAMIO 10 YKa3aHHbIM TEMaM

1. BusurtHas kapTouka. JInuHas npe3eHramnus.
2. Begyniue KOMIIaHUM OTPACIIN - CTPYKTYpPA U I€ATEIBHOCTb.

P. Fillol




6) HOpHL[OK NMpOBEACHUA HpOMe)KyTO‘{HOﬁ aTTeCTaluy, NN0OKa3aTe/im 1 KPUTCPUH OLICHKH.

OneHka miaHupyeMoi HHOSI3bIYHOM KOMMYHMKAaTUBHOM KOMITETEHIIMH, KOTOPYIO TpeOyeTCst
copMHpOBaTh B paMKax JUCUUIUINHBI «/le0BOM HHOCTPAHHBIH A3BIK», OCYILECTBIIACTCS MO
pesyapTaTam:

— TEKYUIErOo KOHTPOJIA, OIPENCISIONIEr0 YpPOBEHb BIAJACHUS CTYACHTAMH SI3bIKOBBIM
MaTepHAJIOM U CTENIeHH C(OPMHUPOBAHHOCTHU SI3BIKOBBIX HABBIKOB U PEYEBHIX YMEHHIA 32
OTIPE/ICNICHHBIN MEepHOJ] BPEMEHU B paMkax paboueill mporpammsel. Tekylmiuil KOHTpPOJIb
MIPOBOJUTCSI B TEYEHHUE Kypca B YCTAHOBOUHYIO, 3UMHIOIO U JIETHIOIO ceccuu B (popme
YCTHBIX M IIMCBMEHHBIX ONPOCOB II0 BCEM BHJAM pEYEBOW  JIEATEIIBHOCTH,
MIpe/ICTaBICHUEM COOOIIEHUH 1 IPE3eHTALINI;

— IPOMEXKYTOYHOI'O KOHTPOJISL, IPOBEPSIOLIErO YPOBEHb OBIIAJICHUS CTYICHTAMU PEUYEBBIMU
YMEHUSMH U SI3bIKOBBIMU HABBIKAMM 32 OIPEJCIICHHBIA MIEPUOJ BPEMEHH, ITPOBOINMOIO
[0 OKOHYAaHHUU Y4YeOHBIX KypcoB. OOBEKTOM KOHTpPOJIS SIBISAIOTCS KOMMYHUKATHBHBIE
HaBBIKM M YMEHHs II0 BCEM BHJIAM pPEUYEBOM HHOS3BIYHOM JEATENBHOCTH, a TaKKe
YPOBEHB BJIAJCHHS S3bIKOBBIM MAaTE€PUAIOM B pAMKAX U3YYEHHBIX TEM.

[IpoMexkyTOUHBIN KOHTPOJIb OCYILECTBISECTCS B BHJE 3a4eTa C OLEHKOM B YCTHOM H

MUCbMEHHOM (opmax, mpoBepsitoiero cHopMHUPOBAHHOCTh HHOSA3BIYHOW KOMMYHUKATHBHOMN
KOMITIETEHIIH CTY/IEHTOB 3a epro 00ydeHusl.

Kpurepun oueHKH 3HAHUA MATUCTPAHTOB MPH NPOBEEHUHU 3a4UeTa ¢ OIEHKO

3auteHO «OTJIMYHO» CTaBUTCS, €CJIM MAarucTpaHT TJIyOOKO U TMPOYHO YCBOMII
MPOrpaMMHBIN MaTepuaj, YeTKO M JIOTUYECKH CTPOWHO €ro M3Jjaraer, yMeeT TECHO YBSI3bIBAaTh
TEOPUIO C MPAKTUKOH, CBOOOJHO CHPABIJIAETCS C BONPOCAMHU U APYTUMHU BUAAMH IPUMEHEHUS
3HAHWM, HE 3aTPYAHAETCS C OTBETOM MPU BUAMO3MEHEHUU 33/1aHUM, BIIAJCeT pa3HOCTOPOHHUMHU
HaBbIKAMU W MpPHEMAaM{ BBITIOJHEHUS MPAKTUYECKUX 3a/ay, MOATBEP)KIACT MOJHOE OCBOCHHUE
KOMIIETEHIIUH, IPETyCMOTPEHHBIX IPOrPAMMOM 3a4eTa C OLIEHKOH.

3auTeHo «XOopoII0» CTAaBUTCS, €CIIM MAarCTPAHT TBEPO 3HAET MaTepHall, FPaMOTHO U 110
CYIIECTBY HM3JlaraeT €ro, He JOIycKas CYIIECTBEHHBIX HETOYHOCTEH B OTBETE€ Ha BOIMPOCHI,
MPABMWJIBHO TMPUMEHSET TEOPETHUYECKHE IOJIOKEHUS MPU PEIICHUH MPaKTUYECKUX BOIPOCOB,
BlIaZiceT HEOOXOAMMBIMU HaBbIKAMU U IPUEMAMUUX BBINOJHEHUS, JOIMYyCKash HEKOTOpPbIE
HETOYHOCTH, JAEMOHCTPUPYET XOPOUIMI YpOBEHb OCBOCHMsI MarepHuala, MH(QOPMAIMOHHOW U
KOMMYHHKAaTUBHOW KYJIbTYpBHI, W, B 1I€JIOM, TMOATBEP)KIAET OCBOCHUE KOMIIETECHIIUH,
MPEeIyCMOTPEHHBIX IPOTPAMMON 3a4eTa C OLIEHKOM.

3auTeHO «Y IOBIETBOPUTENIBHOY CTABUTCS, €CIIM MArUCTPAHT MMOKA3bIBAET 3HAHUS TOJIBKO
OCHOBHOTO MaTepuana, HO HE YCBOWJI €ro JeTayiedd, AOMyCKaeT HETOYHOCTH, HEIOCTATOYHO
MpaBMWIbHO (OPMYIUPYET, 4YTO, B IIEJIOM, HE MPEMSITCTBYET YCBOCHHUIO MOCIEAYIOUIErO
MPOrpaMMHOTO MaTepualia, HAPYLIEHUs JIOTUYECKOM IMOCIEI0BATEIbBHOCTH B €r0 M3JI0KEHUH,
MIOATBEPKIAET OCBOEHUE KOMIIETEHLIUM, MTPETYCMOTPEHHBIX TPOrPaMMOM 3a4yeTa C OLICHKOW Ha
MHUHHUMAJBHO JOMYCTUMOM YpPOBHE.

3aureHo «HeynoBIeTBOPUTENBHO)» CTaBUTCS, €CIIM MAaruCTPAaHT HE 3HAET 3HAUYUTEIbHOMN
4acTH MporpamMmHoro wmarepuaiga (menee 50% otT obmero obsema Kypca), AOMYCKaeT
CYIIECTBEHHbIE OLIMOKM, HE TOATBEP)KJIAET OCBOEHHE KOMIETEHIUH, IpelyCMOTPEHHbIX
IIPOrpaMMOH 3a4eTa ¢ OLIEHKOM.

IIpumepsl 3anaHuii 1JIs1 NPOBeCHHUS 324€Ta C OLCHKOI

1. TloaroToBbTe cooOIIEHNE (PE3CHTAIINIO) IO TEME .



2. CocraBbTe J€IOBOH JOKYMEHT (3asBJIEHHE O IpHEeMe Ha paboTy, HaIHCaHHE PE3IOME,
JACJIIOBOTO HI/ICbMa) B COOTBCTCTBUM C HOpMaMU U IIpaBUJIaMU BCIACHUSA I[GJ'IOBOf/'I
KOMMYHUKAIUH, IPUHATBIMU B CTPAHE U3Y4aeMOTI0O S3bIKa.

3. IIpouwnraiiTe MpemIoKeHHBINH TEKCT U TOATOTOBBTE €T0 MEPEBOJ (CO CIOBAPEM).

[IpumepHbIe TeMBI AJisl POBEAEHUS 3a4€Ta

1. ABtrobuorpadus. IIpe3eHTariusa TUIHOTO TOPTHOIIHO.
2. Hopwmbl u cTrIu 71€JI0BOTO OOIIEHU .

3. Buzsl 1es10Boi KOppPECTIOHAEHITNH.

4. MexayHapoiHble BCTPeUU. /[e10Bble KOHTAKTHI.

5. CTpyKTypa U JIesiTeJIbHOCTh KOMITAaHUH.

6. Jlugupyrolmue KOMOAaHUU OTPACIH.

7. CoobIrieHre Ha TPAaKTUIECKOU KOH(pEPEHITHH.



