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1. OBIIIME CBEJAEHMUSA

Metonuueckne pPeKOMEHJAIMK T10 BBIIOJHEHUIO CaMOCTOATEIbHOM paboOTHl CTyAEHTaM I10
JaHHOW JUCUMIUIMHE pa3paboTaHbl B COOTBETCTBUM C paboyell HporpaMMOM JIMCLUILIMHBI
«lHOCTpaHHBIH SA3bIK B TPO(PECCUOHAIBHON IEATETbHOCTH.

[To yuyeOHOMY MIIaHYy B COOTBETCTBHH C pabodell MporpamMmoil Ha W3Y4eHHE JHUCIHUILTHHBI
«MHOCTpaHHBIN SI3BIK B TPOGECCHOHATBHON NEATETBbHOCTHY» CTYASHTaMU OYHOW (OpMBI 00ydeHUs
npeaycMoTpeHo Bcero 164 dacoB, W3 HuUX mNpakTuueckui 3aHsatuii — 118 wacoB, B TomM umcie,
mudepeHInpOBaHHbIHN 3a4eT - 2 yaca, CaMOCTOsITENIbHBIX 3aHATUH — 46 Jaca.

Ilenvrl0  MeTOOMYECKUMX  peKOMEHZanui  sBisiercs  obOecrmeueHne 3 ekTUBHOCTH
CaMOCTOSITEJIbHOW BHEAYAUTOPHON pabOTHI CTYACHTOB.

3a0auamu MeTOAMYECKUX PEKOMEHJAUMH IO BBINOJIHEHUIO CaMOCTOSTEIbHON paboThI
ABJISIIOTCS:

- CHCTEMAaTH3alus M 3aKpEIUICHHE IOJYYCHHBIX TEOPETUYECKUX 3HAHUM M MPAKTHYECKHUX
YMEHUH CTYJEHTOB;

- yriryOsieHue 1 paclIMpeHre TeOPETUIeCKUX 3HAHUM;

- hopMHpOBaHUE YMEHUH MCIONB30BaTh CIIELUAIBHYIO JUTEPATYPY;

- pa3sBUTHUS TIO3HABATEJIbHBIX CHOCOOHOCTEH M AaKTUBHOCTU CTYIEHTOB. TBOPUYECKOU
WHUILIMATUBBI, CAMOCTOATEIbHOCTH, OTBETCTBEHHOCTH W OPraHU30BaHHOCTH;

- opMHpOBaHHE  CAMOCTOSATEIBHOCTH  MBIIIICHHS, CIOCOOHOCTEH K CaMOpPAa3BUTHIO,
CaMOCOBEPIICHCTBOBAHUIO U CaMOpeaIn3allly;

@ynKyuamu METONUYECKUX PEKOMEHJAlMH 10 BBINOJHEHUIO CAMOCTOSITENbHOW paboThI
ABJIAFOTCS:

- OIIpe/ieNIEHUE ColepKaHUsl paOOThl CTYIEHTOB 110 OBJIAJIEHUIO IPOIPaMMHBIM MaTe€pHalIoM;

- yCTaHOBJIEHHE TPEOOBAHUM K pe3yibTaTaM U3ydeHUs AU CLUILINHBI.

Cpoku BBIOJIHEHMSI W BUABI OTYETHOCTH CAMOCTOSTENBbHOH paboThl — oOmpenessercs

mpernogaBaTciicM, U JOBOJATCA 10 CBEACHUA CTYACHTOB.



2. KPATKUM TEMATHYECKHWM IIJTAH BUJOB
CAMOCTOSTEJBHOMN PABOTHI

Tema JICKOWU WU TPAKTUYCCKOI'O

N Yac Bun pabotsr
1 2 3

Pa3znen 1.Besoano- 8

KOPPEKTHBHBIN KypC

Tewma 1.1. Benenue. 4 BelntonHeHnE MPaKTHYECKOTr 0 3aAaHus

3HaKOMCTBO. PeueBoii ATHKET.

Tema 1.2. Moii pabouuii 1eHb. 4 YcTHoe coobienne «Moii pabounii 1eHb»

Pa3znen 2. JleoBast 6

KOppecNnoHAeHIUSs

Tewma 2.1. PeueBoii 3TUKET B

/ICITOBOM KOPPECTIOHACHILIH. 6 BrinosiHeHHE NpakTUYECKOT O 3aJaHUS

3anpoc, MpeaIoKeHue.

KoHTpaxT.

Pasnen 3.

IKOHOMHYECKUH NHOCTPAHHBIN | 32

SI3BIK

Tema 3.1. DKOHOMHYECKHE

BeimonHeHne mpakTHYECcKOro 3a1anus
0COOEHHOCTH CTpaH uzydaemoro |4

YcTHOE coobiieHre B popme J0KIana

SI3BIKA.
Tewma 3.2. Tunsl Ou3Heca B 4 YcTHOE cooliieHne
Bemukoopurannu u CILA. BrinosiHeHnEe NpakTUYECKOT 0 3aJaHUs
Tewma 3.3. Perucrpanus BelnmonHeHne NpakTUYECKOT 0 3aJaHUs
npennpustus. CIusHus 1 4
MOTJIOLEHUSI.
Tewma 3.4. Ynpasnenue 4 BelIntonHeHNE MPaKTHYECKOTr 0 3aaHus
KOMIIaHUEH.
BrImotHeHHE TPaKTUY€CKOT 0 3aaHus
Tema 3.5.PpiHOK Tpyna. 4
HNHcuennpoBaHue nuanora
Tema 3.6. BHemHsst TOProBJIs. 4 Brinosenue ycroro 3afanus
BrinonHeHne npakTuyecKoro 3agaHus
Tema 3.7. BaHKIL 4 BrinonHeHne npakTuyecKoro 3aaaHus
Co3zpanue npe3eHTauuu
Tewma 3.8. UcTounuku 4 BrinosiHeHHE NpakTUYECKOT O 3aJaHUS
(dbuHaHCHPOBAHUS IPEIPUATHUSA.
BCEI'O 46




3. KAPTA CAMOCTOSATEJBHOM PABOTHI CTYJIEHTA

MeTtoaunueckue peKOMEHAAlMM IO BBITOJHEHUIO CaMOCTOATEIbHOM paboThl CTYJEHTaAMH IO
mucuuminHe «MHOCTpaHHBIH s3BIK B IPO(ECCHOHATIBHOW JEATENbHOCTH» COCTOAT U3 KapThl
CaMOCTOSITENIbHON palboThl CTYAEHTa, HOPsJIKAa BBIIOJHEHUS CAMOCTOSTENbHOH paboThl CTy/EHTa,
CIIHMCKA PEKOMEH/IyEeMOM JIUTepaTyphl.

TeHaeHLUsT COBPEMEHHOro 00pa30BaHMS — CaMOCTOSTENbHOE MPUOOpETEeHHE 3HAHUN TOA
PYKOBOJICTBOM IIpEMoJaBaTeJs.

CamocToATeNnbHOCT, 0003HAa4aeT HE TOJIbKO CaMOCTOSITEIbHOE JOOBIBAaHUE 3HAHUN, HO H
CaMOCTOSITENIbHOE TMPHUHITHE pelIeHud, a, 3Ha4uT, YMEHHE M TOTOBHOCTh OpaTb Ha cebs
OTBETCTBEHHOCTb.

CaMOCTOATENBHOCTh — 3TO TO Ka4€CTBO, KOTOPOE HAPALY C AKTUBHOCTBIO, KOMIIETEHTHOCTBIO,
po¢eccoHaIbHON MOOUIBHOCTHIO HEOOXOUMO COBPEMEHHOMY CIIELUAIINCTY.

Kapra camocrosiTenbHOM pabOTbl MOMOXET CTYIAEHTaM OpraHu30BaTh CBOIO paboTy U
MOOMIIM30BaTh ce0si Ha JOCTH)KEHHE IOCTaBICHHBIX 3ahad. M3 naHHOW KapThl CTYJEHTHl Y3HAIOT
HalMEHOBAaHUE TEM, KOTOpble BBIHECEHbl HA CaMOCTOSTENbHOE M3yuyeHHEe, O00s3aTelbHbIE U
IIPEAOCTaBIEHHbIE 110 BEIOOPY (OPMBI CAMOCTOATEIbHON PabOThI, OCHOBHYIO JIUTEPATYPY.

B xkapre camocTosATenbHONH pabOThl CTyAEHTAa MPEIJIOKEHbl Ha3BaHUs TeM (pas3/iesnoB),
HaMMEHOBaHUE BOIPOCOB, KOJIMYECTBO YACOB JIISl BHIIIOJIIHEHUS, (popMa OCYIIECTBICHHS paOOTHI.

JUis BBIIIOJIHEHUSI CaMOCTOSATENBHON pabOoThl CTYACHTAM pa3pellaeTcs MOoJb30BaThCsl yueOHOM
JUTEpaTypol, KoTopas MpeNIoKeHa B CIHCKE PEKOMEHIYEMOW JHTepaTypbl WIM JIPYTHMHU
UCTOYHUKAMHU 10 YCMOTPEHHIO CTYICHTOB.

Kapma camocmoamenvnoii pabomul cmyoenma

Ha3BaHue u HOMep dopma
pasnema HaumenoBanue KosmmuectBo | @opma nposepii CP
TEMbI UJIM BOIIPOCA | YAacOB ocymectBieHus CP
MIPErnoaBaTeIeM
Tema 1.1. Beenenue. | Umga 4 Brimmonnenue ITnceMeHHOE
3HaKOMCTBO. CYILECTBUTEIBHOE. MPAKTHYECKOT O MPAKTUYECKOE
PeueBoii 3THKET. [Topsnox cnoB B 3aJIaHUs 3aJlaHuE B
MIPEIIJIOKCHUH. TETpaaH
Tema 1.2. Mot Moii pabounii 1eHb. 3 YcTHOE coobuieHne Omnpoc
paboumii 1eHb. «Moti pabouuii 1eHb
MectouMenus. 1 Brinosinenue [TucemenHoe
IPAKTUYECKOT O MIPAKTUYECKOE
3a1aHus 3a/laHue B
TeTpaau
PeueBoli 3TukeT B 3 Brinosinenue IIucemenHoe
Tema 2.1. PeueBoit JIETI0BOM IIPaKTHUYECKOT O MPaKTUYECKOE
ATHKET B JICJTIOBOM KOPPECIIOHACHITUH. 3a1aHUs 3a/laHNE B
KOPPECIOHAEHIUU. TeTpaan
3amnpoc, IIpunararensHoe. 3 Brimonnenune IInceMenHoe
NpeIJIOKEHHUE. Cremnenun MPAKTHIECKOTO MIPAKTUYECKOE
KonTpaxr. CpaBHEHWUSI. 3a1aHUs 3aJlaHNE B
TeTpaau
BpeMmena rpymisl 1 Beinmonnenne IIuceMenHoOe
Tewma 3.1. Simple u MPAKTUYECKOT O MPAKTUYECKOE
DKOHOMUYECKHE Continuous. 3a1aHUs 3a/laHue B
0COOEHHOCTH CTpaH TeTpaau
M3y4aeMoro si3blKa. | DKOHOMHYECKHE 3 YcTHOe coobmienne B | Ompoc
0COOEHHOCTH CTpaH ¢dopme noknana




HU3y4aCMOro A3bIKa.

Tunel OusHeca 2 YcTHOE cooOlienne Onpoc
Tema 3.2. Tunsl
OuzHeca B [TaccuBHBIH 3ai10T. 2 BrinonHeHne [TucbmenHoe
BenukoOGpuranuu u MPAKTUYECKOT O IIPAKTUYECKOE
CILIA. 3aaHus 3a7aHue B
TETpaan
Tewma 3.3. CornacoBanue 4 Brimosinenne ITucemenHoe
Perucrpamus BpEMEH. MPAKTHIECKOTO MIPAKTHIECKOE
TIPEPUSATHUS. 3a1aHUs 3aJlaHNE B
Crusiaus u TETpaau
MOTJIONEHUSI.
YnpasneHnue 2 Brimonnenue [TucekMenHoOE
KOMIIaHUEN MPAKTHYECKOT O MIPAKTUYECKOE
Tena 3.4, 3a1aHUs 3a/laHue B
TeTpaau
VYnpasiienue
COMIAHMEH. Hemnunsie popmbl 2 Beimonuenune IInceMenHoOE
rJ1arojia — MOHSTHE MPAKTHIECKOTO MPAKTUIECKOE
00 MH(UHUTHBE 3aaHus 3aJlaHuE B
TETpagu
Tema 3.5. YceTpolcTBO Ha 2 HucuennpoBanue Onpoc
PeiHOK Tpyna. paboty Jajora
Hanucanue 2 Brmonnenue [TuceMenHoOE
pes3ome, MPaKTUYECKOTO MPAKTHUYECKOE
COIPOBOJIUTEIILHOTO 3a1aHUs 3aJlaHNE B
" TeTpaan
0J1aro1apCTBEHHOT O
MMChbMa,
aBToOHorpaduu
Henmunsie popmsbl 3 Brimnonnenue Omnpoc
rinarona.. [lonstue YCTHOTO 3a/IaHUS
Tema 3.6. Buemnss | — Participle 1
TOPTORJTA, Henmunsie popmsbl 1 Beimonuenue IInceMenHOE
riarona.. [lonstue MPAKTUYECKOTO MIPAKTUYECKOE
o Participle 1 3aaHus 3aJlaHyeE B
TETpagu
CocnararensHoe 1 Brimmonnenne [TucebmenHoe
HAKJIOHEHUE MPaKTUYECKOTO MPaKTUYECKOE
Tenta 3.7. BaHKiL (Present) 3a1aHUs 3aIaHUE B
TeTpaau
bauku 3 Cosnmanue Onpoc
npe3eHTaluu
Tema 3.8. CocnaraTtenbHoe 4 Brmonnenue [TucbmenHoe
Ucrounuku Haksonenue (Past) MPaKTUYECKOT 0 MPaKTHYECKOE
buHaHCUpOBaHUS 3a1aHUsA 3a/laHHE B
MIPEIPUSATHUS. TETpaau
Bcero 46




4. IOPSITOK BBIITOJTHEHUS CAMOCTOSTEJBHOM PABOTHI CTYJIEHTAMHA
1.1. BBegenue. 3HaxkoMcTBO. PeueBoii 3 THKeT.
CamocrosTtenbHast padora (BHeayauTopHas) 1.1.1
Bapuant 1

1. PacnionioxuTe aHHBIE CI0Ba MO an(aBUTY.
1) game, 2) east, 3) power, 4) only, 5) borderline, 6) xerox, 7) fresh, 8) shore, 9)telegraph, 10)

after, 11) vase, 12) river, 13) information, 14) dear, 15) year, 16) children, 17) zero, 18) language, 19)
jam, 20) middle, 21) urban, 22) queen, 23) war, 24) home, 25) key, 26) near.

2. 3anuIimmTe 3TH NpEaJIOKCHU, YHOTpe6JISI51 BMECTO CYIICCTBUTCIILHBIX, BBIACIICHHBIX

kypcuBom, Mectroumenus. (he, she, it, they, we).

1891.

cebe.

1) Basketball is a game which nowadays is popular over the world. Basketball was invented in

2) Sasha and Joey like to play games.

3) Mary isa girl.

4) Lillian and Frederick live in England.

5) Our teacher (Mr. Smith) explained the lesson.
6) My wife and | go to the theatre.

7) I have a dog. My dog’s name is Jack.

3. BcraBbre HYXHYIO opMy Tiarosa to be (am, is, are).

1) My mother (to be) a teacher of English.

2) Pushkin's poems (to be) very interesting.

3) I (to be) 20 years old.

4) You (to be) my best friends.

5) We (to be) all the students of the same group.

4. BoiOepuTe BEpHBIM BapuaHT MOJACTAHOBKU apTUKIIA.

1. ... USA is washed by ... Atlantic Ocean and ... Pacific Ocean.

a) /-/alal, b) the/the/the, c) the/-/-, d) /-/-/-/.

2. 1livein ... flatin ... Moscow.

a) /-/al, b) althe, c) /a/-/, d) /the/-.

3. Last year | read ... very interesting book ... "American Notes" by ... Charles Dickens.
a) /-/althe/, b) /-/the/-, c) /al-I-/, d) /the/a/-].

5. C noMouibIo MOJIHBIX OTBETOB Ha CJIEAYIOIINME BOIPOCH], HAIMIIUTE HEOOJIBLION paccKas o

1) What is your name?

2) Where and when were you born?

3) Where do you live?

4) How many are you in the family?

5) What relatives have you got?

6) What are your favorite subjects?

7) What subjects are the most difficult for you?
8) Have you got a hobby?

9) Have you got many friends?

10) What do you want to become?



Bapuant 2
1. PacnionioxuTe 1aHHBIE CI0Ba MO al(aBUTY.
1) enemy, 2) vase, 3) table, 4) foreign, 5) piece, 6) after, 7) news, 8) business, 9) information,

10) language, 11) school, 12) year, 13) old, 14) urban, 15) joke, 16) government, 17) river, 18) zoo,
19) masterpiece, 20) children, 21) question, 22) knife, 23) wool, 24) home, 25) dear, 26) xerox.

2. 3anumunTe 3T MMpCAJI0KCHH, yr[OTpe6JI}IH BMCCTO CYIICCTBUTCIIbHBIX, BBIACICHHBIX

KypcuBoM, Mectoumenus. (he, she, it, they, we).

1) Joey is a sailorman.

2) | have a parrot. My parrot's name is Kesha.

3) The lesson is easy. Our teacher explained the lesson.

4) Frederick and Sasha live in Milan.

5) London is the capital of Great Britain. London is the very old and beautiful city
6) Lillian is a teacher.

7) My aunt and I like to read books.

3. BeraBbre Hy)HYI0 (hopmy rinarosna to be (am, is, are).
1) She (to be) a student.

2) Their houses (to be) in the same block as Mr. Adams.
3) Mr. White's father (to be) an old man.

4) We (to be) all his best friends.

5) I (to be) a doctor.

4. BoiOepuTe BepHbI BapUaHT MOJACTAHOBKU apTUKIIA.
1. ... Great Britain consist of ... four historic-geographical lands: ... England, ... Wales,

...Scotland and Northern Ireland.

cebe.

a) /the/a/the/the/the/the, b) -/-/-/-/-/-], c) -Ithe/-Ithe/-/the/, d) -/the/-/-Ithe/.

2. ... Buryatiya occupies ... great territory of ... Eastern Siberia.

a) /-lal-/, b) the/thelthe, c) the/althe, d) /-/a/the/a.

3."... Adventures of ... Sherlok Holms™" made ... Artur Conan Doyle famous all over ... world.
a) /-/althela, b) /the/-/al-/, c) lal-I-lal, d) /the/-/-Ithe/.

5. C noMo11b10 MOJHBIX OTBETOB Ha CJIEAYIOLIME BOIPOCHI, HATUIINTE HEOOIBIIONW pacckas o

1) What is your name?

2) Where and when were you born?

3) Where do you live?

4) How many are you in the family?

5) What relatives have you got?

6) What are your favorite subjects?

7) What subjects are the most difficult for you?
8) Have you got a hobby?

9) Have you got many friends?

10) What do you want to become?

Tema 1.2. Moii pa6o4uii 1eHb.

CamocrosiTeqbHas padora (BHeayauTopHas) 1.2.1



CocraButb coobiienue «Moit pabouuii 1eHb»
CamocrosiTesibHast padoTa (BHeayauTopHas) 1.2.2

1. llocTaBbTe, rae Hy:xkHO a/an, the uam some.

1. I haven't got car. 2. | read newspaper, wrote letters and listened to music. 3. Salt is not expensive. 4.
Ann never wears hat. 5. | need money. | want to buy car. 6. We met interesting people at party. 7. Are
you looking for job? 8. I'm going to open window to get fresh air. 9. Mary doesn't eat meat. 10. She
didn't eat much for lunch - only apple and bread. 11. I'm going to party tonight. 12. We live in big
house. There is nice garden with beautiful trees. 13. Do you like cheese? 14. I'm going to make table.
First, I need wood. 15. Do you want cup of coffee?

16. I never drink milk. 17. We talked to her and she gave us very good advice. 18. Britain is island.
19. Jack made very bad mistake. 20. | want to write letter. | need pen and paper. 21. Everybody needs
food. 22. Can you drive car? 23. We had nice weather when we were on holiday. 24. I've got very
good idea.

2. BoiOepuTe Hy:KHO€ MECTOHMEHHE:

1. Do you learn (some, any) foreign languages? 2. Has your friend got (some, any) English magazines?
3. 1 didn't get (some, any) letters yesterday. 4. Please take (some, any) German book you like. 5. | don't
think we've got (some, any) time today to discuss this question. 6. | don't see (some, any) mistakes in
this sentence. 7. | haven't (some, any) questions to you. 8. _ students prepare their classes here
(some, any).

3. 3anoJiHUTE NMPONMYCKH B CJIEAYHIIHUX NMPeAJ0KeHUAX (POpMaMH IJ1aroJia is ujim are B
3aBHCHMOCTH OT YMcJIa moaiexkamero. O0bsicHuTE CBOil BBIOOP.

1. Several unusual species of birds __ found in thisarea. 2. When a young deer ___ motionless,
its coloring will hide it well. 3. The committee _ ready to make its recommendations public. 4.
Both apparatus _____ available for your use. 5. The family ____ fighting among themselves constantly.
6. The fish in the aquarium ____ waiting for their daily feeding. 7. All sheep __ dipped in the spring
to kill the parasites. 8. The press ___ requested to show their credentials to the guard.

4. BeiOepuTe NpaBHJIBHBIH BAPMAHT YHCJIA CYIIECTBUTEIbHOIO.

1. This phenomena / phenomenon follows the Newton Law. 2. Data / datum speak in favour of this
theory. 3. This hydrolysis / hydrolyses is taken to follow the above scheme. 4. Conclusive proof for
the dioxane structure of IV was acquired through an independent synthesis / syntheses. 5. The free
proton resembles an-a particle in that it consists of a nuclei / nucleus without planetary electrons. 6.
As long as the barrier to internal rotation is not too low, the molecule will remain in one of these
minimum / minima. 7. The motion of a valency electron in its orbital is equivalent to the flow of a
current in the loci / locus of its motion. 8. The equation will now be derived on a statistical basis /
bases. 9. We still have a long way to go before we can claim to have solved the problem of sexuality in
bacterium / bacteria. 10. The equilibrium constant was found to equal 0.232 and the data to fit more
accurately into a formulae / formula. 11. This value may be subject to refinement when analysis /
analyses are complete. 12. These workers have examined the spectra / spectrum of some seventy
nitrides.

5. lonoaHuTe npeaioxenus How much wau How many.

1. money do you spend ina month? 2. sisters do you have? 3. hours did you work last
week? 4. chocolate do you eat in a week? 5. hours of English do you study in a week? 6.
_____holidays do you have ayear? 7. _ freetime do you have this week? 8. people live in
thiscity? 9. _ meat would you like? 10. _ carrots do you need for the recipe? 11. _ wine
did he drink last night? 12. s that?

10



6. Complete the sentences with a, an, some, or any.

l.Ihave a  brother butl don’thave  sisters. 2. There are letters on the desk. 3. Can |
have __ Coke, please? 4. Would the children like __ apple? 5. Isthere ___ milk in the fridge? 6.
We’d like  fruit for dessert. 7. I’d like  strawberries, please. 8. There isn’t _ art gallery in this
town.

Tema 2.1. PeueBoii 3THUKeT B 1€/I0BOI KOPPeCNOHIEHUMHU. 3aNpoc, MpelioKeHue.
KonTpakr.

CamocrosiTeqbHasi padora (BHeayauTopHas) 2.1.1

1 [IpounTaiite u nepeseauTe nucbMo. Haligute aHrMiickie SKBUBAJIEHTHI CIEAYIOIUX CII0B U
BBIpAKEHU U

- ecsin Obl Bbl cMoriu nipuciate oopaszery

- IUPEKTOP IO 3aKyIKaM, CHaOKeHell

- YKQXXUTE KaKue CKUJIKHU BBl MOeTe Ipel0CTaBUTh HA ONITOBYIO 3aKYIIKY

- Iepe]l TeM, KaK MIPUHAThH PELIeHHE O pa3MEIlEHUH 3aKa3a B O0JIbIIOM KOJIUYECTBE

2 Hanmumwurte TUCHbMO BalleMy JIeJIOBOMY MapTHEPY Ha JIIOO0YIO MPEACTaBIEHHYIO TEMATUKY

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

Letter to a foreign partner

Lux del Sol, Ltd

heading, sender’s address

11 Caballero de Gracia
08003 Barcelona, spain
Tel: 34 3 597 97 00
Fax: 34 3596 73 22

wanka, agpec ornpasurens

date (but could be after
reciever's address)

7 July 1997

nara, (MOXHO NpoCTaBuTL
nocne agpeca nonysarens )

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

inside address
BHYTPEHHWIA aapec

Dear Mr. Benson,

Request for a Sample Subject
noBsoA 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
TeKcT nucoMa 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 sincerel complimentary close
Ys 3akniounTenbHas gpasa
signature

noan1ce

Marcel Rodriguez name & title of sender

& UMS 1 O/MKHOCTL
Director - Procurement omnpasutens

enclosure
npunoxexHue

encl.: technical requirements



P.S.:

Mesx 1y anpecoM mosydaresis 1 IPUBETCTBUEM MOXeET ObITh YKazaHo Attn.:, Attention:, c/o: (care Of) B
TOM CITydae, eCJId OTIPABUTENIb HE3HAKOM C ITOJTydaTesieM JIMYHO, €.9.: ¢/0!

Mr.Brickwood unu He 3naer ero um v Attn.: Export Manager. B atom ciyuae o6pamiarores: Dear
Sir(s), Madam.

CamocrosiTesqbHasi padoTa (BHeayauTopHas) 2.1.2

Choose the right variant
1) The day is ... today than usual.
a)hoter  b)more hot c)more hotter d)hotter
2) The apartments look ... I’ve ever seen.
a)the more comfortable b)the most comfortable
c)the comfortablest d)comfortabler
3)Kenis ... friend of mine.
a)the goodest b)better

c)the best d)best
4) My ... sister is good at singing and dancing.
a)elder b)elderest

c)the eldest d)older

5) I’'m not going to swim today: the water is ... than yesterday.
a)cold b)colder
c)coldest  d)the coldest

6) I was a success at the test as the tasks were ... than last year..
a)easyer b)easy
c)easer d)easier

7) That was ... movie I had ever watched. I’'m awfully disappointed.
a)the baddest b)the wurst
c)the best c)the worst

8) Who’s ... in your family? — Our Granny is. She is 88.
a)oldest b)the eldest
c)eldest d)older

9) I'd love to live in this house. It is ... than mine.

a)cosy b)cosyer
c)cosier d)more cosier

10) The 22th of June is ... day of year.
a)shorter b)the shortest

c)shortest d)short

Tema 3.1. JxoHOMHYECKHE 0COOCHHOCTH CTPAaH M3Yy4aeMoOro si3bIKAa.
CamocrosiTesbHasi padora (BHeayauTopHas) 3.1.1

1. PackpoiiTe cko0ku, ynorped.asisi riiarojsl B Past Simple uiiu Past Continuous:

1.1 (to go) to the cinema at four o’clock yesterday. 2. I (to go) to the cinema when you met me. 3. |
(to do) my homework the whole evening yesterday. 4. | (to do) my homework when mother came
home. 5. | (to do) my homework from five till eight yesterday. 6. | (not to play) the piano at four
o’clock yesterday. I (to read) a book. 7. When I (to draw) yesterday, | (to break) two pencils. 8. We
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(to listen) to an interesting lecture yesterday. 9. They (to get ) ready to go out when it (to begin)
raining. 10. What you (to do) yesterday?-I (to translate) a very long article.

2. Packpoiite cko0ku, ynorpeduasis riaaroisl B Past Simple nam Past Continuous:

1. When | (to come) home, my little sister (to sleep). 2. When Nick (to come) home, his brother (to
play) with his toys. 3. When mother (to come) home, | (to do) my homework. 4. When
father (to come) home, Pete (to sleep). 5. When mother (to come) home, the children (to play) on the
carpet. 6. When I (to get) up, my mother and father (to drink) tea. 7. When | (to open) the door,
the cat (to sit) on the table. 8. While I (to wash) the floor, I (to find) my gold earring. 9. He (to
turn off) the electricity when I (to listen to) the radio. ~ 10. She (to look) out of the window when |
(to see) her.

3. PackpoiiTe cko0ku, ynorpedasis riaa—rouabl B Past Simple mim Past Continuous.

1. I (to play) computer games yesterday. 2. | (to play) computer games at five o'clock yesterday. 3.
He (to play) computer games from two till three yesterday. 4. We (to play) computer games the
whole evening yesterday. 5. What Nick (to do) when you came to his place? 6. What you (to do)
when | rang you up? 7. | (not to sleep) at nine o'clock yesterday. 8. What he (to do) yesterday? -
He (to read) a book. 9. What he (to do) the whole evening yesterday? --He (to read) a book. 10. She
(to sleep) when you came home? 11. My brother (not to play) tennis yesterday. He (to play) tennis
the day be—fore yesterday. 12. My sister (not to play) the pi—ano at four o'clock yesterday. 13. She (to
play) the piano the whole evening.  14. When | came into the kitchen, mother (to cook). 15. She
(to cook) the whole day yesterday. 16. We (to wash) the floor in our flat yesterday. 17. We (to wash)
the floor in our flat from three till four yesterday. 18. You (to do) your homework yesterday? 19. You
(to do) your homework from eight till ten yesterday? 20. Why she (to sleep) at seven o'clock
yesterday? 21. He (to sit) at the table the whole evening yesterday.

4. Packpoiite ckoOKH, ynoTpe0Jisis r;1arojbl B 04HOM u3 Oyanymux spemen: Future Simple,
Future Continuous.

1.1 (to do) my homework at six o’clock tomorrow. 2. When I get home tomorrow, my family (to
have) supper. 3. When you come to my place tomorrow, | (to read) your book. 4. Don’t call on us
tonight! We (to pack). 5. I (not to go) to the cinema tomorrow. | (to watch) TV the whole evening. 6.
What you (to do) at eight tomorrow? 7. You (to play) volleyball tomorrow? 8. When we arrive in
St.-Petersburg, it probably (to rain). 9. When you (to go) to see your friend next time?
10. I (to wait) for you when you (to come).

5. IlepeBennTe MpeaIOKeHUsI HA AHTJIMICKHUI AA3BIK.

1. ITpuxomu ceroans, st Oyay xaate. 2. ['ne on ceituac padoraer? 3. KTo-HuOynp yntaer 3Ty razery?
51 xouy ee B3saTh. 4. OH BoLIEN B KOMHATY, T1€ €ro *aaji 3k3aMeHatop. 5. Tsl yBUAMIIb €€ CeroiHs B
uHctuTyTe? 6. 3BOHOK pa3jasics, Korja s 3aKkaHuyuBaja nmucath CounHeHue. 7. Thl 4TO HEecelb B
noptdene? OH oueHb Tsokenbii. 8. [lodemy BBl B cBUTEpe U Oprokax? 9. UHTepecHO, Hal 4YeM ThI
cmeetnbesi? 10. OH KUBET CO CBOMMH POJUTENSIME ceifdac. S qymaro, oH UIIeT padory.

6. IlepeBenuTe NMpeay10KeHUs1 HA AHTIMHCKUI A3BIK:
1. Korna st npuay nomMoii, Mol Miaammuii OpaTt Oyzner cMOTpeTh MYJIBTUKH (cartoons). 2. Bel Oynere
PEMOHTHPOBATH TENEBU30P B 3TO BpeMs 3aBTpa? 3. CekpeTapb OyAeT eyaTaTh IMCbMa B 3TO BPEMS
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3aBTpa? 4. 3aBTpa B 3TO BpeMs MacTep (repairman) OyaeT peMOHTHPOBATh XOJI0AUIbHUK (fridge).

5. Mu1 o6s13aTensHO BeTpeTuM Bac. 6. Bam celiuac Hyken Oyzaer cioBaps (dictionary)? 7. Bam ceituac
HYyXeH Oyner Benocunen? 8. Bel Oynere mpoxonuts (pass) Mumo 6anka? 9. Bel Oygere mpoxoauTh
muMo moutsi? 10. Uto BBl Oynere Aenath B 3TO Bpemsi 3aBTpa’?

7. Packpoiite cko0ku, ynorpeod.Jisis riaroasl B Present,

Past mau Future Simple.

1. 1 (to go) to bed at ten o'clock every day. 2. | (to go) to bed at ten o'clock yesterday. 3. I (to go) to
bed at ten o'clock tomorrow. 4. | (not to go) to the cinema every day. 5. | (not to go) to the cinema
yesterday. 6. | (not to go) to the cinema tomorrow. 7. You (to watch) TV every day? 8. You (to
watch) TV yesterday? 9. You (to watch) TV tomorrow? 10. When you (to leave) home for school
every day? 11. When you (to leave) home for school yesterday? 12. When you (to leave) home for
school tomorrow? 13. My brother (to go) to work every day. He (to leave) home at a quarter past
eight. As the office he  (to work) at (to be) near our house, he (to walk) there. He (not to take) a
bus. Yesterday he (riot to go) to work. Yesterday he (to get) up at nine o'clock. 14. You (to have) a
PT lesson yesterday? 15. What you (to buy) at the shop yesterday? I (to buy) a book. 16. Yesterday
my father (not to read) newspapers because he (to be) very busy. He (to read) newspapers tomorrow.

8. PackpoiiTe ckoOKH, ymoTpedJIsisi IJ1a—T0JIbI B OJTHOM U3 CJeAyImmX BpeMeH: Present
Continuous, Present Simple, Past Simple nam Future Simple:

1. He (to spend) last summer in the country. 2. He (not to spend) last summer in the country. 3. He
(to spend) last summer in the country? 4. Where he (to spend) last summer? 5. She (to help) mother
yesterday. 6. She (not to help) moth—er yesterday. 7. She (to help) mother yesterday? 8. How she (to
help) mother yesterday? 9. Kate (to cook) dinner every day. 10. Kate (to cook) dinner tomorrow. 11.
Kate (to cook) dinner now. 12. Kate (to cook) dinner yesterday. 13. | (not to eat) ice-cream every
day. 14. I (not to eat) ice-cream now, 15. I (not to eat) ice-cream tomorrow. 16. | (not to eat) ice-
cream yesterday. 17. You (to go) to school every day? 18. You (to go) to school now? 19. You (to
go) to the south next summer? 20. You (to go) abroad last summer? 21. What your brother (to do)
every day? 22. What your brother (to do) now? 23. What your brother (to do) tomorrow? 24. What
your brother (to do) yesterday?

9. PackpoiiTe ckoOKH, yOTpPeOJIsisl IJ1a"T0JIbI B OJTHOM U3 CJeAyI0mmX BpeMeH: Present
Continuous, Present Simple, Past Simple nam Future Simple.

1. Mother (to cook) a very tasty dinner yester—day. 2. Tomorrow Nick (not to go) to school. 3. Look!
My friends (to play) football. 4. Kate (not to write) letters every day. 5. You (to see) your friend
yesterday? 6. Your father (to go) on a busi—ness trip last month? 7. What Nick (to do) yesterday? 8.
When Nick (to get) up every morning? 9. Where your mother (to go) tomorrow? 10. | (to invite) my
friends to come to my place tomorrow. 11. He (not to play) the piano tomorrow. 12. We (to see) a
very good film last Sunday. 13. Your mother (to cook) every day? 14. We (to make) a fire last
summer. 15. | (to spend) last summer at the seaside. 16. Where you (to spend) last sum—mer? 17.
Where he (to spend) next summer? 18. What mother (to do) now? — She (to cook) din—ner. 19. I
(not to play) computer games yesterday. 20. Last Sunday we (to go) to the theatre. 21. I (to meet) my
friend yesterday. 22. I (to write) a letter to my cousin yesterday. 23. You (to write) a dicta—tion
tomorrow? 24. | (not to write) a report now.
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10. PackpoiiTe cko0KH, ynoTped.asisi 1JIaroJibl B 0THOM M3 CJIeyI0IIUX BpemeH: Present
Continuous, Present Simple, Past Simple nam Future Simple.

1. We (to go) on a tramp last Sunday. 2. Your brother (to go) to the country with us next Sunday? 3.
Granny (not to cook) dinner now. 4. We (to cook) our meals on a fire last summer. 5. My sister (to
wash) the dishes every morning. 6. When you (to go) to school? 7. What you (to prepare) for
breakfast tomorrow? 8. You (to invite) your cousin to stay with you next summer? 9. How you (to
help) your sister last summer? 10. I (to send) a letter to my friend tomorrow. 11. Every morning
on the way to school I (to meet) my friends. 12. My friend (to go) to the library every
Wednesday. He (not to go) to the country yesterday. 14. Why you (to go) to the shop
yesterday? 15. We (to grow) tomatoes next summer. 16. What you (to do) now? 17. He (to sleep)
now. 18. Where your father (to work) last year? 19. You (to go) to the south next summer! 20. He
(not to watch) TV yesterday. 21. Yesterday we (to write) a test-paper. 22. 1 (to buy) a very
good book last Tuesday. 23. My granny (not to buy) bread yesterday. 24. What you (to buy) at the
shop tomorrow?  25. Don't make noise! Father (to work).

CamocrosiTesibHast padoTa (BHeayauTopHas) 3.1.2
Teker 3aganus: OnumTe YKOHOMUKY JFOO0H CTpaHbl MUPA, UCIONB3YS AyTEHTUYHBIE CTaThU
B (hopme nokiana
Tema 3.2. Tunbl Ou3neca B Beankoopuranun u CLIA.

CamocTrosiTesbHas pabora 3.2.1

Huske npuBoasTcs npoduin komnanuid. Pacckaxure 00 01HOM U3 HUX, HCIIOJIB3YS
HHPOPMALHIO U3 TA0JIHLbI.

Name of VIRGIN MOTOROLLA
company
Head office London, UK Chicago, USA

Business domains|Retail trade, cinema, hotels, |[Mobile phones, electronic
communication, financial [systems, components and
services, investments, services, two-way radios,
travel. defence and space
electronics, computers.
Main markets |23 countries including the |Worldwide

USA, the UK, Europe,
Australia, Japan.
Annual sales £ 3 billion $ 30.2 billion

CamocTrosiTesibHasA padora 3.2.2

IlepenaiiTe caenyommue nmpeaioxennss B Passive Voice.
1. They did not invite her to the party. 2. | did not leave the window open. 3. They did not turn
off the light. 4. | have invited some friends to tea 5. She has given me an English book. 6. Have you
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written the letter yet? 7. They have told us a lot o S interesting things. 8. The students have written the
test-paper without mistakes. 9. The children have scattered about a lot of things. 10. The girl has put all
the books into the bookcase. 11. Snow, will cover the fields in winter. 12. They will hand in the
homework tomorrow. 13. | don't think we shall finish all the preparations today. 14. She always invites
me to her dinner parties. 15. Shot showed me the dress which her daughter had made. 16. We
discussed the matter some days ago. 17. Someone wants you on the phone. 18. She found my book on
the window-sill. 19. They have built excellent shelters for tourists in these mountains. 20. Have you
given the exercises to all the students? 21. The boy was angry because his mother did not allow him to
go to the stadium. 22. Why have you put my books on this table?

Tema 3.3. Perucrpanus npeanpusitust. CausiHus 4 NOTJIOIIEHUS.
CamocTosiTesbHasA padoTa (BHeayauTopHasi) 3.3

1. PackpoiiTe cko0kH, ynoTpeo0Jisisi 1J1aroJ1 B Hy?>KHOM BpeMeHH.

1. Her brother said he never (to see) that film before. 2. He came home and listened: his son (to
play) the piano. 3. They didn't worry too much because they (to lock) the door. 4. | asked her when she
(to give) me that book to read. 5. We wanted to know if they (to enjoy) the meal. 6. She supposed she
(to like) the hotel. 7. I am afraid they (not to come) yet. 8. He wanted to know if the station (to be) far
away. 9. Eric doesn't know who (to phone) him at five o'clock. 10. He admitted he (not to be) here for
weeks. 11. She was sorry she (to arrive) so late. 12. Jean promised she never (to speak) to me again.
13. Andy said he just (to buy) a new car. 14. My mother decided that she never (to drink) coffee late at
night. 15. | hear you already (to find) a new job. 16. We were sure our children (to sleep). 17. I didn't
think they still (to discuss) that problem. 18. It is remarkable that you (to come) at last. 19. My doctor
thinks | (to be) allergic to pineapples. 20. Sophia knew her aunt (to be) glad to visit her in two days.

2. IlepeBeguTe HA AHTJIMIICKMIi A3BIK, HCIOJIB3YSl MPABUJIO COTJIACOBAHUS BPeMeH.

1. OH Hazesacs, YTO MPOBEAET CIAEAYIOLIEE JIETO Y MOPS. 2. Mama ckazaiia, 4TO OHa XO4YeT
ocTaThCs 1oMma. 3. S 3HaJ, 4TO HUYEro 0COOEHHOr0 ¢ HUM He ciryumiiock. 4. Ham ka3anoch, 4To oHa
cMmeeTcsd HaJ HaMu. 5. Bee 3Hamu, 4To OH ommbaeTcsi, HO HUKTO He pelaicsl CKa3aTbh eMy 00 3TOM. 6.
Omna ckazana, 4To KJeT CBOIO MOAPYTY yKe YyeTBepTh yaca. 7. OHU CIPOCUIIN MEHsI, 4TO 5 Oyay AenaTh
B cy0060Ty. 8. 51 He ObLT yBEpPEH B TOM, UYTO OH IIOTOBOPUJI C poauTensiMu. 9. TpeHep oObsICHUI HaM,
YTO 3TO OYEHb onacHbIi BuA criopra. 10. Mos 1BoropoHas cectpa noodeliana MHE, YTO HaBECTUT
MeHs uyepe3 Hezemo. 11. Orery cka3ani, 4To He 3HAEeT, 3BOHUJI JIX MHE KTO-HUOY/Ib, IOTOMY UTO €r0 HE
Ob110 MoMa. 12. OHa cka3ala, 9To He X04eT Kode, 4To oHa BhIMbeT yaid. 13. OH cooOmmII HaM, 4TO
Jeneranus npubyaer croaa okoio Tpex. 14. S xoren 3HaTh, KAKOM SA3bIK OHU U3Y4alOT U
pa3sroBapuBaloOT JIM OHU MO-aHIVIMKHCKU. 15. OH MOH:AI, 9YTO NOTEPSUI XOPOLIYH0 BO3MOXKHOCTh
3apaboTaTh HEMHOTO JieHer. 16. OHa BoJHOBaJIaCh, IOTOMY YTO HE 3HaJa, IOHPABATCS JIU JAETAM €€
noxapku. 17. OHH cKa3anu, 4TO SKOHOMHUYECKAS CUTYallHusl XyKe, 4eM OHM JyMaiu. 18. Msl
HaJIESUTUCh, YTO ATO OyJeT MHTEpECHe Ias BcTpeya. 19. Mol 6par Hamucal MHE, 9TO OH MOCTYIIHII B
yausepeuteT. 20. Ero naas ckasai, 4To IpUAET K HUM B TOCTH.

3. PackpoiiTte cko0KH, ynoTpe0Jisis rJI1aroJ B Hy’>KHOM BPeMeHH.

1. When | opened the window, | saw the sun (to shine). 2. We are sure Simon (to marry) her
sometime later. 3. He can't remember where he (to put) his glasses. 4. George thought the restaurant
(to be) expensive. 5. She was disappointed that she (not to get) the job. 6. I didn't understand why they
(to destroy) their relationship. 7. He is not sure they (to find) their way in the darkness. 8. Jane asked
me if | (to invite) Ann to the party. 9. People say that he always (to be) very rich. 10. She said she (to
wait) for me since seven o'clock. 11. They thought I (to give) them my telephone number. 12. |
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am afraid | (not can) answer your question. 13. We wanted to know what (to happen) to John. 14.
George thought he (can) repair the car himself. 15. She is very upset: she (to break) her watch. 16.
Bill said he (to feel) ill. 17. We thought she still (to be) in hospital. 18. | knew he (to pass) his
examination at that time. 19. My cousin promised he (to visit) me in a week. 20. We didn't know they
(to be) tired.

4. IlepeBeauTe HA AHTJIMHCKHUI A3BIK, MCIOJIb3YS PABUJIO0 COIVIACOBAHMS BPEMEH, I/1e
Heo0xoaumo. O6paTuTe BHUMAaHHE HA BUIOBPEMEHHYIO (DOPMY I/1aro.1a rjiaBHOIo
npeAI0KeHUs.

1. S myman, uyto oHa 6oJeeT. 2. MbI HaJIesJIMCh, YTO OH MPUIET BOBpeMs. 3. S He 3Ha, 4TO ero
cecTpa YUMT aHIVIMHCKUH sA3bIK. 4. OH yBEepeH, UTO 3aKOHUYUT paboTy 10 Beuepa. 5. OHa ckazaia, 4To
HE XOYeT UATH Ha Nporyiky. 6. Mbl XoTenu 3HaTh, KOrja oHa npuiuia. 7. Mol Apyr TOBOPHUT, UTO yXKe
IIPOYMTAT ATY CTaThIO. 8. 5 HE 3HAJ, YTO OH 3aHST U HE MOXKET MHE ToMoub. 9. Hukto He xoren
BEPUTD, UTO OH cKa3as nmpapny. 10. OHa Hanmeercs, 4To 5 He Oyay paboTaTh LENblii 1eHb B
BockpeceHbe. 11. Mbl yBUIIeH, 4TO 1eTH UTparoT B (hyT607. 12. OH cKkazal, 4To ero MaMa JOKTOD.

5. IIpeoGpa3yiiTe moBeJuTeIbHbIE NIPEAJI0KEHUS] B KOCBEHHYIO peyb.

1. "Give me a cup of tea, please"”, said my mother to me. 2. "Don't ask me such stupid
guestions”, said Susan to him. 3. "Open your books at page ten", said our teacher to us. 4. "Don't make
so much noise", said mother to her children. 5. "Please, open the window", asked his friend. 6. "Don't
lock the door", said her granny. 7. He said to me: "Turn the sound down". 8. "Don't phone me so late",
said my sister to me. 9. She asked me: "Please, give me his address"”. 10. "Don't tell her the truth", said
they to him. 11. He said to his daughter: "Don't tease the dog!" 12. "Give us a drive, please”, they
asked him. 13. "Don't be late for the lesson™, Susan's teacher said to her. 14. Marry told me: "Don't be
frightened™.

6. ITpeoGpa3syiiTe moBeUTENbHbIC NPEIJIO0KEHUSI B KOCBEHHYIO peyb.

1. "Sit down, children”, she told us. 2. "Hurry up”, my friend told me. 3. "Leave your keys on
the table, please”, mother told him. 4. "Have your tickets ready", two men told us. 5. "Don't eat for
several days", my doctor told me. 6. Nick's father said to him: "Please, pass me a cigarette”. 7. "Don't
smoke in my room", she asked me. 8. "Don't go there," Jane's parents said. ""Stay at home". 9. Mary
said: "Give me his telephone number, please". 10. Mr. Jones said: "Don't stop!" 11. Jane’s mother told
her: "Don't spend so much money". 12. "Take the children from school for me, please”, he asked. 13.
"Please, help me to translate this text”, David said to me. 14. "Don't go near the dog", he told to his
son. 15. "Give me a cup of tea, please”, my granny asked me. 16. My teacher said: "Please, bring the
register'. 17. "Stay back!" - ordered the police. 18. "Give me a lift into city, please", she asked me. 19.
My friend said to me: "Lend me some money, please". 20. "Don't forget to post this letter”, she said to
me.

7. Bblpa3l/lTe MOBE€CTBOBATEC/ILHLIC NPEAJT0KEHUS KOCBEHHOI1 PE€YbI0.

1. "l was to London last year", she said to me. 2. "I have never been here before", he said to the
girl next to him. 3. She said: "One of these men is my husband". 4. «I have come here to meet Jane",
he said to me. 5. "We cannot help you: we are too busy", they told me. 6. "I will come to visit you the
day after tomorrow", she said to me. 7. He said: "I was tired so | went home after the party". 8. "They
are at the little hotel near the station”, said Mike. 9. She said: "I am trying to listen to music. Go out!"
10. "I haven't been waiting long", said Stephen to her.

11. "They are getting married tomorrow", he said. 12. She thought: "I will do it on Sunday". 13. They
said to me: "We are meeting them at four o'clock today". 14. "'l am going to the cinema", she said to
me. 15. "He cannot speak any foreign languages", Mary said to us.
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Tema 3.4. YnpasiieHue komnanuei

CamocrosiTeJibHas padora (BHeayauTopHasi) 3.4.1

[IpouuTaiiTe, nepeBeAUTE TEKCT U COCTABHTE €I 0 MJIaH

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.

CamMocTosiTesbHAsA padoTa (BHeayauTopHasi) 3.4.2

1. [lepeBecTH HA pycCKMii 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 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
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.
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2. IlepeBecTH HA PYCCKHH 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. [lepeBecTH HA PYCCKHUI SA3BIK

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. I 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.

Tema 3.5. PoiHok Tpyna.
CamocTosiTesibHasi padora (BHeayaiuTopHasi) 3.5.1

1. a) [IpoutuTte 1 nepesenute TekcT. COCTaBhTE AUAJIOT O 1€I0OBOM BU3HUTE B KOMIIAHHUIO,
UCTOJB3Ys U (ppasbl 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.
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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 | 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) Pacrionoxute cioBa B MpaBHIILHOM MOPSAKE, YTOOBI MOTYYMINCH Npeioxenus. CocTaBbTe U3
NPEIJIOKEHNN JTUAJIOT.

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.

CamocrosiTesibHasi padora (BHeayauTopHas) 1.5.2

1. 3amnoyHUTE pe3tomMe
Curriculum vitae

NaAMIE oo

AdAreSS. . oot
Tl e e,

2. CocraBiieHue COITPOBOAUTECIIBHOI'O MM CbMaA JIJI1 MHTCPBbBIO
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3. Hanumure 6JIaFO,Z[apCTBeHHOC IHUCbMO

4, 3anonHuTe aBTOOUOT paduIo

Tema 3.6. BHemuHsisi TOprosuis.

CamocTosiTesibHasi padoTa (BHeayauTopHasi) 3.6.1
Bbryunts TeMy Henmu4HbIE (OPMBI TJIaroja Mo KOHCIEKTY

CamocTosiTesibHasi padoTa (BHeayquTopHasi) 3.6.1
Br16epuTe npaBuibHbIN BapHaHT:
1. Ilpuuacrue — 3710 ...
a) HenmMuHas ¢opmMa IJarosa, UMerollas Mpru3Haky IJ1arojia 1 CyIecTBUTENbHOIO;
b) Henmmunas popma riarona, UMeromas MPU3HAKY IJIAroJia U MpHIaraTeIbHoro;
C) HenmMuHas (opma Iyarosia, UMerollas MpU3HaKky riaroja u Hapedus

2. Tlpuuactue Il — 3710 ...
a) MpUYacTHe HaCTOSIIEr0 BPEMEHU;
b) npuuacTue nporreaiero BpeMeHn

3. B npemioxeHuy npuuacTue MOXeT ObITh
a) TOJIBKO OIpeeICHUEM;
b) onpenenennem u 1OMOITHEHUEM;
C) TOJBKO O0CTOSITEIHCTBOM;
d) onpeneneHreM u 00CTOSTENECTBOM

4. Tepynauii — 310 ....
a) HenmuyHas (hopma riarosia, UMEroas MpU3HaKK IJIaroja u CymeCTBUTEIbHOIO;
b) Henmmunas popma riarosa, UMeErOIAas MPU3HAKY IJIArojia U MPUIaraTeabHOro;
C) Henmu4Has (hopma riarosia, UMEroas MPU3HaKK IJIaroja U Hapeuus

5. OxoHuaHUe «iNQG» UCIIONIB3YETCs I 00pa30BaHUsI
a) npuyactus |;
b) undpunuTHBA;
C) repyHIus;
d) nmpuuactus | u repyHaus

6. Tepynamii ymoTpeOnseTcs
a) MocJIe TJIarojioB ¢ MPEeAJIoramMy;
b) nocne cymecTBUTENBHBIX C IPEATIOraMu;
C) IOCJIe COCTaBHBIX MPEJIOrOB;
d) Bce BapHaHThbI BEPHBI

7. B npensioxxeHuu repyHIni HE MOXKET OBITH
a) MOJUIeKAIINM;
b) wacteio ckazyemoro;
C) OmpeneNeHuEeM;
d) nonosHeHHEM

8. MHpuHUTHUB NMeeT KaTeropuu BPEMEHHU U 3ajiora
a) BEpHO;
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b) HeBepHo

9. Nudunutus 6€3 yacTuilsl «t0» B MPEAI0KEHUN
a) ynoTpeosieTcs;
b) He ynorpebasiercs

10. B npeanokeHny H"HOUHUTUB MOXKET OBIThH
a) JIFOOBIM YJIEHOM IPEIOKEHUS;
b) 1r00BIM YIEHOM MPEUTOKEHNUS, KPOME OMPE/ICIICHHUS;
C) TOJBKO OOCTOSITEIIHCTBOM;
d) moIexammm, 9acThi0 CKa3yeMOoro, OIpeIeICHHEeM 1 00CTOSITEIbCTBOM

11. translated
a) epeBOIUMBIif;
b) mepeBoasimii;
C) nepeBenEHHbBIN

12. sitting
a) IMOCaKEHHBII;
b) cunsmmii;
C) ceBIIUiA

13. bought
) MOKYMAaOIIni;
b) kymneHHbIi;
C) KyNMBIIUH

14. swimming
a) TUIaBaHue;
b) nbBymIMii;
C) oba BapriaHTa BEPHBI

15. to think
a) nymartb;
b) moaymaBmmii;
C) oba BapriaHTa BEPHBI

16. built
a) mpuyactue l;
b) npuuacrue II;
C) repyHIui;
d) uHpUHUTHB

17. to play
a) npuuactue |;
b) npuuacrue Il;
C) repyH/Iuii;
d) uHpUHUTHB

18. smoking
a) npuyactue |;
b) npuuactue Il;
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C) repyHIui;
d) npuyactue | u repynauii

19. to be sent
a) mpuuactue |;
b) mpuyacrue Il;
C) repyH/Iuii;
d) uapuHUTHB

20. sent
a) npuyactue l;
b) npuuacrue I;
C) TepyHui;
d) uHpUHUTHB

21. You must ... it at once.
a) to do;
b) do;
¢) doing;
d) done

22. The man told me not ... on the grass.
a) to walk;
b) walk;
c) walking;
d) walked

23. He is interested in .... stamps.
a) to collect;
b) collect;
c) collecting;
d) collected

24. Seeing is ... .
a) to believe;
b) believe;
C) believing;
d) believed

25. The vegetables ... were fresh.
a) to buy;
b) buy;
c) buying;
d) bought

26. The girl ... on the sofa is my sister.
a) to sit;
b) sit;
C) sitting;
d) sat

27. You’d better ... my advice.
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a) to follow;
b) follow;

c) following;
d) followed

28. The work ... is not difficult.
a) to do;
b) be done;
c) to be done;
d) do

29. My hobby is ... .
a) swimming;
b) swim;
C) swam;
d) Bce BapHaHTBI MOJXOSAT

30. The book ... by me was interesting.
a) read;
b) reading;
C) to read;
d) to be read

31. He must have left.
a) OH J0JKeH yHTH.
b) On nomxken ObLT yiTH.
) OH, T0JDKHO OBITh, yIIEN.

32. 1 saw her dancing.
a) Sl Bumen, kak oHa TaHITYeT.
b) Ona Buzena, 4To s TaHILYIO.
C) 51 Bunen ee TaHell.

33. She spent all day shopping.
a) Omna IIpoB¢EJia BECh JICHb B Mara3nHe.
b) Ona npoBena Bech J1eHb, Jieast MOKYIKH.
¢) OHa XOAWT 3a TOKYNKaMHU KaXK/IbIii JICHb.

34. He was lying on the bed reading a book.
a) On nexan Ha KPOBATU U YUTAJ KHUTY.
b) On nexan Ha KpOBATH, YNUTAS] KHUTY.
€) OH uMTan KHUTY, JeXa Ha KPOBaTH.

35. The information presented in the article was very important.
a) Mudopmanus, npencraBieHHas B cTaTbe, Obljla OUeHb BaXKHa.
b) Uudopmanus, npeacrasisemMas B CTaThe, ObLIa OY4CHb BaXKHA.
C) B craTbe npencraBmiin 04eHb BaXXHYIO HH(QOPMAIHIO.

36. He broke his arm playing football.
a) OH cioman pyky, urpas B ¢pyTooII.
b) Ou urpan B pyr6om 1 croman pyky.
¢) Urpas B pyTO01, MOKHO CIOMATh PYKY.
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37. Smoking costs a lot of money.
a) moIIeXKaIIee;
b) gacts cxazyemoro;
C) oMpeiesICHHE;
d) o6crosTenHCTBO

38. You must work hard every day.
a) moJyIeKaIee;
b) gacts ckazyemoro;
C) ONpEEIEHUE;
d) o6crosiTenbcTBO

39. The house built is very comfortable.
a) moJyIeKaIee;
b) wacte ckazyemoro;
C) OmpeesieHu¢;
d) o6cTosITETHCTBO

40. Given the task, he began his work.
a) moJIexkKaIIee;
b) yacTh ckazyemoro;
C) ompeneieHue;
d) ob6cTosITEnHCTBO

Tema 3.7. banku
CamocrosiTesqibHasi padoTa (BHeayauTopHas) 3.7.1

1. lonmotHuTE NMpeaJiokeHusl, BIOPAaB HY:KHYI0 (opMYy riiaroJia:

1. If you (to be) free, I (to come) to see you. 2. If I (to see) her, | (to be) glad. 3. If you (to be) busy, |
(to leave) you alone. 4. If I (to live) in Moscow, | (to visit) the Tretyakov Gallery every year. 5. If
she (to know) English, she (to try) to enter the university. 6. If mother (to buy) a cake, we (to have) a
very nice tea party.

2. YHOTpeﬁl/lTe rjaaroJjibl, 1aHHbIC B CKOﬁKaX, TaK, YTOO0BI NMpEeAIOKEHHUSI BbIPaiKajin peajibHOC
ycjaoBHe.

1. If I (to see) John, I (to tell) him your news. 2. He (to be) very pleased if it (to be) really true. 3. If
you (to go) to town on Monday, you (to meet) my brother Tom. 4. If you (to need) help, my father (to
help) you. 5. We (to have) a picnic lunch if the day (to be) fine. 6. If you (to ask) a policeman, he (to
tell) you the way. 7. I (to finish) the job tomorrow if | (to can). 8.1 (not / to require) an umbrella if
it( not / to rain). 9. If she (to think) it over carefully, she (to form) a clear opinion. 10. If they (to catch)
the bus now, they (to arrive) at half past nine. 11. He (to find) the answers if he (to look) at the back of
the book. 12. If you ( to want) me to, | (to come) for a walk with you. 13. If he (to write) to her, she (to
answer) at once. 14. If you ( to wait) a few moments, the waiter (to bring) your coffee. 15. He (to lose)
weight if he (to stop) eating too much. 16. If she ( to be) patient, I (to try) to explain. 17. | (to wear) a
purle tie only if I (to must). 18. If we (to leave) at once, we (to catch) the early train. 19. If he (to do)
that again, his father (to punish) him. 20. If she (drink) this medicine, she (to feel) much better.

3. PackpoiiTe cKOOKH TaKUM 00pa30M, YTOObI Pe/IVI0KeHNS BbIPAKAJIN:
a) peajibHOe yCJIOBHeE, b) HepeabHOE yC10BHE HACTOSILIET0 BPeMEHH.
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1. If I (to know), I (to tell) you. 2. If she (to want) to talk she (to ring up). 3. Her health (to improve) if
she (to sleep) longer. 4. If he (to have) enough money, he (to buy) a large house. 5. She (to feel)
lonely if Peter ( to go) out every evening. 6. We (to be) pleased to see you if you (to arrive). 7. If we
(to can) come on Sunday, we (to come). 8. | (to understand) Mr. Smith if he (to speak) slowly. 9. We
(not / to go) by ship unless there (to be) no other way. 10 If you (not / to give) him good meals, he (not
/ to be able) to work hard.

4. CocTaBbTe NpeIJIOKeHUsI, HAII COOTBETCTBHUA MY JIeBOIl M NMPAB 0l KOJTOHKAMMU.

\1. If 1 go on a diet Ha. we'll make a snowman \
2. If it's sunny tomorrow [Ib. I'll buy you some chocolate |
3. If John doesn't hurry c. she'll have to take a taxi |
4. I it snows d. I'll lose weight |
]5. If there sre no buses He. he'll be late \
6. If you are a good girl |If. we'll go for a picnic |

5. O6pa3yiiTe ycJ10BHbIE NPeIT0KEHHUS .

1. He is busy and does not come to see us. If... . 2. The girl didn't study well last year and received bad
marks. If ... . 3. He broke his bicycle and so he didn't go to the country. If ... . 4. He speaks English
badly: he has no practice. If ... . 5. | had a bad headache yesterday, that's why I didn't 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 | couldn't 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. | didn't 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 | couldn't carry it. That's why | took a taxi. If ... .

6. O6pa3syiiTe ycJIOBHbIE MPEIJI0KEHHS.

1. The travellers had no camera with them, so they could not take photos of the beautiful scenery. If ...
. 2. There was no sugar left, so we had to go to the shop late in the evening. If ... . 3. This house is very
nice and comfortable, but it is not very good for living because it is situated close to a chemical plant
and the air around is very bad. If ... . 4. He is an excellent specialist, but | can't ask his advice because
I'm not acquainted with him. If ... . 5. You cannot enjoy this merry evening party because you have a
toothache. If ... 6. You know the material well enough, but you are very absent-minded, and that's why
you always make many mistakes. If ... . 7. You did not ring me up, so | did not know you were in
trouble. If .. . 8. You left the child alone in the room, so he hurt himself. If ... . 9. They spent a year in
the tropics, so they got very sun-tanned. If ... . 10. It rained heavily, so we got drenched to the skin. If
... . 11. Why didn't you watch the cat? It ate all the fish. If ... . 12. A huge black cloud appeared from
behind the forest, so we had to turn back and hurry home. If ... . 13. We shall not go to see them
because it is very late. If ... . 14. Naturally she was angry, because you were in her way. If ... .

CamocrosiTesbHasi padoTa (BHeayauTopHasi) 3.7.2

Cnemnaiite mpe3eHTalno 00 oHOM U3 0AHKOB MUpa

Tema 3.8. UcTouHNKHN GUHAHCHPOBAHUS NPeANPUATHS
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CamocrosiTesqbHas padora 3.8.

1.Hanumure npeajoxeHus, ucmon3yss Second Conditional mo oopasmy.
OBPA3EILI. If/have/time/write a novel. — If he had time, he would write a novel.
Sing a song/if/have/guitar.

Go to France/if/speak/French.

If/be/lonely/join the party.

If/not married/go out more often.

Be bored/if/live/in the country.

If/have driver’s licence/buy a car.

If/not be/so fat/wear shorts.

NookowhPE

2. PackpbiBasi CKOOKH, HAMUIIUTE KaK10€ Mpe/Io:KeHue 1Ba pa3a, 00pa3ys yCJI0BHbIE

npemnozxkenus |l runa (Second Conditional) u 111 Tuna (Third Conditional).

OBPA3EILI. If you (to be) free, | (to come) to see you.

Second Conditional: If you were free, | should come to see you.

Third Conditional: If you had been free, | should have come to see you.

1. Ifyou (to be) busy, I (to leave) you alone. 2. If my friend (to come) to see me, I (to be) very
glad. 3. If mother (to buy) a cake, we (to have) a very nice tea party. 4. If we (to get) a
telegram from him, we (not to worry). 5. If you (not to work) hard, you (to fail) the exam.
6. If I (to live) in Moscow, | (to visit) the Tretyakov Gallery every year. 7. If | (to get) a
ticket, I (to go) to the concert. 8. If I (to live) near a wood, | (to gather) a lot of mushrooms.
9. If my father (to return) early, we (to watch) TV together. 10. If she (to know) English,
she (to try) to enter the university.

3. 3ameHHUTe MpeIJI0KEHNST HEPEATBLHOT0 YCJI0BHS B HACTOSAIEM BPeMEHH Ha
NpeaJioKeHNsI HePeaJbLHOT0 YCJI0BHUS B MPOIIEAIIeM BPEMEHH.

1.1f she tried, she could be better. 2. He would do more if he were able. 3. I could live better if |
earned more money. 4. If | knew the answer, I should tell you. 5. He wouldn’t come unless we invited
him. 6. We shouldn’t remember it if it weren’t so strange 7. If I had time, I would help you. 8. Peter
would come if you want him to. 9. He wouldn’t know my address unless someone gave it you. 10.
They wouldn’t sell the house unless they had to. 11. I would buy it by myself if I had money. 12. 1
would break a promise if | answered your question.

4. Oopa3syiiTe yc/IOBHbIE NIPeIJI0KEHUS.

He is busy and doesn’t come to see us... — If...

He was busy yesterday and didn’t come to see us... — If ...

I can’t translate the article because I have no dictionary. — If...

I didn’t translate the article yesterday because I had no dictionary. - If...
The box is heavy. I think I will take a taxi. — If...

The box was heavy. I couldn’t carry it. So I took a taxi. — If...

ook wnE

5. O6pa3syiiTe yc/10BHbIE NPeIJI0KEHUS.

1. She didn’t study well last year and received bad marks. — If ...

2 He broke his bicycle and so he didn’t go to the country. — If...

3. She speaks English badly, she has no practice. — If...

4. I had a bad headache yesterday, that’s why I didn’t want to see you. — If...

5. I am expecting my friend to come, that’s why I can’t go to the cinema with you.
—If...

S

The ship was sailing near the coast, that’s why she struck a rock. — If...
The sea is rough and we can’t sail to the island. — If...
8. They made a fire and the frightened wolves ran away. — If...
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9. We lost our way because the night was pitch-dark. — If...
10.  Itislate and | have to go home. —If...

6. [IpouuTaiiTe TEKCT U NMEPECKAKUTE €ro, UCIOJIb3Ysl YCII0BHOE HAKJIOHEHHeE.

OBPA3EILI. There was a family who was very poor, so they lived in a small house. — If the
family hadn’t been poor, they wouldn’t have lived in a small house.

There was a family who was very poor, so they lived in a small house. One day the children
were hungry, so the mother went to the market. On the way she crossed a bridge and saw something in
the river. She leaned over the bridge and her purse fell into the water. It sank to the bottom of the river
so she couldn’t reach it. A fish swam by and swallowed it. The woman had no money, so she went
home. There was no food in the house, so the father went fishing. He caught a big fish, so he had
something for his wife to cook. She cut the fish open and found her purse.
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5. METOANYECKHUE PEKOMEH/JAIIUU 1O BBINTOJIHEHU IO
CAMOCTOSTEJBHOM PABOTHI

1. MeToanuyeckne peKOMEHIAUMHU MO CO3TAHMUIO NPe3eHTANM M

1. Kpatkas XxapakTepucTuka nIpe3eHTaluu

[TpesenTanus — 310 HabOp chaiinoB (cTpaHUI]), OQOPMICHHBIX B COOTBETCTBHH C KAKHM-TO
OpUHATBIM ~ cTHiIeM. [locienoBaTenbHOCTh IMOKa3a CIIAWJOB MOXKET MEHATbCS B Ipolecce
JeMOHCTpaluu npe3eHTanuu. [Ipesentanus He 1omkHa ObITh MeHbIIe 10 craaiiios.

Kaxx el citaiiy MoKeT BKIIOYaTh B Ce0s:

- pasimyHble  (QOpMBI TpeACTaBlieHWST HWHPOPMAIMH (TEKCT, TAONHIIBI, JAHATPAMMBI,
n300pakeHus, 3BYK, BUJEO).

-aHUMAIMIO MOSIBIIEHUS 00BEKTOB Ha ClIaiae H aHMMAIMIO CMEHBI CIalI0B.

TuTynpHBIA CHaiil JDODKEH coaepKaTh Ha3BaHWE TEMbl, Ha3BaHHME Y4YEOHOrO 3aBEICHHS,
dbaMums, UM aBTOpA MPE3CHTAINH, yaeOHas rpyima, GaMuiIus, ©Ms, OTY€CTBO TIPEIOIaBaTENs.

Ha BropoM cnaiine MOoxeT ObIThb NMPEACTaBJIEH IJIaH NMPE3EHTAIlMH, OCHOBHBIE pa3zelibl HUIIU
BOIIPOCHI, KOTOPbIE Oy1yT pacCMOTPEHBI.

CrapaiiTech pUIepKUBATHCS TPUHIUIIA: OJJUH CJIAi1-0HA MBICIb. Y OCAUTEIbHBIMH OBIBAIOT
Mpe3eHTaIlMU, KOTIa Ha OHOM CJIalijie 1aeTCs TE3UChl HECKOJILKO €0 JI0Ka3aTesIbCTB.

BI)IBOI[I)I BCCraa 10JDKHBI OBITh JaHBbI JIJAKOHHYHO Ha OTACJIbHOM cnafme.

OOBeKTHI Ha claiilax MOT'YT cpa3y NPUCYTCTBOBAaTh Ha Claiax, a MOI'yT BO3HMKAaTh Ha HUX B
HYKHBII MOMEHT 110 JXKEJIAaHUIO JOKJIAJ4UKa, 4TO YCHUJIMBAET HAITIIAHOCTH JOKJAJa M IPHUBJIIEKACT
BHUMaHHE ayIUTOPHH UMEHHO K TOMY OOBEKTY MM TEKCTY, O KOTOPBIX B IAHHBIA MOMEHT UJET PEUb.

[TocnenHuMu cnaidijlaMu pe3eHTalluU JTOJKHBI OBITH TJIOCCAPHM U CUCOK JINTEPATYPHI.

2. DTanbl CO3/1aHUS MTPE3CHTAIINH.

[InanupoBaHue Npe3CHTALIUN:

- OIIpeIEIICHUE LIEeNen

- U3y4YEHUE ayTUTOPUHU

- (hopMHUpOBaHME CTPYKTYPBI U JIOTUKHU I01a4l MaTepuaia

Pa3pabotka npezeHTanuuu

- BCpTUKAJIbHAd U TOpU30HTAJIbHAA JIOTUKa

- COJIep’KaHuE U COOTHOIIEHNE TEKCTOBOI U rpaduueckoi HHPpopMauu
- 3aM0JIHEHU e cllaiioB nHpopManuen

- HACTPOMKa aHUMAIUH

Penetunus npeseHTanuu

[Tepen mpe3enTanuel 00s3aTeNbHO HY>)KHO TIPOBECTH peneTHINio. Ha Hell MOXKHO TIOHSTh, T/Ie
BO3HUKHYT TPYAHOCTH, ITOYYBCTBOBAaTh PE€aJbHbIA XPOHOMETPAX MPE3CHTAIMU, & TAK)KE HCIPABUTH
3aMEUEHHBIE TI0 XO/Iy OIIHUOKH.

3. UTo HaI0 yUUTHIBATh, pa3padaTeiBasi Mpe3eHTAIuN?

1. ITopsimok BeIBOa OOBEKTOB Ha SKPaH CIEIYIOIIN:

- 3arOJIOBOK cllaiija

- OCHOBHas MH(popmarus

- IOTIOJTHUTE bHAS (TTOSCHSIOIIAS, WLTFOCTPUPYIOIIAsi, HABUTAITMOHHAs ) HH(POPMAIIUS
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2. OcHOBHOH MaTepHrall HEOOXOIUMO BBIIEIHTh, YTOOBI OH TEPBBIM OpOCaics B IJa3a IMpH
JEMOHCTpalluu  ciaiija. BeiieneHne MOXHO — OCYLIECTBUTh  pa3MepoM  O0OBEKTa, LIBETOM,
creddexTamu, MOPSIKOM MOSBIICHUS Ha SKpaHE.

3. JlomogHUTENbHBIA MaTepuai NMpeaHa3HaueH Il MOAYePKUBAHUS OCHOBHOW MBICIIM Cllaija.
B kauecTBe nOnMoMHUTENHHON HH(POPMALIUK MOXKET BBICTYIATh rpaduKa.

4. Baxno yumtbiBath, uro HEJIb3S na cnmaiimax mucate BCE, uTo moknaguuk miaHuUpyeT
cKaszaTh. Ha ciaiiibl JOKHBI TIONACTh TOJILKO CAMbI€ BaXXHBIE TE3UCHI, CAMbIE HEOOXOANUMBIE JJaHHBIE,
a TakkKe, JKEIaTeNbHO, TpadUYecKHil MaTepuan: WUIOCTpauuu, Qororpaguu Bcerga JIydile
BOCIIPUHHUMAIOTCS 2y TUTOPUEM.

5. MaTepI/IaJ'I Ha claiije J0JDKEH OBITE PAacCIIOJIOKEH MAKCHMAJIbHO PABHOMEPHO II0 Bceit
miiomanan, He OCTaBJIAA KPYIIHBIX IIYCTBIX ITPOCTPAHCTB.

6. Tekct, pa3MeIeHHBII Ha claiiie, JOJHKEeH ObITh XOPOIIO BUAEH U yI000YUTAEM.

7. HEJIB34 ucnons3oBath Ha ciaiiie HeCKOJbKO MpPU(TOB. ONTHMAIBHO WCHOJIB30BATh IS
CMBICTIOBOT'O BBIICJICHHSI pa3Hble HaYepTaHUs OJHOTrO mpudra.

8. Ilpu HacTpoliKe aHMMAIUU JIJIS MOPsAKa MOSIBJICHUS O0OBEKTOB Ha CJlali/ie HaJl0 IMOMHHUTB,
yTo 000 cremhekT nomKeH ObiTh 00ocHOBaH. [lepenackimenue cnemdddextaMmu OTBICKaeT U
BBI3BIBACT Pa3paKeHHE.

9. JIns 1eI0CTHOCTH BOCHPHUSATHS NMPE3CHTAIUS BBIMOJHICTCS B €IWHOM CTHJIC. DTO MOXET
OBITh MM €TUHBIN (DOH, HIIM KaKOH -7THO0 MOBTOPSIOIIMICS Ha KaXJI0M CJiaiijie 3JIeMEHT.

10. Ha mpe3eHTannio MOXeT ObITh HaJIOKEH 3BYK. 3BYyKOBas cXxema Mpe3eHTAllMH UMEET TPU
YpPOBHSI:

- HU3IIMH ypOBEHb-3BYK, CONMPOBOXKAAIOMIMN criendd(EKThl, MosBIeHHE 00BEKTOB Ha 3KpaHe,
IpefHa3HAYeH JUIS IPUBJICY €HUSI BHUMAHUS K MOSBIIAIOIUMCS O0BEKTaM.

- BTOPOH ypOBEHBb 3BYKOB-ayauo (haiiibl, mprcoenuHsieMble K craiiny. JlaHHBIH THII 3BYKOB
MOJKET CIYXUTb KOMMEHTapUeEM K COAEpKHUMOMY Cllaiiia U 3aMEHSTh TEKCT, OCTaBJIsAs OOJIbIIE MECTa
1U1st TpaduyecKor HH(pOpMaIUy.

- TPETUH YPOBEHb-3BYK, BCTABJIIEMBII B IIPE3EHTALIMIO, PACIPOCTPAaHAEMbIN Ha BECh IPOLECC
JEMOHCTpPALUU.

Kputepuu oueHKH npe3eHTanun

-COOTBETCTBUE COJEPKAHUIO TEME;

-[IpaBUJIbHAS CTPYKTYPUPOBAHHOCTh HH(OPMAIIHH;

-HAJIMYM e JIOTHYCCKOM CBS3U U3JIOKEHHON MH(POPMAIIHH;

-3CTETUYHOCTb O(OPMIIEHHUS, €0 COOTBETCTBUE TPEOOBAHUSM.

Onenka «5» craButcs pa 85 % cooTBETCTBUS TPeOOBAaHUAM O(GOPMIICHUS IPE3EHTALIUH.
Onenka «4» -70%-85%

Onenka «3» -50%-70%

Onenka «2» - wMeHee 50 %

2. MeToanuyeckne PEKOMEHAAUHA MO COCTABJICHUIO JUAJIoTra
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Lenv: 3HaTh TPO(ECCHOHANBHYIO JIGKCHKY, (DOpMUPOBATh YMEHHE y CTYISHTOB paboTaTh C
pasHbIMH HMCTOYHMKAMU M HHTEPHET pECypcaMH, BbLACNIATh TJaBHYI HHPOpMAIUIO, YMETb
apryMeHTUPOBaTh COOCTBEHHYIO TOUKY 3PEHUSI.

Pa60Ta JOJIKHaA 6I>ITI) BBIITOJIHCHA I10 nnaHy 1 BKJIKOYAaThb BCTYHJ'IGHI/IC, OCHOBHYIO MBICJIb,
3aKJIIOYEHHE.

3aI[aHI/IeZ NoAroOTOBHUTbL AHUAJIOI Ha 3aJaHHYK0O TEMY B COOTBCTCTBHHM C OCHOBHBIMHU
TpeOOBaHUSAMH K YCTHOMY COOOIIEHHIO.

KpuTtepuu onieHKH 1o coCcTaBJEHHUIO THATOTOB

BBICOKYIO TTONIOKUTENBHYIO OLIEHKY «5» cmydeHm ToayqaeT, eCIlu:

* JIOCTATOYHO TMOJIHO U KOHCTPYKTHBHO M3JIaraeT COOTBETCTBYIONIYIO TEMY;

* JaeT NpaBUIIbHBIE (POPMYIUPOBKHU, TOUHBIE ONPENETICHMS], TOHSITHSI TEPMUHOB;

o I‘paMOTHO OTBCYACT Ha JOIMOJIHUTCIIBHBIC BOHpOCBI HpCHOHaBaTCHH

[TonoxuTenbHYIO OLEHKY «4» CTYyIeHT MOJTy4YaeT, €CIH:

* eCNM TIPU U3JIOKEHWHM OBLIM JOMYIICHBI 1-2 He3HAYUTeIbHBIC OUIMOKH, KOTOPbIE CTYIEHT
HCIIPABJISET ITOCIIE 3aMEUaHUs MPEnoaBaTes;

* TPaBUJIBLHO OTBEYAET Ha JIONOJHUTEIIBHBIC BOIIPOCHI IIPEMOIaBaTelIs

¢ H3J1aract BBIIIOJHCHUEC 3aJaHUA HEAOCTATOYHO JIOTMYHO U ITOCIICAOBATCIIBHO,

* 3aTpyIHSETCS MPU OTBETAX HA BOMPOCHI MPENOIABATEI.

¢ Hemnoaxo u310XeHO 3aJ1aHue;

Y 10BIETBOPUTEIBHYIO OLICHKY «3)» CTYACHT IOJy4YaeT, €ClIu:

*  TIPU U3JIOKEHUU OBLIM JIOMYIICHBI 3HAYUTEIIbHBIC OINOKH

¢ HCEBCPHO OTBEYACT HA JOINOJHHUTCIBbHBIC BOIIPOCHI IIPCIIoAaBaTCIIA

3. MeToanueckue peKOMeHAMHU MO MOATOTOBKE HH(POPMALIMOHHOTO
JHCTKA(COO00IeHHST)

DT0 BHUJ BHEAYTUTOPHON CaMOCTOSITEILHON paOOTHI 1O MOATOTOBKE HEOOIBIIOr0 0 00bEMY
YCTHOT'O COOOIIIEHUS IS O3BYYHMBAHUS HA IPAKTUYECKOM 3aHSITHH.

CoobmaemMast nHGOpMaIHst HOCUT XapaKTep YTOYHEHUS UM 00001IeH S, HECET HOBU3HY,
OTpa)kaeT COBPEMEHHBIN B3TJISA] IO OMPEACIEHHBIM TpoOIeMaM.

CooOmienre oTIM4YaeTcst OT JOKJIAA0B U pedepaToB HE TOIBLKO 00bEMOM WH(pOpPMAIIUU, HO U €€
XapaKTepOM — COOOIICHHSI JTOTIOTHSIOT H3y9aeMblii BOMPOC (PaKTHUECKIUMH HITH CTATHCTHICCKUMU
MatepuanamMu. OdopmisieTcs 3a1aHle MUCbMEHHO, OHO MOXET BKJIFOUATh 3JIEMEHTBI HArJISIIHOCTH
(WUTIO CTpaIiy, 1EMOHCTPALIHIO).

PernameHT BpeMeHU Ha 03BYyYHBaHUE COOOIIEHHS — A0 5 MUH.

3aTpaThl BpeMEeHHU Ha MOATOTOBKY COOOLICHHUS 3aBUCIT OT TPYIHOCTU cOopa HHPOPMAIIHH,
CIIO)KHOCTH MaTepHasa 1o TemMe, MHIUBUIYaIbHBIX 0COOEHHOCTEH CTYAEHTa U ONpeNeNsoTCs
npenogaBareneM. OpueHTUPOBOYHOE BpEeMs HA MOATOTOBKY HH(POpPMAIMOHHOTO coolmenus — 0.54.

JlomomHuTENbHBIC 33/IaHKUS TAKOTO POJa MOTYT IUIAHUPOBATHCA 3apaHee U BHOCUTHCA B KapTy
CaMOCTOSTENIbHON pa0OThI B HaYaJe H3YYCHHSI TU CLIUIUIMHEL. J{eficTBUS CTyneHTa:

® coOpaTh ¥ U3YYUTH JIUTEPATYPY MO TEME;

® COCTaBHTH IJIAH UJTU TPAMMATHUYECKYIO CTPYKTYPY COOOIIICHUS; ® BBIICIUTH OCHOBHBIC
MOHSATHS | cI0Ba; 11

® BBECTU B TEKCT JIONOJHUTEIbHBIE IaHHBIE, XapAKTEPU3YIOIIUE O0bEKT U3YUEHUS;

® 0pOPMUTH TEKCT MUCbMEHHO;

® CIIaTh Ha KOHTPOJIb MPEMOIaBATENIO M O3BYYHTh B YCTAaHOBJICHHBIN CPOK.

Kpurepun onenku:

® AKTYyaJIbHOCTH TEMBI;

® COOTBETCTBHE COJEPIKAHUS TEME;

¢ r1yOMHa MPopaboOTKU MaTepuaa;

® TPaMOTHOCTD U MOJHOTA U CIIOJIh30BaHMSI IEKCUKO-TPaMMaTH4Y€CKOT0 MaTepurara;
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® HAJIM4YUE DJIEMEHTOB HAIJIIHOCTH.
4. MeTtoauyecKue peKOMEHIAIUH 10 BHINOJHEHUI0 TPAMMATHYECKHUX YIIPAaKHeHHil

AHIJIMACKHUI SI3bIK — 3TO f3bIK TBEPAOr0 MOPSAIKA CJIOB B NPeNJIOKEHHH, T.C. KKIbIH
4IIeH TpeNJIOKEHHs UMeeT cBoé ompenenéHHoe mecto. The boy caught the fish (manpuuk moiiman
ppi0y). Ecamu mpou3BecTu nepecTaHOBKY IMOMJICKAIIErO U JIOMOIHEHMs, TO OyleT MCKa)KeH CMBICI
nperioxenus. The fish caught the boy (peiba moiimana manbuuka). [Ipu mepeBome MpeaioKeHH ¢
PYCCKOTO SI3bIKa Ha AHTJIMHACKUH, TTOMHUTE W COOMOJaiiTe 3TO MpaBUio (MOIJIekKaIiee, ckasyeMmoe,
JIOTIOJTHEHH €, 00CTOSITEIIBCTBO).

VYipakHeHUs 3aKpeIUIOT IpaBujla IPAMMAaTHKU, 3HAKOMAT C HOBOM JIEKCUKOHM, @ HEKOTOpPbIE
YHOpaxxHCHUA 06na21a}oT MMO3HaBaTEIbHOM IOCHHOCTBIO. HpI/ICTyrIaH K BBIITOJIHEHHIO JTI000T0 3alaHuA 110
I'paMMAaTHKEC, IICPEBCAUTC MMPCATIONKCHUS HA pYCCKI/Iﬁ SA3BIK.

[Ipy BBIOJIHEHUM YIPAKHEHUM Ha OIpEAECIICHUE BHAOBPEMEHHBIX (POPM IJIaroJa, rnpexsie
BCE€TO, HaﬁI[HTe B MNPCAJIOKCHUN CHUTHAJIBHOC CJIOBO, KOTOPOC IMOMOKET BaM OIPCACIUTL BpPEMA
rnaroia. Kaxaomy BpeMeHH COOTBETCTBYIOT ONpeleli€HHble Hapeuusi, Hampumep Present Simple
COOTBETCTBYIOT Clienyromue 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. Ecimu B
MPEAJIOKEHUH HET CUTHAIBHOT'O CJIOBA, TO B COACPIKAHUU NPEHAJIOKEHUS MOXKET OBbITh CUTYaTHBHOE
ykazaHue Ha Bpems riarosna. Look! Julia is writing a letter to her friend. TaGmuua Bcex
BUJOBPCMCHHEBIX q)OpM rjarojia ImOMOXET BaM BBIIIOJIHHUTh 3aJaHHC. O6paTI/IT€ BHHUMAaHHEC Ha TO,
HY>KHA JIM B IaHHOM cliy4ae (opMa aKTUBHOT'O WJIM MTaCCUBHOIO 3ajora. [IoMHUTE O TOM, YTO I'J1arosl
JIeNIATCS Ha MpaBUJIbHBIC U HETIPaBUJIbHbIE 110 CIOCO0Y 00pa30BaHMsI IPOILIE/IIEr0 BPEMEHH.

YToOB! BBHIMOJHUTH MOJCTAHOBOYHBIC YIPAKHCHUS HAa 3aKPEIUICHHE MaTepuaia U BhIPaOOTKH
aBTOMAaTH3Ma B YHOTPEOJICHHUH TPaMMATHYCCKUX CTPYKTYpP, HU3YYHTE COOTBETCTBYIOIIME pa3/eibl
rpaMMAaTHKH, BBINOJHUTE 3aJaHUs, HEOJHOKPATHO BO3BpallalTeCh K IMpPaBUIIaM, KOPPEKTUPYs CBOU
3HaHud. [loMHHTE 0 TOM, YTO rPAMMATHKA MOCTPOEHA HA MO/eJsIX, KOTOpPbIe JOCTATOYHO JIETKO
3alIOMHHMTH ¥ IPUMEHSTh IPH NOCTOSTHHOM MOBTOPEHHUM.

5. MeTtoauuyeckue peKOMEHIAIUH 10 COCTABJIECHMIO 1eJIOBBIX MCEM, PeTeH3n il

Crienuduka s3bIKa 1e10BOM cepbl 001eHHs 3aKITI0YaeTCs B TOM, YTO OHA MPEICTaBseT
co00I1 TakKe U ONpeieleHHbIN MeTasA3bIK JaHHON 00J1aCTH IPEIMETHOM AesITeIbHOCTH U 00JIaCTH
3HAHUS, ONIpelIeNIEHHBIN Te3aypyC, PACKPBIBAIOLINN YHUBEPCAJIbHOE U ClielU(UIHOE B
IPEANPUHUMATENBCKON c(hepe aHTIION3bIYHOIO SI3bIKOBOI0 KOHTUHYYMa, [1I03TOMY NPaBUIbHO
IIOCTPOEHHBIE CTPYKTYPBI J1€0BOI0 OOLIEHUS JOJKHBI pacCCMaTPUBATHCS HE TOJIBKO KaK [10Ka3aTelb
OCBOEHUS JIaHHOT'O pa3/iefa, HO U KaK Ba)KHbIM KOMIIOHEHT 3bIKOBOI CIIOCOOHOCTH BTOPUYHON
A3bIKOBOI JINUHOCTH, OAMH U3 IPHOPUTETHBIX KOMIIOHEHTOB Y4eOHOH J€ATENbHOCTH B CUCTEME
HOATrOTOBKH Oynyiero crenuanicra. Takum o0pa3oM, OCHOBHBIM IIPEMETOM JAHHOT'O pa3zesna
ABIIETCA «J1es10Bast chepa OOIIEHU» B YACTHOCTH COCTABJICHUE M CbMEHHBIX JEJIOBBIX U
COIPOBOAMTEIILHBIX MMMCEM U IIpeTeH3Ui. JlenoBoe o01eHne B TucbMEHHON (popMe mpeacTaBisieT
co0o0ii 0COOBIN THI JUCKYpCa, KaK 3JIEMEHT HAllMOHAJIbHOM KYyJIbTYpBhl, BKJIIOUAIOIUI B ce0s HEe
TOJIBKO CIIELM(PUUECKUE HIEMEHTHI, HO U AJIEMEHThI YHUBEpPCaJbHbIE, XapaKTEPU3YIOLIHE
KOMMYHHKATUBHYIO MOJIENb B I[EJIOM.

DddexTrBHOE AETOBOE MUCHMO HA aHTIUICKOM SI3bIKE OOBIYHO UMEET OMPEICIeHHBIH opMaT
U SI3BIK.

Jlns rpaMmoTHOrO 0OpPMIIEHHS AENOBBIX KJIMINE HAa MUChME, CIeyeT 0O0paTUTh BHUMAaHUS Ha
BapHaHTbI aHIVIMHCKOT0 M PyCCKOTO si3blKa. Tabiuna JeMOHCTPUPYET MPUMEPHI IEJOBBIX KIIUIIE,
UCIOJIb3YEMBIX ITPU COCTaBJICHUU JEJIOBBIX ITHUCEM.

[Iprmeps! AEIOBBIX KIHIIE ¢ IEPEBOIOM
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IIpuMep aes10BBIX KJIMIIE HA
AHTJIHHCKOM

IlepeBoa 1eJIOBBIX KJIMILE HA PYCCKUI
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...

Crnacu6o 3a nucbMo OT (51ata), B
KOTOPOM BBl  CIPAIIHBAECTE ...

Mp1 nonyuyunu Bame nuceMo ot (aarta),
K KOTOPOMY BBI IIpUJIaraeTe. ..

Mpsr Bam niutiiem, 9To0b!I y3HATS O. ..
MBI 3aMHTEPECOBAHBI B. ..

Mpi 6b1 XOTENN 3HAT. .. ...

B otBer Ha Baiie muceMo OT......

Mgl 651 X0TENU Bac MpOorH(GOPMUPOBATH

IIpocture 3a TO, 4TO HATOMUHAEM

Bawm....
Cchlnasich Ha Balle MUCHMO...........
[TonTBepxkaas, Mbl pajpl. ...
[ToxanyiicTa, TPUMUTE HAIIX U3BUHEHUS
3a.....
C 6ospIIUM COXKaJIEHHEM MBI COO0IIIaeMm,
YTO...

MeI1 coxaneem 0 3aJ€pxKKeE. ...

C coxaJieHHeM MbI ITOTYYHIIH Bally
xKanooy

JIro6oe nenoBoe MUCbMO Ha aHTJIMICKOM HaYMHACTCS C pasbl OT00H O

DearMrBrown
DearJohn

- B KOHIIe (pa3bl HET BOCKIJIUIATENILHOTO 3HaKa. MOXXHO MCIOJIb30BATh 3aIATYIO HIIA OIYCTHTh
3HAK MpenuHaHus BooO1Ie. B ToM wiu 1pyrom ciydae mogoOHbIH CTUIIB CIIEAyeT COONII0OIATh U B

OKOHYaHHHU ITMChbMa.

- 3amenuTenu tuna ‘Hi, John!” Bo3aMOXkHBI pu AU TENbHON HEQOpPMaIbHOI MEepenucKe ¢
koyeroi. [lonoxanre, Moka OH UCHOJIB3YET TAKOE HAYAJIO IEPBBIM.
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TunuyHbIe ONIHOKH:

Hi, MrBrown!
Hi, Mr Brown,

Dear John Brown

BMmecTto Mr MOXXHO HCIIOJIB30BaTh ApYyruc o6pa1ueHI/151 B 3aBUCUMOCTH OT CUTyalllH.

O6pamenus npu HopMaTbHON MEPETHCKE

Title Status Complimentary close
OxoHYaHHe MUCbMa
(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
(UckpenneBa )
Madam female — name not Your faithfully
known (MckpenneBarir )
Sir/Madam obpallieHHe K ajpecary, Yours faithfully

Koraga HEM3BECTHO KCHIIIMHA
9TO WJIHW MYXXYMHA

(UckpenneBa )

al

Doctor/Professor/Gener

oOpartieHue K
JOKTOpaM, mpogeccopam,
BOCHHBIM B HC3aBUCUMOCTHU OT
nosia

Yours sincerely
(UckpenneBarir )

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

IIpumep 1. JleaoBoe nMCbMO Ha aHTJIUUCKOM

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. llnik

B nepBom a63arie nucbMa 00bIYHO YIOMHMHAETCS CUTYalUsl, TOCTYKUBIIAs TPUIHMHON
HAMMCAaHMs [MChbMa: M0Jb30BaHNE TOBAPOM UJIM YCIIYTOH, Tene(OHHbII UITH JIMYHBIN pa3roBop, 3apoc
WM IUCBMO, PEKJIaMa WIH LIeJIb HAITCAHUS IUCbMa.

JlaTa otnipaBieHMs cbMa OOBIYHO MUILIETCS B IPAaBOM YIUIy 110 3arosioBKoM. CyIecTByIOT
creayronume CII0COOBI 0003HAUYEHUS AaTbl B JCJIOBBIX ITUChbMAaX Ha aHT JIMMCKOM SI3BIKE:
12th September, 2010
12 September, 2010
September 12th, 2010
September 12, 2010

JlenoBbie mUChbMa Ha AHTJIMHCKOM SI3bIKE 0053aTEIbHO JODKHBI COEP)KAaTh BCTYMHUTEIHLHOE
o0pallleHuE U 3aKII0UUTEIbHYI0 (POPMYITy BEXKIMBOCTH. BeTynuTensHoe oOpalieHne MUIeTcs Ha
JIeBOW CTOpPOHE MK ChbMa 110J] BHYTPEHHUM aJpeCOM Ha OTJEJIbHON CTPOUKE, a 3aKJII0OYUTEIbHAS
¢bopmyia BeXKJIMBOCTH — HA IIPaBOM CTOPOHE, B KOHIIE OCHOBHOI'O TEKCTA, TAKXKE HA OTJEJIbHOMN
CTpOUKE.

IIpumep 2. PactpocrpadeHuble GOpMYJIbl BCTYIUTEILHOIO 00palleHus:

DearSirs, YBaxaemsble rocroja (CTporo oQpuIHaIbLHO)
DearSir, YBaxkaeMblil TOCITOANH (CTPOTO OPHITHATHHO)
DearMr. Black, VYBaxkaemblit rocrioguH biiek (MeHee o(UIHaIBHO)
DearMadam, YBakaemas rocroxa (CTporo o(huInagIbHO)
DearMrs. Green, YBaxkaemas muccuc ['puH (MeHee opuImaabHo)
DearMissWhite, VYBaxkxaemas mucc Yailt (MmeHee opuIuagbHo)

Korpma otnpaBuTenp nuchbma xKeinaet, 4To0bl MUCbMO OBLIO MPOYUTAHO OMPEACIEHHBIM JIMIIOM B
OpraHu3aIMK MMOTyYaTesIs, TO IepPel BCTYIUTEIbHBIM 00pallleHUEM HJIH IO HUM CTaBUTCS
cieayroas HaJucCh:

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

IIpumep 3. Pacpocrpadenuble dOpMYIIbl 3aKII0OYHUTENLHOIO 00paIeHus:

Yours faithfully  C yBaxkenuewm (cTporo opumnuaisHo)
Faithfully yours

Yours truly
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Yours sincerely Hckpenne Bair (MeHee oduiinaibHo)

Yours
Sunset Trailers - — heading
3344 Curly Boulevard P
Mensa SK S4S 3Y2 -

e
February 21, 20XX

Global Fabrics ..
1020 Park Ave. - inside address

Saskatoon SK S3P 4X2

Dear Sirs: <+—— greeting

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 guality of the canvas that you sell. OQur 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

] _.-"\II__,, .
. Y 4+—— signature
\-) - Lager L g
//z
Brian Olsen -
Secretary,

Sunset Trailers

6. MeToauuecKue peKOMEHIAIUH M0 COCTABJIEHHIO Pe3I0Me U CONMPOBOIUTEIHHBIX MHCEM
HAa aHTJIMHCKOM fI3BbIKeE.

B 1e10BOM HanpaBieHUH aHTJMICKOTO SI3bIKA CYIIIECTBYET 06d MUNA pe3lome.

v" Resume — 510 HeOObIIME CBEICHUS O BalleM 00pa30BaHMU, OIBITE pabOTHI M MPO(PECCHOHATBHBIX
HaBBIKAX, @ TAKIKE YMCHHUSX.

v' CV (Curriculum Vitae) — Gonee momHas crpaska, BKIOYAKOMIAs MOAPOOHYIO HUH(POPMALUIO O
BalieM o00pa3OBaHWHU, OMNBITE PabOThI M NPO(HECCHOHAIBHBIX HABBIKAX, a TaKXKe YyMEHHUSX,
cojieprKaliasi CBEJICHUS O Harpajaax u JOCTHKCHUSAX.

B Hamre#t ctpaHe OHM HCIOJB3YIOTCS KaK CHHOHHMMBL. B mocieaHee Bpemsi TpaHHIlA MEXTy STHMHU

MOHSATHSIMU COBCEM Pa3MbLIach, U TepMuHbI CV U reSUme MOXKHO pacIieHUBATh KaK HICHTHYHBIC.

I'arogisl B pe3ioMe Ha aHTJIMHCKOM si3bIKe.
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YroObl MpuBIIEYb BHUMAHHUE, HEOOXOAMMO HAYaTh KaK MOXKHO OOJIbIIIE MPEAJIOKEHUN C
MOMOIIBI0 TJIArOJIOB JICWCTBHUS, KOTOpPbIE MOTYT TIOKa3aTh Bally HAcCTOAIIYI0 ILEHHOCTh Kak
MOTEHIIMAIBHOT'O COTPY/IHHUKA.

v Jlaxe caMoe KOPOTKOE MPEAJI0KEHNE HAa aHTJIMACKOM BCEr1a COJAeP KUT IJIaroJl.

4 st ycremHoro pe3oMe Hajo Mojgo0paTh COOTBETCTBYIOIIWE TJaroyibl. MmeHHO
TaKUMHU SIBJISIIOTCS 2nazonwt Oeiicmeusn (Action Verbs). B npenyioxenuu riaroyl AedCTBUS TOBOPUT
HaM, 4TO JeNlaeT MoIeKalniee - GU3NISCKH UM YMCTBEHHO.

v Bb160p BpeMeHH, B KOTOPOM JIOJDKEH CTOSITh TJIaroj, HAMPSIMYO 3aBHCHT OT TOTO, O YeM
BbI TTHIIIUTE.
Bpewmsi raarosa OnuchiBaeMasi CHTYalHUst IIpumep c nepeBogoM
The Present Simple | Texymue (bakThl, avyHas | I’m an EFL teacher with over
Tense WHQPOPMAIIUS U HABBIKH nine-year  experience. - S

YUUTENb aHTJHICKOro ¢ Oornee
qeM JACBATUIICTHUM OIIBITOM
paboTHI.

I currently teach a number of
private students over Skype. - B
HaCToOAIICC BpPEMA A MPCIoAaro

HECKOJIbKHM Y4ACTHBIM
cryneHTam no Skype.
[Tpenpiaymuii OmbIT pabOThI increased sales by 12% -

yBennumiock Ha 12%

trained 10  managers. -
The Past Simple Tense [ToaroroBmi 10 MeHemKEPOB.
3aKOHYCHHOE 00pa3oBaHKe graduated from Moscow State
University in 2017 - okoHumn
MOCKOBCKHMI TOCYIapCTBEHHbIN
yHuBepcuteT B 2017 rony

Ecnu xe Bo Bpems moctyrienusi | | am attending Technological
Ha pabory Bw Bce eme | College #34. - 51 oOywarock B
SABJIACTCCh CTYACHTOM KaKOI'o- TexHonornaeckoMm KOJUICAKE

60 oOpa3oBarensHOro | Ne34,
The Present Continuous | yupexaeHus
Tense Jlis  obosnavyenus paGorel B | | am working at Sales, Inc. as a
KoMmmaHuu, rae Bbl sBiuserech | transportation specialist. - S
COTPYIHUKOM Ha JIaHHBIA | paboTaro B Kopropanuu Sales B
MOMEHT. KayecTBE  CIEIHAIUCTa  TI0
TPaHCIIOPTY.
The Present Perfect | Ileprox paGoTsr I have been working at Sales,
Continuous Tense Inc. for three years as a
transportation specialist. - S
pabortaro B koprmopauuu Sales
TpH roja B Ka4yecTBe

CHENMAJINCTA O TPAHCIIOPTY.

IIpaBuaa nanucanus Curriculum Vitae (pe3omMe Ha aHIJIMICKOM sI3bIKeE).

OcHOBHBIE ITpaBUIa [ HATMCAHUS PE3IOME Ha aHTIIMICKOM CIIEAYIOIIHE:
. IIncate pesrome camocTosaTenbHO. HUKTO HE cMokeT paccka3aTh 0 Bac mydiue, uem Bel camu.
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o ITo Bo3MOkHOCTH amanTupoBab cBoe CV moj KaXayr KOMIIAHHIO M JOKHOCTE. Ocoboe
BHUMaHHE pH 3ToM yaenute nynkram Objective (Iemwn) u Profile (TTpoduis).

o [Tocrapatbes caenats Barne pe3tome MakKCUMalbHO KPATKUM U JTAKOHUYHBIM.
o Bcerna ocTaBnsiTh TOJIBKO aKTyadbHBIE KOHTAKTHI.

o BEITh TOYHBIM U TIPABIMBBIM.

o [IpoBeputh pe3romMe Ha HAIUYKE OMIUOOK.

OcHOBHbBIE TpeﬁﬂBaHI/lﬂ K COCTABJICHHUIO PE€3I0OME Ha AHIJIMHACKOM sI3bIKeE.

1. O6bem pe3iome. TpeGoBanusi kK WIpudTy U pazmepy.
e [Tocraparbca ymectuTh Bame pestome Ha 1 erpanuny, Ho ecinu 'y Bac 607b11101 onbIT paboTh
WJIM HECKOJIBKO 00pa30BaHMid, TO MAKCUMYM, 4TO BBl MOXKeTe 3aHATh - 3TO 2 CTPAHUIIBL.
e licniosnp3oBathk cranaaptaeiil mpudT (Arial, Garamond, Times New Roman wu Verdana).
e Pazmep mpudra ocHOBHOTO Tekcra — 11-12 pt | ast 3arosoBkoB ucnons3yite 14-16 pt.
¢ O0s13aTENBHO MCIIOIB30BaTh BRIEICHHE TEKCTa B PE3IOME MOIY)KUPHBIM, KYPCHBOM U I[BETOM.
Brigenate cBoe ums u damuimio, a tTake Lleab (Objective) ¢ momonpio mpudta nokpynuee 18-20

pt.

eAG3anbl B pestome. CTpykTypupoBaThb TeKCT Bamero pestome, 4TOOBI clienaTh €ro
yuTabenbHbIM. Mcnonp30BaTh MapKUPOBAHHBIE CIUCKU TIPH MEPEYN CICHUU HABBIKOB U OMBITA PAOOTHI.
e Bepxuee, HIDKHEE U JIeBOE TOJIST HE MeHee 2 cM, IpaBoe - /,5 cm; BIpaBHUBAHHE OCHOBHOT'O
TEKCTa MO MIMPUHE UITH 10 JIEBOMY Kpalo.
e PexomMeH1yeMblii MeX/1yCTPOUHBIM HHTEpBaJ Juid HanucaHus pestome 1,15 -1,5
2. DopMaT IOKYMEHTA /LISl pe3loMe.
J171s1 IepechUIKK Pe3lOME B 3JIGKTPOHHOM BHJIE UCIOb3yiTe hopmat PDF.
3. CTpyKTypa pe3loMe HA aHIJIHIICKOM.
o 3azonoeok (Header)
Bmecro 3aronoBka yarie BCero MUIIYT MMs COMCKaTess (XOTS MOXKHO HamucaTh Resume wim
CV).
o Jluunasa ungpopmauusa (Personal information)
v Hms (Name) - eciv HCIIOJIB30BAIIN CBOE UM B 3ar0JIOBKE, TO HE TOBTOPSHTEC.
v’ Jlama poscoenus (Date of birth) - HazBaHue MecsIa JIydllle HAKCATh OYKBaMH, T.K. B Pa3HBIX
CTpaHax MPHUHSAT Pa3HbIi popMaT HAIMCAHUS IATHI.
v’ Adpec (Address) - anpec 00BIYHO MUIIETCSA B TAKOM MOPSIKE: HOMEDP JI0MA ¥ Ha3BaHHE YIIHIIBI,
ropoJi, TOYTOBBIN UHAEKC, CTPaHa.
v’ Moounvnsiit menegon (Mobile) - 06si3aTeNbHO yKA3BIBAETCS B MEXKITYHAPOIHOM (opmare.
v’ Aodpec anekmponnoit noumuwt (E-mail).
MOXHO Tak)Ke BKJIIOYHTb CBEICHHS O cemeunom nonoxncenuu (Marital status),
nayuonanvrnocms (Nationality), Ho 3T TyHKTBI He 00sI3aTEIIbHBI.
e [I]enw (Objective). B 3ToM nyHKTE HYKHO yKa3aTh JOJDKHOCTb, Ha KOTOpYIO Bbl mperenayere.
e Kpamkaa cnpagka (Profile). Kpatkuii paccka3z o ToMm, KTo Bbl, kakoBbl Baim HaBbIkM U 4TO
Bl oxuaere oT JODKHOCTH.
o Oopazosanue (Education). Yxa3zath cBenieHusl 00 00pa3oBaHHM, HAYMHAS C ITOCJICIHEr0 MecTa
HOJy4eHHs! 00pa3oBaHMs B 0OpaTHOM XPOHOJIOIMYECKOM MOPSIIKE.
o Onvim pabomwr (Work experience). Yka3aTb TepHOIbl pa0OThI, JOMKHOCTb, Ha3BaHUE
KOMITaHHH.
o Haeuwviku (Skills)

o Humepecwvt u oononnumenvnan unpopmayusa (Interests & Extra information).

e Pexomenoayuu (References).

Oobpa3sen pestome (CV) Ha aHTIIMICKOM fI3bIKE
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Sara Anne Green
Address (home): 47 Gerrard
Street
Manchester, M20 4LZ
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 nanucarb conpoBoautebHoe mucbMo (Cover Letter) na anriumiickom

OCHOBHBIE IIPUHIMIBI HANNCAHUSA COIIPOBOAMTCJABHOIO IMChbMAaA

v BeiTh nakonnunbiM. Cover Letter He momkHO OBITH PacTAHYTHIM OoJjiee YeM Ha CTpaHuiy. B

ujieasae CONpPOBOANTEIbHOE MMCHMO 3aHNMAET NMOJIOBUHY WJIM 2/3 ucTa.
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v He ny6aupoBaTh TO, YTO HAIKUCAJIN B PE3FOME.

v’ Tlpexnae yem mpucrynuth k Hanucanuto Cover Letter, pemmTs, yTo MOTHBUPYET Bac st
MOJyYEHUs] KOHKPETHOM JJOJDKHOCTH, U TOUYEMY JTOJDKHBI BbIOpaTh MMEHHO Bac.

v Crenath MUCHMO «KUBBIMY», H30€raTh SI3bIKOBBIX KJIUIIIE U OaHATIBHBIX (pas.

CTDVKTVDa COIIPOBOAUTC/IBHOI'O IMCbMA

e
——

ersonalized greeting when possible.

Paragraph 1: A strong,
ompany-specific introduction.

- Respectful salutation and name.

1. BerymjeHue.

Hauats ¢ npuBercTBus. Jlyuie Bcero monsITaTbCsl Y3HaTh MUMsI JUPEKTOpa IO MEPCOHATY U
aJipecoBaTh MHCbMO HENOCPEACTBEHHO emMy. Eciu mo kakum-1m00 mpuunHaM 3To ceiaTh He yAaeTcs,

ganummure Dear Sir/Madam.

B mepBoii yactu Takke Clemyer pacckasaTb O ce0e, yKa3aTh JODKHOCTh, Ha KOTOPYIO

IIPETeHyeTe U OTKy1a Bbl y3HamM o BakaHCUU.

Example

Ilpumep

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.

'YBaxkaemas rocrnoxa Bync,

51 Obl Xx0TemNa MpoABUTH HHTEpEC K Baieil Bakancuun
Ha JIOJDKHOCTh IIPENOIaBaTEeIIs C MOJHON 3aHATOCTHIO
B BameM 3bIKOBOM LIEHTpE. Y MEHS €CTh OIBIT
npenoaaBanus TOEIC, IELTS, TOEFL, nenoBoro u
Pa3rOBOPHOIO aHTJIMKUCKOro. I yBepeHa, 4To Most
KBaIM(DUKALIHMS U DHTY3Ha3M IOMOXKET MHE CTaTh
[MO3UTHBHBIM IOINOJHEHHEM B Bany KomnaHuio.

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.

'VBakaeMbIl TocnoaInH MATBIOC,

HenasHo s mo3nakomuiics ¢ Tamapoit @octep u3
Balleil KOMIIAHUH, U OHA HACTOSATEILHO
PEKOMEHI0Bajla MHE OTIPaBUTh BaM MOE PE3IOME.
3Has TpeOOBaHUS K BAKAHCUU MEHEIDKepa 110
[pojia’kaM, OHa CYUTAET MEHS UeaIbHbIM

KaHIHUaaTOM.
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2. OCHOBHASI YACTh COIMPOBOAMTC/ILHOI'O ITMCHbMA.

Bo BTOpOM a03are ciemyeT pacckazath O Balled KBajdu(UKAIUU U JTOCTHXKEHUAX, KOTOPHIE
IMMOKa3bIBAIOT, MOYEMY Brr IoaAXOaAUTE IJIA 3TOH AOJDKHOCTH M IMOYEMY MMCHHO Ballla KaHAWJaTypa

BBII'OJJHA IJIs1 KOMIIAHHUH.

YIIOMSHUTE HECKOJILKO IPUMEPOB JIOCTHYKCHHH B BaIlleH Kapbepe, Onupasich Ha IUQPHI.
3aBepIIMTe OCHOBHYIO 4YacTh CONPOBOJUTEIHHOTO IMHChMA Ha AHTJIMMUCKOM S3bIKE TeM, 4TO Bl
OTJIMYHO COOTBETCTBYETE 3TOU JOIDKHOCTH, OCHOBBIBAsICh Ha Balel kBamupukanuu.

Example

IIpumep

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 I 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.

41 npoBé&n nmporuisle HoATOpa roaa, padboTas Ha
[OJTHYIO CTaBKY MUCATENIEM U PEIaKTOPOM B
M3/1aTeNIbCTBE, KOTOPOE CIEeHUaTN3UpyeTcs Ha
o0pa3oBaTeabHOM KOHTEHTE. B TeueHue Toro
BPEMEHH, 51 JieJiajl BCE UTO CBSA3aHO C pelaKTOPCKOM
paboTOH, BKIIIOYasi TEXHUYECKOE PEJaKTUPOBAHHUE,
YTEHUE KOPPEKTYphl, oOecreueHre kauecTa. B
HaCTOosIee BpeMs 5 YIIPaBJIAI0 rpynnon us 40
nucaTenei-ppuinancepoB, KOTOpbIe paboTaloOT Hal
pa3IMYHBIMUA TEMaMHU, U 1 MOTY 3aBEPUTh, YTO
KayecTBO KayKJ0M pabOThl COOTBETCTBYET HAIIUM
BBICOKMM CTaHAapTaM. Sl Takke XOpOLIO 3HAKOM C
rpaMMaTHKOW aHIJIMHCKOro s3bIKa U 0e3 mpodiem
aJaNTUPYIOCh K pa3IMYHbIM CIIOCO0AM BBIPaXKEHUS.
Uto MHE HpaBUTCS OOJIbIIIE BCETO B MOEH HBIHEIIHEH
paboTe Tak 3TO TO, YTO OHA 1AET MHE BO3MOXKHOCTb
00y4aThCs U OBITH TBOPYECKOHN JTMYHOCTBHIO U,
[MOX0’K€, YTO 3Ta JIOJKHOCTD Mpesiaraet noJooHoe.
A Bepro, uto Oyay 1 Bac nieHHbIM
MproOpeTeHNEeM, 1 MOM HaBBIKM BHECYT BKJIA] B
Bamry koMnaHuIo.

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

Heckonbko MecslieB CyCTs MOCIE OKOHYAHHUS
YHUBEPCHUTETA 51 HauaJl paboTaTh HHCTPYKTOPOM I10
AQHTJIMHACKOMY S3BIKY, YTO ITO3BOJIMJIO MHE B
NaJbHENIIIEM Pa3BUBATHCS M YIYUIIUTh CBOU
KOMMYHUKATUBHbBIE€ HABBIKM U HABBIKU
npenojaaBanus. S monarato, 4YTo MOT'y BHECTH
3HAYMTENIBHBIN U LIEHHBIN BKJIAJ B Bamry
OpraHU3alHI0, YYUTHIBAsI YKa3aHHbIC

KBaJIM (DU KALIUH.

3. 3akJI4YnTeJbLHASA YACTh.

B oroit wactu Cover Letter Bbl J0mKHBI NpU3BaTh MOTCHIIMAJIBHOIO paboTomaTeNs K
NEHCTBUIO, T.€. MPUTJIACUTh Bac Ha cobOecenoBanue. s 3TOro mompocuTe MO3BOHUTh Bam, 4TOOBI

COrJIacoBaTh ATy M BPEMs Ha coOeCeIOBaHUI.
W wnanocnemnok, mobiarogapure 3a TO,
KaHIUIATyPHI.

YTO YACIUIM BpeMs Uil paccMOTpeHus Baein

Example

IIpumep

| 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 HAOOp HABBIKOB CIENIAIOT
MEHSI OTJINYHBIM KaHJIUJIaTOM Ha 3Ty 1OJDKHOCTD, a
TaK)K€ IEHHBIM aKTUBOM JIJIs Balllell KOMIIaHUU.
[ToxxasryiicTa, IO3BOHUTE MHE 110 YKa3aHHOMY BBIIIE
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Example I[Ipumep

above to schedule an interview at your HOMEpY, YTOOBI 3aIIAHUPOBATH COOCCEIOBAHKE B
convenience y100HOE JIJIsl BaC BpeMs

I look forward to discussing my qualifications [ ¢ HeTeprieHHEM OXKHAAIO TATbHEHINEr0 00CYKACHUS
further and can be reached by email at Moei kBaMpuKarui. MO)KHO CBSI3aThCsl CO MHOM 110
aberezina@email.com or by phone at HIIEKTPOHHOM mouTe aberezina@email.com nam mo
233.44.9874. tenedony 233.44.9874.

Thank you so much for your time bosbioe cracu0o 3a yIeIeHHOe BpeMsl.

[Ipu mpoIaHUK MOYKHO K CITOJIb30BATh KOHCTPYKIIHH:
Yours faithfully (mpu o6pamennu Dear Sir/Madam ),
Yours sincerely (mpu oOpaiennu ¢ ykazaHiHeM HMEHH ajipecaTa),
a Tarxke KoHCTpyKiuio Best regards .

Example Ipumep

Looking forward to hearing from you, C HeTepnieHueM 1y Bamero orsera,
Best regards, C HawIy4IIMMU N1OXKEJIAHUSIMH,
Svetlana Berezina Caetnana bepesuna

| appreciate your consideration and look forward to hearing | neHro Baiie BHUMaHKE | XKy OT Bac
from you. OTBETA.

Sincerely, C yBa)KeHHEM,

Eric Roberts Opuk Pobeprc

ITpumep conpoBOAUTEIBHOIO MMCbMAa HA AHIVIMICKOM

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 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.

| 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 I 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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CIIMCOK PEKOMEHJIYEMOM JIUTEPATYPBI

OCHOBHBIE HCTOYHHKH:
1. IlleBeneBa C. OcHoBrl sxonoMuku u 6uzneca/ C. lllesenesa, B. Croros. - M.: JOHUTU-

Hamna, 2020. — 431 c.

3.2.2. JlonoJiHUTE/IbHbI€ HCTOYHUKMU:

1. EBcrokoBa, T. B. AHrnmiickuii s3pIK 17151 5koHOMUCTOB : yueOHuk / T.B. EBcrokora, U.I'.
bapabanoBa, C.P. Ara6abssH. — MockBa : PUOP : UH®PA-M, 2024. — 192 c. — (Bsicmiee
obpazoBanue). — DOI: https://doi.org/10.12737/21155. - ISBN 978-5-369-01600-8. - Tekct :
anektpounsbli. - URL: https://znanium.com/catalog/product/2078399

2. JlokanoBa, H. M. AmHrmmiickuiéi s3bIk : yueOHoe mocodwe / H.M. [wokanoBa. — 2-¢
u3n.aepepad. u gon. — Mocksa : UHOPA-M, 2023. — 319 ¢. — (Cpennee npodeccnoHaIbHOE
obpazoBanme). - ISBN  978-5-16-013886-2. - Tekcr : osnekrponnbni. -  URL:
https://znanium.com/catalog/product/1933138

3.2.3.2JIeKTPOHHbIE pecypcehl:

1. AbbyLingvoLive [DnexkTpoHHBbIi pecypc] AHrio-pycckuil. Pyccko-aHIIMHCKUN clioBapsb.-

Pexxum J0CTyTa: https://www.lingvolive.com/ru-ru?lol=true&utm_source=lingvo-

online.ru&utm medium=301redirect&utm campaign=reg+landing -.

2. CambridgeDictionary [D7eKTpOHHBIN pecypc]- AHTJI0-aHTJIUU CKUM CJIOBaphb.
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