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1. OBIIME CBEJEHUA

MeTtoauueckiue pEeKOMEHJAMK IO BBIIOJIHEHUIO CaMOCTOSATENBHOW padOThl CTyAEHTaM II0
JaHHOW JUCHMIUIMHE pa3paboTaHbl B COOTBETCTBUM C pabodeld mporpaMMoil IUCIUILITMHBI
«VHOCTpaHHBIN A3bIK B IPO(ECCHOHANBHOM AeATEIbHOCTH.

[To yyeOHOMY IIaHy B COOTBETCTBUM C paboyeil mporpamMMoil Ha M3y4YeHHE IUCLHUILIMHBI
«IHOCTpaHHBIA S3BIK B NPOQECCHOHATBHON AEATEIBHOCTH» CTyIEHTaMH O4YHOW (hopMbI OO0ydeHHUs
npenycMorpeHo Bcero 160 uacoB, M3 HHMX NpakTUdeckuid 3aHiaTuii — 116 waco, B ToM umcie,
muddepeHIMPOBaHHbBIN 3a4eT - 2 Yaca, CaMOCTOSTEIbHBIX 3aHATHI — 44 yaca.

Ilenvi0  MeTONMYECKUX  PEKOMEHJIAIMH  sBiserca  obecnedeHue  3(pQekTuBHOCTH
CaMOCTOSITEJIbHOM BHEAYAUTOPHON pabOThI CTYAEHTOB.

3a0auamu MeTONMYECKUX PEKOMEHJAIMI M0 BBITOJHEHHIO CaMOCTOSTENILHOW pabOThI
SABJIAIOTCSL:

- CHCTEMaTH3alys U 3aKpPEIUICHHE IOJIyYEHHBIX TEOPETHMYECKHUX 3HAHUM U NPAKTUYECKUX
YMEHUH CTyJICHTOB;

- yriIyOJieHHe U pacliipeHre TEOPETUIECKUX 3HAHUM;

- (hopMupoBaHHE YMEHHMH HCIIOJB30BaTh CIELHUAIBHYIO JIUTEPATYPY;

- pasBUTHs I[103HABATENBHBIX CHOCOOHOCTEM W AaKTMBHOCTH CTYAEHTOB. TBOPYECKOU
MHULMATUBBI, CAMOCTOSITEIbHOCTH, OTBETCTBEHHOCTH U OPIaHW30BAHHOCTH;

- (hopmMupoBaHuE CaMOCTOSITEIBHOCTH  MBIIUICHUS, CIIOCOOHOCTEH K CaMOpa3BUTHIO,
CaMOCOBEPILIEHCTBOBAHHUIO U CAMOPEaIN3alliuu;

DynKyuamMu METOJUYECKUX PEKOMEHJALUil 10 BBINOJHEHHUIO CaMOCTOSATEIBHOW pPaboThI
SIBJISIIOTCSL:

- OIpeeNIeHNE coJiepKaHusl pabOThI CTYAEHTOB IO OBJIA/ICHUIO TPOrPAaMMHBIM MaTEpPHAIOM;

- yCTaHOBJICHHE TPeOOBaHUI K pe3yabTaTaM U3Y4eHUs AUCLUTIIUHBL.

CpokM BBIMOJHEHUS M BHJBl OTYETHOCTH CaMOCTOSATENIbHOM palboThl omperensercs

npenoaaBaTejicM, 1 1OBOJATCA 10 CBCACHUSA CTYACHTOB.



2. KPATKUA TEMATHUYECKHAH IVIAH BUJ10B
CAMOCTOSTEJBHOM PABOTBI

Tema JICKIUHA WA MTPAKTUYCCKOT'O

N Yac Bun pabotet
1 2 3
Tema 1.1. BenukoOpuranust 4 BrinosiHeHUE MpaKTUYECKOTO 3aJaHUs
YcTHOE coobmieHue
Tema 1.2.KoMmnbrotrepbl 4 BrinosiHeHUE TPAKTUYECKOTO 3aJaHUs
Tema 1.3.006pazoBanue 6 Cosnanne npesentanun
BrinosiHeHne npakTHyeckoro 3a/iaHus
Tema 1.4. Mos Oynymas 4 BrinosiHeHUE MTPAKTUYECKOTO 3aJaHUS
npodeccus Coznanue npe3eHTanun
Tema 1.5. YcrpoiicTBo Ha padoTy | 6 BrinosiHeHUE TPAKTUYECKOTO 3aJaHUs
Tema 1.6. Jlenosoe obmenne 4 BoinonHeHne npakTH4ecKoro 3a/1aHus
WucnenupoBanue nuanora
Tema 1.7. DKOHOMUKA 6 BrinonHeHne npakTH4eckoro 3a1aHus
YcrHOE coobrieHue B hopMe ToKIaaa
Tema 1.8. MenexMEHT 4 BrlnonHeHne npakTH4ecKoro 3a1aHus
Tewma 1.9. byxrantepckuii yuer 6 BrinosiHeHHE TPAKTUYECKOTO 3aJaHUs
BCET'O 44




3. KAPTA CAMOCTOSTEJBbHOM PABOTHI CTYJEHTA

Meroanueckue peKOMEHJALMKU O BHIMOJHEHUIO CAMOCTOSITEIBHOM PabOThl CTYIEHTaMH IO
mucuuminHe «MHOCTpaHHBIM SI3bIK B MPO(ECCHOHANBHON E€ATENbHOCTU» COCTOAT U3  KapThl
CaMOCTOSITENTLHOW PabOTHl CTYAEHTA, MOPSAJIKA BBIMOJTHEHHS CAaMOCTOSITENLHON pPabOThl CTYNEHTA,

CIHMCKa PEKOMEHIYEeMOIl TUTepaTyphl.
TeHaeHIMs COBPEMEHHOTO O0pa30BaHMA — CAMOCTOSTENbHOE NpUOOpeTeHHe 3HAHUN TOA
PYKOBOJICTBOM IperofaBaTers.
CamocTosTenbHOCTh 0003HAYACT HE TOJBKO CAMOCTOSTEIbHOE M0OBIBAHWE 3HAHWW, HO H
CaMOCTOSITENIbHOE TMPUHATHE PEIICHUM,

OTBCTCTBCHHOCTBD.

a, 3HAYMT,

yMEHHE W TOTOBHOCTH OpaTh Ha ce0s

CaMOoCTOATEIBHOCTh — 3TO TO KaYeCTBO, KOTOPOE HApsly ¢ aKTUBHOCTHIO, KOMIIETEHTHOCTHIO,
npo¢ecCHOHATBLHON MOOMIBHOCTHIO HEOOXOJMMO COBPEMEHHOMY CHEIIHAIIHCTY.
Kapra camoctosTenbHONH pabOThl IMOMOMKET CTYAEHTaM OpraHu30BaTh CBOK padoTy U
MOOUIN30BaTh ce0s Ha JIOCTH)KEHUE MOCTaBICHHbIX 3anad. M3 NaHHOW KapThl CTYAEHTHl y3HAIOT

HAauMCHOBAHUC TCM,

KOTOpPBIC BBIHCCCHLI

Ha CaMOCTOATCIIBHOC H3YUCHHUC,

00s13aTeIbHBIE U

IIPEIOCTABIIEHHBIE 10 BBIOOPY (hOPMBI CAMOCTOSITENILHOM pabOThl, OCHOBHYIO JINTEPATYPY.

B kapre camocrosTenbHOH paOOThl CTyAEHTa HPEAJIOKEHbl Ha3BaHUs TeM (pa3/ienoB),
HaAaMMCHOBAHUC BOIIPOCOB, KOJIMYCCTBO 4aCOB AJIs BBIIIOJIHCHU A, (1)opMa OCYHICCTBJICHHUA pa6OTI)I.

Jl1s1 BBITIOJIHEHHSI CAMOCTOATENBHOM paboThl CTyIEHTaM pa3pelaeTcs MoJIb30BaThCs yueOHOI

JIUTEpaTypou,

HUCTOYHHUKaMHU 110 YCMOTPCHUIO CTYACHTOB.

KOTOpasi MpeljIoKeHa B CIHCKE PEKOMEHIYEeMOH JIUTeparypbl

Kapma camocmoamenwvnoil pabomol cmyoenma

W JpYruMU

Ha3zanue u Homep ®dopma
pasnena Haumenoanue KonuuectBo | dopma nposepii CP
TEMBI WJIK BOTIPOCA | YaCOB ocymectBineHust CP
MIPEnoiaBaTesIeM
Tema 1. BunospeMeHHbie 2 Brimmonnenue IIncemennoe
BenukoOpurtanus ¢dbopmpbI TIIarosna MPaKTUYECKOTO MPaKTUYECKOe
3a/1aHus 3a/1aHue B
TeTpagn
BenukoOpurtanus 2 YcTHOE cooblIeHNne Omnpoc
Tema 1.2. KomneroTepsl 4 Brinosinenue [TuceMenHoe
Kommnbrorepsi. MPaKTUYECKOTO MPaKTUYECKOE
3aJlaHus 3aJlaHuE B
TeTpaaun
O6pa3zoBarenpHas 4 Coznanne Ompoc
cucrema Poccun, MpEe3eHTalUN
Benukobpurtanuu,
Tema 1.3. CIIA
Oo6pazoBanue YcnoBHBIE 2 Brimonaenune [TucemenHoe
MpeAJIOKEHUS MPaKTUYECKOTO MPaKTUYECKOE
3aJlaHus 3aJlaHuE B
TeTpagun
Mos Oynymias 1 Beimonuenue Omnpoc
Tenta 1.4. Mos npodeccus MPaKTUYECKOTO
6 - 3aJlaHus
YAy Mos Oynymas 3 Coznanue Omnpoc
npodeccus
npodeccusi- MPE3eHTAIUN
Oyxrantep




VYcrpolicTBo Ha 2 NucuenupoBanue Onpoc
paboty Juanora
Hanucanue 4 Beimonnenue [IucemenHoe
Tema 1.5. pe3tome, MPAKTUYECKOT O MPAKTUYECKOE
VYcerpoiicTBo Ha CONPOBOAUTEIHLHOTO 3a7aHus 3a7laHuE B
paboty u TeTpaau
0J1aro1apCTBEHHOTO
MHUCHhMa,
aBToOHorpadun
JleJIoBO# BU3UT B 2 Brimonnenue ITucbmenHoe
KOMIIaHUIO MPAKTUYECKOTO MPaKTUYECKOE
3aJIaHUs 3aJlaHuE B
Tema 1.6. Jlenosoe NucnenupoBanue TeTpaau
obere Jiasora Omnpoc
JlenoBoe mUCHMO 2 Brinonnenue IIucemeHHOE
MPaKTUYECKOTO MPAaKTUYECKOE
3a7aHus 3a/laHue B
TETpau
Hcnons3oBaHue 2 Brinonnenue IIucemeHHOE
WH(OUHUATHBHBIX MIPAKTUYECKOTO MPAKTUYECKOE
Tema 1.7. 000poTOB 3aJlaHuSA 3aJIaHHE B
DKOHOMHKA TETpan
DKOHOMHUKA 4 YcrHoe coobmienne B | Ompoc
dbopme nokianga
Tema 1.8, MeHeKMEHT 4 Brimmonnenue Onpoc
MeHe DRMeHT MPAKTUYECKOT O
3aaHus
byxranrepckue 3 Beimmonnenue Omnpoc
JIOKYMEHTBI MPaKTUYECKOTO
Tema 1.9. 3aaHus
byxranrepcknii byxranrepckas 3 Beinonuenue IIncemenHoe
y4er cucrema MPaKTUYECKOTO MIPAKTUYECKOE
3aJlaHUs 3aJlaHuE B
TeTpaaun
Bcero 44




4. IOPAJIOK BBIIIOJIHEHUSI CAMOCTOSITEJIBHOM PABOTHI CTYJEHTAMHU

Tema 1.1. BeaimkoOpuranus
CamocrosiTesqbHasi padora (BHeayauropHas) 1.1.1

3aoanue: Beyunth 00pazoBaHue U nmpuMeHenue Bpemen Active Voice. Present Indefinite, Past

Indefinite, Future Indefinite, Present Perfect, Past Perfect, Future Perfect, Present Continuous, Past
Continuous, Future Continuous, Present Perfect Continuous, Past Perfect Continuous, Future Perfect
Continuous.

year.

friend

1. BeiGepere npaBUIIbHBIN OTBET

1)When.......... Ann last?-1............ her since she........... to another city.
a) have you seen, haven't seen, has moved

b) did you see, didn't see, moved

c) did you see, haven't seen, moved

d) have you seen, didn't see, has moved

2) Our train ......... at 8 o'clock. If you at 5, we ......... our things.

a) leaves, come, will pack

b) will leave, will come, will be packing

c) is leaving, will come, are packing

d) leaves, come, will be packing

3) They .......... to build a new Mc Donald's in several days and .......... it by the end of the

a)will start, will finish

b)are starting, will finish

c) start, will be finishing

d) start, are finishing

4) the performance for twenty minutes when my

........... at last. His car..............on his way to the theatre.

a) was watching, had come, had broken down

b) had been watching, come, had broken down

c) watched, come, broken down

d) have been watching, had come, has broken

5) Look, whathe ............ on the blackboard. He............. there mistakes.

a) is writing, has made

b)has written, had made

c) has been writing, is making

d) writes, made

6) What ......... if the rain........... by evening? It.............. since yesterday. [ wonder when

a) will we do, doesn't stop, is pouring, will stop

b) are we doing, hasn't stopped, had been pouring, stops

c) shall we have done, won't have stopped, was pouring, will be stopping

d) shall we do, hasn't stopped, has been pouring, will stop

7) What ... when | ? - We... the article which Mary ....justL......... to read it for a

long time.

a) did you do , was coming in, were reading, has brought, have wanted
b) were you doing, come in, were reading, had brought, had wanted

c)had you been doing, come in, read, brought, had been wanting

d) have you done, have come in, have read, has brought, wanted
8) It ...... dark, it's time for the children to go home. They...... in the yard for the whole

evening.



a) got, play

b) has got, are playing

C) is getting, have been playing

d) gets, played

9) I haven't heard you come info the room. When....... ?2-1....... long ago. You ........ and [
.......... to disturb you.

a) did you come, came, were reading, was not wanting

b) did you come, came, were reading, did not want

c) Have you come, have come, have been reading, don't want

d) were you coming, was coming, read, haven't wanted

10) Io....... till father............. He ........ his key and I will
have to wait for him.

a) won't be leaving, will come, had lost

b) won't leave, will come, has lost

c) won't leave, comes. Has lost

d) aren't leaving, comes, loses

2. IlepeBenuTe HA AHTIIMHUCKUIN S3bIK

1. OH cTosn y OKHa M yMas 0 cBoeM OenyromieM. 2. S Bumen ero naBHo. Sl Buaes ero HelaBHo.
51 He Buzen ero qaBHO. 3. DTO MPOMU3OIILIO O TOTO, KaK Mbl TyJa npuexanu. 4. OHH caenanu Bce
Bo3MoykHOE (do one's best) 1o Toro, kak mpumien Bpad. 5. S Hagerock, Tede OyaeT Bee SICHO, KOT/Ia Thl
MOJIy4HIIb THChMO 6. K 9 Beuepa oH 3akoHYMII paboTy | Bhiiea Ha yiuily. Berep yrux(fall), Ho 66110
JOBOJILHO TTpoxJiagHo. OH MeJIEHHO IIe, CTapasiCh HU O 4eM He JyMaTh. 7. 1 He Buaen Tedst uemyro
BeuHOCTh. Kak nena, kakue HoBoctu? 8. Bol omnbnuck. Bel nepenaere MHe colib, a HE TOPYHILY
(mustard).

3. Haiinurte u ucnpaBbTe OLINOKY, €CIIU €CTh

1 After graduating from the institute | can to St. Petersburg. | am working here since then. 2 |
have just left the house when you phoned me. 3 By the time | come to the country cottage my friends
have already left. 4 When | came, my friend was sitting on the sofa and was reading a newspaper. 5 It
has rained since working and | am afraid, it won't stop by Saturday. 6 He will work at his new book
during his holyday.

4. Packpoiite ckoOku u ocraBbre the Future Perfect, the Present Indefinite, the Present
Perfect, the Future Indefinite Tense.

1 By 8 o'clock they (have) dinner. 2 By the end of the week he (finish) the translation. 3 Before
you (come) | ( do) all the work . 4 She (look) thought the article by 12 o'clock. 5 They (receive) own
letter by Monday. 6 By the time we (get) to the forest the rain (stop). 7 I think he (answer) the better by
this time. 8 We (begin) to work after we (read) all the instructions.

5. Packpoiite ckoOKH U mocTaBbTe B moaxo iy Gpopmy (the Present Perfect, the Past
Indefinite or the Past Continuous Tense. Active Voice.)

1. They (learn) the new words yesterday from three till seven. 2. It (rain) this week. 3. He
(invite) me to the party yesterday. 4. | (maxe) my report when you entered the hall. 5. We (sit) in
silence for a few minutes. He (speak) at last. 6. He just ( leave) the hall when a stranger (enter ). 7. She
was thoughtfully looking at him while he (read) a newspaper. 8. She (wash) dishes already.

PexomeHganum mo BRIMIOJIHEHHIO 33/IaHUS: HEOOXO0IMMO UCIIOJIB30BaTh yueOHOE TOCOOue st
MOBTOPEHUS TPAMMATHUYECKUX T€M, TaOIUIIBI IO BpeMeHaM. 3a1aHus BHITIOTHUTH MHCHMEHHO.

CamocrosiTesbHas padora (BHeayauTopHas) 1.1.2
9



C TOMOIIIBIO AOTIOHUTENBHON INTEpaTypsl 1 IHTepHETa NOAr0TOBETE YCTHOE COOOIEHHE 00
OJTHOM M3 TOpo10B BenukoOpuranum.

Tema 1.2 Komnborepsl.

CamocrosiTeibHas paGora (BHeayauTopHas) 1.2
1. ITepeBeauTe TEKCT
Social Networking Sites in Our Life

In recent years social media has become deeply integrated in our everyday lives. The concept
of social media itself includes several categories: blogs, live journals, forums, chats, dating sites and,
of course, social networking sites or SNS. Essentially, they all are platforms for people’s remote
communication, i.e. exchange of different types of information: text messages, music, photo and video
content. The most popular with the young people are social networking sites, such as Facebook,
Twitter, Instagram, Vkontakte and so on. On the one hand, a social network is a very convenient tool
for a quick message exchange, searching for old friends and making new acquaintances, keeping
important information and discussing pressing issues in groups, right in the comfort of one’s home. On
the other hand, psychologists and psychiatrists of the world ring alarm bells: social networking
addiction too often becomes the cause of serious mental and nervous disorders, such as depression,
social isolation, autism, and even suicide attempts of teenagers and young people. To my mind, social
networking sites can be both useful and dangerous depending on who and how uses them.

2. OTBETHTE HA BOIIPOCHI
1What purpose were you registered on the social networks for?
2What do you think our social networks have more disadvantages or advantages?
3What social networks do you use?
4How many times do you use our social networks every day?

3. BeinoaHuTe TpaHcpopMalMio B MACCUBHBIN 3aJ10T

They sold their car. Someone has

The manager always welcomes new moved my desk!
employees. Have you

How soon will they repeat that TV changed anything?
program? What are they

They are building a new supermarket | building over their?
near the cathedral.

. 3az[a171Te BOIIPOCHI K IMOJYCPKHYTBHIM CJIOBaM.

. This monument was put up three hundred years ago.

. Only one of his projects has been built in Russia.

. The building was pulled down because it wasn’t convenient for most of the people.
. Some building company was being advertised when | switched on the TV set.

. These contests are held every four year.

. Your order will be fulfilled in five days’ time.

OO WNEFE N~

. [lepeBeuTe HAa PYCCKUIl SI3BIK
ConnaabHBIMK CETSIMH TOJIB3YIOTCS TTIOBCEMECTHO.
WHcTarpam yacTo Ha3bIBAIOT CaMbIM COBpEMEHHO# (Modern) cersio.
Kakwue cerssmu nonb3yrorcs B Poccun?
MeHst mpocsT pacckaszath Moo ouorpaduto (biography).
5. Tleponauansao Facebook 6sut Haszsan Thefacebook u ObuT HOCTYIIEH TOABKO IS
cTyeHToB ["apBapICKOro yHUBEpPCUTETA

B
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6. Bromnerenu — 3T0 COOOIIEHNUS, KOTOPbIE MYOJIUKYIOTCS Ha "I0CKe 0OBSABICHHH", YTOOBI X
MOT BUJIETh KaXK/IbIM B CIIMCKE JIpy3eil moJib3oBarensa Myspace.
7. Otn HaOpOoCcKU ObUTH CIeNIaHbl KapaHAIIOM.

CamocrosiTesibHast padora (BHeayauTopHas) 1.3.1
Tema 1.3. O6pa3zoBannue.
CocraBbpTe CpaBHUTENBHBIN aHaIU3 cucTeMbl oOpasoBanus Poccuu, Benukoopuranuu u CIIA
B BUJI€ IPE3EHTALIUU
CamocrosiTesibHas pabora (BHeayauTopHas) 1.3.2
Tema 1.3. O6pa3zoBannue.

1. PackpoiiTe ckoOKH, yroTpeOJIsisl TIarojisl B Tpedyromieics popme.

1. If he were not such an outstanding actor, he (not to have) so many admirers. 2. If you (to
give) me your address, | shall write you a letter. 3. If she (not to be) so absent-minded, she would be a
much better student. 4. If my sister does not go to the south, we (to spend) the summer in St.
Petersburg together. 5. If they (not to go) to Moscow last year, they would not have heard that famous
musician. 6. If you (not to get) tickets for the Philharmonic, we shall stay at home. 7. If you were not
so careless about your health, you (to consult) the doctor. 8. | should be delighted if I (to have) such a
beautiful fur coat. 9. If it (to rain), we shall have to stay at home. 10. If he (to work) hard, he would
have achieved great progress. 11. If it is not too cold, | (not to put) on my coat. 12. | (to write) the
composition long ago if you had not disturbed me. 13. If he (not to read) so much, he would not be so
clever. 14. If my friend (to be) at home, he will tell us what to do.

2. Packpoiite ckoOku, ynotpebsisi Taroisl B Tpedyromieics popme.

1. If you (not to buy) coffee, we shall drink tea. 2. If he is free tomorrow, he certainly (to come)
to our party. 3. My brother would not have missed so many lessons if he (not to hurt) his leg. 4. If my
friend (to work) in my office, we should meet every day. 5. If you spoke English every day, you (to
improve) your language skills. 6. If you get a "five", your mother (to be) happy. 7. If she (to return)
earlier, she would have been able to see him before he left. 8. If these shoes were not too big for me, |
(to buy) them. 9. If you (to ring) me up, | shall tell you a secret. 10. If you (to be) a poet, you would
write beautiful poetry. 11. If he did not read so much, he (not to know) English literature so well. 12. If
he (to come) to our house yesterday, he would have met his friend. 13. If he (not to pass) his exam, he
will not get a scholarship. 14. If she (not to help) me, I should have been in a very difficult situation.
15. My father would have more free time if he (not to read) so many newspapers. 16. If only you had
let me know, I (to go) there immediately. 17. If | were a famous singer, | (to get) a lot of flowers every
day.-

3. Packpoiite ckoOku, ynotpebisis riarojisl B Tpedytorieiics popme.

1. If my brother (to be) in trouble, I shall help him, of course. 2. If I don't manage to finish my
report today, | (to stay) at home tomorrow. 3. If she were more careful about her diet, she (not to be) so
stout. 4. You would not feel so bad if you (not to smoke) too much. 5. If he (to learn) the poem, he
would not have got a bad mark. 6. If you gave me your dictionary for a couple of days, | (to translate)
this text. 7. If I (to be) a musician, I should be very happy. 8. If Barbara (to get) up at half past eight,
she would have been late for school. 9. If you had not put the cup on the edge of the table, it (not to
get) broken. 10. I should be very glad if he (to come) to my place. 11. If he (to live) in St. Petersburg,
he would go to the Hermitage every week. 12. If you (to go) to the theatre with us last week, you
would have enjoyed the evening. 13. You won't understand the rule if you (not to listen) to the teacher.
14. If he weren't such a bookworm, he (not to spend) so much time sitting in the library. 15. | should
not have bought the car if my friend (not to lend) me money. 16. If he did not live in St. Petersburg, we
(not to meet) so often. 17. If he had warned me, I (to do) the work in time.

4. PackpoiiTe ckOOKH, yIIOTpeOIIsIst TIIaroiisl B TpeOytomieiics Gpopme.
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1. If she (to ask) me yesterday, | should certainly have told her all about it. 2. If you (to do)
your morning exercises every day, your health would be much better. 3. If he is not very busy, he (to
agree) to go to the museum with us. 4. If I (not to be) present at the lesson, | should not have
understood this difficult rule. 5. If he reads fifty pages every day, his vocabulary (to increase) greatly.
6. If they (to know) it before, they would have taken measures. 7. If | (to get) this book, I shall be
happy. 8. If you really loved music, you (to go) to the Philharmonic much more often. 9. If you had not
wasted so much time, you (not to miss) the train. 10. If you (not to miss) the train, you would have
arrived on time. 11. You (not to miss) the teacher's explanation if you had arrived on time. 12. You
would have understood the rule if you (not to miss) the teacher's explanation. 13. If you (to
understand) the rule, you would have written the paper successfully. 14. If you had written the paper
successfully, you (not to get) a "two". 15. Your mother (not to scold) you if you had not got a "two".
16. If your mother (not to scold) you, you would have felt happier

5. OOpa3yiiTe yCI0OBHBIC MPEI0KEHHUS.

1. He is busy and does not come to see us. If ... 2. The girl did not study well last year and
received bad marks. If ... 3. He broke his bicycle and so he did not go to the country. If ... 4. He speaks
English badly: he has no practice. If ... 5. | had a bad headache yesterday, that's why | did not come to
see you. If ... 6. The ship was sailing near the coast, that's why it struck a rock. If ... 7. He was not in
town, therefore he was not present at our meeting. If ... 8. The pavement was so slippery that | fell and
hurt my leg. If ... 9. The sea is rough, and we cannot sail to the island. If ... 10. They made a fire, and
the frightened wolves ran away. If ... 11. It is late, and | have to go home. If ... 12. | was expecting my
friend to come, that's why I could not go to the cinema with you. If ... 13. He always gets top marks in
mathematics because it is his favourite subject and he works a lot at it. If ... 14. | did not translate the
article yesterday because | had no dictionary. If ... 15. We lost our way because the night was pitch-
dark. If ... 16. The box was so heavy that | could not carry it. That's why | took a taxi. If ...

Tema 1.4. Mos 6yaymas npodgeccus
CamocrosiTeibHas pabora (BHeayauTopHas) 1.4
BOOKKEEPERS, ACCOUNTANTS AND CONTROLLERS

Bookkeepers deal in taxes, cash flow, which include cash receipts and cash
disbursements, sales, purchases and different business transactions of the company. Bookkeepers first
record all the appropriate figures — in the books of original entry, or Journals. At the end of a period
usually a month- the totals of each book of original entry are posted into the proper page of the Ledger.
The ledger shows all the expenditures and all the earnings of the company. On the basis of all the totals
of each account in the Ledger, the bookkeeper prepares a Trial Balance. Trial balances are usually
drawn up every quarter. The accountant’s responsibility is to analyse and interpret the data in the
Ledger and the Trial Balance.

The accountant is to determine the ways in which the business may grow in the future.
No expansion or reorganization is planned without the help of the accountant. New products and
advertising campaigns are also prepared with the help of the accountant. The work of accountants is
rather sophisticated. Many accountants have special certificates after they pass examinations in
Institute of Accountants. Certified accountants in England are called chartered accountants. In the
U.S.A. the certified accountants are called certified public accountants. But it is not necessary to have
a certificate to practice accounting. Junior employees in large companies, for example, often practice
accounting and then take the examination. The chief accounting officer of a large company is the
Controller, or Comptroller. Controllers are responsible for measuring the company’s performance.
They interpret the results of the operations, plan and recommend future action. This position is very
close to the top executives of the company.
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1. 3aKOHUYUTE NMPEIJIOKEHNE
Bookkeepers deal in ... .
The Ledger shows ... .
The accountant’s responsibility is ... .
The accountant is to determine ... .
Certified accountants in England are called ... .
Junior employees ... .
Controllers are responsible for ... .

2. PaCCKa}KI/ITe, YTO I'OBOPHUTCA B TEKCTE O
bookkeepers
accountants
controllers
journals
ledgers

3. OTtBeThTE Ha BOIIPOCHI

1. Who work in this sphere do you think in the most important in a company?

2. Whose position (of a bookkeeper, of an accountant, of a controller) do you like better ?
Whom would you yourself prefer to be?

CamocrositesbHas padora 1.4.2
TekcT 3amanus:
CrenaiitTe MUHU-TIpe3eHTAIUIO 110 TeMe: «Most Oyaymias npodeccus -Oyxrantep». byaste
T'OTOBBI OTBETHUTH Ha BOIIPOCHI IIPEIIOogaBaTCIIA.

Tema 1.5. YcTpoiicTBo Ha padoTy

CamocrosiTesibHas padora (BHeayauTopHasn) 1.5.1
1. a) [Ipoutute u nepeBeaute TeKCT. COCTaBbTE IUANIOT O JAETOBOM BU3UTE B KOMIIAHUIO,
UCIOJIB3YS U (Ppa3bl B paMKe.

Meeting people

Hello, Mr/Ms .... I'm ...

It's nice to meet you. - (It's) Nice to meet you, too.
May I introduce you to ... ?

I'd like to introduce you to ....

Have you met... ?

Offering hospitality

Can I take your coat?

Please come in and take a seat.

Can I get you a cup of coffee/tea?

Would you like something to drink? -Yes, please. /Yes, that would be great.
- No, thank you. / No, thanks.

Text

Secretary Mr Martens will be with you in a moment. He's just finishing a phone call.
Michael Thank you.

Secretary Would you like some coffee?

Michael Yes, that would be great. With milk, no sugar, please.

Secretary Here you are.

13



Michael Thank you.

Michael Is this Accounting Department?

Secretary Yes, on this floor we have the trainee accountants and bookkeepers.

Michael And does everyone work in the open-plan area?

Secretary No, some of the managers have individual offices. The two big offices on the left are for the
company treasurer and for our Senior Tax Accountant. The offices on the right are for our Deputy
Chief Accountant and Budget Manager.

Michael And the office in the corner of the open-plan area?

Secretary That's used by our back-office manager.

Michael And you have offices downstairs as well?

Secretary Yes, that's correct. Downstairs are the internal auditors and at the moment we have a team of
external auditors. They're in one of the conference rooms at the end of the corridor.

Michael I see.

Secretary Ah, Mr Martens. This is Michael Rogers.

Paul Ah, yes. Hello, Michael. I'm Paul. It's nice to meet you. Sorry to keep you waiting. Please come
in and take a seat. Did you have a nice flight?

Michael Yes, thanks, Paul. Finding the office was a little more difficult, though. I'm glad so many
people here in Brussels can speak English.

Paul Oh yes, we're very international here now. Would you like to start by telling me a little about your
experience, Michael? Your resume is very impressive.. Michael Yes, that's fine. | guess you know
from my resume that | studied economics in New York,...

0) Pacrionoxxute c0Ba B MPaBUIIBHOM TMOPSAKE, YTOOBI MOYYHINCH Tpeaoxenns. CocTaBbTe U3
npenno;erHﬁ AJualior.

1 in Mr moment Martens you with will be a.

2 have Did you a flight nice?

3 coffee Would some you like?

4 keep Sorry you to waiting.

5 come Please in seat take and a.

6 call finishing He's just phone a.

7 to nice you meet It's.

CamocrosiTesibHas padoTa (BHeayauTopHas) 1.5.2

1. 3anogHuTe pe3rome
Curriculum vitae

1) DR



2. CocraBnenue COIMPOBOAUTEIILHOI'O IMMCbMaA JJI1 UHTCPBBIO
3. Hammmure 6J'Ial"0,[[apCTBeHHOC IHUCbMO

4. 3anonaute aBroduorpaduio

Tema 1.6 Jles1oBoe 00111€eHUE

CamocrosiTesibHas padora (BHeayauTopHasn) 1.6.1
1. ITpounTaiiTe U NEPEBEAUTE TEKCT
Mr. Martin Ross, a commercial director of a Swiss company and his personal assistant, Ms Fox
are coming up to a Northern Flavour Ltd. Stand. Let's listen to them talking:

Conversation at a Trade Fair

- Good morning. I'm Martin Ross of International Express in Zurich.

- Morning. James.

- We're planning to start up a new business and we’re looking for the suppliers of the
equipment. Raising interest of our customers promises good volume of business. We actually
expect a keen demand on your products.

- Our exhibits give an excellent idea of our manufacturing. The choice is rather wide. Here are
some leaflets. Our prices are often lower than those of world market. Our products have a competitive
position for their highest quality & long warranty terms.

- Could I speak to someone & discuss the questions concerning an order?

- | suppose you should talk to Mr. Tomlin. He's gonna be at the fair tomorrow.

- Do you provide personnel training?

- Well, as a rule, we actually do that. But I can't tell you for sure. | believe you'd better meet
Mr. Tomlin to clear up all the particulars.

- Right. Here is my visiting card.

International Express Ltd.

Martin Ross Commercial Director
30 Kirchstrasse

Economist 8023 Zurich
Switzerland

Telephone 41 1 262
3815
Fax 411275 33 96
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I hope I’ll be able to get in touch with your representative soon.

3ananue 2 [Ipencrasere, uTo Mucrep Poc Bam nenosoit naptaep. IlpencraBsTe ero ceoemy
ooccy

3aganue 3 CocTaBbTE CBOIO BUBUTHYIO KApTOUKY
3aganue 4 BolyuuTe u pas3birpaite quanor
Arranging an Appointment Over the Phone

- Northern Flavour Ltd. Good morning.

- Morning. This is Martin Ross of International Express in Zurich. 1 am trying to get hold of
Mr.Tomlin. Could you connect me with him, please?

- Just a second...Sorry, caller, but there's no reply. I'll see if he is in his office. Your name was?

- It's Martin Ross, R-O-S-S. We met at Berlin trade fair.

- Right...I'll try to catch him on the pager.

- Tomlin speaking.

- Hallo, Martin Ross here, You asked me to call you when | was back home.

- Oh, Martin, good to hear from you. You must be phoning about our equipment.

- Exactly. The thing is I'll be in Copenhagen next week. | wonder if we could meet & ...

- Oh yes. We remember your enquiry.

- Is it OK if I come to your place during my visit?

- Sure. Is the beginning of next week convenient for you?

- Well yes. I'm arriving on Monday, that's the 9th of June. Tuesday will be all right, I think. What
time would you prefer? Shall we say at 11.30?

- Let me see... Afraid I'm engaged till afternoon. How about 14.30?

- That suits me perfectly.

- & Martin, I don't think you know how to get to our offices, do you? Shall I pick you up at
about a quarter past two? & I'll show you round our works & we can work out the terms of our
contract then.

- Oh, that would be great. I'll be staying at Continental Star Hotel.

- That's fixed then. Have a nice week-end.

- Thanks, you too, Harry. Good-bye.

CamocrosiTesbHasg padora (BHeayauTopHas) 1.6.2

1 IIpounTaiite n nepesenute nucbmo. Haliinte aHrMiiCKUe SKBUBAJICHTHI CIEAYIOLUINX CIOB U
BBIPAKCHU I

- ecniu 661 Bbl cMormu npucnats oOpaser

- IUPEKTOP M0 3aKyIKaM, CHaOKeHell

- YKQKUTE KaKue CKUAKU BBl MOKeTe IIpeA0CTaBUTh Ha ONTOBYIO 3aKYIIKY

- IIepeJl TeM, KaK IPUHATDH PelIeHUe O pa3MEeIlleHNH 3aKa3a B OOJIBIIOM KOJMYECTBE

2 HamummTe nucbMo BallleMy JI€JI0BOMY MapTHEPY Ha JII00YIO MPEICTaBICHHYIO TEMaTHKY

a) distributing literature d) order
b) asking for price concession e) cancellation of order
c) offer
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Letter to a foreign partner

Lux del Sol, Ltd

heading, sender's address 2
11 Caballero de Gracia

08003 Barcelona, spain
Tel: 34 3 597 97 00
Fax: 34 3 596 73 22

wianka, agpec ornpasurens

date (but could be after
reciever’s address)

7 July 1997

nara, (MOXHO NpocTaBuTL
nocne agpeca nonyyarens )

Antony Benson
reciever's name & address Sales Manager
uMs 1 appec nonyyarens Alabama Computers, Inc
27 Gate Road,
Mobile 17G Alabama
USA

inside address
BHYTPEHHWUI agpec

Dear Mr. Benson,

Request for a Sample subject

nosoA nNucbma

Thank you very much for the catalogue you send us. The
information it contained was quite interesting for us.

bogy of letter Before making a decision of placing an order for a

SSROT LIS quantity we would be grateful if you could arrange for a
sample to be sent to us as soon as possible.
Please state what discount you allow for quantities.

complimentary close

Yours sincerely, 3aKniounTensHas gpasa

signature
noanuce

Marcel Rod riguez name & title of sender

H UMA U JOMKHOCTL
Director - Procurement ompasuTens

enclosure

npAnOXesHe encl.: technical requirements

P.S.:
Mexy agpecoM MoTydaTtelsi U IPUBETCTBHEM MOXKET ObITh ykazaHno Attn.:, Attention:, c/o:
(care Of) B ToM ciyuae, eciii OTIIPABUTENb HE3HAKOM C MOJTydaTesieM JTHYHO, €.7.: ¢/0!

Mr.Brickwood nnu He 3Haer ero um Hu Attn.: Export Manager. B atom ciiyuae obparmaroTes:
Dear Sir(s), Madam.

Tema 1.7 IxoHOMHUKA

CamocrosiTesqibHasi padora (BHeayauTopHas) 1.7.1

1. IlepeBecTr Ha pyCCKUH S3bIK

1. To train highly qualified managers is extremely important for the development of economy.
1. To study this phenomenon requires much knowledge 2. The economist must know the conditions
under which the demand for an item grows. 3. They hope to be sent to the conference. 4. The manager
was asked to tell about price policy in his company. 5. In order to avoid the tax people will take more
of their business across the state line. 6. This problem is too complex to be solved by students. 7. The
process to be analysed in this article is known as deflation. 8. A famous economist and philosopher
Adam Smith was the first to describe the mechanism of self-regulation in economy. 9. The laboratory
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assistant will be the last to leave the classroom. 10. The problem to find a more economical way of
production is to be solved soon.

2. [lepeBecTy Ha PYCCKUU S3BIK

1. A society's standard of living is one way to evaluate an economic system. 2. One of the main
purposes is to understand how economies work, and what the relations between the main economic
players and institutions are. 3. Each produces the amount of meat, bread, and candlesticks he judges to
be correct. 4. His work gave generations of economists plenty to think about and expand upon. 5.
Keynes's theories mainly involve people's propensity to spend or to save their additional money as
their incomes rise. 6. Marketing specialists do studies and take surveys to find out what goods and
services people need or want to buy. 7. Then goods and services are produced to meet those needs and
desires. 8. Products are designed to include qualities such as colors, models, styles, and features — that
the business expects to be most appealing to consumers. 9. The price must be low enough to attract
buyers. 10. However, it must be high enough to generate a profit and cover the costs and expenses that
the business has in producing, distributing, and selling the product.

3. IlepeBecTr HA PyCCKUU S3BIK

1. We cannot believe him to have robbed the bank. 2. He hated her to wake him up every
morning. 3. They reported the train to have arrived. 4. She wanted the house to be let as soon as
possible. 5. Susan ordered the tea to be brought. 6. I would not allow my cottage to be sold. 7. | cannot
make you obey. 8. She saw a little girl approach the house. 9. | am sorry. I did not notice you enter the
room. 10. Let her say whatever she wants to.

6. HpOQHTaﬁTe TCKCT U 3aIIOJTHUTC Taﬁnnuy, B 3aBUCHUMOCTHU OT paSJ'II/I‘lHBIX KpI/ITepI/Iﬁ
2 Economics 3 Economics

2 IS STHT

The field of economics may be divided in several different ways, most popularly
microeconomics (at the level of individual choices) versus macroeconomics (aggregate results). Today
there is a view that good macroeconomics has solid microeconomic foundations. In other words, its
theories should have evidential support in microeconomics. A few authors (for example, Kurt Dopfer
and Stuart Holland) also argue that 'mesoeconomics', which considers the intermediate level of
economic organization such as markets and other institutional arrangements, should be considered a
third branch of economic study. Theories developed as a part of economic theory have also been
applied in other fields such as criminal behavior, scientific research, death, politics, health, education,
family, dating, etc. This is allowed because economics is fundamentally about human decision-
making. One of the main purposes is to understand how economies work, and what are the relations
between the main economic players and institutions. Economics can also be divided into numerous sub
disciplines that do not always fit neatly into the macro-micro categorization. These sub disciplines
include: international economics, development economics, industrial organization, public finance,
economic psychology, economic sociology, institutional economics and economic geography. Another
division of the subject distinguishes positive (descriptive) economics, which seeks to predict and
explain economic phenomena, from normative economics, which orders choices and actions by some
criterion.

CamocrosiTesibHas padora (BHeayauTopHas) 1.7.2
Texcr 3apanus: OnUIIUTEe SKOHOMHKY JHO00N CTpaHbl MUPA, UCIIONIb3Yys ayTEHTUYHbIE CTaTbU
B (hopme mokiana

Tema 1.8. MeHneaxmMeHT

CamocrositeibHas padora (BHeayauTopHasn) 1.8
18



[IpounTaiitTe, nepeBeAUTE TEKCT U COCTABBTE €T0 IUIaH
MANAGEMENT FUNCTIONS

Management plays a vital role in any business or organized activity. Management is composed
of a team of managers who have charge of the organization at all levels. Their duties include making
sure company objectives are met and seeing that the business operates efficiently. Regardless of the
specific job, most managers perform four basic functions. These management functions are planning,
organizing, directing, and controlling.

Planning involves determining overall company objectives and deciding how these goals can
best be achieved. Managers evaluate alternative plans before choosing a specific course of action and
then check to see that the chosen plan fits into the objectives established at higher organizational
levels.

Planning is listed as the first management function because the others depend on it. However,
even as managers move on to perform other managerial functions, planning continues as goals and
alternatives are further evaluated and revised.

Organizing, the second management function, is the process of putting the plan into action.
This involves allocating resources, especially human resources, so that the overall objectives can be
attained. In this phase managers decide on the positions to be create choosing the right person for the
right job, may also be included as part of the organizing function.

Third is the day-to-day direction and supervision of employees. In directing, managers guide,
teach, and motivate workers so that they reach their potential abilities and at the same time achieve the
company coals that were established in the planning process. Effective direction, or supervision, by
managers requires ongoing communication with employees.

In the last management function, controlling, managers evaluate how well company objectives
are being met. In order to complete this evaluation, managers must look at the objectives established in
the planning phase and at how well the tasks assigned in the directing phase are being completed. If
major problems exist and goals are not being achieved, then changes need to be made in the company's
organizational or managerial structure. In making changes managers might have to go back and replan,
reorganize, and redirect.

In order to adequately and efficiently perform these management functions, managers need
interpersonal, organizational, and technical skills. Although all four functions are managerial duties,
the importance of each may vary depending on the situation. Effective managers meet the objectives of
the company through a successful combination of planning, organizing, directing, and controlling.\

Tema 1.9. Byxrajirepckuii yyer.

CamocrosiTesbHast padora (BHeayauTopHas) 1.9.1
BASIC CONCEPTS OF ACCOUNTING
[TpoutuTe TEKCT 0 OYXranTepcKuX JOKYMEHTAX U BBIOJHHUTE 33JaHUs TIOCIIE TEKCTA.

The basic concepts of accounting as we understand them today were first published in Italy in
1494 by Luca Pacioli® (1445 - 1517). He described them in a section of his book on applied
mathematics. Pacioli was a Franciscan monk whose life and work was dedicated to the glory of God.

Accounting is the process of measuring and recording the financial value of the assets and
liabilities of a business and monitoring these values as they change with the passage of time.
Accounting records are kept for individual persons or legal entities - a company or a non-profit
organization (for example, a church, a club, etc.).

The assets of a business are those things that belong to the business and can be sold in
exchange for money. Assets may include land, buildings, vehicles, stock, equipment, precious metals,
bank accounts with positive balances and money owed to the business by its debtors. Accounting was
always an attempt to record a relevant capital assets or production capacity.
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The liabilitie of a business are things that will require payment of money in the future: unpaid
bills, unpaid taxes, unpaid wages, overdrawn bank accounts and money due to creditors.

The equity is defined as the own capital of a business: the assets minus the liabilities. The
equity is the amount of money that would be released if the business was wound up.

Assets, liabilities and equity are financial indicators to describe financial condition of a
company. They are included in the balance sheet. The balance sheet is a financial statement of the
assets, liabilities and equity of a business as they exist at a particular point in time.

The income of a business is the sum of those things that increase the value of the assets.
Examples include revenue from the sale of goods, supplied equipment or rendered services, rent or
investment by the owners.

The expenses of a business are those things that reduce the value of the assets: cost of raw
materials, paid rent or interest, electricity and telephone bills, wages, taxes, dividends, depreciation
and donations to charity. The financial statement that is used to present this information is known as
the Profit and Loss Statement (or income statement).

1. OTBeThTE HA BONPOCHI 110 TEKCTY.

Who invented the basic concepts of modern accounting?
Whom are accounting records kept for?

What does the assets mean?

What are the liabilities of a business?

What is the equity?

What is a balance sheet?

What is the income of a business?

What are the expenses of a business?

What is the income statement?

©CoNoOR~wWNE

[TpoutHTe TEKCT O OYXTanTepCKUX JOKYMEHTaX U BBIOJIHUTE 3aJJaHUsl TI0CTIE TEKCTa.

ACCOUNTS AND BALANCE SHEETS

From the Trial Balance, prepared by the bookkeeper, the accountant creates a Profit and
Loss Statement and Balance Sheet.

A Profit and Loss Statement or a Profit and Loss Account, shows the income or
loss of the company for the period. The Profit and Loss Statement is made only on the basis of
those accounts of the Ledger which affect the profit and loss of the company. The Profit and Loss
Statement may contain the following items:

+ Sales * Interest paid « Dividends

+ Trading profit * Profit before tax * Profit retained
 Depreciation » Tax « Earnings per share
 Rent received * Profit after tax

The other accounts of the Ledger which reflect the assets, liabilities and capital of the
firm, make up a Balance Sheet. This shows the net worth or book value of the company.
3agaHug:
1. laiiTe pyccKue 3KBUBAJIEHThl TEPMUHAM:
Profit and loss statement, balance, balance sheet, trading profit, rent received,
interest paid, profit before tax, profit retained, accounts receivable.

2. CymmupyiiTe, 4TO TOBOPUTCS B TEKCTE O:
Profit and loss statements, balance sheets.

3. 3anoaHUTE NMPONYCKH CIOBAMU U3 TEKCTA:
A profit and Loss Statement ... the income or loss of the company for the period.
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The accountant ... a Profit and Loss Statement and Balance sheet.
The Profit and Loss Statement is ... only on the basis of those accounts of
the Ledger which affect the profit and loss of the company.

CamocrosiTesibHas pabora (BHeayauTopHas) 1.9.2
Bapuanr 1

1 Boibepere oTBET NOAXOAIIMM 110 CMBICITY

1. Advertising is a kind of public announcement which describes the benefits of
using a product or service. We can use advertising to increase the sales of our
product or service. We expect to find advertising

a. at school. b. in the factory. c. on the land. d. on TV and radio.

2. There is an expression, "It takes money to make money." We know that capital
can be used to make something of value. Therefore, capital can refer to

a. a basic factor. b. money. c. raw materials. d. bankruptcy.

3. A creditor is a person to whom the business owes money. Which of the
following is most likely to be a creditor?

a. an entrepreneur b. an employee. c. a banker. d. a factor.

4. Labor changes raw materials into finished goods. Paper is an example of a
finished good. The raw material would be

a. physical work. b. wood. ¢ finished products. d. land.

5. Distribution means getting the products from the factory to the store where
customers buy them. Which of the following companies would probably be
involved in distribution?

a. a bank. b. a transportation c. a supermarket. d. a factory, company.

2. IIpounTaiite MpenIoKEHUE U IEPEBENANUTE

1. His ability to borrow capital is determined by his personal wealth because his
personal wealth serves as collateral to guarantee the loan.

2. He is entitled to keep all the profits of the business.

3. His personal property can be used to settle the debts. (Hint: What does a
person do about his debts?)

4. He appreciates his freedom to make business decisions.

5. He bears the responsibility (is responsible for) his business decisions.

3 Bribepere cioBO MOAXOAAIIEE IO CMBICITY

1. The sole proprietor is liable for all the debts of his enterprise. He owns all the
assets, but he owes all the liabilities.

a. inventory b. proprietorship c capital d. debts

2. is personal assets can be used to settle the debts.

a. wealth b. capital ¢ freedom d. inventory

3. When the sole proprietor stops doing business, he simply sells his inventory
and equipment.

a. labor b. machines for making c debts d. profits goods

4. He has freedom to make his own decisions, but he bears sole responsibility for
errors when he makes a wrong choice.

a. profits b. loses c. takes all the blame d. does not have freedom

5. A partnership doesn’t have some of the disadvantages of a sole proprietorship,
but it shares some similarities.

a. benefits b. problems c. agreements d. associations
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4 CorocTaBbTe CJI0BO U ONPEACIICHUE

1. initiate a. something which must
be paid

2. profit b . having new products
and ideas

3. labor c . begin new business
activity

4. business d . person who directs the
business

5. innovative e . land

6. entrepreneur f . what workers provide

7. raw materials g a business activity

8. venture h money the entrepreneur
receives

9. loss i money which buys
machines and tools

10. capital j products

11. goods k things which business
provides in addition to goods

12. services | describes a company
with not enough money and too
many debts

13. bankrupt m the result of expenses
being more than sales

14. company n the activity of
producing goods

15. debt 0 a business

Bapuant 2

1 BeiOepere OTBET MOAXOIAMIUI 110 CMBICTY

1. An employee is a person who works for a company and receives payment for his work.
Which factor does the employee supply?

a. land. b. labor. c capital. d. innovation.

2. Large companies require more capital than a single entrepreneur could supply.

The ownership of the company is therefore divided into shares of stock. In order

to raise capital, a company might

a. risk its future. b. bring together c sell stock. d. produce goods, land

and labor

3. Value is the quality that makes a thing wanted or worth having. Value is probably

a. skill. b. capital. c price. d. profit.

4. Businesses provide both goods and services. Examples of goods are physical

products which customers purchase to take home. An example of a service business would be

a. an oil company b. a store. ¢ a bank. d. a factory.

5. The owner of a business takes a risk. He hopes that his business will be

successful and that he will make a profit, but there is a chance that he may

a. manage and b. offer new services ¢ make a profit, direct activities. d. suffer a loss, and
products.

2. IIpounTaiiTe NpeyI0KEHNUE U NTEPEBEINTE
1. A sole proprietorship is a business owned and operated by one person.
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2. The business operator must comply with the legal regulations. (Hint: What do you do with
regulations? You either obey them or break them.)

3. The sole proprietor purchases the goods and equipment. The sole proprietor owns all the
assets. (Hint: After he purchases, he owns.)

4. When he terminates his business, he simply sells the inventory and equipment.

(Hint: Contrast this sentence with No. 3.)

5. If he is successful, he takes a lot of personal satisfaction in his enterprise. If he

is unsuccessful, he might decide to close up shop.

3 Bribepere ci10BO MOAXOASAIIEE 10 CMBICITY

1. The different forms of organization are taxed differently on their profits. They

also have different legal obligations with regard to their debts in the event of bankruptcy.

a. case b. aspect ¢ cost d. failure

2. The articles of co-partnership explain how the partnership is started and how it should be
dissolved.

a. initiated b. sold ¢ ended d. regulated

3. In addition to the benefits of running a sole proprietorship, there are also some

unfavorable aspects.

a. profits b. disadvantages c. assets d. satisfaction

4. His responsibility for debt can be greater than his investment in the business.

a. partnership b. assets c. profits d. capital

5. If the owner of a partnership wished to stop doing business, both managers

would have to agree on how to dissolve the partnership.

a. partners b. corporations c. shops d. profits

4 CormocTraBbTe CIIOBO U OIIPCACIICHUC

1. initiate a. something which must
be paid

2. profit b . having new products
and ideas

3. labor ¢ . begin new business
activity

4. business d . person who directs the
business

5. innovative e . land

6. entrepreneur f . what workers provide

7. raw materials g a business activity

8. venture h money the entrepreneur
receives

9. loss i money which buys
machines and tools

10. capital j products

11. goods k things which business
provides in addition to goods

12. services | describes a company
with not enough money and too
many debts

13. bankrupt m the result of expenses
being more than sales

14. company n the activity of
producing goods
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15. debt 0 a business
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5. METOAUMYECKHE PEKOMEHJIALMHU IO BBIITIOJIHEHUIO
CAMOCTOSTEJBHOM PABOTHI

1. MeToanyeckue peKOMEHIANNH MO CO3IAHUIO NPe3eHTAUMN

1. Kpatkas xapakTepucTrka npe3eHTaluu

[IpesenTanmss — 310 HAOOp ciaiiAoB (CTpaHuIl), OPOPMIIEHHBIX B COOTBETCTBHUU C KaKHM-TO
npuHATEIM ~ cTuieM. [locienoBarenbHOCTh [MOKa3a CHAWOB  MOXET MEHSATbCS B IMPOIECcCce
JEMOHCTpAIMK Mpe3eHTanuu. [Ipe3enTanus He 1oKHaA ObITh MeHbIe 10 crnaioB.

Kaxxnpiii cnaiig MOXeET BKJIFOYATh B ce0:

- paznmuuyHbie (QOpPMBI TpEACTaBIeHUs HWHPOpMANMKH (TEKCT, TaOMUIBI, IUATPAMMBI,
n300pakeHus, 3BYK, BHJICO).

-aHMMAaLIMIO TTOSIBJIEHNSI OOBEKTOB Ha CJIaiiie 1 aHUMAaLMIO CMEHBI CIIalI0B.

TUTYNbHBIA CHAM JONMKEH COJep)KaTh HA3BaHHME TEMbI, Ha3BaHUE Y4EOHOrO 3aBEICHUS,
(dbamunmsi, UMs aBTOpa NPE3CHTANNH, ydeOHas rpynna, (paMuius, iMsi, OTIECTBO MPEIO1aBaTEIsI.

Ha BTOpOM cnaﬁne MOJKET OBITH MpEACTABJICH IIaH IMPE3CHTAllMW, OCHOBHBIC pa3acCiibl HJIN
BOIIPOCHI, KOTOPLIC 6y,HYT PaCcCMOTPCHBI.

CrapaiiTech MPUACPKUBATHCS NMPUHIINIIA: OJWH CIaia-0/IHAa MBICIb. Y OeIUTEIbHBIMU OBIBAIOT
MPE3EHTAIIMH, KOTJ]a Ha OJTHOM CJIali]1€ JAeTCsl TE3UChl HECKOJIBKO €ro T0Ka3aTelIbCTB.

BI)IBOIH)I BCeraa QOJI’KHBI OBITh JaHbl TAKOHWYHO Ha OTACIIbHOM Cﬂaﬁﬂe.

OOBEKTHI Ha ClaiIax MOTYT Cpa3y MPUCYTCTBOBATH Ha Cllali/laX, a MOTYT BO3HUKATh HA HUX B
HY)KHBIII MOMEHT TO JKETaHWIO JIOKJIaJ4uKa, YTO YCHJIMBAET HArJsSAHOCTH JOKIaJa U IMPHUBJIEKAeT
BHUMAaHUE ayJIMTOPUH UMEHHO K TOMY OOBEKTY UJIH TEKCTY, O KOTOPBIX B JIAaHHBIH MOMEHT UJCT Peyb.

[Tocneauumu ciaiiiaMu pe3eHTaluy JOHKHBI ObITh TIIOCCApU U CIIHCOK JTUTEPATYPHI.

2. DTanbl cO3AaHUs PE3eHTALNH.

[InanupoBaHue Npe3eHTaUN:

- OIIpEJIETICHUE LIENEn

- U3yYEHHE ayAUTOPUHU

- (hopMuUpOBaHME CTPYKTYPHI U JIOTUKH MOJJa4u MaTepuania

Pa3paboTka npe3eHTanuu

- BEpTUKAJIbHAA U TOPU3OHTAJIbHAA JIOTHUKA

- coJiep>KaHKe U COOTHOIICHHE TeKCTOBOU U rpaduyeckoil nHpopManuu
- 3aII0JIHCHHE CIIaiI0B MH(pOpMaITreit

- HACTpOIKa aHUMAaIU1

Penerunus npesentanuu

[Tepen mpe3eHTanmet 00s13aTeILHO HY)KHO TTPOBECTH peneTuiinio. Ha Hell MOXHO TOHSTH, T/e
BO3HUKHYT TPYAHOCTH, MOYYBCTBOBATh PEAbHBIA XPOHOMETPAXK MPE3CHTALMH, a TaKXKe HCHPABUTH
3aMEYCHHBIC TT0 X0y OIIHOKH.

3. UTo Ha/to yUUTHIBATh, pa3padaTeIBasi MPEe3eHTAINHN?
1. ITopsiiox BbIBO/Ia OOBEKTOB Ha SKPaH CIIETYIOIHIA:
- 3aT'0JIOBOK CJIaiaa

- OCHOBHast HH(pOpMAIHS
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- IONIOJTHUTENbHAA (TIOSCHSIOIIAs, MIUTIOCTPUPYIOIIAs, HAaBUTallHOHHAasT) MHpOpMaIus

2. OcHOBHOW MaTepuall HEOOXOAWMO BBIAEIHTH, YTOOBI OH HEPBBIM Opocalicsi B TJla3a IpH
JEeMOHCTpallMKl  claiiia. BblgeneHue MOKHO — OCYIIECTBUTh — pa3MepoM  OOBEKTa, LBETOM,
crnetdddexTamMu, TOPSAKOM MOSBICHUS Ha SKpPaHE.

3. JlomoMHUTENBbHBIA MaTepuai MpeaHasHaueH JUIsd NOJYepPKUBAHUS OCHOBHOM MBICTH Cilaija.
B kadecTBe 10MOMHUTENBHON HHPOPMALIUN MOXKET BBICTYIATh rpaduka.

4, Baxno yumtbiBath, uTo HEJIB3 Ha cnmaiimax nmucate BCE, 4To moKiIaguvK IIaHUPYET
cka3aTbh. Ha ciaiinpl JOJDKHEI IOIACTh TOJIBKO CaMbI€ Ba)KHBIE TE3UCHI, CaMble HEOOXOINMBIE TaHHEIE,
a TakkKe, XKeIaTelbHO, TrpaduyecKUuid MaTepuall: WUIIOCTpanuu, ¢oTorpaduud BcCeraa JIydiie
BOCIIPUHUMAIOTCS Ay TUTOPUECH.

5. Marepuan Ha cnaiine JOKEH ObITh PACHOJIOXKEH MAaKCHMaJbHO PaBHOMEPHO IO BCEH
IUTIOIIAH, HE OCTABIIAS KPYIHBIX MYCTBIX IPOCTPAHCTB.

6. TekcT, pa3MelIeHHbIN Ha ciaiiie, J0JKeH ObITh XOPOIIO BUICH U y1000UYHTaeM.

7. HEJIb34 ucnonbs3oBath Ha ciaije HeCKoJbKo mpudToB. ONTUMATBHO MCIOJIB30BAThH IS
CMBICJIOBOTO BBIJICJICHHS pa3HbIC HAYEPTAHUS OJTHOTO IIpUQTa.

8. Ilpu HacTpolike aHUMAIUH ]ISl TIOPSIKA MOSBICHUS OOBEKTOB HA CJIalJIe HAI0 NOMHHTb,
yTO JMI000# crnermdddeKkT nomkeH ObITh 00ocHOBaH. [lepeHachimenue crnerdddeKkTaMu OTBICKAET U
BBI3BIBACT pa3paKeHHE.

9. I[J'ISI HEJIOCTHOCTHU BOCHPUATHA NMPE3CHTALUA BBIIIOJIHACTCA B CAWMHOM CTHIIC. OTO MOXKET
OBITH WIIH e,I[PIHI:Iﬁ (I)OH, WU KaKoH-Tu00 HOBTOpHI-OH.IPIfICH Ha KaXXKI0M CJ'I&IZI[C 9JICMCHT.

10. Ha mpe3eHTanuo MoKeT ObITh HAJIOKEH 3BYK. 3BYKOBasl CXeéMa IpPEe3eHTallud UMEEeT TpU
YPOBHS:

- HU3IIMHA YpOBEHb-3BYK, CONPOBOXKIAIOIINI crield(eKThl, NOsSBICHHE 00BEKTOB Ha SKpaHe,
MpeHa3HayeH JUIsl IPUBJICUEHUS] BHUMAHUS K TOSABIISIOMUMCS O0OBEKTaM.

- BTOPOW ypOBEHb 3BYKOB-ayAuO (pailibl, MpUcOeAnHsAeMble K ciaiiny. /laHHbIM TUn 3BYKOB
MOJKET CIIY’)KUTh KOMMEHTAPUEM K COAEP)KMMOMY ClIaiiJla U 3aMEHSATh TEKCT, OCTaBJsis OoJblle MecTa
11 Tpaduueckoi HHPOpPMAaLIUK.

- TPETUH YPOBEHBb-3BYK, BCTABIIIEMBIN B IIPE3CHTALMIO, PACIIPOCTPAHSIEMBIN HA BECh IIPOLIECC
JEMOHCTPALIMH.

Kpurepun oneHkH npe3eHTanuu

-COOTBETCTBUE COJIEPKAHUIO TEME;
-TpaBUJIbHAS CTPYKTYPUPOBAHHOCTH HH(OPMAITHH;

-HaJTM4Ke JOTUYECKON CBS3H U3JI0KEHHON HH(OpMaIny;

-3CTETUYHOCTH O(POPMIICHHS, €r0 COOTBETCTBUE TPEOOBAHUSIM.

Orenka «5» craButcs ipu 85 % COOTBETCTBHS TpeOOBaHUAM O(POPMIICHHUS MTPE3CHTAIIHH.
Onenka «4» -70%-85%

Omenka «3» -50%-70%

Ounenka «2» - menee 50 %

2. MeTtoanueckue PEKOMEHIAIUHA MO COCTABJICHHIO IHUAJI0TA
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Llenv: 3HaTh MPOPECCHOHATBHYIO JEKCHKY, (POPMHUPOBATh YMEHHE y CTYIEHTOB paboTarh C
pa3HBIMH HCTOYHHKAMH M HMHTEPHET pecypcaMH, BBIICNIATh TIJIABHYIO HWH(OPMAIHIO, YMETh
apryMEHTHPOBATh COOCTBEHHYIO TOUKY 3PCHHUS.

Pabora nmomkHa OBITH BBINOJHEHA MO IUIAHY M BKIIOYATh BCTYIUICHHE, OCHOBHYIO MBICHb,
3aKJIIOUCHHUE.

3agaHue: TOATOTOBHTH JHAJOr Ha 33JaHHYI0 TEMY B COOTBETCTBHM C OCHOBHBIMH
TpeOOBAHUSAMH K YCTHOMY COOOIICHHUIO.

KpuTepuu olleHKH 10 COCTABJIEHUIO THAJIOTOB

BBICOKYIO MOIOKUTENBHYIO OLICHKY «5» cmyoeHm TOIy4aeT, eCIH:

* JOCTAaTOYHO ITOJIHO ¥ KOHCTPYKTHBHO U3J1araeT COOTBETCTBYIOIYIO TEMY;

* JIaeT MpaBUIbHBIC POPMYIUPOBKH, TOYHBIE OTPEICICHNUS, IIOHATHS TEPMUHOB;

* IPaMOTHO OTBEYAET HA JIOTIOJHHUTEILHBIC BOIPOCH IPETIO1aBATE

[TonOXUTENBHYIO OLIEHKY «4» CTYJIEHT NOJIy4aeT, CCIH:

* ©CIIM NIPH M3JIOKCHWU OBUIM JOMYyLICHHI 1-2 He3HaYMTENbHBIC OIIMOKH, KOTOPHIE CTYJCHT
UCTIPABIISIET TIOCIIE 3aMeYaHusl IPENoIaBaTes;

* IPaBWJIBHO OTBEYACT Ha JOMOJIHUTEIbHBIE BOIIPOCHI MTPENOIaBaTeNs

* M3JIaraeT BBHIOJHEHHE 33/1aHUSI HEIOCTATOYHO JIOTHYHO U TIOCIIEI0BATENBHO;

* 3aTpyIHSETCS NPH OTBETAaX Ha BOIPOCHI MIPENO/aBaTels.

¢ HenomHo M37105KE€HO 3aaHNE;

Y 10BIIETBOPUTEIBHYIO OLIEHKY «3)» CTYICHT IOJIyYaeT, eCIIu:

* IIPH U3JI0KEHHUU OBUIN JIOMYIIEHBI 3HAYUTEIbHBIC OITNOKH

* HEBEpHO OTBEYAET Ha JOTIOJHUTEIBHBIEC BOIIPOCHI MTPENO/IaBaTeNs

3. MeTtoanyeckue peKOMeHAAIUH MO MOAT0OTOBKe HHPOPMAITHOHHOTO
JIUCTKA(COOOIeHUsT)

DTO BUJI BHEAYAUTOPHON CAaMOCTOSATEIHLHON paOOTHI IO OATOTOBKE HEOOJBIIIOTO MO 00bEMY
YCTHOTO COOOIIEHUS TSl O3BYYMBAHUS HA MPAKTUYECKOM 3aHITHH.

Coobmaemast nHGOpMAIIMS HOCUT XapaKTep YTOUHEHUS WK 00001eHN s, HECET HOBU3HY,
OTpa)kaeT COBPEMEHHBII B3TIIS] MO OMPeAeNIEHHBIM MTPOOIeMaM.

Coo011eHne OTIM4aeTcs OT AOKJIAI0B U pedepaToB HE TOIBKO 00bEMOM MH(MOpPMAIUH, HO U €€
XapaKkTepoM — COOOIICHHSI TOTIOTHSIOT U3y4aeMblil BOMPOC (aKTUYECKUMU WU CTATUCTUYECKUMU
Mmatepuanamu. OpopmirsieTcs 3a1aHie MTUCHbMEHHO, OHO MOXKET BKJIFOUATh 3JIEMEHTHI HArJISITHOCTH
(MIUTFOCTpAlK, IEMOHCTPAIHIO).

PernameHT BpeMeHM Ha 03ByYMBaHUE COOOIIEHUS — 10 5 MUH.

3arpaThl BpeMEHH Ha IOJITOTOBKY COOOIICHHSI 3aBUCAT OT TPYIHOCTH cOopa HHPOpMAIUH,
CIIO’)KHOCTH MaTepuaia 1o TeMe, HHINBUAYATbHBIX OCOOCHHOCTEH CTY/IEHTa U OTIPENEISIOTCS
npemnoaBateneM. OpUeHTUPOBOYHOE BpeMsl Ha TIOJATrOTOBKY HH(OpMAIIMOHHOTO coolrienus — 0.54.

JlomoHUTENBHBIE 3a/JaHHs TAKOTO POJIa MOTYT TUIAHUPOBATHCS 3apaHee M BHOCHTHCS B KapTy
CaMOCTOSITENTLHOM pabOTHI B HaYalle M3y4eHUs JUCIUILTUHEL. JlelicTBUS CTyIeHTa:

® coOpaTh ¥ U3YUYHTH JIUTEPATYPY TIO TEME;

® COCTaBUTH IUIaH WA TPaMMaTHYECKYIO CTPYKTYPY COOOIIEHUS; ® BBIICTUTH OCHOBHBIE
IOHATHS U cJioBa; 11

® BBECTH B TEKCT JIONIOJHHUTEIBHEIEC JAHHBIE, XapaKTePU3YIONe 00BEKT H3YICHUS;

¢ 0(hOopMHTH TEKCT MTUCHMEHHO;

® C/IaTh Ha KOHTPOJIIb MPETOIaBaTENI0 M O3BYYUTh B YCTAHOBIEHHBIN CPOK.

Kpurepun onenku:

® aKTyaJbHOCTh TEMBIL;

® COOTBETCTBHE COJICPKAHUS TEME;

e r1yOuHa MpopabdOTKKU MaTepHaa;

® 'PaMOTHOCTb U MOJIHOTA UCIIOJIb30BAaHMUS JIEKCUKO-TPAMMATUYECKOTO MaTepuaa;
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® HAJINYHUEC SJICMCHTOB HarjaIsaJHOCTH.
4. MeTounquRne PE€KOMEHIAIUHU MO BHINIOJJHCHUI0 I'PAMMATHYCCKUX ynpamnennifl

AHIJIMACKHI SI3BIK — 3TO SI3BIK TBEPAOr0 MOPSIAKA CJIOB B NPEIJIOKEHHH, T.C. KaKIbIi
YlieH MPEIIOKEHNUs UMeeT CBOE ompenenénHoe mecro. The boy caught the fish (Manpunk moiiman
pbiOy). Ecim mpou3BecT mepecTaHOBKY IMOJUICKALICTO W JONOJIHEHHS, TO OYAET MCKAXEH CMBICI
npemtoskenus. The fish caught the boy (pei6a moiimana mansurka). IIpu mepeBoje mpemIoKeHHN C
PYCCKOTO sI3bIKa Ha QHTIIMICKHUN, IOMHUTE M COOJIIOJAlTe ATO MpaBHiIO (IIOUIeKallee, CKa3yeMoe,
JIOTIOJIHEHHE, OOCTOATEILCTBO).

VYipaxHeHus 3aKpeIUIsaioT MPaBuWila TPaMMAaTUKK, 3HAKOMST C HOBOM JICKCUKOM, a HEKOTOPBIE
yIpakHEHUs 00JIaAar0T MO3HABATEIBHOM IEHHOCTHIO. [IprcTyIas K BBIIOJIHEHUIO JTFOO0TO 3aIaHusI 110
rpaMMaTuKe, MePeBeINTe MPEI0KCHUS Ha PYCCKUH SI3BIK.

[Ipy BBHIOJHEHUHW YIPAKHEHUH Ha OIpeNeicHue BHAOBPEMEHHBbIX (OpM Ijiarosa, mpexie
BCEr0, HAWIWTE B MPEMJIOKCHUH CHTHAIBHOE CIIOBO, KOTOPOE TOMOXET BaM OIPEICIUTh BpeMsl
rinaroia. KaxaoMy BpeMeHH COOTBETCTBYIOT ONpeACiEHHbIC Hapeuws, Hampumep Present Simple
COOTBETCTBYIOT Clieaylolue Hapeuus: every day (month, year, week) often, seldom, always, usually,
never, as a rule, sometimes. Past Simple — ago, yesterday, last, the other day u t.n. Eciu B
MPE/UTOKEHUH HET CHUTHAJIBLHOTO CIIOBA, TO B COJCPIKAHUHU IMPEIIOKEHUS MOXKET OBITh CUTYyaTHBHOE
ykasaHue Ha Bpems riaroja. Look! Julia is writing a letter to her friend. Ta6muma Bcex
BHJIOBPEMEHHBIX (OPM TJIarojia MOMOXKET BaM BBINMOJIHUTHL 3amaHue. OOparuTe BHHUMaHHE Ha TO,
HY)KHA JI1 B JIAHHOM ciiy4ae (popMa aKTHBHOTO HJIU TTACCUBHOTO 3ajiora. [[ToMHUTE O TOM, YTO IJIaroJibl
JEJISITCSL Ha TIPaBUJIbHBIC ¥ HEIPABIIIBHBIC MO CIIOCO0Y 00pa30BaHus MPOIICAICTO BPEMEHH.

YroObl BBHIIOJHHUTH MOJICTAHOBOYHBIC YIIPAKHEHHS HA 3aKPEIUICHHUE MaTepHualia M BhIPaOOTKH
aBTOMATH3Ma B YIOTPEOJICHHMH TPaMMATHUECKHX CTPYKTYp, HM3YYHUTE COOTBETCTBYIOIIHME pa3Jelibl
rpaMMAaTHKH, BBIOJIHUTE 3aJaHHs, HEOIHOKPATHO BO3BpAIlATECh K IpaBUIIaM, KOPPEKTUPYS CBOU
3HaHus. [loMHHMTE 0 TOM, YTO TPAMMATHKA NMOCTPOEHA HA MOJEIAX, KOTOPbIE T0CTATOYHO JIETKO
3allOMHHUTH U IPUMEHSTH MPHU MOCTOSIHHOM MOBTOPEHUH.

5. MeToauueckue PEKOMEHIAUHA MO COCTABJICHUIO NCJTOBLIX ITUCEM, l'lpeTeH3I/1ﬁ

Crneuunduxka si3pIKa J1€710BOM cepbl 00ILIEHNS 3aKJII0YaETCs B TOM, UTO OHA MPECTABIISET
co00M TaKkKe M ONpeAeTICHHbIN MeTasI3bIK JaHHOM 007acTH MpeAMETHON AeATEIbHOCTH U 0071acTH
3HAHUS, OTIPECNICHHBIN Te3aypyC, PaCKPbIBAIOIIMI YHUBEPCAIbHOE U crieln(UYHOE B
NPEINPUHUMATENbCKON chepe aHTTIOA3BIYHOTO A3BIKOBOTO KOHTHHYYMa, TO3TOMY MTPABUIILHO
IIOCTPOEHHBIE CTPYKTYPBI AETOBOr0 OOIIEHUS J0JKHBI pacCMaTpUBATHCS HE TOJIBKO Kak MOKa3aTellb
OCBOEHHUS JAHHOTO pa3jiesa, HO U KaK BaKHbI KOMIIOHEHT S3bIKOBOI CITOCOOHOCTH BTOPHYHOM
SI3BIKOBOM JINYHOCTHU, OJJUH U3 MPUOPUTETHBIX KOMIIOHEHTOB YU€OHOU JESTEIbHOCTH B CHUCTEME
MOJIrOTOBKM OyayIero crnenuanucra. Takum o6pa3oM, OCHOBHBIM ITPEIMETOM JIAHHOTO paz/ernia
SBIIAETCS «J1e0Bas chepa 0OIIEeHUs» B YACTHOCTU COCTaBJICHHUE MMCbMEHHBIX JEJOBBIX U
COIIPOBOJIUTENBHBIX MTMCEM U TMpeTeH3uil. JlenoBoe olIieHne B MMCbMEHHOM (popme npeacTaBiser
co00i1 0COOBIN TUTT AUCKYpPCA, KaK 3JIEMEHT HallMOHAJIbHOM KYJIbTYpPbI, BKIIOYAIOIINMA B ce0s He
TOJIBKO CTIEU(HUECKUE FTEMEHTBI, HO U JIEMEHThI YHUBEpCAIbHbIE, XapaKTePU3YIOIIHe
KOMMYHHUKATHUBHYIO MOJIEJIb B L[EIOM.

O dexTrBHOE EMTOBOE MUCHMO HA AHTJIMHCKOM SI3bIKE OOBIYHO UMEET ONpeIeeHHbINH (hopmaT
U SI3BIK.

Jiis rpaMOTHOTO 0(hOPMIIEHUS IETOBBIX KIIMIIE HAa MUChME, CIeyeT OOpaTUTh BHUMAaHHS Ha
BapHaHTbI aHTJIMIICKOr0 U PYCCKOTO s3bIKa. Tabnuia JeMOHCTPUPYET IPUMEPHI JEIOBBIX KIIUIIIE,
HCIOJIb3YEMBIX IPU COCTABIECHUU JI€JIOBbBIX ITHCEM.

IIpuMepsl Aen0BBIX KIULIE C IEPEBOIOM
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IIpumep ne10BBIX KJIHMIIE HA
AHTJIMIICKOM

IlepeBoa 1es10BBIX KJIHIE HA PYCCKHI
A3BIK

Thank you for your letter of (date) asking
if........

We have received your letter of (date),
enclosing...............

We are writing to enquire about
We are interested in...

We would like to know...

In reply to your letter of (date)...
We would like to inform you...

We are sorry to have to remind you...

With reference to your letter...
Confirming...we are pleased now to...

Please accept our apologies/apology

for...
We very much regret to say that...
We are sorry for a delay...
We were sorry to receive your
complaint...

Cnacu60 3a muchbMo OT (Z1aTa), B
KOTOPOM BBl  CHPAITUBAETE ...

Mp1 nonyunnu Baie nuceMo ot (gata),
K KOTOPOMY BBI IIpHJIaracre. ..

Mg Bam niumeM, 94To0bl y3HATSH O...
MpbI 3aMHTEPECOBAHHI B. ..

Mpi OBl XOTEJH 3HATh. ... ..

B oTBeT Ha Baie nUCHMO OT.....

Mpi GBI XOTEJH Bac MPOUH()OPMHUPOBATH

HpOCTI/ITe 3a TO, 4YTO HAIIOMHMHAacM

Bam....
Cchlnasch Ha Balle MUCHEMO. ..........
[Tonreep:xnasi, Mbl pajbl.. ..
[Toxanyiicta, IpUMHUTE HAILIA U3BUHEHUS
3a.....
C 0OoJIBIINM COXKaJICHUEM MBI COO0IIIaeM,
4ToO...

MpbI coxaneeM 0 3aJIepHKKe. ...

C coxasleHreM MBI ITOJTYYWIIH Ballly
KAI00y

Jlto6oe nenoBoe MUCHMO HA aHTJIMHCKOM HaunHaeTcs ¢ ppasbl MoJ00HOM

DearMrBrown
DearJohn

- B KOHIIE ()pa3bl HET BOCKJIMIIATEIHHOTO 3HaKa. MOKHO HCIIOIB30BATh 3AISITYIO WIIA OMYCTUTh
3HAK MpenuHaHus Boood1e. B ToM min apyrom citydae no1o0HbIN CTUIIL ClIeAyeT COOII0IaTh U B

OKOHYaHHWHU ITMCbMa.

- 3amenutenu tuna ‘Hi, John!” BO3MOXHBI IpH IUTETbHONU He(hOpMaIbHON MEpEnncKe ¢
koJuteron. Ilomoxaure, Moka OH UCIOJIB3yET TAKOE HAYaJlO IIEPBBIM.
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Tunuueble ONIUOKHU:

Hi, MrBrown!
Hi, Mr Brown,

Dear John Brown

Bmecto Mr MOXKHO HCIOIB30BaTh Apyruc 06paLueH1/1;1 B 3aBUCHUMOCTH OT CUTyallHH.

OO6parnienust mpu GopMaTbHON MEPEUCKE

Title Status Complimentary close
OxoH4YaHHE MHCHEMA
(cTartyc)
Mr married or unmarried Yours sincerely
male (UckpenneBar )
MRS married female Yours sincerely
(UckpenneBarir )
Miss unmarried female Yours sincerely
(UckpenneBarir )
Ms married or unmarried Yours sincerely
female (UckpenneBarir )
Sir male — name not known Yours faithfully
(UckpenneBarir )
Madam female — name not Your faithfully
known (UckpenneBarir )
Sir/Madam obOpailieHHe K aapecary, Yours faithfully

Korjga HEM3BCCTHO XCHIIMHA
9TO WJIM MY>KYHHA

(UckpenneBar )

al

Doctor/Professor/Gener

oOparieHue K
JIOKTOpaM, npodeccopam,
BOCHHBIM B HE3aBUCUMOCTH OT
noxia

Yours sincerely
(MckpenneBar )

ABC Ltd
Warwick House
Warwick Street
Forest Hill
London SE 23
UK

ITpumep 1. JlenoBoe IHMCEMO Ha aHIVIMHCKOM

For the attention of the Sales Manager

Dear Sir or Madam
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Please would you send me details of your DVD video systems. | am particularly interested in
the Omega range.

Yoursfaithfully
(Ms) K. IInik

B nepBom a63arie nuckMa 0ObIYHO YIIOMHHAETCS CUTYaIUs, TOCTYKUBIAsK TIPUIHHOM
HalKCcaHus MUChbMa: M0JIb30BaHUE TOBAPOM WIIN YCIIYTOM, Tese()OHHBIN WK JTMYHBII pa3roBop, 3amnpoc
WJIY IIMCBbMO, PEKJIaMa HUJIU L[€J1b HAIIMCAHUS ITUChMA.

Hata oTnpapiieHus nucbMa OObIYHO MUIIETCS B IPABOM YTy MO/ 3arojoBKoM. CyIIeCTBYIOT
cIeayronme cnoco0bI 0003HAUEHUS AdaThbl B JCJIOBBIX ITMCbMAax Ha AHTJIUICKOM SI3BIKE:
12th September, 2010
12 September, 2010
September 12th, 2010
September 12, 2010

JlenoBble MMChMa HA aHTJIMICKOM SI3BIKE 00s3aTEIBHO JTOJKHBI COAEPKATh BCTYMUTEIHLHOE
oOpallleHue 1 3aKIIYUTEIbHYI0 (POpMYITy BEXKIMBOCTU. BeTynuTenbHOE oOpallieHue MUIIeTCcs Ha
JIEBOM CTOPOHE NMHUChMA M0JI BHYTPEHHUM aJIpECOM Ha OTAEJIBbHOM CTPOUKE, a 3aKII0UUTEIbHAs
(dbopMyIa BeXJIMBOCTH — HA MPABOM CTOPOHE, B KOHIIE OCHOBHOT'O TEKCTa, TAK)KE Ha OTAEIbHOM
CTpPOUKE.

[Tpumep 2. Pacopocrpanennbie GopMyIbl BCTYIIUTEILHOTO 00paIlleHUs:

DearSirs, YBaxkaemble rocnojia (cTporo opuIuanbHO)
DearSir, YBaxkaeMblil TOCIIOJIUH (CTPOro OPUIIHAIBHO)
DearMr. Black, VYBakaemblii rocrioguH biek (MeHee odunraibHO)
DearMadam, YBaxkaemasi rocroxa (CTporo opuIHaiIbHO)
DearMrs. Green, VYBaxaemas muccuc ['puH (MeHee opUIHAIBbHO)
DearMissWhite, YBaxkaemas mucc YaiT (MeHee opUIIMaIbHO)

Koraa OTHpaBI/IT €JIb IT1UChbMa XKXEJIacT, '—IT06BI IINCHBMO 6BIJ'IO HpO’—II/ITaHO OHpe)IeJ'IéHHBIM JIMIIOM B
OpFaHH3aLIHH HonyaneJm, TO nepe;[ BCTyHI/ITeJIBHLIM 06paIJ_leHI/ICM HWJINA 1104 HUM CTABUTCA
CIIEAYIOIIast HAJIIUCh:

Attention: Mr. T. Black / Attention of Mr. Black

IIpumep 3. PacnpocTpancHHBIE (bODMVJ'II)I 3aKJITIOYUTCIIBHOI'O O6D3HIGHI/I$IZ

Yours faithfully C yBaxenuem (ctporo opunuaibHO)
Faithfully yours

Yours truly
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Yours sincerely Hckpenne Bamr (MeHee odunuaibHO)

Yours
Sunset Trailers - _ heading
3344 Curly Boulevard o
Mensa SK S4S 3Y2 _

e
February 21, 20XX

Global Fabrics
1020 Park Ave. <
Saskatoon SK S3P 4X2

inside address

Dear Sirs: <+—— greeting

Our firm is interested in acquiring a quality canvas fabric for the production of

canvas awnings on several different models of trailers. We produce sixty to

one hundred units per year and require ten square meters of canvas per unit. ‘

We would greatly appreciate meeting with a representative of your business in

order to evaluate the quality of the canvas that you sell. Qur company -~ body
president, Mrs. Olsen, will be in Saskatoon on March 5 and would like to meet _

with you then. Please contact us in order to confirm a time that you might be

able to meet with her that day. Thank you.

Sincerely yours, <+—— complimentary closing

2 .
; ) 4——— signature
\-) k- Lager Pz g
/’J
-
Brian Olsen '
Secretary,

Sunset Trailers

6. MeToanuyeckune peKOMEHIAIUM MO COCTABJIEHHIO Pe3I0Me H CONMPOBOIUTEILHBIX MUCEM
HAa AHTJINHCKOM fI3BIKE.

B nenoBom HarmpaBieHHH aHTIIMHCKOTO S3bIKa CYIIIECTBYET 08a MUna pesome.

v' Resume — 310 HeOOoIbIIME CBEAEHHS O BalleM 00pa30BAHUM, OIBITE PA0OTHI M MPO(ECCHOHATBHBIX
HaBBIKAX, & TAK)KE YMEHHSIX.

v' CV (Curriculum Vitag) — Gosee monHas chpaBKa, BKIIOUYAONAs MOAPOOHYIO MHOOPMAIMIO O
BamieM o0Opa30BaHUM, OMbBITe pPAa0OTHl W TMPOPECCHOHANBHBIX HAaBBIKAX, a TaKKe YMEHUSX,
coJiep Kamiasi CBeJICHHUS O Harpaiax v JOCTIKEHHSX.

B Hameil cTpaHe OHM UCHONB3YIOTCS KaKk CHHOHUMBI. B mocneqHee BpeMs IpaHUIla MEXIY 3TUMHU

MOHATHUSIMHU COBCEM Pa3MbLIach, U TepMUHBI CV 1 reSUme MOKHO paclieHUBaTh KaK HICHTUYHBIE.

I'naroabl B pe3roMe Ha AHIJIMICKOM sI3bIKE.
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YroObl mMpHBICYs BHHMaHHE, HEOOXOIUMO HAuaTh KaK MOXHO OOJbIIe MPEIOKEHUN C
MTOMOIIIBIO TJIArOJIOB JEHCTBUS, KOTOpPHIE MOTYT IIOKa3aTh Baily HacTOSIIyI0 IIEHHOCTh Kak
MOTEHIMATBHOTO COTPYIHHKA.

v Jaxe camoe KOpOTKOE NPEIJIOKCHUE Ha aHTJIMHCKOM BCEr/1a COAEPKUT IJ1aroJl.

v Jlis  ycmemHoro pe3ioMe Halo Noao0parh COOTBETCTBYIONIME TIJIaroijibl. MIMeHHO
TaKUMH SIBJIAIOTCS 21azoqibl oelicmeus (Action Verbs). B nipeyio)keHUU T1aroji JACHMCTBHS TOBOPUT
HaM, 4TO JIeJIaeT Mo yIexKariee - GU3NIeCKy WIH YMCTBEHHO.

v BBI60p BPEMCHH, B KOTOPOM AOJI2KEH CTOATH I'JIaroJi, HalIpsAMYIO 3aBUCUT OT TOr'0o, O 4€M
BbI ITUIIUTE.
BpeMﬂ rjaaroJja OnucniBaeMasi CUTyanus HpnMep C nmepesoaomM
The Present Simple | Texymue (baxThl, auyHas | I’'m an EFL teacher with over
Tense nH(bOpMAaIK U HABBIKU nine-year experience. - S

YUYUTEIIb aHTJIMHACKOrO0 ¢ Ooiee
qyeM ACBATUIICTHUM OIIBITOM
paboTHI.

| currently teach a number of
private students over Skype. - B
HaCcTOAIICS BpEMs s IPCIogaro

HECKOJBKUM YaCTHBIM
CTyzleHTaM 1o Skype.
[Mpeapimymimii OmbIT pabOThI increased sales by 12% -

yBEJIMYWIOCH Ha 12%

trained 10  managers. -
The Past Simple Tense [Moarorosui 10 MeHeHKEPOB.
3akoHYEHHOE 00pa30BaHKE graduated from Moscow State
University in 2017 - oxoHumi
MOCKOBCKUI TOCYIapCTBEHHBII
yauBepcuteT B 2017 rony

Ecnu ke Bo Bpemst nocrymienus | | am attending Technological
Ha pabory Bwr  Bce eme | College #34. - 5 oOyuarock B
SIBJISICTECh CTYICHTOM Kakoro- | TeXHOJIOrMYecKOM  KOJUICIKE

h117 (0] oOpazoBarensHOTO | No34.
The Present Continuous | yupexaeHus
Tense Jlns  obo3nayenus: paborel B | | am working at Sales, Inc. as a
KoMIaHuu, Tae Bbl sBiserech | transportation specialist. - S
COTPYAHHUKOM Ha JIaHHBIN | paboTato B kopropanuu Sales B
MOMCHT. KadyeCTBC crieruaiancTa 10
TPaHCIOPTY.
The Present Perfect | [lepuog paboTsr | have been working at Sales,
Continuous Tense Inc. for three years as a
transportation specialist. - I
paboratro B Koproparuu Sales
Tpu roaga B Ka4€eCTBEC

CHEIMAJIMCTA M0 TPAHCIIOPTY.

IIpaBuniaa nanucanus Curriculum Vitae (pe3rome Ha aHIVIHIICKOM SI3BIKeE).

OcHOBHBIE MpaBWIIA JJIsl HATUCAHUS PE3IOME Ha aHTJIMHCKOM CIEAYIOIINeE:
o [Tucats pesrome camocTosATenbHO. HUKTO HE cMokeT pacckaszarh o Bac nydie, yuem Bbl camu.
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. ITo BO3MOXHOCTH amanTupoBab cBoe CV MOa KaKAyl0 KOMIIAHHIO W JOJDKHOCTB. Ocoboe
BHUMaHHKe Tpu 3ToM yaenute myHktam Objective (Llemw) u Profile (ITpodwis).

J [Tocrapatbes caenars Baie pe3tome MaKCUMaJIbHO KPaTKUM U JJAKOHUYHBIM.
J Bceraa ocTaBiaTh TOJIBKO aKTyaJIbHbIE KOHTAKTBHI.

J BBITH TOYHBIM U ITPABIUBBIM.

J [TpoBepuTh pe3toMe Ha HATMYKUE OUTHOOK.

OcHOBHBbIE TPEOOBAHMS K COCTABJIECHUIO pe3I0Me HA AHTJIMCKOM SI3bIKeE.

1. Oobem pesrome. TpedoBanus K LIpUGTY U pa3Mepy.
e [TocrapaTtscs ymectuth Bamie pestome Ha 1 cTpanuny, HO eciii y Bac 00ybioi ombIT paboTh
WJIM HeCKOJIBKO 00pa30BaHUi, TO MAaKCUMYM, YTO BbI MOKETE 3aHSATH - 3TO 2 CTPAHHUIIEIL.
e Vcnionp3oBats crangaptabeii mpudt (Arial, Garamond, Times New Roman wru Verdana).
¢ Pazmep mpudra ocHoBHOTO Tekcta — 11-12 pt , muist 3aronoBkoB ucnonb3yiire 14-16 pt .
¢ O0s13aTENIHLHO UCIIOIB30BATh BBIICIICHUE TEKCTa B PE3IOME MOTYKHUPHBIM, KYPCUBOM H I[BETOM.
Brigensate cBoe ums u dpammwmio, a takke Leab (Objective) ¢ momomisio mpudra nmokpymaee 18-20

pt.

e AGzamel B pestome. CTpykTypupoBaTh TeKCT Bamrero pesirome, 4TOOBI CHenath €ro
yuTalbenbHbIM. Vcronbp30BaTh MAPKUPOBAHHbBIE CIIMCKU MPU NIEPEUUCIEHUN HABBIKOB U OIbITa paOOTHI.
e BepxHee, HUKHee U JIeBOE€ MOJIsI HE MeHee 2 cm, IIpaBoe - /,5 cm; BbIpaBHUBAaHUE OCHOBHOI'O
TEKCTa 10 LIUPUHE UIIH I10 JEBOMY Kparo.
e PekoMeH1yeMblil MEKIyCTpOUYHBIA HHTEPBAJ /1J1s Hanucanus pestome 1,15 - 1,5
2. Dopmart J0KYMeHTAa 15 pe3loMe.
J11g iepechbUIKH pe3loMe B 3JIEKTPOHHOM BHJIE UcTob3yiTe hopmat PDF.
3. CTpyKTypa pe3loMe Ha aHIVINHCKOM.
e 3aconoeok (Header)
BMmecro 3aronoBka yaiie BCero NMUIIyT MUMsI COUCKATeNs (XOTsS MOXHO HamucaTh Resume wiun
CV).
o Jluunasa ungopmauyusn (Personal information)
v' Hmsa (Name) - eciy KCIOIB30BAJIM CBOE MMs B 3aI'0JIOBKE, TO HE IIOBTOPSHTECH.
v’ Jlama poscoenusn (Date of birth) - HazBaHue MecsiIia JTydllle HAMKCATh OYKBaMU, T.K. B Pa3HbIX
CTpaHax MPUHSAT pa3HbIi popMaT HaIlMCAHUS AATHI.
v’ Aopec (Address) - anpec 00bIYHO MHUIIETCS B TAKOM MOPS/IKE: HOMEP JOMa M Ha3BaHUE YIIHIHI,
ropo/I, MOYTOBBIN UHIEKC, CTPAHA.
v’ Moounvnoiii menegpon (Mobile) - 00s13aTeNbHO YKa3bIBAETCS B MEXIYHAPOJHOM (popmMare.
v’ Aopec snexmponnoii noumet (E-mail).
MOXHO TakXKe BKJIIOYMTH CBEICHHS O cemeinom nonoxcenuu (Marital status),
nayuonansrocms (Nationality), HO 3T IyHKTBI HE 00sI3aTEIBHBI.
e I]enw (Objective). B 3ToM MyHKTE HY’KHO yKa3aTh JOJDKHOCTh, HA KOTOPYIO BbI mpeTennyere.
e Kpamkasa cnpaska (Profile). Kpatkuil paccka3 o ToM, kT0 Bpl, kakoBbl Bamy HaBbIKM U 4YTO
Bbl ounaere oT JOKHOCTH.
e Oébpazosanue (Education). Yxa3ath cBefieHHs: 00 00pa3oBaHuM, HAYMHAS C TIOCJIEIHET0 MecTa
noJiydeHus: o0pa3zoBaHus B 0OPaTHOM XPOHOJIOTMUYECKOM MOPSIKE.
e Onvim pabomwur (Work experience). Yxa3aTb Nepuojbl pabOThl, OKHOCTb, Ha3BaHHE
KOMITaHHUU.
e Haewvixu (Skills)

o  Humepecwt u oononnumenvnasn ungopmayusn (Interests & Extra information).

e Pexomenoayuu (References).

Oopa3sen pe3rome (CV) Ha aHTJINICKOM SI3bIKE
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Sara Anne Green
Address (home): 47 Gerrard
Street
Manchester, M20 4L.Z
Telephone: 0121 423170
Email: sara.green@gmail.com

A well-organized and outgoing Business Economics student
graduating in June 2007 with good communication and analytical
skills, looking to develop a career as an economist within an
international business environment. Fluent Spanish speaker
experienced in the use of spreadsheets, databases, and similar
business software.

Education and qualifications:

September 2004 — June 2007

BA (Hons) in Business Economics

City University, Bristol

September 1996-June 2003

Manchester School

4 A Levels: Economics (A), Information and Communication
Technology (A), English (A), Spanish (B)

9 GCSEs (including A* grades in Economics,

Spanish, English, Mathematics, ICT, and German)

Work experience:

July-September 2006

Administrative Assistant

MKL Smith & Co (Accountants), Manchester

Duties included:

using spreadsheets to sort and chart financial information
assisting PA with routine admin tasks

July-September 2005

English Language Teaching Assistant

EFL International, Seville, Spain

Duties included: assisting teachers in preparing lessons
administering student database

liaising with local companies to organize student activities
July 2003-August 2004

Various jobs (including voluntary and hotel work) and travel in
Spain and Latin America, gaining a valuable insight into the
culture and spoken language of those countries.

Skills:

Advanced Certificate in MS Word, MS Excel, and MS Access
(evening course, September-July 2006)
Full driving license

Interests & extra information:

Netball, travel, swimming

References:

Dr Thomas Clark

Senior Lecturer in Business and Management
Department of Business Organization and Strategy
City University

Bristol BS1 2ER

Ms Susan Hunter

Senior Partner

MKL Smith & Co (Accountants)

231 Parker Street

Manchester M20 6QR

Kak HanucaTth conpoBoauTeabHoe mucbMo (Cover Letter) na anraumiickom

OcHOBHbBIE IIPUHIMIIBI HAIIMCAHUA COIIPOBOAMTCJIBHOIO INCbMA

v' beiTh nakonnunbiM. Cover Letter we mo/mkHO OBITH pacTsSHYTHIM Gojiee YeM Ha CTpaHuily. B

ujieajie CONnpoOBOAUTEIbHOE MUCHMO 3AHMMAET NMOJOBUHY MJIM 2/3 jUcTA.
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v He ny6aupoBath TO, 4TO HAMTKUCAIH B PE3IOME.

v Tlpexne ueM mpucrtynuTh K Hanmcanuio Cover Letter, pemmrsb, uTo MOTHBUpPYeT Bac mis
MOJTyYeHUsI KOHKPETHON JIOJDKHOCTH, U II0YEMY JO0JDKHBI BRIOpaTh IMEHHO Bac.

v’ CenaTh IUCHMO «KHMBBIMY», M30€raTh A36IKOBBIX KIIHIIE U OaHAIBHBIX (Gpas.

CTpyKTYpa CONPOBOAUTEILHOI0 MHUCHhMA

i Personalized greeting when possible.

Paragraph 1: A strong,
ompany-specific introduction.

1. Bcerymienwe.

Respectful salutation and name.

Haugats ¢ NIPpUBCTCTBUA. J'Ique BCCTO MONBITATBCA Y3HATb UMA AHUPCKTOpPA IO MCPCOHAITY U
aapecoBaThb MMCbMO HCIOCPEACTBECHHO €MY. Ecnu o xakum-au60o INpUYruHaM 3TO CACIATb HE yaacTCAd,

nanummte Dear Sir/Madam.

B mepBoii wactH Takke ClienyeT pacckazaTb O ce0e, yKa3aTh IOJDKHOCTb, Ha KOTOPYIO

NpETCHAYCTC N OTKYyAda 3331 Y3HaJIM O BAKaHCHHU.

Example

IIpumep

Dear Ms. Woods,

I would like to express my interest in applying
for a full-time teaching position in your
language center. | have teaching experience in
TOEIC, IELTS, TOEFL, Business and
Conversational English. I am confident in my
ability and passion to become a positive
addition to your company.

'YBaxxaemas rocrnosxa Byzc,

51 GBI XOTENa NpOsBUTH MHTEpEC K Baielt Bakancuu
Ha JIOJDKHOCTb IIPENOoJIaBaTeNsl C MOJHON 3aHATOCTBIO
B Baiem s135IKOBOM LIEHTpE. Y MEHS €CTh OIBIT
npenomaBanust TOEIC, IELTS, TOEFL, nenosoro u
[pPa3rOBOPHOIO aHIIMKCKOTO. 5| yBepeHa, uTo MOst
KBaJTU(HUKALMS U SHTY3Ha3M [TIOMOXKET MHE CTaTh
[MO3UTUBHBIM IIONIOJHEHHEM B Bally KoMInaHuto.

Dear Mr. Mathews

I recently met with Tamara Foster from your
company, and she highly recommended that |
send you my CV. Knowing the requirements of
your open position for a sales manager, she
considers that | am the ideal candidate.

'YBaxkaeMbIii rocrioguH MAThIOC,

Henasno s mo3nakommics ¢ Tamapoit @octep u3
Balllell KOMITAHUH, U OHA HACTOSITEIbHO
[PEKOMEH/]I0Bajia MHE OTIIPABUTh BaM MOE pE3IOME.
3Hast TpeOOBaHMsI K BAKAHCUU MEHEHKepa 1Mo
Mpo/ia’kaM, OHa CUUTAET MEHS UJI€aJIbHbIM

KaHIAIaTOM.

36




2. OcHOBHASI YACTh CONPOBOAMTECJIBHOI'O NINCbMA.

Bo BTOopoMm a0zaiie cienyer pacckazaTh O Ballled KBaTM(DHUKAIMM U JTOCTHXKEHUSX, KOTOpHIE
MOKAa3bIBaIOT, TToueMy Bbl moaxoauTte Uil 3TOW JOJKHOCTH M MOYEMY MMEHHO Ballla KaHAWAATypa

BBII'OAHA JJI1 KOMIIAHUH.

YIOMSHUTE HECKOJIBKO MPUMEPOB JIOCTIKEHUH B Balllel Kapbepe, OMUPasich Ha MUQPHI.
3aBeplINTE OCHOBHYK) 4YacTh COIPOBOJUTEIBHOIO IMChbMA HA AHIVIMMCKOM SI3bIKE TeM, 4TO Bbl
OTIIMYHO COOTBETCTBYETE 3TOM TOJDKHOCTH, OCHOBBIBAsICh Ha Bareit kBanudukauu.

Example

Ipumep

I've spent the last year and a half working full-
time as a writer and editor for a publishing
company that specializes in educational content.
During that time, I've logged thousands of hours
doing everything related to the editorial process,
including copy editing, proofreading, and quality
assurance. | currently manage a team of 40
freelance writers who work on a variety of
different subjects, and I ensure that the quality of
every submission meets our high editorial
standards. I'm also very familiar with English
grammar and have no trouble adapting to various
style guides. What | like most about my current
job is that it gives me the opportunity to learn
and be creative, and it looks like this position
would do the same. | feel that | could be a
valuable asset to your team, and | bring to the
table all of the skills.

51 mpoBEN MpoILIBbIE TONITOpa roja, padoras Ha
[IOJIHYIO CTaBKY ITHUCATEJIEM U PEJAKTOPOM B
M3/1aTENIbCTBE, KOTOPOE CHEUAIN3UPYETCS Ha
00pa3oBaTeIbHOM KOHTEHTE. B Teuenue Toro
BPEMEHH, 51 J€J1all BCE YTO CBA3AHO C PEAAKTOPCKOMN
paboToii, BKIIFOYasi TEXHUYECKOE PelaKTUPOBaHHE,
YTEHHE KOPPEKTYphbl, oOecrieueHne kauectsa. B
HACTOSALLEE BpeMs 51 yNIpaBiIsaio rpynnoi us 40
nucarenel-ppuIaHcepoB, KOTOPbIE padOTAOT Hal
[Pa3IMYHBIMU TEMaMHU, U 1 MOTY 3aBEPUTH, YTO
Ka4eCcTBO KaKIOH pabOTHl COOTBETCTBYET HALIIMM
BBICOKMM CTaHAapTaM. I Takke XOpOIIO 3HAKOM C
rpaMMaTHKOMN aHIJIMICKOro sA3blKa U 0€3 mpodiieM
QAN TUPYIOCh K Pa3IMYHbIM CIIOCO0aM BBIPAYKEHHS.
Uto MHE HpaBUTCA OO0JIbIIIE BCETO B MOEH HBIHEUTHEH
paboTe Tak 3TO TO, YTO OHA JAET MHE BO3MOXKHOCTh
00y4aTbcs U OBITH TBOPYECKOH JTHYHOCTHIO H,
MOXO0KE, YTO 3Ta JIOJKHOCTD IpeJylaraeT nogooHoe.
4 Bepro, uro Oyny nist Bac neHHbIM
nproOpeTeHneM, 1 MOM HaBbIKM BHECYT BKJIAJl B
Bamry koMIaHuzo.

Few months after graduation, | started working
as an English Instructor which allowed me to
further develop and strengthen my
communication and teaching skills. I believe that
I could make a significant and valuable
contribution to your institution considering the
qualifications mentioned.

Heckonbko Mecs1EeB CyCTs MOCIE OKOHYAHUS
YHUBEpPCHUTETA 51 Hayasl paboTaTh HHCTPYKTOPOM IO
AQHTJTIMHACKOMY SI3BIKY, UTO ITO3BOJIMJIO MHE B
IMaJTbHENIIIEM Pa3BUBATHCSA U YIYUYIIUTh CBOU
KOMMYHUKATUBHBIE HABBIKM U HABBIKU
rpernojaBanus. S monararo, 4To MOTY BHECTH
3HAYMTEIIbHBIN U LIEHHBIA BKJIa B Bamy
OpraHU3aINI0, YIYUTHIBAS YKa3aHHbIE

KB (DUKAIIIH.

3. JakaunTeJbHAs YACTh.

B oroit wactm Cover Letter Bol momkHBI mpu3BaTh MOTEHIMATBHOTO paboTomaTens K
NENCTBUIO, T.€. MpUrIacuTh Bac Ha cobecemoBanwme. [|jisi 3TOTO MOMPOCHTE MO3BOHUTH Bam, 4TOOBI

COTJIacOBaTh JIaTy U BpeMs Ha coOeceI0BaHUs.
W HamociieZiok, moOiaromapure 3a To,
KaHUJIaTyPHhI.

YTO YAEIWIM BpeMs Uil paccMoTpeHus Bamen

Example

IIpumep

I am certain that my experience and skill set
would make me a great candidate for this
position as well as a great asset to your
company. Please give me a call at the number

51 yBepeH, 4TO MO ONBIT U HAOOpP HABBIKOB CIIETAIOT
MCHS OTJIMYHBIM KaHJAWAAaTOM Ha 3Ty HOJDKHOCTB, a
TAaKXKC€ HCHHBIM aKTUBOM JIA Balleil KOMIIaHUH.
[ToxxanyiicTa, MO3BOHUTE MHE MO YKa3aHHOMY BBIIIIE
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Example IMpumep

above to schedule an interview at your HOMEpY, 4TOOBI 3aIJIaHUPOBATh cOOECEJOBaHKE B
convenience yI00HOE [UIsl BAC BpeMsi

I look forward to discussing my qualifications [ ¢ HeTeprieHHEM 0KUIAI0 NANTBHEHIIIETO 00CYKACHUS
further and can be reached by email at Moeii KBanrduKanui. MoKHO CBA3aThCSA CO MHOM 110
aberezina@email.com or by phone at HIICKTPOHHOM 1ouTe aberezina@email.com uiu 1o
233.44.9874. renedony 233.44.9874.

Thank you so much for your time bouibiioe cracu0o 3a yIeJICHHOS BPEMSI.

HpI/I MMpoImaHruy MOKHO HUCII0JIb30BATh KOHCTPYKIIUU:
Yours faithfully (mpu o6pamenuun Dear Sir/Madam ),
Yours sincerely (nipu oOpariieHuu ¢ yka3aHHeM UMECHHU aJipecata),
a TaKkKe KOHCTpyKImio Best regards .

Example Ipumep

Looking forward to hearing from you, C HereprnieHueM xay Bamero oTsera,
Best regards, C HaWJIy4IIMMU [OXKEITAHUSIMU,
Svetlana Berezina Caetnana bepesuna

| appreciate your consideration and look forward to hearing | neHro Baliie BHUMaHKE U X1y OT Bac
from you. OTBETA.

Sincerely, C yBa)keHHEM,

Eric Roberts Dpuk Pobeptc

IIpumep conpoBOANTEILHOIO NUCHMA HA AHTJIHIICKOM

100 Broadway Lone, London, UK NWB80QE M: (020) XXXX XXXX example-email@example.com
Dear Mr. Simpson

| am writing in response to your advertisement for the Business Development Manager position
available with Mega Carp. | have six years of experience working in a similar role. Additionally | have
my Masters of Business Administration degree along with a smart business partner identification
strategy.

My work as a business development manager involves me researching and identifying trendsetter
business ideas. | contact potential business partners to develop business relationships and propose
business deals. Through careful analysis of market strategies deal potentials and financials | am able to
effectively screen potential partnerships.

I close new business deals through careful contract development and negotiation coordinating
requirements and integrating contracts with business operations requirements. I have a strong
motivation for sales and am skilled at closing new business and my excellent communication skills
assist me with the process. In order to keep up to date | read professional journals participate in
industry organizations and form strong personal contact networks.

I know | would be a valuable asset as the new Business Development Manager at Mega Corp. The
company would be gaining someone who is very savvy and has a strong business development track
record. Please contact me to schedule an interview any time.

Sincerely
Penelope Smith
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