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1. OBIIME CBEJAEHHUSA

Meronnueckne peKOMEHJaluH 110 BBITIOJIHEHNIO CaMOCTOSITENbHONW PabOThI CTYAEHTaM IO JaHHOH IUCLUIUIMHE
pa3paboTaHbl B COOTBETCTBHM C pabodell MporpaMMod IUCHHIDINHBI «/HOCTpaHHBIA S3BIK B MPOQECCHOHATBHOM
JEATEITBHOCTI.

Ilo yue6HOMY IJTaHY B COOTBETCTBHH ¢ pabodeii mporpaMMoii Ha U3ydeHUe TUCHUILTHHB « IHOCTpaHHBIH SI3BIK B
Mpo(eCCHOHATBHON NEeSTeNbHOCTI) CTYIEHTAMH OYHOW (OpMBI 0OydeHHsS HpeaycMoTpeHo Bcero 160 dacoB, M3 HUX
npakTHYeckuil 3ausTrii — 116 dyacos, B ToM umucie, quddepeHnnpoBanHbiii 3auer - 2 4yaca, CaMOCTOSITENIbHBIX 3aHITUH — 44
Jaca.

I]envro MeTOAMYECKNX PEKOMEH AN ABIsieTcs o0ecnieyenne 3P eKTHBHOCTH CaMOCTOSTEIILHON BHEAYINTOPHOM
paboTHI CTYCHTOB.

3adauamu MeTOTMYECKUX PEKOMEHIAINH 110 BHITOIHEHUIO CAMOCTOSTEIbHON PabOThI SBISIIOTCS:

- CHCTEMaTH3alMs U 3aKpeIyIeHNE MOTYUYCHHBIX TEOPETHIECKUX 3HAHUN M MTPAKTHUECKUX YMEHUH CTY/ICHTOB;

- yrIyOJIeHUe U paclIupeHre TEOPETUIECKUX 3HaHUM;

- GOpMHUpOBaHNE YMEHHWH HCIONB30BaTh CIICLUAIbHYIO JTUTEPATYPY;

- pa3BUTHA II03HABATEIBHBIX CIIOCOOHOCTEH M aKTHMBHOCTH CTYIEHTOB. TBOPYECKOM WHHULMATUBHI,
CaMOCTOSITETIbHOCTH, OTBETCTBEHHOCTH U OPTaHU30BaHHOCTH;

- (dopmupoBanue CaMOCTOSATEIBHOCTH MBIIIJIEHUS, CIIOCOOHOCTEH K CaMOpPa3BUTHIO,
CaMOCOBEPILICHCTBOBAHUIO M CAMOPEATN3AIINHN;

DyHKYuAMU METOJTUECKAX PEKOMEHAAIMH TI0 BBITOJTHEHUIO CAMOCTOSITENIbHON PaOOThI SABISIOTCS:

- OTIpEZIETIEHHE CO/lep>KaHus pabOTHI CTYJEHTOB I10 OBJI/ICHUIO IIPOTPAMMHBIM MaTepHaioM;

- YCTaHOBJIEHHE TPEOOBAHUM K pe3yabTaTaM M3ydEHHS AUCIUILUINHBI.

CpoKH BBITIOTHEHMS ¥ BUJIBI OTIETHOCTH CaMOCTOSITEIbHON PabOThI ONpeersieTcs MPEenoaaBaTeneM, H TOBOIATCS

JIO CBEIICHHSI CTYICHTOB.



2. KPATKMIA TEMATUYECKHAM IJIAH BUJIOB
CAMOCTOSTEJBHOM PABOTHI

Tema neKIuH UM MPAKTUIECKOTO
1 P Yac Bun pabotst
3aHSATHSA
1 2 3
Tema 1.1. BenukoOpuranus 4 BrimonHeHNEe TPaKTHIECKOTO 3aJaHUS
YcrHOE coobIIeHne
Tema 1.2. KommbroTepsr 4 BrimomHeHNe IPaKTHIECKOTO 3aJaHUs
CoznaHue npe3eHTaiu
Tema 1.3.00pa3oBanue 6 P
BrInonHeHne MpakTHYecKoro 3aaaHust
BrInonHenne npakTHIeCcKOoro 3aIaHust
Tema 1.4. Most Gynymiast mpodeccus 4 P A
Co3anne npe3eHTan
Tema 1.5. YcrpoiicTBO Ha paboTy 6 BrImosiHeHHE IPaKTHYECKOTO 3a/IaHHs
BrImosTHeHUE PaKTHYECKOTO 33/1aHHs
Tema 1.6. JleoBoe oOIIeHHE 4 P
HucuennpoBanue nquanora
BrInonnenne npakTHYecKoro 3aJanus
Tema 1.7. DxoHOMUKaA 6 P A
YcrHoe coobmienue B popme JToKIIana
Tema 1.8. MenemxMeHT 4 BrinmonHeHne MpakTHYECKOTo 3aJaHus
Tema 1.9. Byxranrepckuii yuer 6 BrinmonHeHne MpaKTHYECKOTo 3aJaHus
BCEI'O 44




3. KAPTA CAMOCTOSATEJABHOM PABOTHI CTYJIEHTA

Meronuueckue pPEeKOMEHJAMM 110 BBIOJHEHHIO CaMOCTOSATENBHOM pPabOThI CTy[AEHTaMH IO IUCLUIUIMHE
«MHOCTpaHHBIi A3bIK B MPO(ECCHOHATBHON JEATETbHOCTU)» COCTOST M3 KapThl CaMOCTOSTENbHOI pabOTHI CTY/ICHTA,
TIOPSIZIKa BBITIOJIHEHNS] CAMOCTOATENLHOM paboThI CTYAEHTA, CIIMCKA PEKOMEHyeMOIl TUTepaTyphl.

TeHneHnys COBPEMEHHOTO OOpA30BaHUSI — CaMOCTOSITEIIFHOE IIPHOOpPETeHHE 3HAaHMH TIOA PYKOBOACTBOM

IperoaaBaTeis.

CaMOCTOSTENFHOCT, 0003HAYaeT HE TOJBKO CAMOCTOATENBbHOE MOOBIBAHWE 3HAHWI, HO M CaMOCTOSTENIHHOE
NPUHATHE PELICHHH, a, 3HAYUT, YMEHHE U TOTOBHOCTH OpaTh Ha ce0sl OTBETCTBEHHOCTb.
CaMOCTOSTENFHOCT — 3TO TO KaYeCTBO, KOTOPOE Hapsly C aKTHBHOCTBIO, KOMIIETEHTHOCTBIO, MTPO(eCCHOHAIBHOM
MOOMIIBHOCTBIO HEOOXOTUMO COBPEMEHHOMY CIIEITHAHCTY.
Kapra camocrosiTensHON pabOThI MOMOXKET CTYJEHTaM OpPraHM30BaTh CBOIO pabOTy M MOOWIM30BaTh ceOsl Ha
JIOCTH)KEHHME TOCTABJICHHBIX 3a7ad. V3 maHHOW KapThl CTYIACHTHI y3HAIOT HAaHMEHOBAHHE TEM, KOTOpPHIE BBIHECEHBI Ha
CaMOCTOSITETIbHOE U3yUCHHUE, 00s3aTeNIbHBIC U MPEJOCTABIEHHBIE MO BBIOOPY (DOPMBI CAMOCTOSITENEHON pabOThI, OCHOBHYIO

JUTEpaTypy.

B KapTe CaMOCTOSITCIIEHOM pa6OTLI CTYACHTA MPEAIOKCHbBI HA3BAHUA TCM (paS,HCJ'IOB), HAaNMMCHOBAHUC BOIIPOCOB,

KOJIMYCCTBO 4aCOB AJIA BBIIIOJIHCHUS, Q)opMa OCYHICCTBJICHU pa6OTI)I.

JIyist BBITIOJTHEHUS CaMOCTOSATENLHON pabOThI CTyZEHTaM pa3pellaeTcsi IOJIb30BAThCS Y4eOHOH JMTepaTypoi,
KOTOpasi IPEIOAKEHA B CIIUCKE PEKOMEHYEMOMN JINTEPATyphbl WIK APYTUMU HCTOYHUKAMH 110 YCMOTPEHHIO CTYACHTOB.

Kapma camocmoamenwvnoi pabomut cmyoenma

Haspanue u Homep Hanmvenosanue Tempr | Kommaecto dopMa IpoBEPKHU
®opwma ocymrectienus CP
paszzena I BOTIpOca 4acoB CP npenopaBatenem
Tema 1. Bunospemennsie 2 Brimoanenune IInceMenHoe
BenmukoOpuranus (opMBI riraroya MIPAKTUYECKOTO 3aTaHHs MIPaKTHYECKOE
3a7iaHue B TETpaIu
BenmkoOpuranms 2 YcTHOE coobuieHne Omnpoc
Tema 1.2. Komnbrotepsl. | Kommnbrotepsr 4 Brinonnenue [TnceMenHOE
MPaKTHYECKOTO 33/IaHMUs MIPaKTHYECKOE
3aJiaHue B TeTpaau
OO6pa3oBarenbHas 4 Coznanue npe3eHTanuu Omnpoc
cucrema Poccun,
BenukobOpuranumy,
Tema 1.3. OOpa3oBanue CIIIA
VYcnoBHble 2 Brinonnenue ITucemenHoe
TIPEUTOKEHUS MIPAKTHYECKOTO 3aTaHH MIPaKTHYECKOE
3aJjaHne B TETPaIH
Mos Oynymas 1 BrinonHeHue Omnpoc
Tema 1.4. Mo 6yaymas npodeccust MPaKTHYECKOTO 3aIaHHs
mpodeccrs Mos Oynymias 3 Cozpganue npe3eHTanun Omnpoc
npodeccus-
Oyxranrep
VYerpoicTBO Ha 2 Wucnieanposanue nuanora | Ompoc
paboty
T . Hanucanue pestome, 4 Brimonnenue IIucemenHoe
ema 1.5. YerpolicTtBo Ha
pabory COTIPOBOAUTENHEHOTO U MPaKTUIECKOTO 3aJaHU MIpaKTHYECKOoe
0J1aroapCcTBEHHOTO 3aJaHKe B TeTpaau
MUCHhMa,
aBToOmorpadun
JlenoBoii BU3UT B 2 Brimonaenue IIncemenHoe
KOMITaHHIO MPaKTHYECKOTO 33/IaHUs MIPaKTHYECKOE
Tema 1.6. Jenosoe WHcnenupoBaHue quanora | 3aJlaHue B TETPaan
oOrieHue Onpoc
JlenoBoe MUCBEMO 2 Brimonaenue IIucemenHoe
TIPAKTHYECKOTO 3a/IaHMs MIPaKTHYECKOe
3aJJaHNe B TETPaIH
Hcnonws3oBanue 2 Brimonnenue ITucemenHoe
WHQUHUTHBHBIX MPaKTHYECKOTO 33/IaHUs MpaKTUYEeCKOoe
Tema 1.7. DxoHOMUKA 000pOTOB 3aJlaHue B TETPaau
DKOHOMHKA 4 YcTHOE coo0MIeHNe B Omnpoc
(hopme moxmana




Tema 1.8. MenemxMeHT

MenemxMeHT 4 Brimonuenue Omnpoc
NPaKTUYECKOTO 3aJaHHs

Tema 1.9.
Byxranrepckuii yuer

Byxranrepckue 3 Brinonnenue Omnpoc
JIOKYMEHTBI MPaKTHYECKOTO 33/IaHMUs

Byxranrepckas 3 Brinonsenue IIucemenHoe
cucreMa MIPAKTUYECKOTO 3aTaHHs MIPAaKTHYECKOE

3a[aHNe B TETPaIH

Bcero 44

4. MOPSJIOK BBINIOJTHEHUS CAMOCTOSITEJABHOM PABOTBI CTYJIEHTAMM

Tema 1.1. BeauxoOputanus
CamocrosiTenbHast padoTa (BHeayauTopHasn) 1.1.1

3aoanue: BeryunTh 00pa3oBanue u mpuMeHenne Bpemer 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.

theatre.

1. BeiGepere mpaBUIIbHBIN OTBET

1) When .......... Ann last?- L............ her since she........... to another city.

a) have you seen, haven't seen, has moved

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

¢) did you see, haven't seen, moved

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

2) Our train ......... at 8' o'clock. Ifyouat 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 year.
a)will start, will finish

b)are starting, will finish

c) start, will be finishing

d) start, are finishing

4) Ithe performance for twenty minutes when my friend............ at last. His car.............. on his way to the

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, what he ............ on the blackboard. He............. there mistakes.

a) is writing, has made

b)has written, had made

¢) has been writing, is making

d) writes, made

6) What ......... if the rain........... by evening? It.............. since yesterday. | wonder when .......... it
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 ....justI......... 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) Thaven't heard you come info the room. When....... ?2-1........ long ago. You ........ andl.......... 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

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

a) won' be leaving, will come, had lost

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

c) won' leave, comes. Has lost

d) aren't leaving, comes, loses

2. IlepeBenute HA QaHTITMMCKUH SI3bIK

1. OH crosn y OKHa U TyMall 0 cBoeM OemyromieM. 2. S Buaen ero gaBHO. S BUIeN ero HemaBHO. S He BHIEN ero
JaBHO. 3. DTO MPOM30IILIO J0 TOTO, KaK MbI Tyaa puexainu. 4. OHu caenanu Bce Bo3MokHoe (do one's best) no toro, kak
mpuiien Bpad. 5. S Hanmerock, Tebe OyaeT Bee sICHO, KOT/Ia ThI MOMyJHIs TickMo 6. K 9 Bedepa oH 3aKOHYIIT paboTy U
Beiien Ha yauity. Berep yrux(fall), Ho 6bpu10 n0BOIBHO MpoXIaaHO. OH MEJICHHO IIEN, CTAPAsCh HU O YeM He JyMaThb. 7.
S e Bugen Tebs nenmyro BeyHoCcTh. Kak nena, kakue HoBoctr? 8. Ber ommOmice. B iepepaeTe MHE COJb, a HE TOPYHUITY
(mustard).

3. Haiinure 1 ucripaBbTe OMIMOKH, €CIIN €CTh

1 After graduating from the institute | can to St. Petersburg. 1 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 ckobku u mocrasbre 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) I ( 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 | think he (answer) the better by this time. 8 We (begin) to work after we (read) all the
instructions.

5. PackpoiiTe CKOOKH U ITOCTaBbTe B moaxosmryro popmy (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.

PexomMeHmanuy 1o BHIMOJHEHUIO 3a/1aHU : HCO6X0,Z[I/IMO HCII0JIb30BAaTh yqe6Hoe rmocooue JJI TIOBTOPEHUA
rpaMMaTH4CCKuX TEM, TaOIHIBI 11O BpEeMEHaM. 3aﬂaHI/I${ BBIIIOJTHUTh ITMCbMCHHO.

CamocrosiTeibHas padora (BHeayanTopHasn) 1.1.2

C 1oMOIIBIO IONONHUTENBHOM JTUTEPATypHl U MIHTepHeTa IOArOTOBRTE YCTHOE COOOLIEHHE 00 OJJHOM M3 TOPOIOB
BenukoOpuranuu.

Tema 1.2 Komnbiorepsl.

CamocrosiTeJibHast padoTa (BHeayauTopHasi) 1.2
1. [lepeBenure TEeKCT
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,

8



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. BemonHuTe TpaHCHOPMAINHIO B TACCHBHBIN 3aJI0T

They sold their car. Someone has

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

How soon will they repeat that TV program? anything?

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

4. 3anaiiTe BOIIPOCH! K MOTYEPKHYTHIM CIIOBAM.

1. This monument was put up three hundred years ago.

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

3. The building was pulled down because it wasn’t convenient for most of the people.
4

5

6

. 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.

4. TlepeBenuTe HA PYCCKUI A3BIK

1. CouunanbHBIMH CETSIMH TOJIB3YIOTCS TOBCEMECTHO.

2. VHcTarpam 4acTo Ha3bIBAIOT CaMbIM COBpeMEHHOM (MOdern) ceTsbio.

3. Kaxkue cerssmu nomne3yrores B Poccun?

4. MeHs npocsT pacckasath Moo Ouorpaduto (biography).

5. TlepronavansHo Facebook 6wt HazBan Thefacebook u 6611 qOCTYTIEH TONBKO st CTYAEHTOB ["apBapAcKOro
YHUBEPCHTETA

6. BromureTeHn — 3TO COOOIICHHS, KOTOPBIE MMyOIUKYIOTCS Ha "HOCKe 00BABICHHI", YTOOBI HX MOT BUAETH
KaXJbli B CIUCKE ApYy3€eil nmonb3oBarens Myspace.

7. Otr HaOpOCKHM OBLUIH CIIeNaHBl KapaHIAIOM.

CamocrosiTenbHasi padora (BHeaynuTopHasi) 1.3.1
Tema 1.3. Oopa3zoBanue.
CocraBbTe CpaBHUTENBHBIN aHATU3 ccTeMbl oOpa3zoBanust Poccun, Benukoopurannu u CIIA B Buze
MIPe3eHTalnu
CamocrosiTe1bHas paGora (BHeayanTopHasn) 1.3.2
Tema 1.3. O6pa3oBanmue.

1. Packpoiite ckoOKH, YIIOTPEOIIsIs TIIAaroJIbl B TpeOyromieics hopme.

1. If he were not such an outstanding actor, he (hot to have) so many admirers. 2. If you (to give) me your address,
I 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, I (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, ymoTpeOsisi riaroibl B Tpedyrorieiics 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, 1 (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, 1 should have been in a very difficult situation. 15. My father would have more free time if he (not to
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read) so many newspapers. 16. If only you had let me know, | (to go) there immediately. 17. If | were a famous singer, | (to
get) a lot of flowers every day.-

3. Packpotiite ckoOKH, yoTpeOsisi TIIaroisl B Tpedytoleiics hopme.

1. If my brother (to be) in trouble, 1 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 | (to be) a musician, | 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, | (to do) the work in time.

4. Packpoiite cKOOKH, yoTpeOIIsas TIIaroisl B Tpedyromeiics hopme.

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 1 (not to be) present at the lesson, I 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. O6pa3yiiTe yCIIOBHBIE IPEIIOKEHUS.

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 | 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. Mosi Oyaymasi npogeccust
CamocrosiTeibHas padora (BHeaynuTopHas) 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.

1. 3aKOHYHTE TIPEIOKEHHE
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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. Pacckaxute, 4TO TOBOPUTCS B TEKCTE O
bookkeepers
accountants
controllers
journals
ledgers

3. OTBeThTE HA BOIPOCHI

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?

CamocrosTenbHas padora 1.4.2
TekcT 3ananus:
Caenaiite MUHU-TIpE3eHTAHUIO 110 TeMe: «Mos Oyaymias npodeccus -Oyxranrep». byapre roToBsl OTBETUTDH Ha
BOIIPOCHI NTPENO/IABATENS.

Tema 1.5. YcrpoiicTBo Ha padoTy

CamocrosiTesbHast pa6ora (BHeaynuTopHasi) 1.5.1
1. a) [Ipourute u nepeseaure TeKcT. COCTaBbTE AUAJIOT O JICIIOBOM BU3UTE B KOMIIAHUIO, UCTIONB3Ys U (pa3bl 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 | take your coat?

Please come in and take a seat.

Can | 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.

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.
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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) Pacmionosxute ciioBa B MpaBUIFHOM HOPSAKE, YTOOBI MOTYIWIHCH Tipeaioxkennss. CocTaBbTe U3 MPEITIOKESHUN THAIIOT.
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.
CamocrosiTeibHas padora (BHeayaAnTOpHasn) 1.5.2

1. 3armonHuTe pe3rome
Curriculum vitae

=) D

2. CocraBieHne COMPOBOAUTEILHOTO MTUChMa ISl HHTEPBBIO
3. Hammmmre 61arogapcTBeHHOE MTACEMO

4. 3amoyHUTE aBTOOHOTpadHIo

Tema 1.6 /lesioBoe 001IEHNE

CamocTosiTe1bHas padora (BHeayauTopHas) 1.6.1
1. [lpouwnraiitTe U MepeBEANTE 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:

12



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 | 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 411 275 33 96

T'hope I’1l be able to get in touch with your representative soon.
3amanwne 2 [Ipencrasete, uro Muctep Poc Bam nemoBoit maptaep. IIpencraBete ero cBoemy 6occy
3amanne 3 CocTaBbTE CBOIO BH3UTHYIO KApPTOUKY
3amanue 4 BelyuuTe 1 paspirpaiite 1uanor
Arranging an Appointment Over the Phone

- Northern Flavour Ltd. Good morning.

- Morning. This is Martin Ross of International Express in Zurich. I 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 OKif 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, | 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.

CamocrosiTenbHasi padoTra (BHeayauTopHasi) 1.6.2

1 IlpounTaiite u nepeBeauTe nuckMo. HaliiuTe aHTIMiiCKEe SKBUBAIIEHTHI CIEIYIONIUX CIIOB U BBIPAXKEHUI
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- ecait Ob1 Bwl cMoriu npuciath odpasery

- IUPEKTOP I10 3aKyIIKaM, CHaOKeHell

- YKQXKUTE KaKhe CKHIKH BBl MOXKETE IIPEIOCTABUTH HA ONTOBYIO 3aKYIIKY
- IIepen TeM, Kak IPHHSTH PEHICHHE O Pa3MEIIECHNH 3aKa3a B OOJIBIIOM KOJIUIECTBE

2 Hanumute nyuchbMo BalleMy J€I0BOMY MapTHEPY Ha J00YIO MPEACTABICHHYIO TEMaTHKY

a) distributing literature
b) asking for price concession

c) offer

PS.:

heading, sender's address

wianka, agpec ornpasurens

reciever's name & address
MMS 1 aapec nonyyarens

inside address
BHYTPEHHWUI agpec

bogy of letter
TEKCT NUCbMa

signature
noanuce

enclosure
npunoxexue

d) order
e) cancellation of order

Letter to a foreign partner

Lux del Sol, Ltd

11 Caballero de Gracia
08003 Barcelona, spain
Tel: 34 3 597 97 00
Fax: 34 3 596 73 22

7 July 1997

Antony Benson

Sales Manager
Alabama Computers, Inc
27 Gate Road,

Mobile 17G Alabama
USA

Dear Mr. Benson,
Request for a Sample

Thank you very much for the catalogue you send us. The
information it contained was quite interesting for us.
Before making a decision of placing an order for a
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.

Yours sincerely,
Marcel Rodriguez
Director - Procurement

encl.: technical requirements

date (but could be after
reciever’s address)

nara, (MOXHO NpocTaBuTL
nocne aapeca nonysarens )

subject
noBoA N1cbMa

complimentary close
3akniounTensHas ppasa

name & title of sender

UMS 1 OMKHOCTL
oTnpasutens

Mexy azpecoM TONydaTens U NPUBETCTBAEM MOXKET ObITh yKazaHo Attn.:, Attention:, c/o: (care Of) B Tom
cliydae, eclii OTIIPABUTEINb HE3HAKOM C TTOJTyYaTeNeM JIMYHO, €.7.: ¢/0!
Mr.Brickwood nnu ue 3Haet ero um Hu Attn.: Export Manager. B atom ciiygae o6pamiarorcs: Dear Sir(s), Madam.

Tema 1.7 JxoHOMHKA
CamocTosiTe1bHas padora (BHeayauTopuas) 1.7.1
1. IlepeBecTy Ha pYCCKUI A3bIK
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
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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 problemis 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 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. TlepeBecTr Ha PYCCKHIA SI3bIK

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. IlepeBecty Ha PYCCKUI 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. | would not allow my cottage to be sold. 7. | cannot make you obey. 8. She saw a little girl approach the house.
9. I am sorry. | did not notice you enter the room. 10. Let her say whatever she wants to.

6. [IpounTaiiTe TEKCT U 3aMIOTHUTE TAONIHUITY, B 3aBUCIMOCTH OT Pa3IMYHBIX KPUTEPUN
1 Economics 2 Economics 3 Economics

IS¢ S 1S

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.

CamocrosiTeibHas padora (BHeayaAuTopHasn) 1.7.2
Texer 3apanns: OnUIINTE SKOHOMUKY JTI000H CTpaHbl MUpa, UCIIOJb3Ys ayTeHTHYHBIE CTaThH B (hopMe 0KIIana

Tema 1.8. MenemkmMeHnT
CamocrosiTe1bHas padoTa (BHeaynuTopHas) 1.8

[IpouurTaiiTe, 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.
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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. Byxranrepckmii yuer.

CamocrosiTenbHas padora (BHeayauTopHas) 1.9.1
BASIC CONCEPTS OF ACCOUNTING
[IpoutHTe TEKCT O OYXraITEePCKUX JOKYMEHTAX M BBIIIOJIHUTE 3a/JaHUsI IIOCIIE 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.

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 BOIIPOCHI IO 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?

CoNo~wN R

HpO‘ITI/ITe TCKCT O 6yXFaJ'ITepCKI/IX JOKYMEHTaXx U BBIMIOJHUTE 3aJlaHUs MOCJIC TEKCTA.

ACCOUNTS AND BALANCE SHEETS
From the Trial Balance, prepared by the bookkeeper, the accountant creates a Profit and Loss Statement
and Balance Sheet.
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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 e 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.
3amaHus:
1. MaliTe pycCKuE€ SKBUBAJIEHTBI TEPMHUHAM
Profit and loss statement, balance, balance sheet, trading profit, rent received, interest paid, profit
before tax, profit retained, accounts receivable.

2. CymmupyiTe, 9T0 TOBOPUTCS B TEKCTE O:
Profit and loss statements, balance sheets.

3. 3amonHUTE MPOMYCKH CIOBAMU U3 TEKCTA:
A profit and Loss Statement ... the income or loss of the company for the period.
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.

CamocrosiTeibHas paboTa (BHeaynuTopHas) 1.9.2
BapmuanT 1

1 BriGepere OTBET MOAXOAAMINI 110 CMBICTY

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. c 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. [IpounTaiiTe MpeaIOKEHNE U TIEpPEBEUTE

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 BLIGepeTe CJIOBO MOAXOAAIIECC 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 ¢ capital d. debts

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

a. wealth b. capital ¢ freedom d. inventory
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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

4 CoroctaBbTe CIIOBO U OTpEeIICHIE

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

15. debt 0 a business

Bapmanr 2

1 Bribepere OTBET MOIXOAAIINI 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. ¢ 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 ¢ 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. IlpounTaiiTe NpeayIoKeHNE U IEpeBEIUTE
1. Asole proprietorship is a business owned and operated by one person.
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.)
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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 Bri6epere cioBo moaxosmiee o 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 c 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 CormoctaBbTe CIIOBO U ONpECICHIE

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
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5. METOJUYECKHUE PEKOMEHJAIIMM ITO BBINIOJTHEHUIO CAMOCTOSITEJIbHOM PABOTHI
1. Mertoanyeckne peKOMEHIANNH MO CO3TAHUIO MPe3eHTAIHI

1. Kpatkas XxapakTepHCTHKa IPE3eHTAHN
[pe3enTanus — 5T0 HabOp CrHaimoB (cTpaHUI]), OPOPMIICHHBIX B COOTBETCTBHH C KaKMM-TO MPHHATHIM CTHIIEM.

TNocnenoBarenbHOCTh MOKA3a CIAMIOB MOXKET MEHATHCS B IPOIECCe NEMOHCTpaluHu mpe3eHTanuu. [Ipe3eHTtanus He
oJpKHA OBITE MeHbIle 10 ciiaiiios.

Kaxmeiit cimaiin MoKeT BKIIFOYaTh B ce0sI:

- pa3nu4HbIe (HOPMBI TIPENICTaBICHNS HHPOPMANUH (TEKCT, TAOIUIIBI, THArPaMMBbI, H300paKeHHS, 3BYK, BHIEO).

-aHMMAIMIO MOSIBJICHUS OOBEKTOB Ha Cllaiiie ¥ aHMMAIHIO CMEHBI CIIali/I0B.

TuTynbHBIA clAiil JOJDKEH COAeprkaTh Ha3BaHWE TEMBI, HAa3BaHWE y4eOHOTO 3aBefeHus, GpaMmIns, UMs aBTOpa
MIPe3eHTalnny, yaeOHas Tpymmna, (hamMuiIis, UMsI, OTIECTBO IPEIIo1aBaTes.

Ha BropoMm ciaiiie MOXeT ObITh MPEACTABICH IUIaH MPE3CHTAIMK, OCHOBHBIC Pa3/IeNbl MJIM BOMPOCHI, KOTOPBIE
OyIyT pacCMOTPCHEI.

CrapaiiTech NpUAEPKUBATHCA NPHUHLIMIA: OAWH CIalA-OAHA MBICTb. Y OEAUTENbHBIMU OBIBAIOT NPE3EHTALHH,
KOTJIa Ha OJJHOM CJIaiizie JaeTcs Te3UChl HECKOJIBKO €ro J0Ka3aTebCTB.

BriBozibI Beerma JOJIXKHBI OBITD JIaHBI JIJAKOHUYHO Ha OTJASIBHOM Ciaie.

OOBEKTHI Ha Caiilax MOT'YT Cpa3y IPUCYTCTBOBATh Ha CJaiiiax, a MOTYT BO3HUKATh HA HUX B HY)KHBII MOMEHT 110
JKETIAHUIO JIOKJIA[4uKa, YTO YCHJIMBAET HArLIAHOCTh JOK/Iafa M IpPUBIEKACT BHUMaHHE ayIUTOPUM HMEHHO K TOMY
OOBEKTY HJIM TEKCTY, O KOTOPBIX B JAHHBIH MOMEHT UJET Peyb.

ITocnenHUMY craiaMu MPE3EHTAIMH TOJDKHBI OBITh TIIOCCAPUH U CITHCOK JTUTEPATYPHI.

2. Dranbl cO30aHMs TIPE3CHTaLlUH.

[naHupoBaHue npe3eHTalMN:

- OIIpeleNIeHuE enel

- U3y4EHHE ayAUTOPHU

- (hopMHpOBaHNE CTPYKTYPHI U JIOTHKH NMOAAYH MaTepraia

PazpaboTka npe3eHTanmu

- BEpTUKAJIbHAaA U TOPpU30HTAJIbHAA JIOTUKa

- CofIep)KaHUe U COOTHOIIIEHNE TEKCTOBOH U rpaduyeckoil HHpOpMaIiK
- 3aIOJIHEHHE CIIaiI0B HHpOpMAaIHeH

- HacTpoilka aHMMaIuu

Penerunus npesenrauuu
Iepen npeseHTanueil 00s3aTeabHO HYKHO IMPOBECTH peneTunvio. Ha Heill MOXXHO IOHSTh, T€ BO3HHKHYT
TPYJHOCTH, HOYYBCTBOBATh PEATbHBIH XPOHOMETPAX MPE3CHTALNH, & TAK)KE UCIIPAaBUTh 3aMEUEHHBIC M0 X0y OIIUOKH.

3. UTo Ha/10 y4uTHIBaTh, pa3padaThiBas pe3eHTaIun?

1. Topsiiok BIBOJIA OOBEKTOB Ha 3KPaH CIIEIYIOIINI:

- 3arOJIOBOK Claija

- OCHOBHas HH(OpMAIIHs

- IOTIOJHUTEINbHAS (TIOSICHSOIIAs, MUTIOCTPUPYIOIIast, HABUTALIMOHHAs ) HH(GOPMALS

2. OCHOBHO# MaTepuall HeOOXOUMO BBIICIHUTH, YTOOBI OH MIEPBBIM Opocalcs B IJ1a3a P IEMOHCTPAIIUH Clai/a.
BorizieneHne MOXXHO OCYIIECTBUTh Pa3MepoM 00bEKTa, IIBETOM, creipdderrtamMu, mopsAKoM IMOsBICHHS Ha SKpaHe.

3. JlomomHHUTENBHBIM MaTepuall TpeJHa3HaueH /I HOAYepKUBAHWS OCHOBHOW MBICIM claiiga. B kadectBe
JIOTIOJTHUTEIHHOM MH(POpPMAILIMK MOXKET BBICTYIATh rpaduKa.

4. BaxxHo yuutbiBath, uro HEJIB3 Ha cnaiigax nmucate BCE, uTo mokiaquuk IJIaHUPYET ckazarh. Ha craiimer
JIOJDKHBI TTOMACTh TOJBKO CaMbIe BaKHBIC TE3HCHI, CaMble HEOOXOAWMBIC JTaHHBIC, a TaKXKe, JKEJIATEIbHO, TpapuUeCKuii
MaTepHas: WUTFOCTpaluy, poTorpaduu Beera JIydiie BOCIPUHUMAIOTCS ayTUTOPUCH.

5. Marepuan Ha cnaiijie JOJUKEH ObITh PaCIoNOkKEH MaKCHMAILHO PABHOMEPHO IO BCEH MUIOMIAH, HE OCTABIISSA
prTlHI)IX HyCTI)IX IPpOCTPaHCTB.
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6. Tekcr, pa3MeIIeHHbIH Ha Claii/ie, TOHKeH ObITh XOPOIIO BUIIEH U YI000UNTAEM.

7. HEJIb3Sl wucnonb3oBaTh Ha ciaiifie HECKONbko HIpU(PTOB. ONTHMAIBLHO HCIONB30BaTh ISl CMBICIOBOTO
BBIZICJICHUS Pa3Hble HaYepTaHHUs OJHOTO mpHdTa.

8. Tlpu HacTpoiike aHMMAIMK JUIs TOPSAKA TMOSIBICHUS OOBEKTOB HAa Claiilie HaJ0 MOMHUTH, YTO JHOOOU
cnemddexT nomKkeH ObITh 000cHOBaH. [lepeHackimenne crerGPeKTaMu OTBICKAET M BEI3BIBACT Pa3ipakKeHHE.

9. Jlyisl UeNnOCTHOCTH BOCHPHUSTHS MPE3CHTAIMS BBIMOIHACTCS B €AMHOM CTHJIE. DTO MOXET ObITh WM €JIUHBII
(hoH, MK KaKOH-THO0 MOBTOPSIOUIUIICS Ha KaXIOM CITalifie DIIEMEHT.

10. Ha mpe3eHTaInio MokeT ObITh HATOXKEH 3BYK. 3BYKOBasl CXeMa Mpe3EHTAIlNN UMEET TPH yPOBHSL:

- HU3IMINK ypOBEHBb-3BYK, COIPOBOXKIAIONINNA crerd(deKThl, MOsSBIEHHE 00BEKTOB Ha SKpaHe, MpeIHa3HaueH JUIs
MIPUBJICYECHHS BHUMAHUS K TIOSBIISIOIIAMCS OOBEKTaM.

- BTOpPOH YpOBEHb 3BYKOB-ayauo (hailyibl, MpUCOETUHAEMBbIE K craiay. J[aHHBIH THII 3BYKOB MOXXET CIYXXUTb
KOMMEHTApHEM K COAEPKMMOMY ClIai/ia M 3aMEHsITh TEKCT, OCTaBIISAA OoJIbIIe MecTa I rpaduieckoil HHOpMAaIUH.

- TPETHI1 yPOBEHB-3BYK, BCTABIISIEMBII B IIPE3EHTALAIO, PACTIPOCTPAHAEMBIN Ha BECh MIPOLIECC AEMOHCTPALIUH.

Kpurepun oneHkH npe3eHTanuu

-COOTBETCTBHUE COAEPIKAHUIO TEME;

-[IpaBWIbHAs CTPYKTYPHPOBAHHOCTH HH(OPMALIUH;

-HAJTM4YWe JJOTUYECKOHN CBSA3U M3II0KEHHON HH(pOpMAIHH;

-3CTETHYHOCTH O()OPMIIEHHSI, €T0 COOTBETCTBHE TPEOOBAHUSIM.

Ouenka «5» craButcs pu 85 % COOTBETCTBUSI TPEOOBAHUAM O(GOPMIICHUS IPE3EHTALNH.
Ouenka «4» -70%-85%

Onenka <«3» -50%-70%

Ornenka «2» -wMeHee 50 %

2. MeTtoguueckue PEKOMEHIAIUH 110 COCTABJICHHUIO THAJIOTra

Ilenv: 3HaTH TPOQECCHOHANBHYIO JIEKCHKY, ()OpMHpOBaTh YMEHHE Yy CTYACHTOB pab0OTaTh C pa3HBIMHU
WCTOYHMKAMHU W MHTEPHET PECypcaMH, BBIIENATH TNIaBHYIO MH(OpMANWio, yMETh apryMEHTHPOBATH COOCTBEHHYIO TOUKY
3peHusl.

Pa60Ta JOJIDKHa 6I>ITL BBIITIOJIHEHA I10 IJIaHY U BKJIIOYATh BCTYIIJIEHHUE, OCHOBHYIO MBICIIb, 3aKJIFOUCHHUEC.

33.}13.HI/IG: NOATOTOBUTE AUAJIOT Ha 3aJaHHYIO TEMY B COOTBETCTBHHU C OCHOBHBIMHU Tpe60BaHI/I$IMI/I K YCTHOMY
COOOIIEHHUIO.

KpuTtepuu oieHKH 10 COCTABJIEHHMIO AMAJIOTOB

BBICOKYIO MTOJIOKHUTENBHYIO OLIEHKY «5» cmydenm T0Jy4aeT, eciiu:

* JIOCTaTOYHO IIOJHO U KOHCTPYKTUBHO M3JIaraeT COOTBETCTBYIOLIYIO TEMY;

* JaeT NpaBUIbHbIE (POPMYIHPOBKH, TOUHbIEC ONPEEICHHUS, IOHATHSI TEPMHUHOB;

* TPaMOTHO OTBEYAeT Ha JOMOJIHUTEIbHbIE BOIIPOCH MPETIOIaBATENS

[onoXuTeNbHYIO OLIEHKY «4)» CTyIEHT I0JIydaeT, €CIIu:

*  eCIIU TP U3JI0KEHUHU OBUTH JOMYyIIEHB! |1-2 He3HAuUTEIbHBIE OUTHOKH, KOTOPBIE CTYJCHT HUCIPABIISIET MOCIE
3aMeuaHus IPenoaBaTes;

* TPaBUIBHO OTBEYAET HA JIONOJHUTEIBHBIE BOIIPOCHI PENOaBaTeNs

* M3IaraeT BBINOJHEHUE 331aHNUs HEJOCTATOYHO JIOTUYHO U NOCIIE0BAaTENbHO;

*  3aTpyJHsIETCs IIPU OTBETaX Ha BOIPOCHI IIPENOIaBaTENs.

¢ HenoaHo M310KEHO 3aaHKE;

Y IOBNIETBOPUTENBHYIO OLIEHKY «3» CTYACHT IOIY4aeT, €CIH:

*  IIpPH U3JIOKCHUH OBUIN JOMYIIEHBI 3HAYUTEIbHbIE OITHOKHI

* HEBEpHO OTBEYaeT Ha JIOMOJHUTEIbHBIE BOIIPOCHI MTPENOaBaTes

3. Meroauueckne peKoMeHIAUHU M0 NOAroToBKe HH(OPMAIUOHHOIO JIUCTKA(COOOIEeHM ST)
OT0 BUJ BHEAYJUTOPHOM CAMOCTOSTEILHON paObOTHI IO TIOJTOTOBKE HEOOJIBIIIOTO MO 00BEMY YCTHOTO COOOIICHHUS
JUTSL O3BYYMBAHMSI HA TPAKTUYECKOM 3aHSITHH.

Coo0mmaemas nH(pOpMAaLUs HOCUT XapaKTep YTOUYHEHUS I 0000IeHNs, HECET HOBU3HY, OTPaXKaeT
COBPEMEHHBIN B3IJISA] 110 ONpPeaeIEHHBIM MPOOIeMaM.
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CooO1enne oTIMgaeTcs 0T AOKIaJ0B U pedhepaToB He TOIBKO 00BEMOM HH(OPMALIUH, HO U €€ XapaKTepoM —
COOOLIEHHS TOTIOIHAIOT H3y4aeMbIid BOIIPOC (haKTHUECKUMH HIIHM CTaTHUCTHUeCKUMH MaTtepuanamu. Odopmisiercs 3agaHne
MICBMEHHO, OHO MO>KET BKJIFOUATh JIEMEHTHI HAMIIAHOCTH (MJUTIOCTPALINH, IEMOHCTPALIHIO).

PernamenT BpeMeHHN Ha O3BYYHBaHHE COOOMIECHHS — 10 5 MUH.

3aTparsl BpeMEHH Ha IIOATOTOBKY COOOIIEHHMS 3aBUCAT OT TPYIHOCTH cOOpa HH(OpPMAIHH, CIIOKHOCTH MaTepraia
10 TEME, UHIMBHUIYaIbHBIX OCOOEHHOCTEH CTYJICHTA U ONIPEAEIAIOTCs MpenoaaBareieM. OpUeHTHPOBOYHOE BpEMs Ha
MOJrOTOBKY HH(POPMAIIMOHHOTO coo0IeHus — 0.54.

JlonoHUTENbHBIE 33/IaHNs TAKOTO POJIa MOTYT IUTAHWPOBATHCSI 3apaHee M BHOCHTHCS B KApTy CaMOCTOSITENbHON
paboTHI B Hauasie N3ydeHns TUCIUIUTHHEL. JleficTBUS cTyaeHTa:

e coOpaTh U U3YYHTH JINTEPATYPY IO TEME;

® COCTaBUTH IUIaH WIH TPAMMATHYECKYIO CTPYKTYPY COOOIIEHUS; ® BBIIETUTH OCHOBHBIE MTOHSTHUS U ClloBa; 11

® BBECTU B TEKCT JOTIOJIHUTEIBHBIC TaHHBIC, XapaKTCPU3YIOIIUE O6’bCKT H3Y4YCHUS,

® 0()OPMHUTH TEKCT MHUCHMEHHO;

® C/IaTh HA KOHTPOJIb MPENOAABATEII0 U 03BYUUTh B YCTaHOBJICHHBIH CPOK.

Kpurepun oneHku:

® AKTYAJIbHOCTDb TEMBI;

® COOTBETCTBHE COJIEPKAHUS TEME;

e niiyOKrHa MPopabOTKK MaTepuaa;

® IPaMOTHOCTb U IIOJIHOTA UCIIOJIb30BAHUS JIEKCUKO-TPAMMAaTHYECKOI0 MaTepuana,;

® HaJIN4KE 3IEMEHTOB HAIVISIAHOCTH.

4. MeroanuecKue PE€KOMEHJAMHU IO BHINMOJHEHUIO TPAMMATHYIE€CKHUX ynpamne}mﬁ

AHTIMICKHI SI3bIK — 3TO SI3bIK TBEPAOr0 MOPSI/IKA CJIOB B NMPENJIOKEHHH, T.C. KOKIBIH YICH MPEATI0KCSHUS
umeer cBoé ompenenéHHoe Mecto. The boy caught the fish (manpumk moiiman peiOy). Ecnu mpousBecTd mepecTaHOBKY
MOJJICKAIETO M JOTONHEHHs, TO OymeT HCKaxkeH cMblch mpemioxkenus. The fish caught the boy (peiba moiimana
Manpunka). [Ipu mepeBose NpeuioKeHWH ¢ PYCCKOTO s3bIKa Ha AHTJIMMCKWN, TIOMHHTE M COOMIOJalTe 3TO IMPaBHIIO
(momnexaree, CKazyeMoe, JOMONHEHHE, 00CTOSTENBCTBO).

VrpaxHeHus] 3aKpEIUIIOT MpaBHiIa I'PaMMAaTHKH, 3HAKOMAT C HOBOW JIGKCHKOH, a HEKOTOPBIC YIpaKHEHHUS
00JafafoT MO3HABATENBHON ILeHHOCTBIO. IIpucTymas K BBINOJNHEHUIO JTIOOOTO 3amaHMsl IO TpaMMaTHKe, MEepeBEeAUTe
NPEUIOKEHHS Ha PYCCKHH SI3BIK.

[pu BBIMIOJHEHNH YIPa)XXHEHUH Ha OMpe/encHie BUIAOBPEMEHHBbIX (OpM Ijiaroja, mpexiae BCero, Haiaure B
MPEUIOKEHUH CUTHATBHOE CII0BO, KOTOPOE MMOMOXKET BaM OMpPE/IeNUTh BpeMst riaroyia. KaxaoMy BpeMeH: COOTBETCTBYIOT
onpenenénuble Hapeuns, HanpuMep Present Simple cootsercTByroT cnenyrontie 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.1. Eciint B
NPEUIOKEHHN HET CUTHAIBHOTO CIIOBa, TO B COJCPKAHHWHU TPEIIIOKEHUS MOXET OBITh CHTYaTHBHOE YKa3aHHE Ha BpeMs
rmarona. Look! Julia is writing a letter to her friend. Tabmuma Bcex BHmOBpeMEHHBIX (OPM TIaroia MOMOMKET BaM
BBITIOJIHUTG 3aaHue. OOpaTHTe BHUMaHHE Ha TO, HYXKHA JIH B TJaHHOM ciydae (opMa aKTHBHOTO WITH ITACCHBHOTO 3aJIOTa.
[loMHHUTE O TOM, YTO IJIArOJIBI ICNSATCS Ha PABUIIbHBIE M HEMIPABIJIBHBIE TIO CIIOCO0Y 00pa3oBaHMs MPOIIEIIIEro BPEMEHH.

YT00BbI BBIMOJHHUTH IMOACTAHOBOYHBIC YIPAKHEHUS HA 3aKPEIUICHHE Marepuana W BbIpa0OTKH aBTOMAaTH3Ma B
YIOTPEOJIICHUH TPaMMAaTHYECKUX CTPYKTYp, WU3YYHUTE COOTBETCTBYIOIIWE PAa3leibl rPaMMAaTHUKH, BBHINOJIHUTE 3aJaHUs,
HEOJHOKPATHO BO3BpalIaiiTech K IpaBUiiaM, KOPPEKTHPYs cBOW 3HaHUs. IIOMHHTE 0 TOM, 4TO rpaMMAaTHKa IOCTPOEHA
Ha MOJIeJISIX, KOTOPBIE JOCTATOYHO JIETKO 3allOMHUTH M IPHMEHSTH PH MOCTOSIHHOM NOBTOPEHUH.

5. Meroauueckne PEeKOMEHIANH I10 COCTABJIECHHUIO A€JIOBBIX ITHCEM, l'lpeTel-BI(Iﬁ

Crenuduka si3pIKa ISTOBOU cephbl OOMICHUS 3aKIIFOYACTCS B TOM, YTO OHA MPENICTABIIAET COOO0M TaKxke U
OTIpeNICIICHHBIN METas3bIK JAHHOW 00JTACTH MPEIMETHON ACATEIILEHOCTH W 00IaCTH 3HAHUS, OTIPENICIICHHBIH Te3aypyc,
PaCKPHIBAOIINN YHHBEPCATHHOE H CIIENU(UIHOE B IPEANPHUHUMATEIHLCKOM chepe aHIITOSI3bITHOTO S3IKOBOTO
KOHTHHYYMa, TIO3TOMY TIPaBIIIBHO IOCTPOEHHBIE CTPYKTYPHI IEIOBOTO OOIIEHHUS TOJIKHBI PACCMATPHUBATEHCS HE TOIBKO KaK
MOKa3aTeNbh OCBOSHISI JAHHOTO Pa3/ieNa, HO M KaK BaKHBI KOMIIOHEHT SI3BIKOBOM CIIOCOOHOCTH BTOPHYHOM S3BIKOBOM
JUYHOCTH, OJIWH M3 IPUOPUTETHBIX KOMIIOHEHTOB Y4eOHOW AEATEIbHOCTH B CHCTEME IIOATOTOBKY OYIYIIETO CIEIHAINCTA.
Takum 00pa3oM, OCHOBHBIM MPEIMETOM JAHHOTO pa3jielia sBIsIeTCs «eoBast cepa oOIIeHHs» B YACTHOCTU COCTABICHHE
MHUCHMEHHBIX JICTIOBBIX M COMPOBOIUTENHHBIX IMICEM U MpeTeH3ui. [lemoBoe o0mienne B MICKMEHHOH (popMe TpeacTaBIseT
co00M 0cOOBIN THIT JUICKYpCa, KaK 3JIEMEHT HAIMOHAIBHOHN KYJIBTYphI, BKIIFOUAIOIIHAN B ce0sI HE TOJMBKO CIICIU(pIIECKUe
3JIEMEHTHI, HO M DJIEMEHTHI YHUBEPCAIbHEIE, XapaKTePH3YIOIIIe KOMMYHHKATHBHYIO MOJICTH B IIETIOM.

D¢ dexTnBHOE HETOBOE MUCHMO HA AHTITMICKOM S3bIKE OOBITHO UMEET OTPEACICHHBIN (HOpMAaT U S3bIK.

Js rpamoTHOTO 0(hOpMIICHHS AETOBBIX KIIHIIIE Ha MUChME, CIeAyeT OOpaTHTh BHUMAHHS HA BAPHAHTHI
AHTJIMHACKOTO U PYCCKOTO si3bIKa. Tabmumma JeMOHCTPHPYET MPUMEPHI JETOBBIX KITHIIIE, HCIOIB3YEMBIX IIPH COCTABICHUH
JIEJIOBBIX ITHCEM.
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ITprMeps! NEeT0BBIX KIUILE C IEPEBOJIOM

IIpumep genoBBIX KiIHIIE HA AHTIHHCKOM

IlepeBon neJIOBBIX KJIHIIE HA PYCCKMIl I3BIK

Thank you for your letter of (date) asking

Criacn60 3a mICbMO OT (7aTa), B KOTOPOM BBI

if........ CIIPAIINBACTE ...
We have received your letter of (date), Mpe1 nosyuwiu Barire muckMmo oT (nara), K
enclosing............... KOTOPOMY BBI TIPHJIAracTe. ..
We are writing to enquire about Me1 Bam nmtiiem, 4To0bl y3HATH O. ..
We are interested in... MBI 3aUHTEPECOBAHBI B. ..
We would like to know... Ms1 OBl XOTENH 3HATG. ... ..
In reply to your letter of (date)... B oTBer Ha Balle IMCHMO OT.....
We would like to inform you... Ms1 OBI XOTENN Bac MPOUH(POPMHUPOBATH
We are sorry to have to remind you... [pocTuTe 3a TO, YTO HarToMuHaeM Bawm....
Ccputasch Ha Ballle MUCBMO. . .........
With reference to your letter...
[MonTBepxnas, Mbl pajsl. ...
Confirming...we are pleased now to...
Please accept our apologies/apology for... [oxxanyiicta, TpUMHTE HAITK U3BUHEHUS 3. ...
C OOMNBIIMM COXKAICHHEM MBI COO0IIIaeM, UTo. ..
We very much regret to say that...
We are sorry for a delay... MBI coxarneeM O 3aJIepKKe. . ..
We were sorry to receive your complaint... C coxaneHHeM MBI MTOJTY4IIIN Bally JKajuo0y
JIroOoe /enmoBoe MIUChMO Ha aHTIIMICKOM HauMHAaeTcsl ¢ ppasbl MOA00HOH
DearMrBrown
DearJohn
- B KOHIIE (hpa3bl HET BOCKJIMLATEILHOTO 3HaKa. MOYKHO HCIIOIB30BaTh 3aIIATYIO MM OIYCTUTh 3HAK NPEIHHAHUI
BooOIIe. B ToM mitn npyrom cirydae nmogoOHbIH CTHIIb ClleNyeT cOOM0aTh ¥ B OKOHYaHUH ITUChMA.
- 3amenuTtenu tuna ‘Hi, John!” Bo3MoxkHBI ipy JutnTENbHOM HedopManbHOI niepernucke ¢ koieroil. [lomoxnure,
MI0Ka OH HCIOJIB3YeT TaKOe Hayaio MepBbIM.

THUOMYHBIE OITUOKH:

Hi, MrBrown!
Hi, Mr Brown,
Dear John Brown

BMmecTo Mr MOKHO HCHOJIB30BaTh Apyrue 06paI_IIeHI/IH B 3aBUCHUMOCTH OT CUTYyalluu:

OoparmeHust pu GopMaTEHOM MEepernucKe

Title

Status

(craryc)

Complimentary close
OxoHyaHue NUCbMa
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Mr married or unmarried male Yours sincerely
(MckpenneBarn )
MRS married female Yours sincerely
(MckpenneBar )
Miss unmarried female Yours sincerely
(MckpenneBar )
Ms married or unmarried female Yours sincerely
(MckpenneBar )
Sir male — name not known Yours faithfully
(MckpenneBar )
Madam female — name not known Your faithfully
(UckpernneBan )
Sir/Madam o0pamieHue K ajpecary, Yours faithfully
KOT/Ia HEU3BECTHO >KEHIIIMHA TO HIIH (MckpenneBar )
MY>KYMHa
Doctor/Professor/General obparieHue K JOKTOpam, Yours sincerely
npogeccopaM, BOCHHBIM B (MckpenneBar )
HC3aBUCHMOCTHU OT I10J1a

IIpumep 1. JleaoBoe MUCEMO HA aHTITUHCKOM

Lenina 123-56
Volgograd 123456
Russia
13 March 2009

ABC Ltd

Warwick House

Warwick Street

Forest Hill

London SE 23

UK

For the attention of the Sales Manager

Dear Sir or Madam

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

(Ms) K. lInik

B nepBom a63arie nucbMa 0ObIYHO YIIOMHHACTCS CUTYaIHs, TIOCITYKUBIIIAs IPUUMHOMN HalKMCaHUs MTUCbMa!
HOJIB30BaHKE TOBAPOM WIIH YCIIYTOH, Tene(OHHBIN WK IMYHBIA pa3roBOp, 3apoC WIK MUChMO, PEKIaMa WU Lelb
HalMCaHUs ITUChMa.

[ara otnpaBiieHus miuchMa 00BIYHO MHUILIETCS B TPABOM YTy O] 3aroJioBKOM. CYIIECTBYIOT CIEAYIOIINE
CI1ocoObI 0003HaAUYEHHS JaThl B ACJIOBBIX ITMCbMAax Ha AHTJIMHCKOM SI3BIKE:
12th September, 2010
12 September, 2010
September 12th, 2010
September 12, 2010

JlenoBbIe MMChbMa HA aHTTIMHCKOM SI3BIKE 00s13aTENIbHO TOIDKHBI COIEPKATh BCTYITUTENBHOE 00paIeHHne 1
3aKITFOYUTENBHYIO (OPMYITYy BEKIHBOCTH. BCTynuTenpHOE 00palieHne MUIIeTcs Ha JIEBOH CTOPOHE NMHChMa Mo
BHYTPEHHHUM a/IpECOM Ha OTJEIBHOM CTPOUKE, a 3aKIF0UNTENbHAS (popMyIa BEXXIIMBOCTH — Ha IIPABOK CTOPOHE, B KOHIIE
OCHOBHOTI'O TE€KCTa, TAKXKe Ha OTJENBHON CTPOUKE.

[Ipumep 2. PactipoctpaneHnslie hOpMyIIbl BCTYIIUTEILHOIO 00OpaIeHus:
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DearSirs, YBaxkaembie rocrnosa (CTporo opUIaIbHO)

DearSir, YBakaeMbIii TOCTIONNH (CTPOTO OPHUIINAIBHO)
DearMr. Black, YBaxkaemblii rocriofinH biiek (MeHee oQuIuaIbHO)
DearMadam, YBakaemast rocrioxa (CTporo o(pUIIHaIBEHO)
DearMrs. Green, YBaxaemast muccuc [ puH (MeHee 0pHUIHaIHHO)
DearMissWhite, YBakaemas mucc Yailt (MeHee opuInagIbHO)

KOF,Z[a OTIIPABUTEJIb NMCbMa KEJIacT, YTOOBI MUCHMO OBLIO IpoOvYUTAHO OHpCHCHéHHI)IM JIMIIOM B OpTraHU3alun
nojryqyareiis, To nepe BCTYIMUTCIbHBIM 06pameHHeM WJIK 104 HUM CTABUTCA CIICAYIOIasd HAAIIUCh:

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

IIpumep 3. PacupocrpaHeHHbIC d)ODMVJ'H:I 3aKJIIOYUTCIIHHOT'O 06DaHleHI/I$II

Yours faithfully  C yBaxenuem (cTporo opuuuagIbHO)
Faithfully yours

Yours truly

Yours sincerely Hckpenne Bamr (Menee opHIHaIbHO)
Yours
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Sunset Trailers
3344 Curly Boulevard

e
February 21, 20XX

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

Mensa SK 545 3¥2 -

4+— heading

-

inside address

Dear Sirs:

Brian Olsen
Secretary,
Sunset Trailers

Sincerely yours,

V) av)
k-) Lo

4 greeting

+— complimentary closing

<+—— signature
-~

P
-
Ve
-~

e

Owr 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

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.

,, body

6. MeTtoauueckue PEKOMEHJAIMHU 110 COCTABJICHUIO PE€3IOME U COMPOBOAUTE/IBHBIX IMUCEM HA AHTJIUHCKOM

A3BIKE.

B nenoBom HampaBlieHUH aHTJIMHCKOTO SI3bIKa CYILIECTBYET 084 MUNA pe3ome.
v' Resume — 310 HeGOJIbINKE CBENEHHS O BalleM 00pa3oBAHUM, OMbITE pabOThl U MPO(PECCHOHATLHBIX HABBIKAX, A TAKIKE

YMEHHUSX.

v' CV (Curriculum Vitae) — Gosee mosHas crpaska, BKJIIOYAOIIas MOAPOOHYIO MH()OPMALIMIO O BalleM OOPa3OBaHUH,
orbITe PaboThl M MPOPECCHOHATBHBIX HABBIKAX, & TAK)KE YMEHHUSX, COACPIKAIIAS CBEICHUS O HATPaax M JOCTHXEHHSX.

B Hareil ctpaHe OHHM HCIOJB3YIOTCA Kak CHHOHHMBI. B mocrefHee BpeMsi IPaHHI@ MEKIY 3THMH TOHSTHIMU COBCEM
pasMbLiach, u TepMHuHbI CV 1 reSUme MOKHO paclieHUBaTh KaK HICHTHYHbIE.

I'narosnbl B pe3loMe Ha AHTJIUICKOM SI3bIKE.

UYroObl mpuBJIeYs BHUMaHUE, HEOOXOMUMO Ha4YaTh KaK MOKHO OOJbIIE MPEIOKEHUH C MOMOIIBI0 TJIarojioB
JIEMCTBUS, KOTOPBIE MOTYT TOKa3aTh Bamy HACTOAIIYIO IIEHHOCTh KaK MOTEHIIHAIFHOTO COTPYIHHUKA.

v Jaxke camoe KOpOTKOe MpeIoKEeHNE Ha aHTTTHHCKOM BCer1a COMEPHKUT IJIAr0JI.

v Jlis ycnemrHoro pesroMe Hajao Mmoao0paTh COOTBETCTBYIONIUE MIArojibl. VIMEHHO TaKUMHU SBIISIOTCS
2nazoawvt Oeiicmeusn (Action Verbs). B mnpennoxxeHuu rjaros JCWCTBUS TOBOPUT HaM, UYTO JiejaeT MoJJIexaniee -

(bI/I3I/I‘IeCKI/I HJIn YMCTBEHHO.

v BI)I60p BPEMCHH, B KOTOPOM JTOJIDKCH CTOATH IJ1aroji, HarpsAMyro 3aBUCHUT OT TOI'O, O UYEM BbI ITUIIIUTEC.

Bpems riiarosia

OnuceiBaemasi CUTyauus

IIpumep c nepeBogoM

The Present Simple Tense

Texymue QakTel, TUIHAS WHOOPMAIHL
1 HaBBIKH

I’m an EFL teacher with over nine-

year

AHTIIHHACKOTO ¢

experience. - S yuurens

Ooiee qeM
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JCBATUIICTHUM OIIBITOM pa60T1>1.
| currently teach a number of private
students over Skype. - B Hacrosiee
BpCM;[ A npenona}o HECKOJIBKUM
YaCTHBIM CTyJIeHTaM 1o Skype.

[peapiayimuit omeIT paboThl increased sales by 12% - yBenuunioch
Ha 12%
trained 10 managers. - IToarotosuia 10
The Past Simple Tense MEHEDKEPOB.
3akoHYEeHHOE 00pa3oBaHue graduated from  Moscow  State
University in 2017 - okoHumi
MockoBckuit TOCYAapCTBEHHBIN

yHuBepcuter B 2017 roxy

Ecmu xe Bo Bpemsi moctyruienust Ha | | am attending Technological College

padory Ber  Bce eme sBiserech | #34. - s o0y4aroch B
CTYJI€HTOM Kakoro-nn6o | TexHonornuyeckoM kosuiemxe Ne34.
00pa3zoBaTeIbHOTO YUPEKACHHS
The Present Continuous | Idus obo3naueHus pabotsl B kommanuy, | | am working at Sales, Inc. as a
Tense rae Bol sBisereck cotpymHukoMm Ha | transportation specialist. - S paboTaro B
JIAHHBIA MOMCHT. kopriopaumn  Sales B KkadecrtBe
CIICLAAIIICTA 110 TPAHCIIOPTY.
The Present Perfect | Ileproxn paboTsl | have been working at Sales, Inc. for
Continuous Tense three years as a transportation

specialist. - 5 paboTaro B Kopropaiiu
Sales Tpm roma B KadecTBe
CIIEHHATUCTA [0 TPAHCIIOPTY.

IIpaBuna Hanucanusa Curriculum Vitae (pe3rome Ha aHIITHICKOM AI3BIKE).

OCHOBHEBIC npaBujia Jid HalMMCaHrud pE3rOME Ha AHTJIMHCKOM CJICAYIOIHE:

o [Mucatp pestome camocrosaTenbHO. HUKTO He cMoXkeT pacckasarb o Bac nyuine, yem Bul camu.

. ITo BO3MOXHOCTH amanTupoBab cBoe CV 1O KaXIyl0 KOMIIAHUIO U JODKHOCTh. Oco0oe BHUMaHUE TIPH 3TOM
ynenurte nyukram Objective (Ienun) u Profile (ITpodws).

o [Mocrapatbest cnenars Baire pestome MakCUMalTbHO KPATKUM M JIAKOHUYHBIM.

L4 BCCF}Ia OCTaBJIATH TOJIBKO aKTyaJIbHbIE€ KOHTAKTHI.

o BEITE TOYHBIM U IpaBAUBbIM.

. [IpoBepuTh pe3toMe Ha HATMYUE OITUOOK.

OcHoBHBbIE TPeOOBAHMS K COCTABJIEHHIO Pe3l0Me HA AHTJIMICKOM fI3bIKeE.

1. Oonem pestome. TpedoBanusi K MIPUdTY U pa3Mepy.
e [locraparbest ymectuth Barie pestome Ha 1 crpaHuny, HO eciau y Bac 6oubliioit onbIT paboThl WIIM HECKOIBKO
00pa3oBaHHii, TO MAKCUMYM, 4TO BBl MOKeTe 3aHSTh - 3TO 2 CTPaHHIIBL.
o Mcrons3oBars cranaaptaeiii mpudt (Arial, Garamond, Times New Roman wru Verdana).
o Pazmep mpudra ocHoBHOTO Tekcra — 11-12 pt, s 3aronoBkoB ucnonb3yiite 14-16 pt .
® O0s13aTeNbHO UCIIONBH30BaTh BBIICICHHE TEKCTa B PE3IOME IONIYKUPHBIM, KypCHBOM W IIBETOM. BBIIENnsTh cBOE
ums 1 pammmio, a taxoke Leas (Objective) ¢ momomnsio mipudTa nokpymHee 18-20 pt .
e AGzarel B pestome. CTpyKTypHpoBaTh TeKCT Bamero pestome, yToObl cienaTh ero untabensHbIM. Vcnonp3oBaTh
MapKHApPOBaHHBIE CIICKH TIPH NIEPEYHCIIEHINH HABBIKOB U OIBITA PaOOTHI.
* BepxHee, HIDKHEE U JIEBOE T10JIs1 HE MeHee 2 cm, paBoe - /,5 cm; BBIpaBHUBaHUE OCHOBHOTO TEKCTA IO IIUPUHE
WJIN TIO0 JIEBOMY Kparo.
o PexomeHyeMblii MEeXIyCTpOYHBIN HHTEpBaN Al Hanucanus pestome 1,15 - 1,5
2. DopMarT JI0KYMEHTa JUIsl pe3ioMe.
J1ist mepechbUIKH pe3toMe B AIIEKTPOHHOM BUe Hcnoib3yiTe popmar PDF.
3. CTpyKTypa pe3loMe HA AHIJIHIICKOM.
o 3azonoseox (Header)
BwMecTo 3aronoBka vaiiie BCero MUIIYyT HMsi COUCKaTesst (X0Ts MOKHO HarmucaTh Resume wiu CV) .
o Jluunas ungpopmayusn (Personal information)
v' Hmsa (Name) - eciv UCTIONB30BAIU CBOE MM B 3aTOJIOBKE, TO HE MOBTOPSNTECH.
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v Jdama poscoenus (Date of birth) - na3BaHue MecsIa JIydlle HANKMCATh OYKBaMHM, T.K. B PA3HbIX CTPaHaX MPUHAT
pasHBIil hopMaT HaNMCaHUS AATHI.
v Aodpec (Address) - anpec 0OBIYHO TUIIETCA B TAKOM MOPSAAKE: HOMEP JOMa M Ha3BaHHE YIIUIIbI, TOPOJ, IIOYTOBBII
MHJEKC, CTpaHa.
V' Moéunvnotii menegon (Mobile) - 0053aTeIbHO YKa3BIBAETCA B MEXKIYHAPOJHOM (popMmare.
v Aodpec rnexkmponnoii noumot (E-mail).
MOHO TakKe BKIIOUUTH CBEICHUS O cemeitnom nonoxcenuu (Marital status), nayuonansnocms (Nationality),
HO 9TH IIYHKTHI HE 00513aTeIbHBL.
e I[ens (Objective). B 3TOM TTyHKTE HY)KHO YKa3aTh JOJKHOCTh, Ha KOTOPYIO BBl ipeTenmyere.
o Kpamrxasa cnpaeka (Profile). Kpatkuii paccka3 o ToM, kTo BrI, kakoBel Bamm HaBeIKH 1 9TO BBl Okmmaere ot
JOJDKHOCTH.
o Oobpazosanue (Education). Yxa3atb cBereHHs 00 00pa3oBaHWHM, HadyWHAs C TOCIEOHETO MECTa TONTYYCHUS
00pa3oBaHMs B 0OpaTHOM XPOHOJIOTHYECKOM MOPSIIIKE.
e Onvim pabomur (Work experience). YKa3atb Ieproisl pabOTHI, JOKHOCTD, Ha3BaHHE KOMIIAHUH.
e  Haeuvixu (Skills)

e Uumepecwvl u Oononnumensvnas ungopmayusn (Interests & Extra information).
o Pexomenoayuu (References).

Oopa3sen pesome (CV) Ha aHIIHIICKOM fI3bIKe

Sara Anne Green A well-organized and outgoing Business Economics student graduating in
Address (home): 47 Gerrard Street  |[June 2007 with good communication and analytical skills, looking to develop a
Manchester, M20 4LZ career as an economist within an international business environment. Fluent
Telephone: 0121 423170 Spanish speaker experienced in the use of spreadsheets, databases, and similar
Email: sara.green@gmail.com 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
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Sara Anne Green A well-organized and outgoing Business Economics student graduating in
Address (home): 47 Gerrard Street  |[June 2007 with good communication and analytical skills, looking to develop a

Manchester, M20 4LZ career as an economist within an international business environment. Fluent
Telephone: 0121 423170 Spanish speaker experienced in the use of spreadsheets, databases, and similar
Email: sara.green@gmail.com business software.

MKL Smith & Co (Accountants)
231 Parker Street
Manchester M20 6QR

Kak Hanucars conpoBoautesibHoe mucbmo (Cover Letter) na anriuiickom

OCHOBHbBIC NPHHIANBI HANMCAHUS CONPOBOANMTEILHOIO MHCbMA
v' Boith nakonuuneiM. Cover Letter He momkHO OBITH pacTAHYTHIM 0Oojiee 4eM Ha CTpaHuny. B upeane
CONMPOBOUTENbHOE MUCHMO 3aHNMAeT NMOJOBHHY WM 2/3 qucTa.
v He ny6nupoBath TO, YTO HAMUCAIH B PE3IOME.
v Tlpexe yeM npucTymuTh K Hamucanuto Cover Letter, penuTs, 4to MOTHBHpPYET Bac JUist MOIydYeHUs: KOHKPETHOM
JIOJDKHOCTH, W TIOYEMY JJOJDKHBI BEIOpaTh nMeHHO Bac.
v Cuenarb IMUCHMO (GKUBBIMY, H30€raTh A36IKOBBIX KIHMIIE U OaHATBHBIX (pas.

CTpyKTYpa CONPOBOAUTEIHLHOI0 IMHCHMA

B
——

ersonalized greeting when possible.

Paragraph 1: A strong,
ompany-specific introduction.

- Respectful salutation and name.

1. Bcrymiaenue.
Hauars ¢ npuBercTBus. Jlydiie BCEro nombeITarbCs y3HaTh UMs IUPEKTOpA MO MEPCOHALY U aapecoBaTh MHCbMO

HEMoCpenCTBEHHO eMy. Ecii mo kakuM-Inb0 puyrHaM 3T0 ceath He yaaercs, Hanmmmute Dear Sir/Madam.

B mepBoii yacTu Takke ciemyeT pacckasarb o cede, ykazaTh JOJDKHOCTh, HA KOTOPYIO IIpeTeHIyeTe U OTKyaa Bel
Y3HAJIU O BaKaHCHUHU.

Example Mpumep

Dear Ms. Woods, 'YBaxkaemast rocroxa Byc,

I would like to express my interest in applying fora |5 661 xoTena mposiBuTh MHTEpEC K Barueii BakaHCHH Ha JOIDKHOCTD
full-time teaching position in your language center. |  |mpemongaBaresns ¢ mOJHOI 3aHATOCTHIO B BareM s1361Kk0BOM

have teaching experience in TOEIC, IELTS, TOEFL, [uentpe. Y mens ectb ombiT npenogasanus TOEIC, IELTS,
Business and Conversational English. I am confident in [TOEFL, nesoBoro u pa3roBOpHOTo aHrauiickoro. 51 yBepeHa, 4ro
my ability and passion to become a positive addition to [mos kBamudUKaLKS U PHTY3HA3M TOMOKET MHE CTaTh

your company. MO3WTHBHBLIM TIOMTOJIHEHHEM B Bary KOMIIaHuro.

Dear Mr. Mathews 'VBaxkaeMbIil rocnoguH MaTbeIOC,

I recently met with Tamara Foster from your company, |Henasto st mo3nakommsicst ¢ Tamapoit @octep u3 Baiei
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Example

IIpumep

and she highly recommended that I send you my CV.
Knowing the requirements of your open position for a
sales manager, she considers that | am the ideal

KOMITAaHUH, U OHa HACTOSTEIbHO PEKOMEHI0BAJIa MHE OTIIPABUTh
BaM Moe pe3toMe. 3Has TpeOOBaHUs K BaKaHCUH MEHEDKEPa 1o
MpoJIaXkaM, OHA CYUTACT MEHS UICATbHBIM KaHIHIATOM.

candidate.

2. OcCHOBHASI YACTh CONMPOBOAUTCIABHOIO MUCHbMA.

Bo BTOpoMm ab3ane cnexyer paccka3arh O Ballel KBTH(HUKAIUK U JOCTHXECHUSIX, KOTOPBIE TTOKA3bIBAIOT, TOYEMY
Brl moxxoanTe ISt 3TOM JOKHOCTH M ITOYeMy MMEHHO Ballla KaHIUAaTypa BBITOHA IJIs1 KOMIIaHUH.

YmoMsHHTE HECKOIBKO IPAMEPOB AOCTIKCHUH B Balllel Kaphepe, OMHUPasich Ha MHUQPEL.
3aBepIInTe OCHOBHYIO YacTh COMPOBOAUTEIHHOTO MHChMa HA AHIJIMHCKOM SI3bIKE TEM, YTO BBl OTVINYHO COOTBETCTBYETE

3TOH JOJDKHOCTH, OCHOBBIBAsICh Ha Bamreit KBaHI/I(i)I/IKaHI/II/I.

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 |
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.

S1 mpoBEN MpomuIbie ONTOPa rojia, paboTas Ha MOJHYIO CTaBKY
MUcaTesieM U PeJaKTOPOM B M3AaTENbCTBE, KOTOPOE
CIELMATU3UPYETCsl Ha 00pa30BaTeIbHOM KOHTEHTE. B Teuenne
TOr0 BPEMEHH, 5 Aeall BCE UTO CBA3aHO C PEJAKTOPCKON
paboToH, BKIIIOYAsi TEXHUYECKOE PEIAKTUPOBAHHUE, YTCHHUE
KOPPEKTYypHI, oOecrieyeHne KkadecTBa. B Hacrosiiee Bpems s
yIpaBisio rpynmoit u3 40 nucarenei-ppunancepos, KOTOpbIE
paboTaroT Hajl pa3TMYHBIMHU TEMAMH, U 51 MOTY 3aBEPUTh, YTO
Ka4yecTBO KayK/I0W pabOThI COOTBETCTBYET HAILIM BBICOKHM
CTaHAApTaM. S Takyke XOpOIIO 3HAKOM C paMMaTUKOU
QHTJIMICKOTO s13bIKa U 0e3 MpobiIeM afanTHpyoCh K
pa3JIM4HBIM crioco0aM BeIpaxeHHs. UYTo MHE HpaBUTCs OOJIbIIe
BCETO B MOEH HBIHEIIHEH paboTe Tak 3TO TO, YTO OHA AAET MHE
BO3MOYKHOCTb 00y4aThCsl M OBITh TBOPUYECKOM JTUYHOCTBIO H,
[MOXO0Xe, YTO 3Ta JOJDKHOCTH MpeasiaraeT mojaoonoe. 5 Bepro,
4yTo Oyny Au1s Bac neHHBIM proOpeTeHreM, 1 MOU HaBBIKU
BHECYT BKJIaj B Bamry kommanuto.

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 | could make a significant and valuable contribution to
your institution considering the qualifications mentioned.

Heckosbko MeCsIIIeB CITyCTsI IOCIie OKOHYAHHS YHHUBEPCUTETA 51
Hadas paboTaTh HHCTPYKTOPOM IO aHTITMHCKOMY SI3BIKY, YTO
MTO3BOJIMIIO MHE B JAIbHEHIIIEM pa3BUBATHCS M YIYUIINTH CBOU
KOMMYHHKATHBHBIE HABBIKM M HaBBIKH MPENOAaBaHus. S
oJIararo, YTO MOTY BHECTH 3HAUMTEIbHBIN U IICHHBIN BKJIa] B

Barry opranuzaiiiio, yanThIBas yKa3aHHbIE KBATH()UKAIHIH.

3. 3akayHuTeJbLHAsl YACTD.

B aroii wacti Cover Letter Bol 1o/mkHBI PU3BaTh MOTEHIMAIBLHOTO PadOTOAATENS K JIEHCTBUIO, T.€. MPUTJIACUThH
Bac Ha cobecenoBanue. /st aToro nmomnpocure nmo3BoHUTh Bam, 4ToObBI cOrliacoBaTh IaTy U BpeMs Ha COOeCenoBaHMsI.
U Hanocnenok, mobiarogapure 3a To, YTO yACTIIN BpeMs s paccMOTpeHus Bamel kanquaaTypsl.

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 above to schedule an interview at your
convenience

41 yBepeH, 4TO MO OIBIT M HAOOP HABBIKOB CHIENAIOT MEHSA
OTJIIMYHBIM KaHAWIATOM Ha 3Ty JOJDKHOCTb, a TAK)KE LIEHHBIM
aKTHBOM Ui Bamel komnanuu. [loxaiyiicra, I03BOHUTE MHE 110
yKa3aHHOMY BBIIIIE HOMEPY, YTOOBI 3aIJTAHUPOBATh
cobeceoBaHme B yI00OHOE IS BaC BpeMs

I look forward to discussing my qualifications further
and can be reached by email at aberezina@email.com or
by phone at 233.44.9874.

Thank you so much for your time

51 ¢ HeTepIIeHHEM OXUIAI0 JABHEHUIIIEr0 00CYKICHUS MOEH

kBaTH(UKaIu. MOXHO CBSI3aThCSI CO MHO# M0 DJIEKTPOHHOM
moute aberezina@email.com wiu o tenedony 233.44.9874.
Bonbioe cracu6o 3a yaeneHHoe BpeMsl.

HpI/I MMpouIaHu MOKHO MCIIOJIb30BATh KOHCTPYKIIUU:

Yours faithfully (mpu o6pamennu Dear Sir/Madam ),

Yours sincerely (ipu oGpariieHnn ¢ yka3aHiueM HMEHH apecaTa),

a Tak)Ke KOHCTpyKItiio Best regards .

Example

IIpumep

Looking forward to hearing from you,

C HereprnieHueM xay Bariero orsera,
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Example Ipumep

Best regards, C HaUMy4IIMMU MOXKETAHUSIMH,

Svetlana Berezina Cgemnana bepesuna

| appreciate your consideration and look forward to hearing from you.|I 1ienro Batie BHEMaHHe | K1y OT Bac OTBETA.
Sincerely, C yBakeHHEM,

Eric Roberts Opuk Pobeptc

HpnMep COMMPOBOAUTEC/IBHOIO ITMCbMa HA AHTJINHCKOM

100 Broadway Lone, London, UK NWB8O0QE M: (020) XXXX XXXX example-email@example.com
Dear Mr. Simpson

I am writing in response to your advertisement for the Business Development Manager position available with Mega Carp.
I have six years of experience working in a similar role. Additionally I 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 I 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. | 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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