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1.Ilens u 3apauv OCBOEHHS AHCIHILIMHBI
JlaHHas mporpaMMa paccuuTaHa Ha CTYIAEHTOB, MPOJOJUKAIOIINX OOy4YeHHEe B Maructparype
JAT'TTY. OCcHOBHOH LieNb0 MpenogaBaHusl AUCUUTUTNHBI «THOCTpaHHBIN S3BIK B PO ECCHOHATBHON
KOMMYHHKAIIMW» SIBIIIETCS 3aKPEIUICHHUE 3HAHWMA, MOJYYEHHBIX MAruCTPAHTAMH B NPEABIAYIIEM
srane oOyueHHs- OakalaBpWaT, W JaibHeiImee MX YyriayOJeHHe 3a CUeT H3Y4YeHHs s3bIKa
poheCCUOHATTBHON KOMMYHHUKAIUH,
Lenp naHHOH MPOrpaMMBbl — Pa3BUTHE Y CTYASHTOB MarucTpaTypbl YMEHHH U HABBIKOB OOIIEHUS
B YCTHOH W THUCBbMEHHOW (opMe B THNUYHBIX CHUTyalusix B cdepe mnpodeccHoHaNIbHON
KOMMYHHKAIINH, & TAKXKE COBEPIICHCTBOBAHUE SI3BIKOBOH U 00IIETTpOheCCHOHATBHON KOMITETEHIINH.
JIOCTIDKEHHIO TAaHHOH e CITOCOOCTBYET PEIleHUE CIeNYIOIUX 3aAa4:
® pa3BUTHE UHTEpeca K TNPUMEHEHHI0O HWHOCTPAHHOTO  SI3bIKa B IPAKTHUKE
camMo00pa3oBaTENbHON AEATENBHOCTY TIEarora,;
pa3BUTHE KOMMYHHKATUBHBIX YMEHHH MaruCTpaHTOB,;
pa3BUTHE MEXKKYJIbTYPHBIX 3HAHMH W YMEHHH, KOTOpPble IIO3BOJISIFOT MAarUCTPAaHTY
OPUEHTUPOBATHCS B PA3JIMYHBIX THUIMAX KYJbTYP U COOTHOCHMBIX C HUMHU HOPM JAEJIOBOTO

OOLIEeHHUST,

® pa3sBUTHE 3HAHWI U YMEHHMU COCTABJICHMs AEJIOBOH KOPPECHOHAECHLUHUH Ha MHOCTPAHHOM
SI3BIKE;

®  OBJIAZICHUE TEXHUKOH YTEHMs, MepeBoaa u pedepupoBaHUs ayTEHTHYHBIX TEKCTOB JEJIOBOM
TEMAaTHKU.

CTyneHTbl IOJKHBI YMETh OCBEINATh Pa3HOOOpPAa3HbIE BOIMPOCHI, MPABHJIBHO CHHTAKCHYECKH U
CTUJIMCTUYECKH OPTraHU30BaTh CBOIO PE€Ub, MIPOBOAUTH AHAIN30B TEKCTOB IE€JI0BOW HAIIPABICHHOCTH.
Pabora Han cOBEpILICHCTBOBAHMEM SI3bIKa BEIETCS KaK HA MaTepHale MUChbMEHHBIX paboT, Tak U
YCTHO C MOCJEAYIOLUINM KOMMEHTHPOBaHUEM, O0OCyKAeHHEeM W padOTOi Haj MHIWBUAYAJIBHBIMU U
TUNMUYHBIMU omubOkamu. Ilpu orOope mMeronnyeckoro mMarepuana oco0oe BHUMaHHE HEOOXOIUMO
ynensitb 3(p(PEeKTHBHBIM TpHUEMaM aKTHBHOTO OOYYEHHs, a TakKe IOCTIDKEHUSIM COBPEMEHHBIX
METOAMK (KOMMYHHKATHMBHOTO M WHTEHCHUBHOIO OOY4YeHHMs, UTPOBOTO MOIENIUpoBaHusi). B xonme
JAHHOTO Kypca CTYIAEHT JOJDKEH MPUOOPECTH MPaBUIIbHBIE IPOM3HOCUTEIbHBIE HABBIKH, HAYYUTHCS
CBOOOJTHO W TPABHIJIBHO MOJIb30BAThCS I'PAMMATHYECKMMH KOHCTPYKLUSIMH aHTJIMICKOTO SI3bIKa,
OBJIQIETh TOCTATOYHO OOIIMPHBIM CIIOBAPEM U HAYUUTBHCS CTHJIMCTHYECKH MPABUIIBHO O(POPMIISITH
CBOIO peYb KaK YCTHYIO, TaK U MMCbMEHHYIO.

2.Mecto aucuunaunel B cTpykrype OIIOII BO
Hucuummuna (b1.0.02.02) «MHuocTpaHHbIH sA3bIK B MPO(ECCHOHATPHON KOMMYHUKALIHN
OTHOCHUTCS K quciuminHaM 0a3oBoi yactu bioka 1 yueGrHoro miana OIIOIT BO no nHanpasieHuo
noarotosku 44.04.01 e narorudeckoe obpa3oBaHue.
Hucuummuaa (b1.0.02.02) «MHocTpaHHbIE 36K B OPOECCUOHATBHON KOMMYHHUKAIHID

GasupyeTcs Ha KOMOCTCHIMAX, 3HAHUAX, YMCHHIX U HABBIKAX, COOPMHUPOBAHHBIX YV OOVUAIOLIHXCS B
pesyapTare OOydYeHHSI B CpPeaHCH 0O0Imeo0pasoBaTe/IbHOM INKOJAC W B PE3YJIBTATC OCBOCHUS
mucupmuine - OIMOIT  Gakanaspa «[IpakTHyeckuil Kypc AHITHMHCKOTO  SI3BIKAY. Hucumminaa
«MHOCTpaHHBIH s3BIK B NHpPO(eCCHOHATBPHOH KOMMYHHKAITUH» O0CCICUHBACT YIIYOICHHYIO
MOATOTOBKY CTYACHTOB-MAardCTPaHTOB K Pa3HOOOpasHOW NpodeCCHOHATBHON ICATEIBHOCTH,
CBSI3aHHOH C WCMOJIb30BAHUEM 3HAHUH W YMEHHH B OOIACTH MHOCTPAHHOTO SI3bIKA B VUPCIKIACHUAX
oOpa3zoBanust, KyJIpTypbl, yapasjicaus, B CMU, B 001aCTH MEKKYJIbTYPHOU KOMMYHHUKAI[HH, JHAHHC
A3bIKa HCOOXOAMMO IS MaruCTPaHTOB NI U3YYCHHS WHQOPMALHOHHBIX PECYPCOB HA AHTIHICKOM
sa3pike.  KommereHnuu, chOpMHPOBAHHBIE B MPOLIECCE W3YICHUSA TUCLHIUTMHBL, HEOOXOIMMEI IS
OCBOCHHMS COACpKaHus AUCUMITIMH. «MeToanuka mpenonaBaHus aHITHHCKOTO SI3BIKA B VCIOBHAX
MHOTOS3BIYHS, «AHMTIMACKUHN SA3BIK IS MEKKYIBTYPHOW KOMMYHHKALIMW», JUCLHILTHH IO BHIOOPY
CTYACHTA,  BBIMOJHCHWS  334aHHi  (VIeOHOH,  MPOM3BOACTBCHHOHW  NPAaKTHK,  HAYIHO-
HCCIICI0BATEIBCKOM PA0OThI) U MOATOTOBKH K HTOTOBOM aTTECTALMH.
3.JlnaHupyembie pe3yabTaTbl 00y4eHHs MO AUCHHILTHHE



B pesynprare ocBOEHUS comepikaHUs IPOTrPaMMBbl y OakaiaBpa AOJKHBI ObITh CHOPMUPOBAHBI

KOMIICTCHIINH

®DopmMupyemMbie KOMIETEHUH

Kon

HaunmenoBanue

Ilepeyenb NIaHHPYEMBbIX pPe3yJbTATOB
0o0y4eHHUsI MO AUCUHIJIMHE

Yuausepcaabubie komnereHunu (YK)

YK-4.

CriocoOcH TPUMEHATh COBPEMCHHEIC
KOMMYHHUKATHBHBIC TCXHOJIOTHH, B TOM
YUCJIC HA HHOCTPAHHOM (bIX) SI3BIKE(AX),
IS AKAICMHICCKOTO U
poh)SCCHOHATPHOTO B3aAUMOICHCTBUS

YK 4.1.

YmMeer BHIOMpATE HA TOCYAAPCTBEHHOM H
WHOCTPAHHOM (-bIX) SI3BIKAX KOMMYHHKATHBHO
MPUEMIIEMBIC CTHIIH ACIOBOrO OOIICHUS,
BepOaNbHBIC ¥ HEBEPOATBHEIC CPEACTBA
B3aHMOJACHUCTBHUS C MAPTHEPAMU

YK 4.2. YMeer ucnons3osate HHPOPMALIOHHO-
KOMMYHHKALIMOHHEIC TCXHOJIOTHH NPH
MOUCKE HEOOX0IuMOH HH(POPMALIUH B
MPOLIECCE PELICHHUS PA3THIHBIX
KOMMYHHKATHBHBIX 33724 HAa TOCYAaPCTBCHHOM
¥ UHOCTPAHHOM (- BIX) SI3BIKAX.

YK 43. VYmeer BECTH JEOBYIO
MCPEITUCKY, VUUTBHIBAS ~ OCOOCHHOCTH
CTUITUCTUKN OQULMATBHEIX M HEO(ULMATBHBIX
MHCEM, COLIMOKYJBTYPHBIC pasnuuus B dopmare
KOPPECIIOHJACHIIMM HA TOCYAAPCTBCHHOM U
WHOCTPAHHOM (-bIX) SI3BIKAX

YK 4.4,

YMEEeT  KOMMYHHKATHBHO W KYJbTYPHO
MPUEMJICMO BECTH YCTHBIC ICJIOBBIC PA3rOBOPHI
B mporecce mpo¢eCCHOHATBEHOTO
B3aMMOJACHUCTBUS HA  TOCYIAPCTBEHHOM U
WHOCTPAHHOM (-BIX) SI3BIKAX.

VK4.5. IeMOHCTPHUPYET YMEHHUE  BBITIONHATH
MEPEBOJ AKAAEMUYCCKUX U MPO(ECCHOHATBHBIX
TCKCTOB c HHOCTPAHHOTO (-pIx) Ha
TrOCYJAPCTBEHHBIH SI3BIK.

Oomenpgeccuonanbubie komnerenunu (OIK)

OIIK-8

CnocobeH MPOCKTHPOBATb
neaarormuCCKyo ACATCIbHOCTh Ha
OCHOBC CHCHUAIBHBIX HAaYyYHBIX 3HAHUHU
U PE3YJIBTATOB UCCIICAOBAHUI

OIIK 8.1. 3HacT 0COOCHHOCTH MEAArOrHICCKOM
JCATCIBHOCTH, TPeOOBaHUS K  CYOBCKTaM
MEIATOTUICCKON  MEATCIBHOCTH,  PE3yAbTATHI
HAYYHBIX WCCIICIOBAHUI B chepe
e JArOrHYeCKOM JEATEABHOCTH.

OIIK 8.2. YMmeeT HCTTOTB30BATE COBPEMECHHBIC
CICLHATBHEIC HAYIHBIC 3HAHUSA U PE3YIbTaThI
HCCIICAOBAHUH I BEIOOPA METOIOB B

M AArOrUICCKOM ACATE TbHOCTH.

OIIK 8.3. Bnazecer mMetozamu, dopMaMu U
CPCACTBAMH IMEJATOTHICCKOH JCIATCIIBHOCTH;
OCYLICCTBISICT WX BHIOOP B 3aBUCHMOCTH OT
KOHTEKCTa MPO(ECCHOHANTBHON ACATCIBHOCTH
C YUCTOM PE3y/IbTATOB HAYIHBIX UCCICIOBAHUM.




4. TpynoémkocTb AMCUHMIIMHBI (MOAY.J151)

OO0wast TPyA0EMKOCTb TUCLUILTMHBI COCTABISET 3 3aueTHbIe equHULbI (108 yacos).

JucuunnuHa usydaercst B 1-M cemecTpe. Tabmuna 1
Bug yueOHoit paboTht Ounaga 3aounas
dopma popma
06GyueHus o0y4eHHUs
AyauTopHbIe 3aHATHS (BCEro) 28 6
Jleximmn
IMpaxtraeckue 3ararus (I13) 28 6
Cemunapsr (C)
JlaGoparopnsie padotsr (JIP)
CamocrositenibHast padora (Bcero) 80 102
[IpopaboTka MaTepuana JeKLUH, IOATOTOBKA
K 3aHATHUAM
CaMOCTOSITCIBHOE U3YUCHUE TEM
KonTtposnbHsie paboTe
Pedepar
Kypcosoii mpoekr (padbota)
INpomesxyTounas arrectarus (3a4eT, 3auéT 3auér
JK3AMCH)
Oobmmas TpyI0eMKOCTh 108 108
5.Conepxanue TUCHUIIHHBI (MOXYJIA)
5.1. TemaTuueckuii niaax
Tabnuma 2
No HaumenoBanue pasnena Bunbl yuebHOl pabOThI B TPYAOEMKOCTb UX U3YYCHHUS
(TembI) TUCLMITMEBL | Jekrym [pakr. JlaGop. Camocrost | [TpomexyTou
3aHSATHS 3aHATUS eJIbHas HBIH
pabota KOHTPOJTb
OYH | 030 | O4H | 030 | O4H | 030 | O4H | 030 | OuH | 030
Mogayas 1. lIpodeccuonanbHoe o6menue
1.1 [1yOnuvHOE BBICTYIIICHHE 4 2 10 | 12
KaK aHp JCTOBOTO
OOLICHUSI.
1.2. ®dopMaTer JEI0BOTO 4 10 12
o0IICHNsA 2
1.3. CryxeOHBIH JUAITOT. 4 10 14
1.4. Bugsl neperoeopos, 4 10 13
MpaBUIa UX BEACHHUS.
Hroro 3a 1 moayanb 16 4 40 51
MoayJs 2. [ITucbMeHHbIe 0U3HEC- KOMMYHHKALHHA
2.1. ®dopmartsr, HnpaBsuia 3 2 10 12
MUCBMCHHOTO  JICITOBOTO
oOIICHUS
2.2. | AHHOTHpOBaHHE, 3 10 12
PE3IOMHPOBAHUC u
pedepupoBanme




KaueCTBEHHOM NpeCcChl
2.3. | Oopeaencuue KIL 10 14
2.4, | CuHrakcuueckue 10 13
ocobennoctu sizbika KI1
Hroro 3a 2 moayJb 12 2 40 51
Hroro 3a cemectp 28 6 80 |102 | 3au. | 3au.

5.3.TeMbl NpaKTHYECKUX/CEMHUHAPCKHX, JA00PATOPHBIX 3aHSTHH U NepevyeHb 3aJaHUH

Tabmuua 4
Ne TeMma mpakTH4EeCKOro 3amaHus (WA BONPOCHI IS dopma Jluteparypa
1711 (cemMmHApCKOTO, 1a0.) 00CYKACHHS HA CCM. 3aHATHH) OTUYETHOCTH
SAHATHA
Moayas 1. IIpodeccuonanbHoe o0meHue

[ly6nuunoe BeicTyIUIcHUS | 3anamue Nel,2 Vernbrit Cwum. niyHKT 72,0
L.1. | kax sxaHp aenoBoro 1. MudopmammonHas ompoc.

obImeHN. pedb. KonrpomsHo-

2 IlpuBeTcTBEHHAA pEyb. TCCTOBBIC
3aaHUSL

3. Toprosas peus.

4. DTampl MOATOTOBKH H
MPOBEACHU NYOIHIHOTO
BBICTYIIJICHUSL.
JOKOMMYHHKaTHBHBIH
3Tal: ONPEACICHUE TEMBI
U LCAH  BBICTYIUICHHS,
OLICHKA ayJuTOpHHd U
00CTaHOBKH, noadop
MaTepHania, CO3JaHHue
TCKCTA M TPE3CHTALUH,
PEeICTHLIHS.
KoMMyHHKaTHBHBII:
BBICTYIICHHE, OTBETHI HA
BOMPOCHL, BCACHUE
MOJICMHUKH.
[TocTkOMMYHHKATHBHBIE
JTaIl: aHATU3 PEUH.

Janamue No2

1.Ycranopnenne  KOHTakrta ¢
ayAUTOPHUEH, €ro MNPHEMBL
BOIPOCHO-OTBETHBIN MPHEM,

MEePexX0] OT MOHOJIOra K JHAJIOTY,
MpHEM  CO3JaHus  MPOOICMHOU
curyanuu, npucM HOBHU3HBI
vHpOPMALMK OMOpa HAa JHYHBIHA
OIBIT, HCIONB30BAHHEC  FOMOpA,
KpPaTKOE€ OTCTYIUICHHE OT TEMBI.
2.Cpeactsa HEeBepOaTbHOMH
koMMmyHuKaruu.  Ilo3za,  KecCTsl,
MHUMHKA BBICTYTAIOLICTO.

3 IlpaBuna MMOATOTOBKH
OPC3CHTAIMK.  KOJHYCCTBO U
ohopmiieHHE  ClalgoB,  BHIOOP
mpudTa, CHHTAKCHUIECKHE
0COOCHHOCTH TEKCTa, CTPYKTYpa
NPC3CHTALMH.




4Ananuz Iy OIMYHOTO
BoicTyIicHns. (Cxema  aHanm3a
myOIHIHOTO BBICTYIUICHUSL.
5 KosanexkTuBHbIH pazbop
BBICTYIUICHUIT COKYPCHHKOB,
6.ITucemcHHBIC OT3BIBBI 0
BBICTYIUICHHUSAX.
1.2 | ®dopmaTtel nenoBoro 3ansmue Ne3 VerHbIi CwM. nyHKT 72,0
OOILICHUS 1.CocraBastromue  ycmenrHoro | OIpoc.
JCTIOBOTO o6ueHus, | KOHTPOIBHO-
2 MeXKyIbTYpPHBIC PasTHums B | oo oBble
JICTIOBOM ODIICHHUH. SR
3anamue Nod
3.0cobeHHOCTH JICTI0BOTO
oOweHusT B OQUIHAIBHOW W
Heo(UIHaTbHOH  OOCTaHOBKE.
4 Peuesoit STHUKET.
5.PeruoHansHOC  BapBUPOBAHIC
B JACIOBOM  OOLICHHUM  HA
AHTTTUMCKOM SI3BIKE.
1.3, | Cny:xeOHbli AHAIOT. 3anuamue Ne5 VeTHBIT Cwum. niyHKT 72,0
1. Tumsr peUeBBIX aKTOB B ACTOBOM | OMPOC.
OGLICHIH: BOMPOC, TOOYXKAcHHE, | KOHTPOIBHO-
COOBIEHHE TECTOBBIC
2 .3aKphITHIC, OTKPBITHIC, SATAHI.
PUTOPHUYCCKHUE BOMPOCH], BOMPOCH
IS OOMYyMBIBAHUS, TCPCIOMHBIC
BOIIPOCHI.
3.Metoanl yOeKICHUS
coleceTHUKA
4 TIcHX0oa0THICCKHUC THITBI
CO0ECECTHUKOB.
5 Hesepbanbneie cpeacTsa
JICJIOBOTO OOIICHUSI.
3anamue No6
6.IlpocTpaHCTBCHHBIC HOPMEI
JICJIOBOTO OOIICHUSI.
7.CayxeOHbIi TeneOHHBIN
pasrosop.
8. TexHuka peun B pasroBope mo
TeaehoHy.
9 IlpaBuna BeacHus TeICOHHOTO
pasroeopa.
10. MuTepsrIo pu ipreMe Ha
pabory.
14 | Buasl neperoeopos, 3anamue Ne 7 YCTHBIH Cum. myHkT 72,6
MpaBUJIa UX BEACHUS. 1.9tamnm MOATrOTOBKU u | ompoc.
NPOBEICHUS TeperoBopos, | KOHTPOJILHO-
2. JTOKOMMYHHKATHBHBIH 3Tam: cbop | TCCTOBMC
3a7aHU.

nHPOPMALIUH, ONPEACICHUE Leeh
U 33734, ONPEACICHUE BPEMEHHU U

MecTa  BCTPEYH, VYaCTHUKOB
JEJETALHUH.

3. KoMMyHHUKATHBHEII JTal:
HOPEACTABICHUE  CTOPOH  OpYyr




JpYry, U3JI0XKCHHE NpodIeM H
HenaeH, aHamu3 MmpoOIeMbl, JHATIOT
VYACTHUKOB, apryMEHTALHUS
BAPUAHTOB PCIICHHUH, MOJBCICHHC
UTOTOB U TPUHATUC PCUICHUM,
COCTAaBIICHHE MTPOEKTA JOKYMEHTOB.
4 ITocTKOMMYHUKATHBHBIM ~ JTaIl:
AHAJIN3 IIEPETOBOPOB.

5.S3pkOBag COCTaBIIAIOIIAA
VCICHIHBIX MEPErOBOPOB. CIIOCOOEI
MPUBICYCHHUS BHUMAHUS, MPOBEPKA

aJeKBaTHOCTH TOHVMAaHUS,
ITOABITOKUBAHNE JOCTHUTHY TBIX
JIOTOBOPEHHOCTEH, — CMATYCHUE
BBICKA3bIBAHUS.

6.Yder KynbTypHBIX Pa3Tuuud IpH
ITOATOTOBKE u BEICHUHI
IIEPETOBOPOB.

3ansmue Ne 8
I.Aareperro. Llemu w  3amaum
OOICHUS C  NPSACTABUTCISIMH

HPECCHI.
1. JlokOMMYHHUKATHBHBIH JTal:
OnpeIeIeHUe (coBMecTHO c

HHTCPBBIOCPOM) Kpyra mpodieM
pasrosopa, MOArOTOBKA OTBETOB HA

HPEATIONIaracMble BOIIPOCHI,
H3YIEHNE nHpOPMALTTH 0
JKYPHAIHCTE.

2. KoMMyHHMKaTHBHBII JTal:
MPHUBETCTBUE, YCTaHOBJICHUE
KOHTaKTa; OTBETHl HA BOMPOCHI
HHTCPBBIOCPA, MPOLIAHHE u
OnaroJapHOCTe 32  HWHTCPECHBIC
BOIIPOCHI.

3 ITocTkKOMMYHHUKATHBHBIN  3TaIT:
anamn3 wHTCpBBIO. [lpaBmma s
HUHTCPBBIOUPYEMBIX.

4.Crnemudurka npecc-koH(EpeHIHH
Kak BHAA JACIOBOTO  OOIICHHS.

IMoaroroska K npecc-
KOH(pCPESHLHH.

5.CocraBiacHue  3asBICHHUS IS
MPECCHI. OOmeHue c

KYPHAIUCTAMH ~ TIOCIE  TIpecce-
KOH(pECPSHIHH.

Moaysb 2. IluceMeHHbIe OH3HEC- KOMMYHHKALIHH

2.1.

®dopmarsr,
MHUCBMCHHOT'O
oOLEeHus

IpaBUIa
JENI0BOro

Sanamusn No9,10

1 A3pIK OHCBMEHHOIO  JICJIOBOTO
OOIICHMUS.

2.Buaer JCIIOBBIX MHHCEM.

CTpykTypa  AETIOBOTO  MHCHMA.
3. 43bIK B CTHIb JACIOBOTO MHCHMA,
4 TUNUYHBIC KITHIIC.

5.IIncemo-3ammpoc ¥ OTBET Ha
3amnpoc, MUChMO-3aKa3,
pexaaMarmy. JICKTPOHHAS MOYTA:

YCTHBIH
OIpoc.
Konrtpoasso-
TECTOBBIC
3aJaHHA.

Cwm. nyHKT 72,0




dbopMart, CTUNTb, THIHYHBIC KIHIIE,

2.2

AHHOTHPOBaHHE,
PE3IOMHPOBaHUC
pedepuposanue
KaueCTBEHHOM HpecChl

3anamus Nell

1.Pestome. Lens cocTaBiacHus
PE3IOME, €TO CTPYKTYPA U SI3BIK.
2.CTpykTypa, COACPKAHUE U A3bIK
COTMPOBOUTEIBHOTO MUCHMA
3.AHHOTHPOBaHHE,
PEIIOMHUPOBAHKE U PEhHESPUPOBAHNC
Ka4eCTBEHHOM MPECCHI.

YCTHBIH
OIpoc.
Konrtpoasao-
TECTOBBIC

33 JAHHA.

Cwm. nyHKT 72,0

2.3.

Onpeaencuue KI1.

3anamue Ne]2
1.Ompenenenne KI1
2.Cnosapusiii cocras KIT:

YcTHBIH

OIpoc.
Konrpoasao-

Cwm. nyHKT 72,0

TCCTOBBIC

001 YTOTPEOUTEIbHAS U ACI0BAS
3aTAHHUSL.

JACKCHKA, TCPMHUHBI, HIMCHA
COOCTBCHHBIC.

3. CTHIHCTHYUCCKHE OCODCHHOCTH
KIT: meTadopa, urpa cios,
AJLTIO3HUS, LIATALNS, HCOMOTH3MBI,
POJIb TIOBTOPA B U3BJICUCHUH
nHPOPMALIUH.

4 KoHuenryaiapHBIH 1
JTUHIBUCTHUCCKHHA ACICKT
nyoaukanuii B KI1, nx coBnaaeHus
U PACXOKACHHUS

YCTHBIH
OIpoc.
Konrtpoasso-
TECTOBBIC
3aJaHHA.

Sanamue Nel3,14
1.Cunrakcuueckiue  OCOOCHHOCTH
SI3BIKA KIT:
IIHPOKOYMOTPSOUTETbHBIC
IPAaMMATHYCCKUE  KOHCTPYKLUH,
CHHTaKCHYCCKas  KOHBEPTCHLIUS,
CETMEHTALTHUS CTPYKTYPHI
MPEITOKECHHUS, aKTYaIbHOC
YJICHCHHE.

2 Koresns n xorepentHocTs B KII
3.Crioco0bl  KOMIIPECCHH  TEKCTa
pu PE3IOMHPOBAHUH,
AHHOTHPOBaHUH, pedepupoBaHUN
KIL

4 A3pikoBBIC KJTUIIE,
HCHONB3YEMbIC TPH KOMITPECCHH
TEKCTA.

2 4. | CuHTaKCHUYECKUE Cwum. niyHKT 72,0

ocobennocty s3pika KI1

5.4. 3ananus camocTosiTeIbHON PadoThI
Ocoboe MeCTO B OCBOCHHHM JAHHON TUCLIMITTHHBI 3aHUMACT CaMOCTOATEIbHAS paboTa CTYACHTOB
(CPC) o6mmm oopemom 80/1024acos.

Jns yCremHoro ocBOCHHS MaTepHaia Kypca U NPHOOPETCHH COOTBETCTBYIOIIMX HABBIKOB U YMCHHU
PCKOMCHAYETCSl 3HAKOMCTBO € OOJBIIUM KOJIHMYECTBOM AYTCHTHYHBIX OOPasLOB VCTHRIX M NHCBMEHHBIX
JENOBBIX U NPodecCHOHATBHBIX KOMMYHUKALUM, UX HNOAPOOHBIN 3bIKOBOU aHamu3. s pemeHus 3Ton
3a0a9d PEKOMCHAYETCS HE TOJBKO HCHOIB30BAHHE COOTBETCTBYIOIICH ITHUTEPATYPhl, HO H PECYPCOB
WHTCPHETA, B OCOOCHHOCTH TEX, KOTOPBIC pas3paboTaHbl (M MOCTOSHHO OOHOBIISIOTCS) CICIHAIBHO SIS
00yUYCHHS A3BIKY AENOBOTO U npodeccuoHanmsHoro odmenus. Ocoboe BHUMaHHE CICAYCT OOPATHTh HA TO,
Kak B YCTHOM MW TIMCBMEHHOM [CJIOBOM OOIICHWH HPOSBISIOTCS MEXKKYJABTYPHBIC —Pa3THUIUS
KOMMYHHKaHTOB. Ha camocrogrenpnyto paboty mo Moaymo 1 BBIHOCATCS TCOPETHUYCCKHUE ACTICKTHI
MPEANIAracMbIX TEM, KOTOPHIC CICAYVET U3YYUTh N0 UCTOUHHKAM HA PYCCKOM M aHTTHHCKOM f3BIKAX, & TAKKE
MOJArOTOBKA MYOIUYHOTO BEICTYIUICHHS TPEX BUAOB. IPUBETCTBCHHAS pPEub, MHPOPMALMOHHAS pedb U
TOProBast peUb.
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Me:>xBy30BCKOMY 1 TecT.
KOHKYPCY IIEPEBOJIOB C
HWHOCTPAHHOTO S3bIKA HA
pycckuii (mpo3a, mo33ust)
(BBITIOJTHEHHUE TIEPEBOA C
HHOCTPAHHOTO HA
PYCCKUI S3BIK,
IloaroroBka k KOHKYPCY
YTCLIOB HA HWHOCTPAHHOM
S3pIKe  (O3HAKOMIICHHE C

WHOSIBBITHOUN TO33UEH,
3ayYHBAHUC

HAH3YCTh)

IpopaboTra TCOPUH
BOTIPOCA

peun. — Oenunxc, 2010
1..Hazaposa T.b.
AHITHHACKUIN SI3BIK
nenosoro odmenns. Kype
JACKUUH U IPAKTUKYM. —
ACT, Actpens, BKT.
2009

2 IlpocmoTp n ananm3
BHICO3AMHCENH JUCKYCCUH
3. IloaroroBska x
MexBy30BCKOMY
KOHKYPCY Ha Jy4IIni
BOIIPOC HA HHOCTPAHHOM
S3BIKE 110 TeMe «Bricimee
obpaszosanue B Poccun u
CTpaHax U3yIacMOT0
A3bIKQY (M3YUCHHE
HMHOS3BITHON
JTUTEPATYPEL,
COCTAaBIICHHE BOIIPOCa
OTBETA)

5.5. Temsbl1 pedepaTos
5.6. TBopueckue 3anaHUsI-HE IPEIYCMOTPEHBI
5.7.Cutyauus AJist aHAIN3a-He NPeayCMOTPeHbl
5.8.Ctatbu Al coOCTaBJIeHHSI AHHOTALIUH, peLieH3Hii-He NpeJ1yCcMOTPeHbI
5.9.Tembl KypcoBbIX padoT He MpPeAyCMOTPEHbI
6.P0HA OLIEHOYHBIX CPEeCTB /JJI51 NPOBeAeHHUsI MPOMEeKYTOYHOH ATTeCTALMH 00yYAIOLIUXCS 110
AUCHHUIUIHHE (MOAYJIIO)

6.1.1lepeuenv komnemenyuii ¢ yKasanuem manos ux Qopmuposanisi 6 NPoyecce OC6OeHUs
006pa306amebHOIl NPOSpAMMBbL

®opmMupyeMble KOMNETEHIHU Ilepeyenb NIaHHPYEMBbIX Pe3yJbTATOB
0o0y4eHHUsI MO AUCUHIJIMHE

Kon HaumenoBanue

Yuausepcaabubie komnetreHunu (YK)

YK-4. CrocobeH mpumensats cospeMeHHbie | YK 4.1,

KOMMYHHKATHBHBIC TCXHOJIOTHH, B TOM VMeeT BbIOMpaTh HA rOCYIAPCTBEHHOM H
UHCIIe HA MHOCTPAHHOM (BIX) s13bIKe(ax), | HHOCTPAHHOM (-bIX) sI3BIKAX KOMMYHHKATHBHO
s AKaTEMUYECKOTO u | IpPHEMJIEMBIC CTHUJIH JEIOBOTO OOINCHHS,
BEpOATBHBIC U HEBEPOATBHBIC CPEACTBA

PO CCHOHATPHOTO B3aUMOICHCTBUS b
B3aUMOACUCTBU C MTAPTHCPaAMU




YK 4.2. YMeer ucnons3osate HHPOPMALOHHO-
KOMMYHHKALIMOHHEIC TEXHOJIOTHH NPH
MOUCKE HEOOX0auMOH HH(POPMALIH B
MPOLIECCE PELICHHUS PA3THYHBIX
KOMMYHHMKATHBHBIX 33724 HAa TOCYAaPCTBCHHOM
¥ HHOCTPAHHOM (- BIX) SI3BIKAX.

YK 43. VYmeer BECTH JETOBYIO
MCPEITUCKY, VUNTHIBAS ~ OCOOCHHOCTH
CTUITUCTUKY O(QULMATBHEIX M HEO(ULMATBHBIX
MHCEM, COLIMOKYBTYPHBIC pasnuuus B dopmare
KOPPECIIOHACHIIMM HA TOCYAAPCTBCHHOM U
WHOCTPAHHOM (-bIX) SI3BIKAX

YK 44,

VYMEEeT  KOMMYHHKATHBHO M KYJIBTYPHO
MPUEMJICMO BECTH YCTHBIC JICJOBBIC Pa3rOBOPHI
B mporecce mpo¢eCCHOHATBEHOTO
B3aUMOJCHUCTBUS HA  TOCYIAPCTBEHHOM U
WHOCTPAHHOM (-bIX) SI3BIKAX.

VK4.5. IeMOHCTPHPYET YMEHHE BBITIONHATH
MEPEBOJ AKAACMUYCCKUX U MPO(ECCHOHATBHBIX
TCKCTOB c HMHOCTPAHHOTO (-pIx) Ha
rOCYJApPCTBEHHBIH S3BIK.

Oomenpdeccuonanbubie komnereHunu (OIK)

OIIK-8 | CnocoGen NPOCKTUPOBATH
neaarormuCcCKyro ACATCIbHOCTh Ha
OCHOBC CICHUAIBHBIX HaYyYHBIX 3HAHUHU
U PE3YIBTATOB UCCIICAOBAHUIN

OIIK 8.1. 3HacT 0COOCHHOCTH MEAArOrHICCKOM
JCATCIBHOCTH, TpPeOOBaHUS K  CYOBEKTaM
MEIATOTUYICCKON  NEATCIBHOCTH,  PE3yAbTATHI
HAYYHBIX WCCNICIOBAHUI B chepe
e JArOrHYeCKOM JEATEIBHOCTH.

OIIK 8.2. YMeeT HCTTOTB30BATh COBPEMCHHBIC
CICLUHANBHEIC HAYIHBIC 3HAHUA U PE3YIbTaThI
HCCIICAOBAHUH I BEIOOPa METOIOB B

M AArOrUICCKOM ACATE TbHOCTH.

OIIK 8.3. Bnazecer Metozamu, dopMaMu U
CPCACTBAMH MMEJATOTHICCKOH JCITCIIBHOCTH;
OCYLICCTBISICT WX BHIOOP B 3aBUCHMOCTH OT
KOHTEKCTa MPO(ECCHOHANBHON JCATCIBHOCTH
C VICTOM PE3Y/IbTATOB HAYIHBIX UCCICIOBAHUH.

6.1.2. Komnnexm KOHMPOIbHBIX 3A0AHUT UIU UHBIE MAMEPUATLI, HeOOX0OUMbIE OJIsl
OYEeHUBANUSA KOMREMEHYUT NO MeOPEMUYECKOl 2PAMMAMUKE AH2IUTCKO2O0 AZbIKA

NPUMEPHBI TECTOBBIX 3AZ[AHI/Ifl AJIA OHEHKHN KAYECTBA OCBOEHUA
AUCHUILINHBL (MOYJIA)
IIpumepHbIe TecTOBBIE 3aaHUA

Test 2
Business Dialogue

1. Complete the following passage with the words provided: Resolving Conflict Made Quick

and Easy!

That’s a contradiction in terms. When I was a boy, my brother and I would get into arguments
over some dumb thing or another. Rather than having us talk the 1 ...out, our Dad would make us
put on boxing gloves, then take us out in the backyard where we would duke it out. Since I was

three years older than my brother, I won every 2 ..

.. In retrospect, I see that this was an absurd




way to resolve a conflict. All we did was beat each other to a pulp with the last one standing being
declared the —winner.| Unfortunately, this is often how conflicts are resolved.

The person with the bigger 3 ... wins, or the person who wants to avoid the perception of being
on the receiving end of the —bigger punchl gives in or goes along to avoid the 4 ... . In either
case, nothing is really resolved. There is no mutual 5 ... of ideas, no contribution, 6 ... ,
cooperation, or learning. There is only contention, confrontation, and 7 ... . In reality, both parties
lose something.

We should realize that conflict is often the byproduct of being uniquely different — and we
are all unique. We have different values, different experiences, different perceptions, likes and
dislikes, tastes, and 8 ... . In essence, our differences present an opportunity to expand our
perspective and our 9 ... . Unfortunately, we usually have a difficult time considering points of
view that are not our own or that are outside the realm of our own experience. That‘s when the
conflict shows up. The 10 ... you face when you encounter conflict is to accelerate through it.
Only then you have an opportunity to resolve it.

A punch
B consequences.
C issue
D understanding
E argument
F biases
G challenge
H collaboration
I compulsion J
sharing
2. Read the passage above again. According to the author, which of the following is true?
a. Conflicts are unavoidable.
b. Resolving a conflict may be quick and easy.
c. People tend to be self-centered in dealing with others.
d. People can learn from conflicts.
3. Supply the following text with subheadings.
A Awareness B The magic of dialogue C Listening D Suspension E
Honesty and sincerity F Mutuality G Inquiry and Reflection
H A Safe Space I Growth through crisis J Identifying Assumptions

General Guidelines for Dialogue

listen to hear meaning emerge both from individuals and from the group. You need to listen for
common assumptions and for the voices that question those assumptions.

In listening you let meaning unfold in the conversation as a whole. You will then hear the shared
meaning that can evolve only when many individual meanings are shared and heard. The Chinese
character for listen contains the sub characters one heart, eye and earall of which you must use to
truly listen. Listening is the first step in making dialogue effective.

2 ......: In dialogue you must speak the truth as you see it, be sincere. You have to assume that
the other person is also sincere and telling the truth. This develops trust. You can then engage in
dialogue with confidence.

3 ......: The capacity to see the living processes that underlies all things. It is to become aware of
yourself and the impact you have - right in the moment it occurs. It includes letting go, or
"suspending" your certainty, to see things from another point of view.

With awareness you can entertain multiple points of view at once, even if they are opposed or in
contradiction with one another.

4 .....: Means that you stop your assumptions from interfering with your listening. You neither
suppress what you think nor advocate it. In the words of Isaacs, you —change directions, stop,
step back, see things with new eyes.|



You allow differences to be present — not moving immediately to agreement or debate, but
developing the skill for bridging across the diversity of opinions, assumptions, backgrounds and
ideas.

The word suspend comes from the Latin root suspendere, which means "to hang below." It has to
do with drawing out, or stretching. It refers to displaying your thinking in a way that lets you and
others see and understand.

When you practice suspending your judgments, you learn to hold your opinions lightly. You
consciously open yourself to hearing and understanding each person's point of view. You create a
space between your judgments and your reactions so that you can hear the other person in a new
way. This is key to building a climate of trust and safety in a group.

others. Yet assumptions are often invisible. Your assumptions are so habituated that you "know"
the world agrees with them.

6 ......: When you are unclear about what someone means, you ask a question. In Dialogue the
intent of questions is twofold. One purpose is to draw the other out in a safe and supportive way.
More importantly, questions allow for digging deeply into ideas and perspectives that are novel.
Questions can give room for reflection and develop the understanding of the entire group.
Questions should never belittle or criticize. They are instead a way to learn and understand.
Learning to identify our assumptions allows us to see the world in a new light. By identifying
your assumptions you learn to build common ground and consensus.

You learn to respect others and their contributions, regardless of the fact that these contributions
may contradict things you have long held to be true.

7 ......: In dialogue, there is a mutual search for understanding. Each regards the other as a
partner in a shared inquiry. You see your partner in conversation as someone whose point of view
is valued, someone with whom to explore the familiar and develop the new.

You are open to the possibility that the meanings of one may cause those of the other to be revised
or changed. The conversation develops together. Yet, everyone is individually responsible for
whatever they feel is needed and relevant.

you can create a safe, holding environment for a group of people. When people feel safe, they can
be more aware of their thinking, their conversations, their interrelationships, and their potential
for better action. This is what Isaacs calls "a strong container."

9...... : As you address difficult issues, the crises that break out are essential parts of your
development. You learn from them and build with them. You need to stay with the dialogue until
a new level of understanding develops.

only be discovered by the entire group. This is meaning that no individual formed alone - rather it
flows from the group as a whole. For the group, this can be a powerful experience because it is the
creation of shared meaning. Creating shared meaning is a step toward creating community and
working collaboratively.

4. Complete the following passage:

Giving unsolicited advice is what causes problems. Advice is necessarily preceded by a judgment
or evaluation—which is based on our interpretation of the situation. Although you may sincerely
intend to help or assist someone, giving unsolicited advice sends a variety of underlying messages
which are all based on assumptions, and which are almost always perceived as negative. As a
result, advice often comes across as judgmental, authoritative, or self-serving:

When we give unsolicited advice, the judgmental assumptionis, 1 ...... The authoritative
assumptionis, 2 ... ... The self-serving assumptionis, 3 ... ... I once worked in an office where
one of our co-workers took it upon herself to give us advice about every aspect of our lives. In an
attempt to silence her once and for all, we decided to go out of our way to solicit her advice on
absolutely everything.

About a month later, she had in fact stopped giving unsolicited advice. Asking her for advice
clearly communicated to her that she and her opinions were valued.



Once she recognized that, she no longer felt the need to constantly offer unsolicited advice.
A —I know better than you,| or —I know and you don‘t, so I have to tell
you.|
B —I need to give you the benefit of my advice to validate or to prove to
myself how smart I am.|
C —You can‘t figure this out on your own,| or —I don‘t trust you to figure it
out.|
5. Which of the following is NOT a good suggestion?
Here are some suggestions for making your advice work.
A Don‘t interpret rhetorical questions as a request for advice.
B Ask for permission to give advice.
C If you sincerely intend to help or assist someone, do not hesitate to give
advice.
D Listen, listen, and listen! —
E Be honest.
F Offer to assist, not insist.
G Allow people decide for themselves.
6 . Choose the best title for each paragraph about negotiations:
1. Look for ways of —expanding the piel.
2. Be ready to explore as many variables as possible.
3. Know your minimum acceptable offer.
4. Start with easier points and leave the difficult ones for last.
a) You must know how much you can give up and what conditions you can
accept. It is essential that you examine many various combinations of
variables to be dealt with in the negotiation process. These variables may
include price, delivery conditions, quantity, credit terms or date.
b) Creative negotiators can work out new opportunities that benefit both parties.
In the 1deal situation the opponents achieve their objectives and none of them has
to make a considerable concession. You can argue about how to divide the
market or you can work together and expand it in such a way that
each party has a substantial share.
¢) Having dealt with the easier issues in a successful way negotiators are more
optimistic. This positive attitude makes it easier to deal with the harder matters.
d) Increasing the number of variables makes it easier to work out a compromise.
Whenever a car dealer does not want to give up the price of a car, he will think
about alternative incentives for the client, such as equipping the car with a better
radio or tyres.
7 . Decide which sentences match each negotiation style.
1) Win-win negotiation
a) Small business owners had no choice but to accept
the price quoted by the large corporation.
b) The question of price proved to be a stumbling block
and both parties came back from the negotiations
empty-handed.
c¢) After some haggling both parties achieved
28
2) Win-lose negotiation
3) Lose-lose
negotiation
their most important objectives.
d) Neither negotiator knew the needs of the other party
and ended up making unnecessary concessions.
e) Having worked out this creative solution



neither party had to make any unwelcome

concessions.

f) There was no room for bargaining — we had to accept

the conditions dictated by the owners of the platinum

mine.

8. Match the tips for people doing business abroad and the names of countries they
apply to.

1) Singapore

2) China

3) Saudi Arabia

4) USA

5) Spain

6) Germany

a) Punctuality is very important. Arriving a few minutes early

is advisable. Talking with hands in pockets is considered rude.

b) Strong and direct eye contact can be misinterpreted as an

attempt to intimidate the speaker.

¢) Remember that the O.K. gesture is considered obscene.

d) Give your host a firm handshake and maintain direct eye

contact.

e) Present your business card with your right hand only

because the left hand is considered unclean. Remember that
showing the bottom of the foot is very impolite.

f) Remember about Guanxi, which means _relationships".

Build a relationship before talking business.

9. Match each of the words in the list with its

definition:

a. cancel

b. postpone

c. bring forward

d. cut short

e. fix up

f. extend

g. reschedule

1. arrange a meeting

2. find another time for the meeting

3. hold the meeting later

4. hold the meeting sooner

5. hold a longer meeting

6. finish the meeting earlier

7. not hold the meeting at all

10. Choose the request which is more appropriate for each situation.
1. Ask a close colleague to give you the phone number of a hotel he knows.
a) Can you give me the phone number?

b) I wonder if you could give me the phone number?

2. Ask your manager to read a report you wrote before you send it to a client.
a) Would you mind reading this report before I send it?

b) Can you read this report before I send it?

3. Ask the sales representative from the supplier to send you a brochure.
a) Could you send me a brochure?

b) Would you mind sending me a brochure?

4. Ask a client to return a document to you — unfortunately there is a mistake in
1t.

a) Please return the document to us as soon as possible.



b) Could you please return the document to us so that we can correct it?
Many thanks.

5. You are going to visit a new client; ask them to send you directions to their
office.

a) Il wonder if you could send me some directions to your office?

b) Can you send me the directions to your office?

6. You want to attend a conference in the US. Ask a senior manager to
authorize the expenditure.

a) Would you please authorize the expenditure?

b) I'd really appreciate it if you could authorize this expenditure.

HpaKanecxne 3aJaHud JJid TEKYIIEro KOHTPOJIA 3HAHMH CTYACHTOB-MAruCTpaHTOB

3ananme 1. Onpeaenure, 03HAYAET JIH CJIOBO CTPAHY HJIH HAUHOHAJIBLHOCTb H MOCTABbTE
Ooyksbl u ‘C’ (‘country’) wiau ‘N’ (‘nationality’).

1 Greek 6 China

2 Kuwait 7 Spanish
3 Russia 8 Japanese
4 Turkish 9 Swedish
5 France 10 Oman

2. lonoJiHUTE NpeAJIOKEHHS CJIOBAMH H3 PAMOYKH
| short/ heawy / big/ early /long / fast |
Hampuwmep: I can’t carry this box. It’s too heavy.

1 I'think 7.30 is too for a meeting.

2 I have a lot of books, but no space. My office isn’t enough.

3 Taxis always drive too It isn’t safe!

4 Mike’s presentations are too I Last week, he talked for four hours!
5 Jane’s report was too . It didn’t give nearly enough information.

3. lloaGepuTe BoIpaeHUus1 U3 JBYX CTOJIOHKOB U 00pa3yiite ¢pasbl, HApUMED:
__¢__tothe cinema on Friday night.

a) [ often play 1 to the gym.

b) I never listen 2 golf on Saturdays.

¢) I love going 3 TV after work.

d) I work 4 to CDs. I’'m not keen on music
e)l quite like watching 5 from home once a month.

f) I don’t like going

4. lonojiHUTE NpeAJIOMEHHS CJIOBAMH H3 PAMOYKH
colleagues / company / flexible / friendly / job / opportunities / salary

Svetlana is a website designer at Orion Data. She has a (1) boss and very helpful
(2) . She doesn’t get a lot of money, but for her (3) security and
4) hours are more important than a high (5)

This year, Svetlana also has a (6) car and a lot of travel (7)

5. lonoJiHuTE MpeAJIOKEHHS CJIOBAMH H3 PAMOYKH
23"7at / in / June / Monday / morning / New Year / the

1 We are always very busy in the .

2 Budapest is beautiful the spring,

3 We never go on holiday in .

4 Our sales conference is on October.




5 The office is quiet on mornings.
6 Max sometimes works till 11:30 night.
7 Our company closes for three days in summer.
8 We sometimes have a short holiday at
6 MonoJyiHuTE 00BSABJICHUS IPEAJIOTaAMH iR, OR, at, from wiu to.
ACE CARS
Are you travelling  to  New York? Ace Cars can ...
e meet you 1 the airport.
e take you 2 the city centre 3 aluxury car.
e drive you 4 your hotel to meetings or take you shopping and sightseeing.
And 5 Friday and Saturday night, we can show you the best nightlife with our special guided
tour.

7 IlocTaBbTe IJIAr0Jbl B HY:KHYI0 hopmy.

My name’s Clive Mason and I (1) (work) for an international business school in
Paris. Lucille, my wife, is French. She (2) (work) part-time as a website designer.
We (3) (live) near Vincennes. Lucille (4) (travel) to work by
metro, but I (5) (take) a bus. We (6) (have) two children, Sam and
Nicole. They (7) (go) to a French primary school. At the weekend we

(8) (love) playing tennis or going to the swimming pool. Sometimes, Lucille

9 (take) the children to the cinema or to a drama club. Both Sam and Nicole

(10) (say) they want to be film stars!

8. IlocraBbTe rarod o be B Hy:kuyw opmy.

Sandra (1) from Brazil. ‘I (2) 30 years old and 1 (3)

married,” she says. ‘My husband’s name (4) Lucas. We (5) management
consultants. We live in Jodo Pessoa, the Green City. Our office (6) very near our
home.Sandra and Lucas have one son, Rafael. He (7) six years old, and he (8) at
primary school. ‘We (9) a busy family, but we (10) always together at the

weekend,” says Sandra.

9. lloanGepuTe 0TBETHI K BHICKA3bIBAHUSAM

a) Not bad, thanks. 1 A: Another coffee?
b) Hi, Jane. Good to see you again! B:
¢) No, thanks. 2 A: How’s business?
d) Goodbye. B:
e) Nice to meet you. 3 A: Would you like a drink?
f) Yes, please. B:
4 A: Hello, Mike.
B:
5 A: My name’s lan.
B:
6 A: See you later.
B:

3ananue 9. Beibepute Hy>KHOE CJIOBO M3 PaMKH H 3aIIOJIHUTE MPOMYCKH:

to type , the complimentary, closing, extent, salutation, volume, concern, envelope

1. a polite way of the ending of a letter.

2.The name and address of the company written to are usually on the left-hand side
against the margin.

3.The normal form of for letters addressed to organization is "Dear Sirs". "Dear Mr.



Smith" has tended to replace "Dear Sir".

4 The of passenger travel on the railways in decreasing
5.A flat-paper container for a letter is called
6.This clause of the contract very much.
7.1 was surprised at the of his knowledge

3aganue Nel0
Test 1 Public Speaking

1. The ability to give a speech is one of the most valued business skills today. And yet most people
say that giving a speech is their greatest fear. Below are 10 tips on how to overcome fear of public
speaking. Match the tips with their explanations.

1. Expect to be nervous. a. Know what you are going to say — and why
you want to say it.

2. Prepare. b. In the thirty seconds before you begin
speaking, take three slow, deep breaths through
your nose, filling your belly. As you breathe
out, say silently to yourself, “Relax.”

3. Practice. c. Make the audience your allies. Talk to
individuals before your presentation to get to
know them. Look them in the eye as you speak
to them, one person at a time. When your
audience sides with you, your job as a speaker
becomes easier.

4. Breathe. d. Even experienced speakers get nervous.
Don't try to eliminate your jitters. Turn them
into energy you can use to boost your
delivery.

5. Rehearse. e. Most speakers try to do too much in a
speech. Then they worry about leaving
something out or losing their train of thought.
Aim, instead, to communicate one basic idea.
Keep it short and simple.

6. Focus on your audience. f People won’t see how nervous you are.
(They can’t tell if your palms are sweating or
your knees are knocking or your heart is
pounding.) So don’t tell them. Smile. Stick
your chest out. Look confident, even if you
don’t feel it.

7. Simplify. g. Practice relaxation techniques in the days
before your presentation. Lie down or sit
comfortably in a quiet place. Breathe slowly.
Close your eyes. Imagine your upcoming
speaking engagement. Picture yourself
speaking with confidence.




8. Visualize success. h. Stand up and walk around as you practice
out loud. Don’t memorize your speech or
practice it word for word. Talk it through,
point by point. Imagine you’re explaining your
main ideas to a friend.

9. Connect with your audience. 1. Speak to supportive audiences in small
forums where less is at stake — at a staff
meeting or a PTA meeting. Join Toastmasters
or take a Dale Carnegie course. Work with a
coach.

10. Act confident. j. Stage fright is rooted in self-preoccupation.
(“How am I doing?” “Am I making any
sense?”) Stop focusing on yourself. Focus,
instead, on your audience. (“How are you?”
“Are you getting this?” “Can you hear me?”)

2. Which of the following is NOT good advice?
If your equipment breaks down when you are making a speech...
A If at all possible, be prepared to replace key equipment on the spot.

B Focus on the audience and on your message, not on the problem. As you work on a
solution, keep your audience involved. If you can’t quickly resolve the problem, go on with
your presentation as best you can.

C Bring handouts. Make copies of your slides to distribute as you speak, if necessary.

D Use humor to relieve audience tension. When her computer crashes, one speaker says, “A
TV can insult your intelligence, but it takes a computer to make you feel like a total idiot.”
Direct your humor at the situation or at yourself, never at another person.

E Ask someone to fix it and wait patiently.
3. Which of the following is NOT a good tip on how to handle questions and answers?

a. Talk to the person asking the question.

b. When answering a question begin by addressing the questioner, then turn to others in

the audience. When you finish, look to some other part of the room and ask, “Who

else has a question?”

Be respectful: avoid sarcasm, criticism, or arrogance.

Keep your sense of humor.

Answer the question as directly and briefly as possible without being abrupt.

Use your answers to reinforce your main points. Avoid making a presentation about a

whole new subject.

g. Don’t be afraid to say, “I don’t know.” Ask for the person’s business card and
promise to get back to him or her with the answer.

h. Postpone questions that require lengthy answers. Give a brief answer, admit that
there’s more to be said, and offer to discuss it more fully in private.

i. Turn certain questions back on your audience, asking for their input.

j.  Retain control of the situation, deciding when to move on.

o oa o



4. Complete the following passage:

In formal 1... or larger meetings it's often | A introduction
necessary — and helpful — to introduce the
main speaker. With the right 2 ... , you can | B transition
make the event more successful and establish

yourown3 ... . C preparation

1. Tt acts as a bridge, a 5 ... from one part
of a meeting to another. It gives the
audience time to make a mental and
emotional 6 ... .

2. It prepares people for the speaker,
heightening their sense of openness and
7....

E gatherings
F professionalism
G shift

H spotlight

Your task is to introduce the speaker, not to
take center stage. The 8 ... is on you only for a
moment so that you can shine it where it
belongs: on the speaker.

5. There are times — especially for leaders — when using PowerPoint in a speech makes little
sense and may even be counterproductive. Here are seven times when it’s better NOT to use
PowerPoint:

1. When you want to project a sense of leadership.

2. When you want to engage your audience’s emotions and imaginations.

3. When you want (primarily) to connect with your audience.

4. When you want (primarily) to engage your audience’s participation.

5. When you have limited preparation time.

6. When you have limited time to deliver your presentation.

7. When your audience sufters from PowerPoint fatigue.

To which from 1 — 7 are A — G a comment?

A Booting up your computer, loading PowerPoint, opening your file, connecting the projector, and
troubleshooting the inevitable problems can take a lot of time.

B Using PowerPoint cues the audience to think of you as an instructor or a trainer — as someone
whose primary goal is to convey information.



C The novelty of PowerPoint has worn off. People have been subjected to too many mediocre
PowerPoint presentations. Slide after slide of bullet points. Cheesy graphics. Annoying special
effects.

D Sometimes you’re caught last minute with only a short time to pull together a presentation. You
need to use what time you have to analyze your audience, strategize your presentation, and sketch
out a rough outline.

E Once you start a PowerPoint presentation, your audience knows that you are planning to cover a
predetermined amount of material. You have already set the content, scope, direction, and sequence
of your presentation. They know their part is to sit back and observe.
F You want to look your audience in the eye and to say, in effect: “This is me. This is what I value.
This is what I want of you.”

G PowerPoint is best at displaying information, which appeals to people’s rational minds.

6. Karen Hughes is Marketing Director at a multinational consumer electronics firm. Choose
the correct word from the list below to complete what she says.
We are one of the world's ............. !in consumer electronics, introducing new
types of product that did not exist previously. However, where we are not first to the market with a
new product-type, we look at the market ............... 2 1f it looks good, we develop our own
versions of the product. We usually test our offerings in focus ............... Sbefore ...............
them on to the market, or, if there's not much time, we may just launch them, monitor market
reaction and then modify them accordingly. We try to identify the different market ............... >
groups of end-users with particular characteristics. We look at the marketing .............. ® This
includes the best way of distributing the product, deciding which ............. 7 and retail
................ ¥ we are going to use. In the early stages, when the market is growing fast, it can be
quite .................. ?: there are a lot of competitors, and the ‘rules of the game’ are not yet
established. Later, when everyone who is going to buy the product has bought it, and the market is
essentially one of replacement, there are usually fewer competitors and conditions are more
................... 12 Of course, we try to be among these surviving companies, preferably number one
or number two in the market.

1 a)beginners b) pioneers ¢) premiers d) starters

2 a)possible b) potency ¢) potential d) power

3 a)circles b) classes ¢) gatherings d) groups

4 a)casting b) lancing ¢) releasing d) throwing

5 a)sects b) segments ¢) selections d) sets

6 a) combination b) miscellany ¢) mixture d) mix

7 a)immediacies b) intermediaries ¢) intermediates d) intermezzos
8 a)outcomes b) outflows ¢) outlets d) outpourings
9 a)variety b) various ¢) vicarious d) volatile

10 a) stability b) stable ¢) static d) stationary

7. Use one of the prefixes, out-, over- or under-, with the correct form of the verb in brackets to
complete each of the sentences below.

1 Vickers has a good reputation for buying companies that are ............ (perform), turning them
round, and bringing them back to profitability.

2 The Dome's operators ............... (estimate) the number of visitors: they forecast 10 million, but

fewer than 7 million showed up.

Metro tried to buy Wertkauf, but was ................ (bid) by Wal-Mart.

4 Under the agreement, NCR will ............ .. (source) the manufacture of its computers to
Solectron for at least five years.

5 We opened a chain of private nursery schools. We miscalculated our costsand ...............
(charge) parents by maybe 25 per cent, which is one reason we became popular and successful.

(9%



6 There are some companies with big problems because they ............ (extend) themselves in real

estate.
7 Heis a skilful politician who has ................. (manoeuvre) his rivals.
8 The governmenthas ............ (run) its spending commitments by € 1 billion.

8. Look at the nouns below. Choose one verb which can’t be used in collocation with each

noun.
1) asuggestion
a) put forward b) make c) reject d) do
2) aproposal
a) accept b) agree ¢) consider d) make
3) anidea
a) deny b) have ¢) put forward d) suggest
4) aproblem
a) face b) deal with ¢) make d) sort out
5) adecision
a) come to b) do ¢) reach d) take
6) asolution
a) put forward b) look for ¢) work out d) deal with
9. Choose the best alternative from the words in brackets.
1 Customers can ring freephone numbers from any of the nine European countries in which

Gateway trades. They are answered in Dublin by a native or (articulate/ fluent/persuasive)
speaker.

2 They are the literate, (articulate /coherent/succinct), middle-class professionals such as lawyers,
academics, politicians and senior civil servants.

3 If you remember the 19605, they say, you weren't there. Anita Pallenberg famously was there, but
her recollections are amazingly detailed and (hesitant/lucid/ responsive).

4 1If you feel (coherent /eloquent /inhibited) in the way you move and express yourself, going to a
workshop with a trained dance therapist may provide the help you need.

5. Many chapters conclude with useful sources of further information, and there is even a
(eloquent/lucid/succinct) but comprehensive glossary.

6 The government should be more (articulate/fluent/responsive) to people and less preoccupied
with special interest groups.

10. Match the beginnings of the sentences to their endings a)-g).

1 This mining area was incredibly a) disastrous’, said one bank manager. ‘It

2 Bank deposits are disappearing as nervous couldn’t be worse.’
investors send their money abroad. 'The b) badly hit by the closure of the mines, which
situation is absolutely cost 10,000 jobs.

3 The organisation's systems have been ¢) stable, secure and hopeful.
severely d) difficult, but much easier than it was before.

4 The finance minister said the budget was  e) criticised by auditors, who found corruption
totally and mismanagement.

S The new management techniques were f) unrealistic, and a new budget will have to be
found to be highly presented to parliament next week.

6 Making films in Britain is unbelievably g) successful in 30% of companies and

7 The country's international position is moderately successful in 45% of cases.

now exceptionally

6.2.1. IIpakTuuyeckue 3aJaHUs AJisl IPOMEKYTOYHOI0 KOHTPOJISI 3HAHHH CTYAE€HTOB-
MATHCTPAHTOB

@opMON  OPOMEKYTOUHOM  arTecTalMu N0  AUcCUUIUIMHE  «MHOCTpaHHBII — A3BIK B
npoeCCHOHANTLHON KOMMYHHKAIMH siBJisieTCsl 3a4eT. CucrtemMa Tekyiiero u pyoeskHOTrO KOHTPOJIs



CTpOUTCS MO OAJUTBHO-PEHTHHIOBOM MOJENH, @ UTOTOBBIA 3a4€T CTYACHTHI MOJYYalOT B KauecTBeE
HAKONUTENIbHOW pedTHHroBoll oneHku (He meHee 30 OamnoB). B TexHonormdeckoil kapre
IUCLMIUIMHBL BBIAENEHBI BCE (OPMBbI TEKyLIero M pyOeKHOro KOHTPOJS, Kakaash M3 KOTOPBIX
OLICHUBAETCS ONPENEIEHHBIM KOJIMYECTBOM 0aJUIOB (B AMANA30HE KMUHUMYM — MAaKCUMYM)).
Bo3moxkHO HaumcieHue OOHYCHBIX M IITpadHbIX OamioB (HampuMep, K HEYIOBJIETBOPUTEIBHON
OLICHKE B COYETAHUU C PEHUTUHIOBBIM IITPadOM NMPUPABHUBAIOTCS CAa4Ya TEKCTa y4eOHOTrO 3a1aHus,
M03aMMCTBOBAHHOTO M3 MHTepHETAa WM M3 KOJUIEKIMH Y4eOHBbIX 3aJaHMi MPOMLIBIX JIET, Clava
ABYMs U OoJiee CTYIEHTAMH HASHTUYHOTO TEKCTa yueOHOTo 3aJaHMsl, UCIOIb30BAHNUE HJIEKTPOHHBIX
nporpamMm nepesona. PeTuHroBeie OOHYCHI MPEAyCMATPUBAIOTCS MTPH JEMOHCTPALIMH CTYACHTAMH B
XO0le ceMecTpa yriiyOJIEHHOrO 3HaHMS Y4eOHOro M AOIOJHUTEIBHOrO MaTephana, TBOPUYECKOTO,
MHHUIMATUBHOTO M JUCIMILIMHUPOBAHHOTO OTHOLICHUs K ydeOHOMy mpoueccy. TexHojornueckas
KapTa BKJIOYAeT Oa30BYI0 W ONOJHUTENbHYIO YacTu. B 0a30BOHl wyacTM TPUBOIWTCS pacyer
PEUTHHTOBON OLIGHKH Te€X y4eOHBIX 3aJaHWid U KOHTPOJIbHBIX MPOLEAYP, KOTOPbIC BBIMOJIHSIIOTCS
CTyIeHTaMH B Te4eHHue cemecTpa. Jlis MUTOroBOro 3adera CTyA€HTaM AOCTATOYHO Hakonmuth 30
O6ammoB. EnuHCTBEHHBIM O0si3aTeNbHBIM y4eOHBIM 3a/laHUEM, KOTOPBIE MAruCTPaHTBI JOJIKHBI
BBIMOJIHUTh BHE 3aBUCHMOCTH OT JOCTHUTHYTOIO VPOBHS HAKOMUTENbHOW OLEHKH, SBJISETCS
MOATOTOBKA WM TPE3eHTAlMs Y4eOHOro mpoekTa (CTYASHTHL, MO YBAKUTENbHBIM NPUYUHAM, HE
NPUHSBIIME y4acTHe B 3TOH pabore, 00s3aHBI TOATOTOBUTH Yy4YeOHBI NPOEKT B COCTaBe
JOTIOJIHUTEBHBIX yueOHbIX 3amaHuii). JlomonHuTepbHas 4acTh TEXHOJOTHUECKOW KapThl BKIFOUAET
KOMIIEHCHpYOIUe yueOHble 3a1aHusl. MarucTpaHThl BBINONHAKOT X B TOM CIy4ae, €CIH B paMKax
0a30BOI YACTH HE CyMeJM HaOpaTh KOJWYECTBO OajioB, HEOOXOAUMOE MJIT TOJNYYSHHs 3a4eTa.
Beibop nOmMONHUTENBHBIX YUEOHBIX 3aJaHUA W3 MPEUIOKEHHOrO TMEePEeYHs MarruCTPaHThI
OCYIIECTBIISIIOT CAMOCTOSTENNbHO. CPOK MX BBIMOJIHEHUS ONPEAEIISIETCS MPEToIaBaTeNIeM.

IIpuMepe1 BONPOCOB AJI51 3a4€Ta
dopmanpHOe U HEPOPMATBHOE 1€JIOBOE MUCHMO.
Knuie B nenoBom nuceMe.
A6OpeBHaTyprl B 1€JIOBOM MHUCHME.
OcobeHHOCTH 1eTI0BOI JOKYMEHTALIUH.
KontpakT. Tunel COBpeMEHHBIX KOHTPAKTOB.
OO6pa31pl KOHTPAKTOB.
Knuiie kOHTpaxkToB.
CrneuunasnbHasi TEpPMUHOJIOTUS B KOHTPAKTax.
OmnpeneseHue U TUIBI A€JIOBBIX BCTPEY.
10. IInanupoBanue NpoBeneHUs AeJI0BONH BCTPEUH.
11. ®yHKIMOHATBHBIE OCOOCHHOCTH SI3bIKA JIEJIOBBIX BCTPEY.
12. Knuine aenoBeIX BCTPeEd.
13. Onpenenenue U TUIBI IPE3EHTALUI.
14. CTpykTypa Npe3eHTaLH.
15. Knuiue B npe3eHTanuu.
16. Ctunucruyeckue 0COOEHHOCTH MPE3EHTAITH.
17. OnpeneneHne v TUTTBI TIEPETOBOPOB.
18. OcobeHHOCTH s13bIKa TIEPErOBOPOB: JIEKCUKA, (PYHKIIMOHABLHBIC CTHIIH, TUCKYPC.
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1.JonosnuTte pasrosop Ha koH(epeHuuu. Mosun npeactasisiet Camy koster: doesn’t/is/ are / do /
isn’t/aren’t

Molly Hello. My name ___is  Molly Edison. I work for Carolina Consulting.

Sam Oh, hello. 'm Sam Amos, and these (1) my colleagues, Bill Carter and
Emma Crumb.

Bill, Emma How do you do.

Molly How do you do. Bill, Emma — are you architects?

Emma No, we (2) .We’re engineers.

Molly And where (3) you work?

Bill We’re with AK Designs.

Molly Oh, yes. I know Arnold Ricks. He works for AK Designs.

Emma Yes, that’s right. But he (4) here at the conference with us. He (5)
like flying!

3ananue 2. IIpounTaiite Tekct Legal education u nepenaiite kpaTkoe coep:kaHye Ha aHTJIUICKOM
SI3BIKE:
Legal education

Legal education is the education of individuals who intend to become legal professionals or those
who simply intend to use their law degree to some end, either related to law (such as politics or
academic) or business. It includes: First degrees in law, which may be studied at either
undergraduate or graduate level depending on the country. Vocational courses which prospective
lawyers are required to pass in some countries before they may enter practice. Applied legal
education for specific branches of law such as, Business law, Human resource and Labour laws,
Property laws, Family laws, Human rights & Legal awareness, Taxation law and many more.
Higher academic degrees and doctorate. In addition to the qualifications required to become a
practicing lawyer, legal education also encompasses higher degrees, such as doctorates, for more
advanced academic study. In many countries other than the United States, law is an undergraduate
degree. Graduates of such a program are eligible to become lawyers by passing the country's
equivalent of a bar exam. In such countries, graduate programs in law enable students to embark on
academic careers or become specialized in a particular area of law. In the United States, law is a
professional doctorate degree known as a Juris Doctor. Students embark upon their legal studies
only after completing an undergraduate degree in some other field (usually a bachelor's degree).
The undergraduate degree can be in any field, though most American lawyers hold bachelor's
degrees in the humanities and social sciences; legal studies at the undergraduate level are available
at a few institutions. American law schools are usually an autonomous entity within a larger
university. In contrast, the LL.B. degree is still the standard qualification in other common law
jurisdictions, mostly in the Commonwealth of Nations. Faculty of law is another name for a law
school or school of law, the terms commonly used in the United States. This term is used in Canada,
other Commonwealth countries and the rest of the world. It may be distinguishable from law school
in the sense that a faculty is a subdivision

of a university on the same rank with other faculties, i.e., faculty of medicine, faculty of graduate
studies, whereas a law school or school of law may have a more autonomous status within a
university, or may be totally independent of any other post-secondary educational institution.

In addition in some countries, including Germany, the United Kingdom, Canada and some states of
Australia, the final stages of vocational legal education required to qualify to practice law are
carried out outside the university system. The requirements for qualification as a barrister or as a
solicitor are covered in those articles. See advocate for details of the requirements for qualification
as an advocate in Scotland.



3ananue 3. CocraBbTe aHHOTALUIO K cienyromeMy TekcTy: Legal education

3ananue 4. [ToaroroBbTe Npe3eHTALNIO CBOEH HAyYHON CTaTbU U JOKJIAla, UCTIONb3Ys
HUKCTIPUBEACHHDBIC BbIPAXKCHUS

Sample of Presentation
Dear friends and colleagues,

May I welcome you on behalf of... . My name is ... , let me start by giving our terms of reference.
My aim today is to discuss... I have divided my report into two parts. First, I would like to talk
about ... .Secondly, I am going to analyze ... .This will take about twenty minutes.

To save time, could we leave questions until the end? Right. First of all, just a few words about the
history of the subject ... . Now for the main problem. There is an essential difference between ... .
Turning now to the possibilities, I must say that there is a choice of two courses of
action... .Next we come to our recommendations ... .I have prepared a detailed list of issues to
discuss ... .Could you hand around these leaflets, please? That concludes my talk. Please feel
free to ask questions.
3ananue 5. [IpounTtaiite Tekct Speaking on Public u mepenalite kpaTkoe coaep:kaHue Ha
AHTJIMHACKOM SI3BIKE:

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

* To inform the audience about some subject matter;

* To introduce some subject matter;

* To encourage the audience to make a decision,;

* To sell goods / services.

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. 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. Greetings / Introducing oneself;

2. Introducing the subject;

3. Describing the sequence;

4. Starting the report itself;,

5.Moving to the next point;

6. Summarizing;

7.Concluding;

8. Thanking / inviting questions.

3ananue 6. OTBeTHTE HAa BOIPOCHI N0 COAEPIKAHUIO TEKCTA!

1.Why do we have to speak on public?

2 Do all speeches have anything in common?

3.What are the common features of all speeches?

4 How would you know whether people listen to you or not?

5. What is the typical plan of a speech?

6.What should you pay special attention to?

7.What are the most memorable bits of any speech?

22. IlpounTaiiTe TEKCT Ha PYCCKOM SI3bIKE U NepefanTe ero CoAepKaHue Ha AaHTJIUHCKOM U



Ha000pOT.

23. ComocTraBbTe aHTIUICKOE (PYCCKOE) CIIOBO WIIH BBIPAXKEHHUE C €0 MEPEBOAOM.
24. IlocTaBbTe BONPOCHI K JAHHBIM ITPEIIJIOKECHUSIM.

25. CnenaliTe naHHBIE NIPENJIOKEHUS OTPULIATEIbHBIMU.

26. BcraspTe NpONyILIEHHBIE CJIOBA B AAHHBIN TEKCT.

3ananue Ne7 Ilpouuraiite u nepeseaure Tekct RESUME

A GV (curriculum vitae) is essential if you're applying for a new job or for promotion within
your own company, or even to register as a delegate at a conference. Some information might be
given in your CV, some in your letter of application - and perhaps some on a Supplementary
Information sheet (giving information relevant to the particular job you're applying for).

There are no fixed international rules about this: different countries have different practices.

But you can follow some hints by writing your CV: Always type it on unlined white paper,
preferably a single sheet. Write your name, address and telephone number. Put your health record,
date of birth and marital status. In the next section, note down your education. Put any
qualifications on the next line. Next, detail your work history, starting with your most recent job.
Give dates, employers and describe your duties. List hobbies and interests and put extra information
in a separate section. End by saying that two referees are available on request — not naming them
leaves you free to choose the best ones for particular jobs. Remember the longer an application, the
less chance it has of being read. Never send a photo-copied letter — it looks as though you don’t
care.

Always be positive and never apologize for being You.

3ananme 8. Onpenenure, Kakue U3 HIDKENIEPEUHUCICHHBIX yHKTOB MOT'YT ObITh Hanbosee
npurogabive 1t CV (T. e. curriculum vitae):

Your name, address and telephone number.

The title and reference number of the job.

Your date of birth.

Your marital status.

The name and address of present (or last) employer.

Your hobbies and leisure interests.

The sports you play.

Details of all the jobs you have had.

The languages you speak, read or write.

Details of the examinations you passed at school.

Details of the professional diplomas or degrees you have gained.
Details of training courses you have attended.

Details of your achievements and responsibilities in your working career.
Your suitability for the job advertised.

Your reasons for applying for this job.

When you are available for interview.

Details of your present (or last) job.

Your current (or last) salary.

The salary you would expect to receive.

The names and addresses of two or three referees.

Test 2 Business Dialogue

1. Complete the following passage with the words provided:



Resolving Conflict Made Quick and Easy!

That’s a contradiction in terms. When 1 was a boy, my brother and I would get into arguments over
some dumb thing or another. Rather than having us talk the 1 ... out, our Dad would make us put on
boxing gloves, then take us out in the backyard where we would duke it out. Since I was three years
older than my brother, I won every 2 ... .

In retrospect, I see that this was an absurd way to resolve a conflict. All we did was beat each other
to a pulp with the last one standing being declared the “winner.” Unfortunately, this is often how
conflicts are resolved. The person with the bigger 3 ... wins, or the person who wants to avoid the
perception of being on the receiving end of the “bigger punch” gives in or goes along to avoid the 4
... . In either case, nothing is really resolved. There is no mutual 5 ... of ideas, no contribution, 6 ...
, cooperation, or learning. There is only contention, confrontation, and 7 ... . In reality, both parties
lose something.

We should realize that conflict is often the byproduct of being uniquely different—and we are all
unique. We have different values, different experiences, different perceptions, likes and dislikes,
tastes, and 8 ... . In essence, our differences present an opportunity to expand our perspective and
our 9 ... . Unfortunately, we usually have a difficult time considering points of view that are not
our own or that are outside the realm of our own experience. That’s when the conflict shows up.
The 10 ... you face when you encounter conflict is to accelerate through it. Only then you have an
opportunity to resolve it.

A punch

B consequences.

C issue

D understanding

E argument

F biases

G challenge

H collaboration

I compulsion

J sharing

2. Read the passage above again. According to the author, which of the following is true?

Conflicts are unavoidable.

Resolving a conflict may be quick and easy.

People tend to be self-centered in dealing with others.
People can learn from conflicts.

/o o

3. Supply the following text with subheadings.

A Awareness B The magic of dialogue C Listening D Suspension



E Honesty and sincerity F Mutuality G Inquiry and Reflection
H A Safe Space 1 Growth through crisis J Identifying Assumptions

General Guidelines for Dialogue

listen to hear meaning emerge both from individuals and from the group. You need to listen for
common assumptions and for the voices that question those assumptions.

In listening you let meaning unfold in the conversation as a whole. You will then hear the shared
meaning that can evolve only when many individual meanings are shared and heard.

The Chinese character for listen contains the sub characters one heart, eye and ear- all of which you
must use to truly listen. Listening is the first step in making dialogue effective.

other person is also sincere and telling the truth. This develops trust. You can then engage in
dialogue with confidence.

3 ......: The capacity to see the living processes that underlies all things. It is to become aware of
yourself and the impact you have - right in the moment it occurs. It includes letting go, or
"suspending" your certainty, to see things from another point of view.

With awareness you can entertain multiple points of view at once, even if they are opposed or in
contradiction with one another.

4 .....: Means that you stop your assumptions from interfering with your listening. You neither
suppress what you think nor advocate it. In the words of Isaacs, you “change directions, stop, step
back, see things with new eyes.”

You allow differences to be present — not moving immediately to agreement or debate, but
developing the skill for bridging across the diversity of opinions, assumptions, backgrounds and
ideas.

The word suspend comes from the Latin root suspendere, which means "to hang below." It has to
do with drawing out, or stretching. It refers to displaying your thinking in a way that lets you and
others see and understand.

When you practice suspending your judgments, you learn to hold your opinions lightly. You
consciously open yourself to hearing and understanding each person's point of view. You create a
space between your judgments and your reactions so that you can hear the other person in a new
way. This is key to building a climate of trust and safety in a group.

Yet assumptions are often invisible. Your assumptions are so habituated that you "know" the world
agrees with them.

intent of questions is twofold. One purpose is to draw the other out in a safe and supportive way.
More importantly, questions allow for digging deeply into ideas and perspectives that are novel.

Questions can give room for reflection and develop the understanding of the entire group. Questions
should never belittle or criticize. They are instead a way to learn and understand.



Learning to identify our assumptions allows us to see the world in a new light. By identifying your
assumptions you learn to build common ground and consensus. You learn to respect others and their
contributions, regardless of the fact that these contributions may contradict things you have long
held to be true.

in a shared inquiry. You see your partner in conversation as someone whose point of view is valued,
someone with whom to explore the familiar and develop the new.

You are open to the possibility that the meanings of one may cause those of the other to be revised
or changed. The conversation develops together. Yet, everyone is individually responsible for
whatever they feel is needed and relevant.

can create a safe, holding environment for a group of people. When people feel safe, they can be
more aware of their thinking, their conversations, their interrelationships, and their potential for
better action. This is what Isaacs calls "a strong container."

9.u.e. : As you address difficult issues, the crises that break out are essential parts of your
development. You learn from them and build with them. You need to stay with the dialogue until a
new level of understanding develops.

be discovered by the entire group. This is meaning that no individual formed alone - rather it flows
from the group as a whole. For the group, this can be a powerful experience because it is the
creation of shared meaning. Creating shared meaning is a step toward creating community and
working collaboratively.

4. Complete the following passage:

Giving unsolicited advice is what causes problems. Advice is necessarily preceded by a judgment or
evaluation—which is based on our interpretation of the situation. Although you may sincerely
intend to help or assist someone, giving unsolicited advice sends a variety of underlying messages
which are all based on assumptions, and which are almost always perceived as negative. As a result,
advice often comes across as judgmental, authoritative, or self-serving:

e  When we give unsolicited advice, the judgmental assumptionis, 1 ......
e The authoritative assumptionis, 2 ......
o The self-serving assumptionis, 3 ......

I once worked in an office where one of our co-workers took it upon herself to give us advice about
every aspect of our lives. In an attempt to silence her once and for all, we decided to go out of our
way to solicit her advice on absolutely everything. About a month later, she had in fact stopped
giving unsolicited advice. Asking her for advice clearly communicated to her that she and her
opinions were valued. Once she recognized that, she no longer felt the need to constantly offer
unsolicited advice

A “T know better than you,” or “I know and you don’t, so I have to tell you.”

B “Ineed to give you the benefit of my advice to validate or to prove to myself how smart I

2

am.

C “You can’t figure this out on your own,” or “I don’t trust you to figure it out.”



S.

Which of the following is NOT a good suggestion?

Here are some suggestions for making your advice work.

A Don’t interpret rhetorical questions as a request for advice.

B Ask for permission to give advice.

C If you sincerely intend to help or assist someone, do not hesitate to give advice.

D Listen, listen, and listen

'((

E Be honest.

F Offer to assist, not insist.

G Allow people decide for themselves.

6 . Choose the best title for each paragraph about negotiations:

1

2.
3.
4,
a)

b)

d)

Look for ways of “expanding the pie”.

Be ready to explore as many variables as possible.

Know your minimum acceptable offer.

Start with easier points and leave the difficult ones for last.

You must know how much you can give up and what conditions you can accept. It is
essential that you examine many various combinations of variables to be dealt with in the
negotiation process. These variables may include price, delivery conditions, quantity, credit
terms or date.

Creative negotiators can work out new opportunities that benefit both parties. In the ideal
situation the opponents achieve their objectives and none of them has to make a
considerable concession. You can argue about how to divide the market or you can work
together and expand it in such a way that each party has a substantial share.

Having dealt with the easier issues in a successful way negotiators are more optimistic. This
positive attitude makes it easier to deal with the harder matters.

Increasing the number of variables makes it easier to work out a compromise. Whenever a
car dealer does not want to give up the price of a car, he will think about alternative
incentives for the client, such as equipping the car with a better radio or tyres.

7 . Decide which sentences match each negotiation style.

a) Small business owners had no choice but to accept the
price quoted by the large corporation.
b) The question of price proved to be a stumbling block

1) Win-win negotiation and both parties came back from the negotiations

empty-handed.

2) Win-lose negotiation c) After some haggling both parties achieved their most

important objectives.

3) Lose-lose negotiation d) Neither negotiator knew the needs of the other party

and ended up making unnecessary concessions.

e) Having worked out this creative solution neither party
had to make any unwelcome concessions.

f) There was no room for bargaining — we had to accept
the conditions dictated by the owners of the platinum
mine.



8. Match the tips for people doing business abroad and the names of countries they apply to.

1)
2)
3)
4)
5)
6)

Singapore a) Punctuality is very important. Arriving a few minutes early is
China advisable. Talking with hands in pockets is considered rude.

Saudi Arabia b) Strong and direct eye contact can be misinterpreted as an attempt to
USA intimidate the speaker.

Spain ¢) Remember that the O.K. gesture is considered obscene.

Germany d) Give your host a firm handshake and maintain direct eye contact.

e) Present your business card with your right hand only because the
left hand is considered unclean. Remember that showing the bottom
of the foot is very impolite.

f) Remember about Guanxi, which means ‘relationships’. Build a
relationship before talking business.

9, Match each of the words in the list with its definition:

a. cancel 1. arrange a meeting

b. postpone 2. find another time for the meeting
c. bring forward 3. hold the meeting later

d. cut short 4. hold the meeting sooner

e. fixup 5. hold a longer meeting

f. extend 6. finish the meeting earlier

g. reschedule 7. not hold the meeting at all

10. Choose the request which is more appropriate for each situation.

1.

Ask a close colleague to give you the phone number of a hotel he knows.

a) Can you give me the phone number?

b) I'wonder if you could give me the phone number?

Ask your manager to read a report you wrote before you send it to a client.

a) Would you mind reading this report before I send it?

b) Can you read this report before I send it?

Ask the sales representative from the supplier to send you a brochure.

a) Could you send me a brochure?

b) Would you mind sending me a brochure?

Ask a client to return a document to you — unfortunately there is a mistake in it.

a) Please return the document to us as soon as possible.

b) Could you please return the document to us so that we can correct it? Many thanks.
You are going to visit a new client; ask them to send you directions to their office.
a) I wonder if you could send me some directions to your oftice?

b) Can you send me the directions to your office?

You want to attend a conference in the US. Ask a senior manager to authorize the expenditure.

a) Would you please authorize the expenditure?
b) I’d really appreciate it if you could authorize this expenditure

6.3.Onucanue noxkazamenneii u Kpumepues OYyeHU6anusA Komnemem;uﬁ HA pasiudHbiX omandax ux
qbopfwupoecmuﬂ, ONUCARUE KAl OYEHUBAHUA

OuenouHoe ITkana oueHnBaHus IlpencraBnenue OLIEHOYHOIO
CPEACTBO cpeactsa B poHze
Jaumeno
KonTponbHo- IIpaBunbHBIX OTBETOB S51- doHp TECTOBBIX
TECTOBbIE 3aaHUs Bricka3piBaHMe, B OCHOBHOM, JIOTHYHO, | MPaKTHYECKUX 3aAaHUM
UMEIOTCSl OTAEJbHbIE HENOCTaTKU IpU




HCIIOJIb3OBAHHUHU CPCACTB JIOTHYECKOM

CBA3HU, NMECHOTCA OTACIIbHBIC
HEOOCTAaTKHU HpI/I ACJIICHUN TEKCTa Ha
a03aribr; UMEIOTCSI  OTHAENIbHBIE

HapyumieHuss B O(QOPMIICHHHM TEKCTa.
Hcnonb3yeMblli  ClOBapHbIM  3amac
COOTBETCTBYET IIOCTABJICHHOH 3anade,
OHAKO  BCTPEYANOTCS  OTHENIbHBIC
HETOYHOCTU B YyHOTPeOJIEHUH CJIOB,
00 CIOBApHBINA 3armac OrpaHUYEH, HO
JeKCHKAa UCIOJIb30BaHA  MPABHIIBHO.
Umeercst psin rpaMMaTHYECKUX
OIUOOK, HE 3aTPYIHSIOIIUX
MOHUMaHHE TeKCTa.

Hezaumeno»

IIpaBunbHbIX OTBETOB MeHee 50%.
Kpaline orpanuyeHHbI  CJIOBapHbBIl
3amac  He  IO3BOJIIET  BBINNOJIHUTH

MOCTABJICHHYIO 3amaqy.
I'pammaTtuyeckue IpaBuiIa HE
co0OrFomatoTCSL.

HenpasunbHoe UCIIOJIL30BAHUE
rpaMMaTHYECKUX  CTPYKTyp  J€Jaer
HEBO3MO>KHBIM BBITIOJIHEHNE

IOCTaBJIEHHOU 3aa4uu

MeXKyJIbTypHBIE
0COOEHHOCTH

b1 ():10) 7
KOMMYHHUKaLUH

3aumeno lpaBuibHbIX OTBETOB S1-

3amaHue BBIMOJHEHO: HEKOTOPbIE
aCTeKThl, yKa3aHHblE B  3aJaHUH,
PaCKpBITBI  HEMOJHOCTBI;,  HUMEIOTCS
OTAEeJIbHbIC HAPYIIEHHS CTHIIEBOTO
oopMIIeHHsT pedH; MPHUHSATHIE B SI3bIKE
HOPMbI  BEKJHMBOCTH, B OCHOBHOM,
COOJTIOIEHBI. Llenb oO1IeHuUs
IOCTUTHYTA, OJHAKO TeMa PacKpbITa HE
B NOJHOM oObeme. COLMOKYJIBTypHBIC
3HAHHsSI, B OCHOBHOM, HCIOJIb30BaHbI B
COOTBETCTBUH C CUTyaLMeil OOLIeH s
Hezaumeno»

IIpaBunbHbIX OTBETOB MeHee 50%.
3amaHne HE BBINOJIHEHO: CONEPKaHHE
HE OTpa)kaeT Te acCHeKThl, KOTOpbIe
yKa3aHbl B 331aHUH, HITH HE
CootsercTtByeT TpeOyemMoMy oObeMy.
Lenp oOmieHns He JOCTUTHYTA

PeueBOli STUKET. COBETbI U
PEKOMEHAIUH.

Coo0O1enue
TEME

110

3aureHo

IIpaBunbHBIX OTBETOB S51-
BricTynaromumii 1eMOHCTPUPYET 3HAHUSA
o BbIOpaHHOMN TEME, UMeeT
3aTPyAHEHUs c HCIOJIb30BAHUEM
TeMaTudeckoro Bokadyisipa;, MmeroTcs

Tembl coOOLIEHUT




HECYIIECTBEHHbIE  TMOTPEIIHOCTH B
UCTIOJIb30BAHUU TEPMUHOJIOTHH.
OTCYTCTBYET CONMPOBOAUTEbHBIN
JEMOHCTPALIMOHHBII MaTepHuall.
3HaYUTENbHOE KOJHUYECTBO  OIIHMOOK
SI3BIKOBOT'O XapakKTepa.

Heszaumeno»

IIpaBunbHbIX OTBETOB MeHee 50%.
Coo01ieHrie HE MOATOTOBJIEHO, JHOO
UMEeT CYIIeCTBeHHble mpodesbl o
MPEICTaBICHHON TeMaTHKe, OCHOBAH Ha

HEI0CTOBEPHOMU uHpopManuy,
BBICTYMAIOIIMM  JIOMYINEHO OOoJbInoe
KOJIMYECTBO rpyOBIX omrdoK
SI3BIKOBOTO XapaKTepa.
ITucbmenHbIN U «3aumenoy @oHA TEKCTOB Ha MEPEBO

YCTHBIN
NePEeBOa

IIpaBunbhbIX OoTBETOB 51-%

IlepeBon mosHBINA, 0€3 MPOIMYCKOB H
NPOM3BOJIbHBIX ~ COKPAIEHWH TEKCTa
OpUTHHAJA, TOTTy CKaeTCst OIlHA
¢dakTuueckas ommOKa, NPU YCIOBHU
OTCYTCTBUS MOTEPb HHYOPMALIUH U
CTHJIMCTUYECKHX  TOTPELIHOCTeH  Ha
apyrux ¢parmeHTax tekcra. Mmerorcs
HECYIECTBEHHbIE  IOTPEIIHOCTH B
UCTIOJIB30BAHUH TEPMUHOJIOTHH.
IlepeBom B  AOCTATOYHON  CTENEHU
OTBEYAET CHCTEMHO-SI3bIKOBBIM HOPMaM
U CTIIIIO si3bIKa nepesopa. KynerypHeie
U (pyHKIIMOHAIbHBIE

nmapamMeTpel  MCXOJHOTO  TEKCTa B
OCHOBHOM  QJI€KBaTHO  MeEpPEAaHbl.
KommyHukaTusHOe 3a7laHUE
peann30BaHo, HO HEIOCTATOYHO
ONTUMAJIBHO.

JIOMyCKaroTCsl HEKOTOpPbIe HAPYIICHUS B
(dbopMe TpebsIBICHHS TIEPEBOIA.

«Hezaumeno»

IIpaBunbHbIX OTBETOB MeHee 50%.
Ilepeson COZEPKUT MHOT'O
daktnueckux  omubok.  HapymeHa
MOJTHOTA nepeBoaa, ero
SKBUBAJICHTHOCTh M a/I€KBATHOCTb. B
nepeBofe rpyd0 HapyLIEeHbI CHCTEMHO-
SI3BIKOBBIE HOPMBI M CTHJIb  SI3BIKA
nepesoga. KoMMyHHKaTHBHOE 3aqaHHE
HE BBITNIOJHEHO. | pyOble HapyIIeHus B
dbopme npenbsiBICHNUs IEPEBOAA.

Pedepuposanne
CTaThbHU

«3aumeno»

IIpaBunbubIX OoTBETOB 51-%

OcHoBHast nH(QOpMaIUs H3BJICUCHA U3
TEKCTa C IMOJIHO U TOYHO. OTCyTCTBYyET
n30bITOuHast uHbopMmanys. BeickazaHo

®doHp cTaTed oIt
pedepupoBanus




COOCTBEHHOE OTHOLIEHHE K mpobieme,
0003HaueHHOH B NPEIJIOKEHHON
cratbe. ComeprkaHue COOOIIEeHHUS
COOTBETCTBYET  TeMe.  AJEKBaTHas
peakiusi Ha JOMOJHHUTENbHBIE BOIMPOCHI
npenogaBaTess.

Peub npasunbHasi, TONMyCKarOTCA
HE3HAYUTENIbHbIE OIIUOKH SI3bIKOBOTO
Xapakrepa.

«Hezaumeno»
IIpaBunbHbIX OTBETOB MeHee 50%.
Heymenne OTAEJIUTH OCHOBHYIO

WHPOPMALIUKD  OT  BTOPOCTEIEHHOM,
NOTIBITKA  pehepUPOBAHUST CBOASTCA K
BOCIIPOU3BEIEHUIO rOTOBBIX
MPEJIOKEHUHN U3 TEKCTA.

PeueBass akTUBHOCTb CTyJ€HTa HU3Kasl.
Peakuus Ha BOnpocsl

npenojasaresiss OTCYTCTBYeT WM He
aZiekBaTHa TeMe. bosblioe KOJIMuecTBO
OIMOOK SI3LIKOBOTO XapakKTepa.

ITucemenuble
paboThl

«3aureno» IIpaBunbHbIx 0TBETOB 51-%
— CTYJI€HT MOATOTOBIII 33/IaHUE 110
NPEIIOKEHHOMY (opMaTy, XOTs
UMEIOTCS OTACJIbHBIC HAPYIICHUS
CTHJIEBOTO OOPMIICHHS PEU.
Hcnonb3yeMsblii CIOBapHBIN 3am1ac
COOTBETCTBYET ITOCTABJICHHON 3a/1a4¢,
OJTHAKO BCTPEYAIOTCS OTACIbHBIE
HETOYHOCTHU B YHOTPEOJICHNUH CIIOB
100 CIOBApPHBIN 3aMac OrpaHUYeH, HO
JIEKCHKA UCTIOJIb30BAHA MPABUIIBHO.
HNmeercs psin rpaMMaTHYECKUX

omrOOoK, He 3aTPYIHSFOIIX
nornManue Tekcta. Opdorpadudeckue
OHNOKH MPAKTUYECKU OTCYTCTBYIOT.
«He3auTeH0» — CTYOEHT MOATOTOBHII
3amaHie C TPyObIMH HapyIICHUSMHU
dbopmara MUCbMEHHON paboThL
OTcyTCcTByeT JIOTMKa B TOCTPOSHHU
BBICKA3bIBAHMS, TEKCT He OQOpMIECH
cormacHo HeoOxogmMmomy  (opmary.
Kpaline orpanu4eHHbI  CJIOBapHBIA
3amac  He  TO3BOJSIET  BBIMOJHUTH
MOCTABJICHHYI  3ajady. JlonmyimeHs!
rpyOble  sekcudyeckne W (WiH)
rpaMMaTHYECKIE OIUOKH.

DoHA MeNOBBIX THCEM,
KOHTPAKTOB

IlepeBoa nenoBbIx
niceM

«3auteno» IIpaBunbHbIx 0TBETOB 51-%
—  TeKCT  MepeBoja  aleKBaTeH
UCXOIHOMY COOOIIEHUIO, U3JIOKEHUE, B
OCHOBHOM, JIOTMMHO U  TPaMOTHO;
IPOAEMOHCTPUPOBAHO 3HaHUe u
MOHMMaHUE KJII0YeBOM TEPMUHOJIOTHU U

DOHA NENOBBIX TTUCEM,
KOHTPAKTOB
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10 . IIepeyenb HHPOPMALIHOHHBIX TEXHOJIOTHI, HCNOJB3YEMBIX NPH O0CYIECTBJIACHUH
o0pa3oBaTeIbHOIO NMpouecca Mo AUCHUIJINHE (MOAYJII0), BKJIIOYAS NepeyeHb NPOrpaMMHOI0
olecrievyeHusi 1 HHPOPMALTHOHHBIX CIIPABOYHBIX CHCTeM (IIPH HEO0X0AMMOCTH)

Ilpy npoBeneHMH MNPAKTUYECKUX 3aHATUH 10 aAucuuruinHe «MHOCTpaHHBIA S3BIK B
npodecCHOHATBHON KOMMYHUKALIMKY HCHOJB3YIOTCS CIEAYIOIUE TMPOrpaMMHbIE OOECIIeYeHHUs
COBpEMEHHBIX WH(OPMALIMOHHO — KOMMYHHKATHUBHBIX TexHojoruii: Microsoft Office, Excell,
cnoBapp-niepeBoguuk ABBYLingvo 12, obyuatoumne nporpammel: «Speaking Englishy, «Tell me
more», «Anrmiickuii Ha Ypay, «lIpodeccop Xurrunc. AxHrmiickuii 0e3 akUeHTay,
«VHTEpaKkTUBHBIN yueOHUK 110 COBPEMEHHON rpaMMAaTHKE aHTIIMICKOrO si3bIka», «CaMOy4HUTeNn Mo
aHTUHCKOMY  sI3bIKY», UHTepakTuBHble Kypcbl «TOEFL», TpeHUHroBble mpOorpaMMbl IO
rpaMMaTHKe U JIEKCHKE, TECTOBBbIE 3a/laHUs 10 aHTJUICKOMY S3bIKY: « TecThl MO aHTJIUIICKOMY
S3BIKY»; yaeOHbIe mocoOus 1 yueOHO-MeTonn4Yeckre paspadborkn HayuHon oudmmnorexu ATTIY.

11. MaTepuaibHO-TeXHHYECKOe 00ecrnedeHne JUCHUTIIHHbBI

IIprMeHeHne COBpEMEHHBIX 00pa30BaTENbHBIX TEXHOJIIOTHH, B PAMKAaX KOTOPBIX Peaji3yeTcs
OCBOGHHME [UCLHIUIMHBI, MPEAINOoJaraeT WCIONb30BAHUE aKAaAEMUYECKOH ayIuTOpPHH  AJIs
NPOBENEHUs] MMPAKTUYECKUX 3aHATUH ¢ HEOOXOMUMBIMH TEXHUYECKUMH CPENCTBAMU (KOMITBIOTED,
NPOEKTOP, 95KpaH, WHTEPAKTHUBHAs JOCKa, ayauo- U- BUAEO anmaparypsl, Meauaszal ¢
BO3MOYKHOCTBIO IIPOCMOTPA CIIYTHUKOBOTO TEJICBHISHHSI HA HHOCTPAHHOM SI3BIKE).

CpencrBa oO0ydeHHs] BKIIOYAIOT y4eOHO-CIPABOYHYIO JIUTEPATYpy (PEKOMEHIOBAHHBIE
yueOHMKH © y4deOHble TOCOOMs, cioBapw, y4deOHble M ayTeHTUYHBIE II€YaTHbIC, ayauo- U
BUIeOMaTepuaibl, UHTepHET-pecypehl).

IIporpammser: Microsoft PowerPoint 2007, Adobe Acrobat 1u6o Foxit Reader.

Harnspeble, ayanoBU3yalibHBIE, TEXHHYECKHE CpENCcTBA OOYYEHHS:  KOMIIBIOTED,
MyJBTUMENA, ayIHOBU3YyaJIbHbIE MAaTEPHAIIBI.






