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IlosicHuTeILHAN 3aNIHCKA

Hannast mporpamma — /lenosoti anenutickuti — paspaboTaHa Kak BHEYPOUHBIA KypC JUIS
yyamuxca 10-x u 11-x KjaccoB, XenarolMX OBJIaJAETh OCHOBAMH YCTHOIO M TMHUCHBMEHHOTO
JICJIOBOT'O OOIICHUS HA aHTJIMHCKOM SI3BIKE.

B mocnenaue roapl Bce 0OJbIee KOTMYECTBO YYANIMXCS OCO3HAIOT POJIb AHTJIMKACKOTO
sI3bIKa KaK MHPOBOTO sI3bIKa JEJIOBOTO OOIIeHHus. VICrmonap30BaHME aHTJIMHCKOTO S3bIKA IS
JICIIOBOT'O OOIICHUS IIPEANoJaracT HalMuue y Y4aCTHUKOB KOMMYHHKAIIUH JOCTATOYHOTO 3araca
3HaHUH O KYJIbTYype JIETOBOT0 OOIIEHUS M KYIbTYPHBIX OCOOCHHOCTSIX Pa3IMUHBIX CTpaH. Takxe
mporecc Tiaofdanu3anuy MPUBOAUT K TOMY, YTO BJIAJICHUE AHTIMHCKUM S3BIKOM CTAHOBUTCS
KeJlaTeIbHBIM, a2 UHOTJA U HEOOXOAMMBIM YCIIOBHEM NPHUHATUS KaHauaara Ha paboty. Pabouee
BJIQJICHUE aHTJIMUCKUM SI3BIKOM TIPEITOJIaraeT He TOJIBKO 3HAHWE MPOPECCHOHAIBHON JIEKCHKH,
HO U TakWe yMEHHs, KaK yMEHHE pa3roBapuBaTh Mo TeledoHy Ha MPOoQecCHOHANbHBIE TEMBI,
BECTH JICIIOBYIO KOPPECIOHICHIINIO, BJIQJICHUE PAIMYHBIMA (DYHKIMOHAIBHBIMH CTHIISIMHU
NeNoBoi mepenuckd. llpm oOydeHMH B Kiaccax 3KOHOMHUYECKOTO MPOQIIISL yUalIuMCs
HEOOXOJUMO TIOHUMATh AaHTJIOSN3BIYHBIE HAKOHOMHYECKHE TEPMHHBI, OpPHUEHTHUPOBATHCA B
OCHOBHBIX 3aKOHOMEPHOCTSIX U TEHJEHIUSAX SKOHOMHKH, MYTSIX Pa3BUTHUSI OM3HEca KaK B CBOEU
CTpaHe, Tak W B mupe. llepeuncieHHble BbIIE 3HAHWA U YMEHHUS BaXKHBI HE TOJIBKO ISt
npeAanpodeccuoHanbHOM MOJATOTOBKM YYalllUXCsA, HO W IS TOATOTOBKH IIKOJBHUKOB K
TanbHEHIICH CcaMOCTOSTENbHOM U3HM B oOmectBe. I[IpenMer «J/lemoBoit aHrIMiiCKUin»
MIPEJICTaBISETCS] OCOOEHHO AKTYaJdbHbIM, TaK KaK CIIOCOOCTBYET MPHOOPETEHUIO CTaOUIIBHBIX
3HAHUN W HaBBIKOB, HEOOXOIUMBIX I MPO(PECCHOHAIBHO - OPUEHTHUPOBAHHOTO OOIIEHUS.
JlaHHBIN Kypc TOJE€3€H IS TeX Y4alluxcsi, KOTOpbIe COOUPAIOTCS TMPOJIOKUTh CBOE
oOpa3oBaHMe M HauaTh Kapbepy B oOmactu OusHeca. [IporpamMma mMo3BOJNSET pacIIUPHUTH
yu4eOHYI0 TEMaTHKy M YAETUTh BHUMaHHE CTUJIMCTUYECKUM OCOOCHHOCTSIM YCTHOH U
MUCbMEHHOM pe4YH, TEPMUHOJIOTHH, a TaKXKe MPHUBJICYh HAYYHO-TIOMYJSIPHBIE MPOQPHIHHO-
OPUEHTUPOBAHHBIE TEKCTHI. boJIbIlIoE BHUMaHUE YACISICTCS MUCHbMEHHOW peud, a WMEHHO
MepenucKe NPUMEHUTENHHO K J1eJI0BOM cdepe oOeHHs.

HoBu3Ha paHHOTO Kypca 3aKiIoyaeTcss B TOM, YTO TMporpaMMa He ayOmupyer
coJiepKaHUE€ TOCYAAPCTBEHHBIX CTAaHIAAPTOB 10 HWHOCTPAHHBIM S3BIKaM, COACPKUT HOBBIC
3HAHUS, IPEJICTABIISIIOIINE TPO(HECCHOHANBHBIN U TTO3HABATENBHBIN WHTEPEC IS yUaIIHXCS.
[Ipemaraemas mporpaMMa OTHOCHTCS K Kypcam IO BBIOOPY M COCTaBJICHA B COOTBETCTBHH C
TpeboBaHusIMU DeepalbHOTO TOCYAApPCTBEHHOTO O00pa30BaTEIBHOTO CTaHAApTa CPEIHETO

(moxHOTO) 00IIEeT0 0Opa3OBaHUS.



Jes1oBOii AHIJIMACKHMIA M €ro CBSI3b ¢ IPYrMMU NpeaAMeTaMMu.

S3pIk  neoBOro  OOIICHHWS HACBIMIEH CIHENuaau3upoBaHHON wuHpopmamueit. Ot

rOBOpSILIEro TpeOyeTcss HE TOJbKO BJAaJCHHWE IPEAMETOM BBICKA3bIBaHUS, HO U TOYHOE
BBIPQKEHUE COJEP)KAHMSI BBICKA3bIBaHUS CpPEJACTBAMM MHOCTpAaHHOro sA3blka. Ha  ypokax
JIETIOBOTO aHTIUICKOTO MPOUCXOAUT paboTa MO JalbHEHIIEMY MOBBIIICHUIO JIMHIBHCTUYECKOM
U A3BIKOBOM KOMIETEHIIUN y4alIUXCsl.
ITo cBoeMy coxaepkaHui0 «JleTOBOW aHTIIMMCKUI» - ATO OM3HEC-KypC, TECHO CBS3aHHBIM C
SKoHOMUKOW. Ilpyu mnapamienbHOM H3Y4EHHH OHKOHOMUKM Ha PYCCKOM S3BIKE Y4Yal[Uecs
OBJIaJIEBAIOT SKOHOMHYECKON I'PaMOTHOCTBIO, IIOATOMY YCBOEHHE SKOHOMHYECKHX IOHATHI Ha
AHTJIUICKOM SI3bIKE HE MPEACTaBIseT I HUX OOJbIION TpyaHOCTH. B To ke Bpems, peanuu u
3TUKA JEJIOBOM W3HU, HE BXOJSALIME B JKU3HEHHBIM ONBIT YYAIMXCS, YAaCTO OKa3bIBAIOTCS
aOCOIOTHO HOBBIMH M TpPEOYIOT OMOJIHUTENBHOTO OCMBICHeHus. Ha ypokax mernoBoro
AHTJIMKCKOTO TPOUCXOIUT PAa3BUTHE COIMOKYJIBTYPHOH KOMIIETCHLIMH Yydalmuxcs B cdepe
JIEJIOBBIX OTHOUICHUH.

YPpoKku HaydHO-TEXHUYECKOr0 MEPEBO/A MO3BOJIIOT MHTEIPUPOBATh 3HAHUE SKOHOMUKHU
U UMHOCTPAaHHOIO $3bIKa U IIEJICHAIPABJIEHHO IMOAKIIOYATh IMEPEeBOJ] KakK JBYA3BIYHYIO
KOMMYHHKATHUBHYIO JCSTCIIbHOCTh. Y CTHBIH, NUCHBMEHHBIA TIEpeBOM, pedepupoBaHUEC U
aHHOTHUPOBAHUE TMPEACTABISAIOT COOON CYIIECTBEHHYIO YacTh JEJIOBOM JKM3HH B YCIOBHSX
HMHTEpHALMOHAIBHOTO o0meHus. OOydeHue nepeBoay Ha ypokax Kypca «JlemoBoil aHrmuicKuii
SI3BIK» UMEET MPUKIIAJHOE 3HaueHUue JJisi 0oJiee MOJHOrO 3aKPEIUIEHUs MOJyYeHHbIX YMEHUH U
HaBBIKOB M C y4eTOM Npo(eCCHOHAIbHOW OpHEHTAllMH, TaK KaK BJaJ€HHUE TEPMHUHOJIOTHEN
SIBJISIETCS] KpUTEPUEM TPAMOTHOCTH CHEIIUAIHCTA.

Iupokoe wucnonb3oBaHue WHGOPMAIMOHHO-KOMIIBIOTEPHBIX TEXHOJIOTUH B IpOLecce
oOy4YeHHUs] JTaHHOMY KypCy CIHOCOOCTBYET YCWJICHHIO Y4YeOHOW MOTHBAIMM H3YUCHUS
AQHTTUICKOTO sI3bIKa, MHTEHCU(UKALWU Tpolecca OOy4YeHHs, COBEPUICHCTBOBAHHIO (OpPM H
METO/I0B OpTraHU3alK Y4eOHOro mpolecca.

Takum 00pa3oM, MbI UMEEM CIEIYIOIIYIO CBSI3b YUEOHBIX JUCIUIUIMH: AHTJIMHCKHM
S3bIK - DKOHOMHKA (Ha PYCCKOM f3bIKE) - HAyYHO-TEXHUYECKHH MNepeBoj] — MH(OpMaTHKa -
JIeNIoBOM aHTIMKcKuii. Ha ypokax JemoBOro aHTIUHCKOTO S3bIKA YYCHUKH OOBEIUHSIOT 3HAHUS
0 ATHM JAUCUHUIUIMHAM: TOIYYal0T HOBYIO MH(OPMAIIHIO, TTOBBIIIAIOT PEUYEBYIO KOMITETEHITUIO B

aHTJIMHCKOM SA3BIKC, COHNUOKYJIbTYPHYIO U CONTUAJIbHYIO KOMIICTCHIIUTO.

Hesan kypca:

e PazButue Yy ydamuxcs MpakKTUUCCKHUX HABBIKOB MCIIOJIb30BaHUA AQHTJIMHACKOTO S3bIKa JJIs

poQeCCHOHAIBHOTO 00IIeHHs B chepe On3Heca U IKOHOMHKH.



e Pa3BuTHe COIMOKYIBTYPHOW KOMIETEHIIMHM, & UMEHHO YMEHHS Yy4acTBOBAaTh B KOMMY-
HUKALlUM B COOTBETCTBUHU C HOPMaMU, IPUHATHIMU B JIEJI0BOM MUpE.

e Pa3BuTHEe MEXKYJbTYpHOH KOMIIETEHIIMM, a MMEHHO YMEHHUS Yy4yacTBOBaTb B
MEXKYJIbTYPHON KOMMYHUKALIUHU, YIUTHIBAs OCOOCHHOCTH JAPYTUX KYJIbTYD.

e BocnuTaHue ciocOOHOCTH K JMYHOMY U PO(PECCHOHATBHOMY CaMOOIIPEICICHUIO.

Jliis jocTrKeHusl MOCTaBJICHHBIX IIeJIel B paMKaxX Kypca pelaroTcs CleAyoNue 3a1aun:

e OOy4HTb CTapIICKIACCHUKOB JIEKCHYECKUM €IMHUIIAM B COOTBETCTBUU C OTOOPaHHBIMU
TE€MaMU, HaBbIKaM OIIEPUPOBAHUS ITUMH €JUHUIIAMH B KOMMYHUKATUBHBIX LIEJISAX.

e CoBepIlIEHCTBOBaTh YMEHHS Yy4YallUXCSd B YETHIPEX BHUAAX PEUYECBOM JIEATEIHHOCTH, a
UMEHHO: B 00JIaCTH FOBOPEeHHs - 00yJaTh apryMEHTUPOBAHHO BBIPAXXaTh CBOE MHEHHE,
oOcyxngaTh TMpoOieMbl U TMpeuiaraTh pemieHus, OecenoBaTh M0  TenedoHY B
COOTBETCTBUU C 3aJlaHHOM CHUTyalueil, MOAJNEepKUBATh Pa3roBOp Ha OOIIME TEMbl BHE
cdepbl 1e70BOro O0LIEHUS, TPOBOIUTH E€TIOBBIE BCTPEUH.

B o6snacTu nucbMa - 00ydaTh MUCATh JICIIOBBIE MTMChMa, pe3loMe, MUChMa O MpHeMe Ha padorTy,
OTKPBITKH, COOOIICHHUS DJIEKTPOHHON IOYTHI B COOTBETCTBHM C TPEOOBAaHUSIMHU JEJIOBOTO
ITHKETA.

B o0nactu aynupoBaHUsI - COBEpIICHCTBOBATH YMEHHUE CIIyIIaTh AayTEHTUYHBIE TEKCTbI W3
cdepsl 1e710BO KOMMYHHUKAIIMH C TIOHUMaHUEM OOIIEeH uaeH, ¢ U3BJICYCHUEM HH(OPMAIUU H C
JETAJIbHBIM IOHUMaHHEM.

B o6s1acTH YTEeHMS - COBEPIICHCTBOBATh YMEHUE YUTATh AyTEHTUYHBIE TEKCTHI O MPO(UIbHOM
TeMaTHKe C IOHMMaHueM oOIeld uaeHu, ¢ U3BJICUYeHHEM HH(OpPMaIMK M C JeTaJbHBIM

IIOHUMaHUEM.

CTpyKTypa Kypca ¥ OpraHusanusi o0y4eHus:
Kypc paccuntan Ha 67 y4eOHBIX YacOB M COCTOMT M3 12 Tematuueckux paszzaeinos. Ilpu ogHoM

Jace 3aHATHIA B Helleno Kype Oyzaet anutbes 34 gaca B 10-m kimacce u 33 waca — B 11-Mm kimacce.

B ocHoBe Kypca JieskaT cieayromme MeToAnYecKue NPpUHIMIIbI:
e lHTerpanysi OCHOBHBIX PEUEBBIX YMEHHUM U HABBIKOB.
e [locnenoBarenbHOE pa3BUTHE OCHOBHBIX PEUEBBIX YMEHHUN U HABBIKOB.
e KoMMyHHKaTHBHas HallPaBJIEHHOCTD 3aJJaHUI.
e KOHTEKCTyaIbHOE BBEJICHUE JIEKCUKH.

L4 HpI/IMCHCHHe TOJIYYCHHBIX YMCHI/Iﬁ W HAaBBIKOB Ha IMPAKTHUKE B CUMYJIIHMPOBAHHBIX

CUTyallusiIX, MAKCUMAJIbHO HpI/I6J'II/I)KeHHBIX K pCaJIbHBIM YCJIOBHUAM MHUPaA Oou3Heca.



e CoOOTBETCTBHE TEM U MATEPHAJIOB Kypca BO3paCTy, HHTEPECaM U YPOBHIO SI3BIKOBOM

MMOATOTOBKH yYallIUXCA.

IIpeaMeTHBbIE pe3y/bTaThl 0CBOEHHS Kypca:

B pe3synbraTe npoxoXkIeHHs Kypca CTapIIeKIaCCHUKH:

® OBIJIAZICIOT JIEKCHYECKHM 3allacoOM B COOTBETCTBUH C TEMaMH U cdepaMu OOIIeHHUS
HKOHOMHYECKOTO MPOPUIIS;

® Hayyarcs IOJIb30BaThCS 3JCKTPOHHOM IMOYTOI HA aHTIIMICKOM SI3BIKE C YUETOM JICNIOBBIX,
CTHUJIIMCTUYCCKHUX U A3BIKOBBIX HOPM;

® HayyaTcs YUTATh U MIEPEBOIUTH PA3IMYHBIC AETOBBIC JOKYMEHTHI;

® Hay4daTcCsa IMpPOBOAUTH NCPEroOBOPHI IO Teﬂe(i)OHy C JCJIOBBIMHU ILICJIIMU Ha aHTIAHCKOM
SI3BIKE;

® HayyarTcs IMCATh JICIOBBIC MICbMa B COOTBETCTBUH C TPEOOBAHHUSIMHU JICIIOBOTO ITHKETA,

¢ Hay4darcsa pa6OTaTI) B KOMaHAC, BMECTC HAXOAUTh PCIICHUA ACTTOBBIX HpO6H€M;

¢ Hay4darcCid IJIAaHUPOBATH PCKIAMHBIC KaMITAHUH

® Hayyarcsl BBIIOJHATH NMPOCKTHBIC 33JaHUsI MHIUBUIYaIbHO WIM B COCTABE IPYIIIBI
yJaInmxcs;

e Hayyarcsi paboTaTh C COOTBETCTBYIOILECH CIIPAaBOYHOM JIUTEPATypOH;

e OyayT HUMeTb IMpeAcTaBiIeHHE 00 OCHOBHBIX pa3IMUUsAX MEXAYy OpUTaHCKUM U

AMCPUKAHCKUM BapUAHTAMH AHTJIMHACKOTO SI3bIKA.

JIN4YHOCTHBIE pe3y/IbTaThl:
® pacHIMpEeHHE 3HAHUHN yYalUXCs O JIEJIOBOM OOIIEHUH Ha aHTJIMMCKOM SI3BIKE;
® BJIaJICHUE HABBIKAMHU COTPYIHMYECTBA CO CBEPCTHUKAMH, NETbMHM MIIAJIIETO BO3pacTa,
B3POCIBIMU B Pa3HBIX BUJAX JCATEIbHOCTH,
e (opMHpOBaHHE OCHOB CaMOPA3BUTHSI U CAMOBOCIUTAHUS, TOTOBHOCTU U CIIOCOOHOCTH K
CaMOCTOSITENIbHOM, TBOPYECKOW M OTBETCTBEHHOW JeATENbHOCTH (00pa3oBaTeIbHOM,

yueOHO- UCCIIeI0BATENbCKOM, MPOEKTHON, KOMMYHHUKATUBHON ).

MeranpeamerHsblie pe3yJbTaThl:
® yMeHHE MMPOJAYKTUBHO OOIIATHCS U B3aMMOJICHCTBOBAThH B MPOILIECCE COBMECTHOM
JeSTeIbHOCTH, YIUTHIBATh MO3ULIUHU IPYTOro, 3P (HEKTUBHO pa3pemiaTh KOH(PIUKTEI,

® YMCHUC CaMOCTOATCIBHO OLICHUBATH U IPUHUMAThL PCHICHUSA, OTIPCACIAOIINC CTPATCTUTO

IIOBCICHMUA, C y‘{éTOM HPAaBCTBCHHBIX HeHHOCTCﬁ;



YMEHHE TUIAHUPOBATh CBOIO JESTENIbHOCTh, IPOEKTUPOBATH U MPOTHO3UPOBATH;

BJIQJICHHE HaBbIKAMU [103HABATEIbHOM, Y4EOHO-UCCIIEOBATEIbCKOM U MPOEKTHOM
JeSTeIbHOCTH, HABBIKAMU Pa3pelIeHHs IPo0IeMm;

TOTOBHOCTb M CIIOCOOHOCTH K CaMOCTOSTENbHOW HH(POPMAIIMOHHO-TI03HABATEIHHON
NESTEIBHOCTH, BKIIOYAas YMEHHE OpPUEHTUPOBATHCA B PA3IMYHBIX MCTOYHUKAX
uH(pOpMaLlUK, KPUTUYECKH OLEHUBATh U  HMHTEPIPETUPOBATH  HMHQOPMAIHIO,
[I0JIy4aeMYI0 U3 Pa3IMYHbIX UICTOYHUKOB;

BJIQJICHUE SI3bIKOBBIMH CPEACTBAMH — YMEHHE SCHO, JIOTUYHO U TOYHO H3JaraTh CBOIO

TOYKY 3PCHUS, UCIIOJIb30BATh AACKBATHLIC A3BIKOBBIC CPCACTBA.

Ipouecc o6yueHus JAHHOMY KYpPCY NMpPeInojaraeT ucnojib30BaHue pa3InyHbIX METO0B

NPHEeMOB OPraHU3alUH PevyeBoil 1esITeIbHOCTH:

ayJAMpOBaHUeE U 00CYXIE€HUE MPOCITYIIAaHHOIO;
YTeHUE U 00CYXkJIeHHE IPOUUTAHHOTIO;
BBIIIOJTHEHUE TPEHUPOBOYHBIX YIIPAKHEHUMN;
KOMMEHTUPOBaHUE MOHATUH;

IIEPEBO/L I€II0BOM IOKYMEHTALINH;

HaIlMCaHUE JIMYHBIX U JI€JIOBbIX [TNCEM, OTKPBITOK;
HaImucaHue dcce, peeparos;

«MO3TOBOH IITYPM»;

JpaMaTU3alKIo TeIe(POHHBIX pa3rOBOPOB, JEIOBBIX U HE()OPMaIbHBIX CUTYaIUH
0OIIIEeHN;

paboTy ¢ 3IEKTPOHHOM MOYTOM;

CO3TaHHnC IIPOCKTA.

®opMbI OPraHU3aANMHU YUeOHBIX 3aHATHI:

[IpumensieTcs MHANBUAYAIbHAS, TApHAas U rpynnoBas Gopmbl pabOTHI.

HpI/I HN3YYCHUU KypCa UCIIOJIB3YIOTCA CICAYIOUINE TEXHOJ0IMH:

UH()OPMAIIMOHHO-KOMMYHUKAIIHOHHBIE;
UTpoBasi;
poOJIEMHOT0 00y4eHus;

HpOCKTHO-HCCHC[{OB&TCHLCKOﬁ ACATCIIbHOCTH.



Conep:xkanue Kypca.
10 knace.

Tema 1. ®opmbl ejioBoro odomenns (2 yaca).
Haznauenue u chepbl npuMEHEHHS AEJI0BOTO CTHIIS. DTUKA JIeoBoro obmeHus. Llens nenoBoii
IIEPETIUCKH.
Tema 2. Me:kayHapoHas aej10Basi TepMuHosorus (3 yaca).
MexayHaposiHble  TOproBble  TepMuHbl. OCHOBHBIE  COKpAIlEHUS, MHCIIOJIb3yeMblE€ B
MEXIyHApOAHOH NesioBoi KoppecnonaeHuuu. CiioBaph riarojoB, Haubojee yrnoTpedasieMbIX B
JIEJIOBBIX UChbMaXx.
Tema 3. [lenoBasi koppecnonaenuus (12 yacon).
CrpykTypa U odopmiieHHE NEJIOBBIX MHceM. Anpec ormpasurensd. Jlara. Anpec momydarens.
Oo6pamenue. Oxonuanue. [loanuce. Teker nucema. OOuMe npasuia.
dopmanbHbIi 1 HeOPMaTbHBIN CTHIIb AETOBBIX ICEM. BapuaHThl aHTTTHICKOTO S3bIKA.
Buzpl nenoBeIx nuceM U ux coxaepkanue. IlucsMo-npeoxenue.
[TuceMmo-3ampoc Ha MmoTy4YeHHE HH(HOPMALIUH.
[Tucemo-nipurnamenue. [lonoxuTenpHplii OTBET Ha npuriamenue. OTpulaTeNbHbI OTBET Ha
IIpUIJIALICHHUE.
ITucemo-xanoba. OTBeT Ha Kanoody.
[Tucemo-61arogapHOCTS.
[TuceMo o npueme Ha paboty. [InceM0-0TKa3 OT NpPeAJIOKEHHOTO MecTa padoThI.
IIncemo-3aka3. [TuceMo-nmoATBEpKICHNE TIOTYYEHHS 3aKa3a.
[TuceMo-pexomennanus. [lonoxurensHas pekomenaanusa. OTpunarenbHas peKOMEeH1alusl.
[TuceMo-HanomMuHaHue 00 omiaTe cyeTa.
Tema 4. KoMmMyHHKaNUs 10 J1eKTPOHHO¥ mouTe (5 yacoB).
SI3bIKOBBIE U KYJIBTYPHBIE OCOOEHHOCTH AJIEKTPOHHON KOMMYHUKALINH.
OTUKET U IpaBuiia NoBeAeHUs B MHTepHeTe. Co3/TaHuE 3JIEKTPOHHOTO MOYTOBOTO SIIIKKA.
Hamucanwne snekrponnoro nucbma. Oopamienue. [Moamucs. Coaepxanue. Konuposanue.
N3menenue aapeca. [Ipunoxxennsiit daiin. Tema coobmenns. XKapro.
Tema 5. JInunbie nucoMma (3 yaca).
O6mmwme npaBuna. Bapuanter obpamnienus, noanvucu. HaganeHpie ¢pa3bl muchbma. Buasl THYHBIX
nuceM. [TuceMo-nozipasnenue. [lucsmo-npurnamenue. [Tucemo-6maronapHocts. OTKPBITKY.
Tema 6. Jle1oBoe o61IeHuE 10 Tesaedony (5 yacos).
Jlekcuka u ctuib TenedOHHBIX pPa3roBopoB. CraHmapTHele (pa3bl. BeipaxeHue mnpochObl,
YTBEP)KICHUS, COTJlacHs, OJarolapHOCTH, ofo0peHus, coxaneHus. OTBeTbl Ha HUX. OOpasLbl

Tesie()OHHBIX pa3roBopoB. TenedoHHbIH pa3roBop ¢ aHTIMICKON GUPMOH.



Tema 7. KommyHukanusi BHe 0Ou3Heca (4 yaca).

Ocobennoctu ob6mieHus BHe Ou3Heca. Tembl st oOcyxaeHus B HeOpPMaIbHOW OOCTaHOBKE.

[IpaBuna u pekomMeHaaLH.
11 kaacc.
Tema 1. YcrpoiicTtBo Ha padoty (7 yacoB).
[IncpMo-3as1BKa Ha 3aMENIEHUE BAKAHTHOM JOJIKHOCTH.
Pestome.  CompoBoaurenbHoe  MUCBMO K pestome.  TpebGoBaHus
COIMPOBOIUTENLHOTO McbMa. CTaHgapTHBIC (hpa3bl.
[Topsinok ycrpoiictBa Ha padoty. CobecenoBanue. AHKETHI.

Tema 2. [le1oBast moe3aka (11 yacos).

TenedhoHHBIN pa3roBOp ¢ aHTTTUHCKON KOMITAHHEH, 3aKa3 HOMepa B TOCTUHULIE.

[TproOperenue OuneTa Ha CaMOJIET/TIOE3 .
[TpuObiTHe B cTpany. [lacopTHBIN U TaMOKEHHBI KOHTPOJIb.
B aspomnopry/Ha Bok3aine. 'opoackoii TpaHCHOPT.

3aceneHue B TOCTUHULY. | OCTUHMYHBIN cepBHC.

K

HaIlmnCaHHUIO

[Ipe6riBanue Ha pupme. [lepconan pupmer. O0cyxaenne mwiana padborel. CrangapTHbie (ppa3sl

IIpHU 3HAKOMCTBC U O6I.I.[€HI/II/I.

Tema 3. Pexsiama u 6u3Hec (6 yacoB).

AxTyanbHOCTh pekiambl. OcobeHHoCcTH odopmieHHs pekiaMbl. Peknamublil TekcT. [Ipuemsl u

METOJIbl, HCIOJb3yeMble B pekiame. Peknama u npoaBukeHue ToBapa. [lmaHupoBaHue

peknaMHON KamnaHuu. PaGora ¢ mokymarensMu: OecruiaTHas pekiaMa, ckuiaku. Kak cos3natse

COOCTBEHHYIO peKJIamy.

Tema 4. Padora B komanje (5 yaco).

Ocobennoctu padboTsl B komanae. [Ipunnun coznanus komauasl. OCHOBHBIE 3314l KOMaH/IbI.

PacnpeneneHI/Ie poneﬁ B KOMAaHZC. HpO,ZLYKTI/IBHOCTB pa6OTLI B KOMaAHZC. OTHKa ACJIOBBIX

OTHOILIEHUM.
Tema 5. Bynyuias kapbepa (4 uaca).

[Tonynsipuble npodeccun.

KauectBa, HEOOX0MMMBIE /1JTs yeTeTHON paboThl. Kaphepa u3BeCTHBIX JII0/IeH B MUpe OU3HEcCA.

HpO(bCCCI/II/I, CBA3aHHBIC C HTHOCTPAHHBIMU SA3bIKAMU.

PaGora 3a pyOexom.

®opMBbI NPOMEKYTOUYHOTO U UTOTOBOI0 KOHTPOJIS:
® TECTh;

® JNMKTAHTHbI,



MPaKTUYECKHUE pabOTHI;

JOKJIaJeI, pedepaTsr;

MIPOBEPOYHBIC PAOOTHI;

acce;

TBOpYECKHE 3a7aHusl (IIPOCKTHBIC pa0OTHI, IPE3CHTAIINN);

3a4CT.



TemaTuyeckoe MIaHMpoOBaHue Kypca «/lejioBoOM aHTIHACKHID)

10 knace
No Koi-Bo uacos dopma opraHuzaiuu
n/n Tema Teopernu. ITpakTHy. NEeATEIbHOCTH DopMBI KOHTPOJIA
3aHATHS 3aHATUS
1 ®DopMBI 1eTTOBOTO OOIICHUS. 1 1 Jlexuus ¢ aieMeHTamMu Oecenbl. Becena.
KomMmeHTHpOBaHuEe MOHATHI. OO6cyxaeHue.
2 MexayHapoaHas 1ei10Bas 1 2 Jlexuust ¢ aneMeHTaMu O6ecesbl. YcTHOE cool1IeHHE.
TEPMHUHOJIOTHSI. 3anuck JIEKIHH. OTBeTHI Ha BOIIPOCHI.
BBenenue 1eoBbIX TEPMUHOB. JMKTaHT.
3 JlenoBast KOppeCTIOHACHIIMSL. 5 7 Jlexuust ¢ aeMeHTaMu 00CYKIeHHs. | UTeHHE U TIepeBO/] IEIOBBIX
BBeneHue 1em0BbIX TEPMUHOB. MMCEM, aHAJIU3 UX COJICP KaHUS,
UreHue 1 aHAJIA3 JCIOBBIX ITHCEM. OTIpe/IeTICHUE CTUJIS.
PaboTa ¢ oOpa3namu aemoBbIX [IpakTrueckas padora:
ITHCEM. odopMIICHHE JCTTOBBIX THCEM
CocTaBiieHHE IEJIOBBLIX MHUCEM pa3HbBIX BUAO0B, 0(hOpMIICHHE
pa3HbIX BUJIOB. KOHBEpTA.
JIMKTaHT.
4 KommyHukanus no 2 3 Jlexius ¢ dneMeHTaMu Oecenl. Bbecena.
ANEKTPOHHOM MOYTE. Pabora Hajg co3manuem Tect Ha 3HaHKME PaBUJT HAITMCAHUS
AIIEKTPOHHOTO MTOYTOBOTO SAIIUKA. ANEKTPOHHOTO MUCHMA.
W3y4yeHrne OCHOBHBIX MTPaBUII Hamucanue 31eKTpOHHOTO MHChMa
HAMUCAaHUS AJIEKTPOHHOTO MUChMA. ¥ €ro OTIPaBIIEHUE 0 33JaHHOMY
azpecy.
5 JInuHbBIE THUCHEMA. 1 2 Jlexius ¢ anemeHTamMu Oecebl. VYcrHOE coobrieHue.
PaboTa ¢ oOpa3namu TUYHBIX TUceM. | Hammcanue JIMYHBIX THCEM Pa3HbIX
OdopmieHne TUYHBIX MTHCEM, BHUJIOB.
OTKPBITOK.
6 JlenoBoe oOIeHuE 1O 3 2 Jlexuus ¢ >iremeHTaMu Oecesl. Tect Ha 3HAHUE CTaHIAPTHBIX
TenedoHy. BBenenue crannapTHeIX (pas. ¢bpas.
[IpocnymmBanue u ananu3 oopasnos | CocTaBiIeHUE U IpaMaTH3AIUS
TeneOHHBIX Pa3rOBOPOB. TEMaTHYCCKUX JUAJIOTOB.
Jpamatuzanus TeneGoHHBIX




pa3roBOpPOB.
PoneBas urpa «3BOHOK JI€JIOBOMY
apTHEPY».

KommyHukanus BHe Ou3Heca.

Jlexuus ¢ anemMeHTamMu Oecebl.
Ponesas urpa «B pecropane».

YcrHoe cooluieHue.
CocraBjieHHE U JpaMaTH3aIHsI
CI/ITyaTI/IBHBIX IHUaJIOrOB.

11 kiaace

YcrpoiicTBo Ha paboTy.

Jlexuus ¢ anemMeHTaMu Oeceibl.
UreHue u aHAIU3 IMHCEM-3asBOK Ha
3aMEIICHNE BaKaHTHOM JOJDKHOCTH,
MACEeM-PE3IOME 1
COIIPOBOAUTCIIBHBIX ITMCEM K
pe3rome.

Brenenne nanbonee
yInoTpeOUTETbHON JIEKCHKH.
[TpocnymmBanue 06pa3ioB
JINaJI0roB-co0eCceT0BaHNMN.

VYcrHoe coobuienue.

Tect Ha 3HaHUE CTaHJAPTHBIX
¢bpas.

[IpakTuyeckas padora:

HalMCaHUEe PE3IOME U
COIIPOBOJUTEINIBHBIX ITUCEM K
pesrome.

Hanucanue 3asBienus o npueme
Ha paboTy.

Ponesas urpa «I[Ipuem Ha paboTy».

JlenoBas moe3aka.

Jlexuus ¢ aneMeHTaMu Oeceibl.
[IpocnymmBanue u aHaIu3
CUTYaTUBHBIX JUAJIOTOB.
CocraBieHne CUTyaTUBHBIX
JIMAJIOT OB.

Ponesas urpa «B roctunuie».

TecT Ha 3HAaHUE CTaHAAPTHBIX
¢pas.

Hpamaruszanus cutyamnui:

- MpUOOpETEHNE OUTIETOB;

- 3aKa3 TOCTUHUIIEL,

- 3HAKOMCTBO C 3apyOeKHBIMU
MapTHEpamu;

- 00CYXXJIEHHE TeTTOBOM
MpOrpaMMEbI Ha (hupMe.

Pexnama u OusHec.

Jlexmust ¢ aneMeHTaMu Oeceibl.
N3ydenue npaBusl opopMIIeHUS
PEKJIaMBl.

Pabota ¢ oOpasuamu J1enoBoi

OTBeThI Ha BOMPOCHI.

[Ipoekr: «Pexkmama HOBOro
TOBapay.

Hanwucanue pedepara «Pexamubie




PEKIIAMBIL.
C03I[aHI/I€ PEKIIaMHOTI'O IIaKaTa.

0O0BSBIICHHS, KOTOPBIC PAaOOTAIOTY.

Pabora B komaHIe.

Jlexiust ¢ deMeHTaMu Oecebl.
CocraBiieHHe IUIaHa - KOHCIIEKTA I10
TEKCTY.

YcTHOE cool1IeHne.
«MO3roBoH WITYpM».
CocraBieHrue BUBUTHON KapTOUKH.

bynymas kapsepa.

Jlekius ¢ anemMeHTamMu Oecebl.
Baenenue nanbonee
yIoTpeOUTETHHON JICKCHKH.
Ponesas urpa «The job identifies the
persony.

Hanwucanue scce «My dream joby.
Co3nanue npe3eHTaluu
«[lomynspusie npodeccum».




OneHka 1esiTeIbHOCTH y4alIuXcs.
Ayoupoeanue:
5 6annos — yuammiicsi OHsT OCHOBHBIE (DAKTBI, CyMeN BBIJCIUTH OTACIbHYIO, 3HAYUMYIO JJIs
cebss mH(pOpMAIINIO, JOTAJaNCcs O 3HAYCHWHM YacTH HE3HAKOMBIX CJIOB IO KOHTEKCTY, CyMell
MCIOJIb30BaTh WH(GOPMAITUIO JUTS PEIICHUS TOCTABIICHHOW 33 Ia4H.
4 bamna — nomymieHo 2-3 omuOku. [Ipyu pemieHMM KOMMYHMKATUBHOW 3a7add YYallHiCs
HCII0JIh30BaJl TOJBKO 2/3 HH(pOPMAIIUH.
3 6anna — yqaumiica noust 50 % texcra. OTaenbHbIE GakThl HOHSI HEMpaBUiIbHO. He cymen
MOJIHOCTBIO PEIINThH ITOCTABICHHYIO Mepe]l HUM KOMMYHHKATHBHYIO 33/1a4y.
2 banna — yqyamuiicst moHsut MeHee 50 % TeKcTa M BBIICIWI U3 HETO MEHEE MOJIOBUHBI OCHOBHBIX
¢akToB. OH HE CMOT PEUIUTh MOCTABICHHYIO TIepe]] HUM peUyeByo 3a/1auy.
Yemnoe evickazviganue:
5 bannos - ek OOIICHUS JOCTUTHYTA, TEMa PACKPHITA B 3aJJaHHOM 00bhEME, COIMOKYIbTYPHBIC
3HAHUS UCIOJIb30BaHbl B COOTBETCTBUU C CUTYyallel OOLIECHUS.
4 6anna — uenp OOUIEHUS IOCTUTHYTA, T€Ma pAcKpbiTa B HEMOIHOM O0bEMe, B OCHOBHOM
COLIMOKYJIbTYPHBIC 3HAHMSI HCIIOJIb30BAHBI B COOTBETCTBHH C CUTYaITUEH OOIICHUS.
3 banna — 3ajaHue BBINIOJHEHO YAaCTUYHO, II€JIb OOLICHUS JOCTUTHYTAa HE IMOJIHOCTHIO, TeMa
packpbiTa B OrPaHUYEHHOM OOBEME, COLMOKYJIbTYPHbIE 3HAHHS Majl0 HCIOJIb30BaHbI B
COOTBETCTBHUH C CUTYyalllel OOIICHHUS.
2 banna — 3a1aHue HE BBITIOTHEHO, 1ENTb OOMICHUS HE IOCTUTHYTA.
IHucomo:
5 b6annos — coneprkaHue oTpakaeT BCE aCIMEKThI, YKa3aHHbBIE B 3a/laHUU, CTUJIEBOE OOpMIICHHE
peun BIOpaHO MPAaBHIIBLHO C YYETOM IIETTU BBICKA3bIBAHUS U aJIpecara, COOJFOICHBI MPUHSTHIC B
SI3BIKE HOPMBI BEXKIIUBOCTH.
4 banna — 3a7aHue BBIMOJIHEHO; HEKOTOPHIE ACMEKThI, yKa3aHHbIE B 3aJaHUM, PACKPBITHI HE
MOJIHOCTBhIO, HWMEIOTCS OTHEJbHBbIE HApYIICHHs] CTHJIMCTUYECKOro O(OpMIIEHUS pedd, B
OCHOBHOM COOJTIOJICHBI TPUHSTHIE B S3BIKE HOPMBI BEXKIIMBOCTH.
3 6anna — 3agaHWe BBINIOJHEHO HE TOJNHOCTHIO, COJEP)KAHWE OTpakaeT HE BCE AaCIEKTHI,
yKa3aHHbIE B 3aJJaHWH, HAPYIIEHO CTHJIEBOE OPOPMIICHHE pPeud, B OCHOBHOM HE COOJIO/ICHBI
MIPUHSATHIE B SI3IKE HOPMBI BEXKIJIHBOCTH.
2 6anna — 3aJlaHue HE BBIOJIHEHO, COJICPKAHHWE HE OTPakaeT acleKThl, KOTOPhIE YKa3aHBI B

3aJaHNN.



MeToan4yeckne peKOMeHIaluM.

[Tporpamma 351eKTUBHOTO Kypca «JleoBOi aHTIIMHCKUI) COCTaBlIeHA B COOTBETCTBHH C
COBPEMCHHBIMU TpPEOOBAaHMSIMH K OOYYCHHMIO MPAKTHYECKOMY BIAQJICHUIO SI3BIKOM JIEJIOBOTO
obmenns. Ilporpammoii mpeaycMoTpeHa paboTa HajJ pa3BUTHEM BCEX BHJOB PpPEYECBOM
JeATeNIbHOCTH. [lOMoNIHeHNe CIOBapHOro 3araca, CHCTeMaTH3alus IpaMMaTHYSCKHX 3HaHMHI,
COBEPIICHCTBOBAHNE HABBHIKOB TOBOPCHHS W ayIUPOBaHHS, UYTCHHS M IHChMa SBISFOTCS
00513aTENIbHBIMU COCTABIISIONIMMU KaXKJIOTO 3aHSTHSI.

SI3BIKOBBIC HABBIKH JICJIOBOTO OOILICHMS HA AHIVIMHCKOM $3bIKE OTpaOaTHIBAIOTCS Ha
TEMax, CBSI3aHHBIX C COBpeMEHHBbIM OusHecoM («JlemoBoe oOmieHue 1o tenedoHy»,
«YcTpoiicTBO Ha paboTy», «byaymas kapeepa» u ap.). Ocoboe BHUMaHHE YACTSICTCS PEUCBOMY
ATHKETY — YMEHHUIO KOPPEKTHO CTPOWTH Oeceqy B pa3IMYHBbIX CUTyalusx B cdepe Ie0BOro
oO1IeHusl.

Texkymuii KOHTPOJIb YCIIEBAEMOCTH MPOBOIAMUTCS HA KAKIOM 3aHATHH U MMEET LEINbI0
MPOBEPUTH YPOBEHb BIIAJICHHSI M3YYCHHBIM SI3BIKOBBIM W PEUYCBBIM MAaTEPHAJIOM WIJIM CTEIICHBb
C(OPMHPOBAHHOCTH COOTBETCTBYIOIIMX HABHIKOB M YMEHUH B Ka)XJIOM W3 BHJIOB PEUCBOU
nestenbHOCTH. KOHTpOib ocymiecTBisiercss B (opMe MUCBMEHHBIX TNPAKTUYECKUX PabOT U
YCTHBIX OIPOCOB.

Jluanoruyeckass ¥ MOHOJIOTMYECKass pe4yb C  HCIOJIb30BaHMEM  HamboJjee
YIOTPEOUTEIBHBIX U OTHOCHUTEIBHO MPOCTHIX JICKCHKO-TPAMMATHUECKHX CPEJCTB B OCHOBHBIX
KOMMYHUKATHBHBIX CUTYallUsX HEOPHUIMAIBLHOTO W O(PHUIMAIBLHOrO OOIIEHHS TPOBEPSETCS B
XO0JIe TPAKTUYCCKHUX 3aHSATHA.

[TpoBepka HaBBIKOB YTECHHUsS OCYIICCTBISICTCS TMPH HCIOIB30BAHUM TEKCTOB JIEIIOBOU
TEMAaTHKH.

[lpn mpoBepke HAaBBHIKOB MUChbMa 0co00€ BHUMAaHWE YAESIETCS YMEHHIO HaIHCcaTh
JIeJI0BOE MHUCHMO, PE3lIOMe, COOOIIEHUE 3JEKTPOHHOM MOYTHI.

[IpoBepka ayauMpoBaHUs HampaBjieHAa Ha KOHTPOJb TOHHUMAHUS JIHAJOTHYECKOW U
MOHOJIOTHYECKOU peuu B chepe mpodhecCuoHaTbHON KOMMYHHUKAIIUH.

HroroBelii KOHTPOJIB TIPOBOAMTCS MOCTIE U3YyUCHHS BCEX TeM paszzena. B maHHOM Kypce
OH BKIIIOYAeT B ce0s 3a4eT Mo M3y4YEeHHOH JIEKCHKE, POJICBYIO MIPy(MHCIEHUPOBAHHUE TUAJOra B
COOTBETCTBUHM C 3aJaHHOW TEMAaTHUKOW), KOHTPOJb TOJYYCHHBIX TMHChbMEHHBIX HABBIKOB

(HamucaHue AIOBOTO MHUChMa, PE3IOME) M, HAKOHEII, 3aIUTY IMPOEKTHBIX padoT.
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MNPUJIOKEHHUE 1.
CokpauieHusi, HCIOJIb3yeMble B /1€JI0BOM KOPPeCHOHAEHIIUM:
A

abt (about) — okomo, npuOIU3UTENBEHO
abv (above) — Beimie; Gosee, uem
al/c (account) — cuer
accptbl (acceptable) — npuemnemprit
adv — 1. (advanced) - ycoBepiiieHCTBOBaHHBII
agn (again) — cHoBa, OIsAThH
am[n]t (amount) — konu4ecTBO; cymma
an (and) —u
approx (approximate) — npuOIU3UTENbHBIN; approximately — npubau3uTeapHo
Apr (April) — ampens
arrg[t] (arrangement) — coramiesue, 10rOBOPEHHOCTh
art (article) — crarbs, myHKT
arrv (arrival) — npubsiTie
a.s.a.p. (as soon as possible) — kak moxHO ckOpee
asst (assistant) — momomHUK
att, attn (attention; for the attention of) BHuMaHue; BHUMaHUIO
Aug (August) — aBrycr
B
best regs (best regards) — ¢ yBaxxeHreM
Bkg (bookkeeping) — Oyxrantepckuii yaer
bkgs (bookings) — 3aka3sr
bnk (bank) — Gank
btw(n) (between) — mexy, B IpOMEKyTKE
C
CFM (confirm) — nmoarBepaute
Chg(s) (charge(s)) — pacxoz(bl); 10ATOBBIE 00sI3aTEIHCTBA
C.O.D. (cash on delivery) — nanoxeHHBI# T1aTEX)
Con(contract) — noroBop, KOHTPaKT
conv (conversation) — pasroBop
CRT (current) — Tekymuit
D

dd (dated) — matupoBaHHBIH 3aepKaHa



Dec (December) — nexabpb
del (delivery) — mocraBka
dep (departure) — otmpaBiicHKE; BEUICT
dept (department) — ympaBieHwue; OTaCI
disc (discount) — ckuaka
doc(s) (document(s) — moxymeHT(bI)
doz (dozen) — aroxxuHa
ds (... days after sight) — uepes ... mHE#H MOCE MPEIBIBICHUSI
dte (date) — mara
E
ETA, eta (estimated time of arrival) — pacuernoe Bpemst mpuOBITHS
ETD, etd (estimated time of departure) — pacuernoe Bpemst oTIIpaBiieHus (BbLICTA)
F
Feb (February) — despans
fl[t] (flight) — moser; petic
flwg (following) — crenyroruit
foc (free of charge) — GecrutatHo, 6€3BO3ME3THO
forex (foreign exchange) — uHOCTpaHHas BaJIIOTa
Fri (Friday) — nsranmna
Fwd (forward) — otrpy3uts, HarpaBUThH
fyi (for your information) — st cBeieHust
G
gds (goods) — toBap(bI)
gtc (good till cancelled) — nelicTBUTENBHO BILIOTH 10 OTMEHBI
gtm (good this month) — neficTBUTEIHHO B TE€YEHUE ITOTO MECSIIA
gtw (good this week) — meiicTBUTEIBHO B TEUEHUE ITOM HEETH
guar (guaranteed) — rapaHTHpOBaHHBIH
gvt (government) — npaBUTEIBCTBO
H
h — 1. (hour) — gac 2. (hundred) — coTus
H (harbour) — raBanb
HRS (hours) - gacer
hv (heavy) — Tsbkenblii; ”HTCHCUBHBIN

hwr (however) — onnako



ifd (informed) — cooGren

ifm (inform) — undopmuposarts

imm, immed (immediately) — nemeanenso
inc(including) — BrIIFOUUTETHHO

incldg (including) — BkItOUMTETHHO

ins (insurance) — cTpaxoBaHHUE

inst (installation) — ycraHoBka, MOHTaX

J
Jan (January) — siuBapn
Ju, Je (June) — uronb
Jul, JI (July) — urons

L
L/C (letter of credit) — akkpenutus
LT (local time) — mecTtHOE Bpemst
Itr (letter) — mucemo

M

Mar (March) — mapt

mfg (manufacturing) — usrorosneHune, MPOU3BOACTBO
MID, mid (middle) — 1. cepeauna 2. cpeanuii

MIN — 1. (minimum) — mMuaEMYM 2. (Minute) — MuHyTa
misc (miscellaneous) — 1. pa3nuuHslii 2. pa3Hoe

mm (millimeter) — mMunmuMeTp

mng (managing) — ynpasJisomumi

mngr (manager) — MeHeKep, YIPaBJISIOIIN, TUPEKTOP
mngt (management) — pyKOBOJCTBO, TUPEKITHSI

Mon (Monday) — noHeenbHUK

msgn (message number) — Homep cooOIIeHuUsS

mt (metre) — metp

mtg (meeting) — coOpanue

N (November) — Hos10pb
nec (necessary) — HeoOXOAMMBIi
NNN (end of message) — koHerr cooOIieHus

no (number) — Homep



Nov (November) — HOSOpb
NXT (next) — cremyrormii
O
O — 1. (October) — oktsa6ps 2. (office) — Gropo, koHTOpa
o/c (order confirmation) — moxaTBeprkaeHUE 3aKa3a
Oct (October) — oxTts16pb
0. K. — 1. (correct, all right) — mpaBunsHO; Bce B mopsizke 2. (agreed) — coracen
ORD (order) — 3aka3; npuka3s
o/no (order number) — Homep 3akasa

ourtel (our telex) — marmr Temexc

paymt (payment) — miatex; B3HOC
pc (personal computer) — nepcoHaIbHBINA KOMITBIOTED
pct (per cent) — mporieHT
pds stg (pounds sterling) — byHTBI cTepUHTOB
PHONCON (telephone conversation) — pasrosop 1o Tenedony
pls (please) — noxanyiicta
PP (parcel post) — mouroBas mochLiKa
ppd (prepaid) — omuiaueHHBIH BIEpe.T
prc (price) — mena
prelim (preliminary) — npeaBapurenbHbIit
prev (previous) — npeaniecTBYOIIHii
priv (private) — gacTHbIi
pst (posted) — oTmpaBiieHHBIH 11O TOYTE
pstl (postal) — mouToBsIi
Q
QN (quotation) — xoTupoBKa

QTY, gty (quantity) — koau4ecTBO

R (registered) — 3aka3Hoii

RCV (receive) — nosy4ath, IpUHUMATb

re (reference) — ccouika

recd (received) — monyueHo

ref (reference) — 1. cchika; cripaBka 2. OT3bIB, PEKOMCHIAIIHS

regd (registered) — 3aperucTpupoBaHHBIH



regds, regs (regards) — ¢ yBaxkeHuem

rep (representative) — npeacraBuTein

regmts (requirements) — 1. tpeboBanus 2. HOTPEOHOCTH

REYRTLX (refer to your telex) — ccoiaasich Ha Balll TeJIEKC

rml (regarding my letter) — kacaresnbHO MOero miuceMa

rmt (regarding my telex) — kacarenpHO MOETo TeneKca

RQ, rgst (request) — 1. TpeboBanue; 3asBKa 2. Mpocs0a

Rgstd (requested) — 3amparimrBaeMslii; COrIaCHO IPOChOE

rgstg (requesting) — c nmpocr00it

RTN (return) — Bo3Bpamarb(cs)

ryl (regarding your letter) — kacarensHo Barero nucsma

ryt (regarding your telex) — kacarensHo Barirero tenekca
S

Sat (Saturday) — cy66ota

SCHED, sched (schedule) — pacniucanue, rpaduk, miax

Sep, Sept (September) — cenrs6ps

Shl (shall) — BcriomoraTenbHBIif T1ar0 OyIyero BpeMeH!

shortg (shortage) — HexBaTka, HETOCTATOK

SPEC (specification) — crerudukarus

sry (sorry) — coxaneem

std (standard) — cranmapTHBIIH

sub, subj (subject) — mpeamer

Sun (Sunday) — BockpeceHbe

suppl (supplier) — mocraBiuk

SVC (Service) — oOciyKuBaHuUE

T (telex) — Tenekc

TE (tax exempt) — ocBOOOXICHHBII OT HaIOTa

tel (telephone) — Tenedon

telecom (telephone communication) — TenedpoHHas CBsI3b
temp (temporary) — BpeMeHHbI#t

tex (telex) — temexc

Thu (Thursday) — gerBepr

TKS, tks (thanks) — cmacu6o

tIf (telephone) — renedon



tIx (telex) — renexc

tod (today) — ceroaus

TOD (time of departure) — Bpems oTrnpasienus (BbUIETA)
tom (tomorrow) — 3aBTpa

Tue (Tuesday) — BTopHHK

U
U (you) — BaI
ur (your) — Barr

Vv
VOL, vol (volume) — o6bem

W

Wed. (Wednesday) — cpena

wl (will) — BcriomoraTensHbIi T1aroa Oy ayIero BpeMeH!
X

XXXXX (error) — omrbka, HEMpPaBUILHO HATICYaTAHHOE CIIOBO
Y

y -1. (year) — rox 2. (You) — BbI

yday (yesterday) — Buepa

y/message (your message) — Baiiie mocjaaHue

yourlet (your letter) — Barre mrcsMo

yourtel (your telex) — Bar Tenekc

yr — 1. (year) — rox 2. (your) — Bari

YR TLX (your telex) — Bamr Tesnexc

IMPUJIOKEHHUE 2.

OO0pa3ubl HaNUCAHNS 1€JT0BBIX
nuceM.

Writing business letters in English is very much like writing letters in your own language. The
letter reflects the image of your firm. You should keep in mind that a letter should be clear,
complete, concise, courteous and correct (the five C's), meaning that the letter should be
polite, clear, brief, ended and without mistakes. British usage is far more polite than Russian,
as is shown in expressions like:

Please let us know your terms...

We are pleased to inform you that...

We are looking forward to your early reply.



I would be grateful if you...
When you are writing a letter, it is often a good idea to make a list of the things you want to say,
and to make sure that they are in right order. Many letters have only three paragraphs: the
introductory paragraph indicating what the letter is about, the main paragraph, i.e. the
body of the letter, expressing the idea of the message, and the final paragraph, which explains
what information or action you expect from your correspondent.
There are numerous types of business letters.The more often used are:

e Inquiries

e Requests

e Cover letters

e Invitations

e Thank-you letters

e Order confirmations

e Hotel and travel bookings

e Complaints and claims etc.

(A)
1. This is a thank-you letter from James Wilson to his job-interviewer Mr. Taylor from
Person Incorporated. James is applying for the position of Sales Representative in this

company.
100 Fine Street
Albany, NY 12200
December 14, 2015
Mr. Taylor,

Thank you for giving me the opportunity to speak with you about the Sales Representative
position at your company. | am extremely excited about the position and believe that my skills
and interests are a good match for the company.

As we discussed, while working at Marketing Company | completed a project that is similar to
the work | would do at your company. | am sure that | could make an effective contribution to
Person Incorporated.

Thank you again for your time and consideration.

I look forward to hearing from you.

Sincerely yours,

James Wilson



(B)

2. This is a thank-you letter from Susan Green to her job-interviewer Mr. Butcher from
Computer Company. Susan is applying for the position of Programmer in this company.
Study the letter and insert the missing parts from the list.

101 Stratford Road

Paterson, WI 12345

December 14, 2015
Dear Mr. Butcher,

Q) for the position of Programmer at your Computer Company. | (2)

and | (3) your company. (4) and | am sure that (5) necessary to
work effectively with your team. | (6) that you use the same programming language that
| used at my previous job.(7) . If you need any additional information, please (8)

(555-6) 784-795-52. (9)
Sincerely yours,

Susan Green

A. | have the qualifications

B. I look forward to hearing from you

C. Thank you for interviewing me

D. Once again, thank you for the interview

E. enjoyed meeting with you

F. This position is very interesting

G. learned a lot about

H. I am especially pleased to know

I. contact me at the telephone number

3. Write a thank-you letter of your own:

You’re going to work as a Secretary at a college. The Director, Professor Louis Brown has just
interviewed you. You’re very pleased with the interview and think that you’re really going to be
employed. Thank the Professor with a letter. Address it to: Prof. Louis Brown, Idaho State
College, Boise, ID 99999.

NPUJIOXKEHME 3.
1. Read the following invitations and say which one is general and which one is formal.

Give your reasons.



(A)
Dear Jack,
You and your wife are cordially invited to attend a dinner to celebrate our marriage.
The dinner will be held on 15 December 2015 at Green Avenue 113/1.
We are looking forward to seeing you.
Sincerely yours,
Joan and John Smith
(B)
The President of Latham & Watkins requests the pleasure of your company at a Banquet in
honour of the fifth anniversary of the company to be held
at the Reception Hall,
Green Avenue 113/1
At 6.30 pm on Friday
15 December, 2015
RSVP

2. Write letters of invitation for the following situations:
A. You are going to invite your close friend to your birthday party.
B. X & V is going to celebrate its 10" anniversary. You’re a Secretary of this company. Send out
the letters of invitation to the Banquet on this occasion.
Use the following expressions:
- has the pleasure to invite you to a Banquet
- RSVP
- Yellow Road 321/6
- to be held at 7 pm on Saturday, 12 December 2015
- Mr. Wagner
- Ms. Harris
- Mary Perry
- Dear Susan
- Sincerely yours
- You are cordially invited to a dinner to celebrate my 18" Birthday.
- The dinner will be held on 12 December 2015 at North Street 51



MNPUJIOKEHHUE 4.
Temsl 3cce, pedepaTtos.

. buznec B XXI Beke.

. PerHOK Tpyna u BeIOOp Oynyiiei npodeccuu.

. Kak craTth ycneniHpmM npeanpuHIMaTeIeM.

. MlckycCcTBO 3aBOJUTH «I10JIC3HBIE) 3HAKOMCTBA.
. JIunepcTBO B KOMaH 1€,

. Microsoft u bumn Ceiirc.

~N O o b~ W DN P

. Kak co3nath cOOCTBEHHYIO peKIaMy.
TeMbl IPOEKTOB.
. JIydmiast ctpana Juis BeZieHUus OU3Heca.
. IlopTdonno BbITyCKHUKA.
. Camble MoHBIE TTPOECCHH.
. UnHOBanuu B 6u3Hece.

. Pexnama u yenoBek.

o OB~ W

. Komnerorep Oynyero.

MMPUJIOKEHUE 5.
CiioBaphb /1€JIOBOTO f3bIKA.
Telephone calls.
Telephone / switch board operator —
tenedonucrtkathe line is busy — 3ansito
the line is dead — nuaus
ueucnpasnathe line is clear — munwst
cBoOOHA
telephone charges — miara 3a tenedontbIe
neperoBopsl pick up the receiver — cusTh TpyOKy
ring off / hang up — monoxwure
TpyOKy hold the line — ne xnaguTe
TpyOKy
I’d like to place along distance call. — I xoTen 651 3aka3aTh MEXIyHAPOIHBIN
pasroBop.There’s no answer.—AOGOHEHT HE OTBEUAET.
Dial a number — mabpats HOMEp
long-distance call — mesxayropoaublii TenedoHHbIi pasroBop Idon’t quite
catch what you say. - 5l He coBcem moHnMaro, uto Ber roBopute.Be in —

ObITh Ha MecTe (Ha padoTe)



the line is very bad — cBs13b oueHB

mwioxasDirectory Inquiries —

CIpaBOYHOE OFOPO

STD code / DDC — kox mMexxyropoHero Hadopa Is the

place on STD? - MosHo i1 HaOpaTh HOMEp IpIMO?

I’m not listed (in the directory). - Moero Homepa HeT B TelaehOHHOM
kuure. TO receive a telephone message — noay4uts TeneoHHOE
coobmenue private calls — muunble pa3roBopsI

In a second — uepe3 cexyHy to

ring smb. Up — TO3BOHUTH KOMY-TO

Nice to hear you — npusitHo Bac crblimaTh

Business Trips.

Travel Agency — 6ropo myTelecTBui

single / return ticket — 6uer B oauH koHerr / 6uet Tyaa u ooparHo to
exchange foreign currency — momeHsTh qeHbI'H (Ha HHOCTPAHHYIO BAJIIOTY)
destination — mecTo Ha3HAYEHHSI

I’d like to seat by the window. — 51 ObI X0TET MecTO y

okHa. to go through the Customs — poiit TaMOKeHHBIIH

JOCMOTP

I’ve got nothing to declare. - Y mens HeT Beriei, Mo yIexarinx
o010%keHut0.No0N-smokers’ compartment — kyre Juist HeKypsIIux
arrival / departure — mpu6biTue / oTIIpaBICcHHE

The train is standing at platform 3.- TToe3x crout y ruiathopmbl HOMEP
tpu.The train is delayed for half an hour.- TToe3x 3ana3apiBaeT Ha
nosuaca. Fasten seatbelts — 3acrernyrs npuBsizHbIC peMHU

settle in — pacmonokuTHCS

View — Bun

onthewhole — Bobmmem

welcome — npuBeTCTBOBATH

onboard — na 6opty

altitude — Bricora local

time — MecTHOE BpeMsi0N

behalf — ot umenn

Crew — KomMaH1a

pleasant flight — mpusiTHBIi ONET

hope for the best — namesTecst Ha



Tyy4iiee

Tyy4iiee



on the spot — Ha mecre, cpa3y, HEMEIJICHHO

Looking for a job.

Personnel manager — HauabHUK OTIENA KaapoB apply

for the post — moxars 3asBicHUE O IPUEME HA PabOTY

application — 3asBncuHue

Curriculum vitae — pe3rome

worktrials— pabota ¢ ucbITaTEILHBIM CPOKOM

a jobseeker — urymmii padory

to depend on age and experience — 3aBUceTh OT BO3pacTa u

ombita starting salary — naganbHO€ JKaroBaHHe

to Dbe familiar with the requirements of the job — 3Hare
TpeOoBaHus, IPeABSIBIsIEMbIE PadOTOIaTEIIEM

| wish to apply for this position. — I xoren Obl 3aHSITH 3TO MECTO.

I’ve seen from your advertisement in ... - 5 y3Han u3 Baiero oObsIBICHUS B

...to change a job — cmenuTh padoty

A reference — pekoMeHIaTeIbHOE THCHMO a

bank manager — ynpasstomiuii 6aHKoM a

covering letter — cormpoBoaUTENBEHOE THCEMO

to be interviewed — npoiitu cobecemoBanme

A full-time job — wrtatHast 1OKHOCTE, MONHBIN pabOYHil ICHb

Should you wish to invite me for an interview | can come to be interviewed at any time.-

Ecnu Bbl 3aX0TUTE BCTPETUTHCS CO MHOM, S MOTY NPUITH B JI000€ BpeMsI.

Writing your CV.

| can operate the computer.- ¥ meHst ecTh ONBIT paOOTBI C KOMIBIOTEPOM.

| went to school in ... - S Xoau1 B IKOMY B ...

where I passed the following examinations ... - ... TJe s cjaJ CIEIYIOIIME SK3aMEHBI
...In the following subjects ... - ... o cieayromum npeameram ....

| speak fluent English.- 51 cBoOoHO Biaieo aHTITUHCKUAM SI3BIKOM.

to be persistent and hardworking — 6bITh HaCTOWYHBBIM U

TpynoitooussiM to be well-mannered — o6nanate XxopouMu MaHepamu

to be tolerant and attentive — ObITH TEpIIMMBIM U

BHUMaTenbHBIM t0 KNOW human nature — 3HaTh 4eI0BEUECKYIO

HATYypy
to be punctual — 6bITE MyHKTYaIEHBIM



accurate — ToYHbII

trustworthy - HagexHbI#

a bossy man — yenoBek, KOTOPbIi JTFOOUT

KOMaHJI0BaTh Caring — BHUMAaTEJIbHBIN, 3200 TIUBBII

tidy — akkypaTHBIii, ONIPATHBII

active — akTHBHBII

creative — TBopueckwuii energetic—

SHEPrUYHbBIN

an ability to deal with the public — cioco6HOCTE 00mIaTHCS C
nronbmu Strong leadership skills — xopomme nHaBbiku nmunepcTea PC

working experience — omsIT paboThI

MMPUJIOKEHUE 6.
Pabora ¢ TekcToMm.
Read this pay guide for new employees.
All new employees start at minimum wage. This means you earn $7 per hour from 9 am to 5
pm. But this is not your entire salary. There are many ways to earn more than this.
There is extra pay for evenings and weekends. Overtime is 1.5 times the normal rate: $10.50
per hour.
We offer a commission of 2% on any sales over $50. The commission rises on sales over $500.
Our best sales people can double their basic salary with commission!
Every six months there is a pay review. In a pay review we sit down together and talk about
your performance. All employees who perform well get a raise. So, show us what you can do!
(A)

Choose the correct answers.
1. What is the purpose of the guide?

a. to explain the parts of a pay review

b. to describe an available job position

c. to compare salesmen and new employee pay

d. to inform employees of ways to earn more money

2. Employees earn twice as much money by
a. working overtime

b. making commission



C. earning pay raises

d. completing pay reviews

3. What is discussed at a pay review?
a. increasing an employee’s work hours
b. an employee’s overtime opportunities
c. how well an employee is working

d. an employee’s level of commission

(B)
Match the words (1-6) with the definitions (A-F).
1. double 4. salary
2. commission 5. minimum wage
3. earn 6. performance

A. to receive something in exchange for work
B. a set amount of money an employee will earn per month or year
C. the lowest rate of pay that is usually provided to new employees
D. a percentage of the profit of a sale given to the employee who arranged the sale
E. the act of doing a particular task or job
F. to multiply by two
(©)

Fill in the blanks with the correct words and phrases from the table.

overtime rate raise pay review

1. Ellen requested to work

2. Carl has his yearly later today.

3. Keith was happy to earn a

4. This of pay for this job is too low.

NPUJIOXEHHUE 7.
O0pasen HanMCaHUS 3JIEKTPOHHOIO COO0IICHMS.
1. Identify the style of each e-mail (formal or informal).
(A)

Dear Professor,



I am writing to confirm my participation in the programme on Internet English, September 2016
— May 2017.
Sincerely yours,
Jane Smith
janesmith@hotmail.com
Tel.: (3333) 555-555
(B)
To: janesmith@hotmail.com
From: John Grey<johngrey@yahoo.com>
Dear Jane,
I’'m glad you’re coming soon, but UNFORTUNATELY, | can’t meet you at the station :(((
Don’t worry, Alex is going to meet you “for sure”.
See you,
John
2. Write the messages for the following situations:
a. You’re writing to your groupmate. You’d like to ask him/her to meet you at the station. Tell
him/her the number of your train and compartment.
b. You’re writing to your teacher of English Linda Daniels. You’ve just received the
announcement of the “English World” Annual Competition. You’re interested to know if you

have a chance to take part in it. Ask for the time it is going to take place.

NPUJIOXKXEHME 8.
I'oBopenue.

1. Work in teams. Present your team to the class. Follow these steps:

e Give a name to your team and be ready to explain it.

e Design a flag for your team. Prepare to present it to the class.

e Discuss what each team member can contribute to the effective work of the team.
2. Role-play.
You are going to take part in the International Youth Water Conference in Belgium. You are
now preparing for it, and have some questions to ask. Phone the organizer of this event, Mrs
White, and find out all the information you need. Use the notes below.
a. You project presentation: b. International evening:

e When/take place? What/is like?

e How big /the audience? Time/limited?



e How much time/given? What/bring?
e Equipment/available? National costumes/needed?
e Possible/to make handouts?

NPUJIOKEHME 9.

Telephone calls.
Read the sentences in each conversation, and put them in the correct order to get two
telephone conversations.
Conversation 1.
a) This is Maria Pavlova, a student from Moscow. I’m calling about the Business English course
at your university.
b) Certainly. Hold on. I’1l put you through.
c) Hello. Reading University.
d) Hello. Could I speak to Mr Brown from the International department, please?
e) Hello, Roger Brown.
Conversation 2.
a) I’'m afraid Mr Jones is out of the office. Would you like to leave a message or call back later?
b) Certainly. Thank you for calling. Goodbye.
¢) Hello. Could I speak to Mr Jones, please?
d) Could you tell him that Philip Swan called, and ask him to call me back?
e) Goodbye.

(B)

Look through the conversations again, and find the phrases that are used for the functions
below:

1. to introduce yourself

2. to ask for someone

3. to explain the reason for your call

4. to leave a message

5. to connect someone

6. to say that someone is not available

7. to take a message
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