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1. O0beM IMCUMIVIMHBI M 324€THBIX €IMHHMIAX U AKAJAeMHYECKHX 4acax C
CeMHUHApbI) H

BBIACJICHUEM

Hanpaenenue 38.03.01 «Oxonomurar,

o0beMa

ayAUTOPHOM
CaMOCTOAITEJIbHOM Pa0d0Thl 00y4YaIOLIUXCH

npoguine « Yuem, ananuz u ayoumy (ounast),

(J1eKuuu,

npoghuns « IKoHoMuUudeckas 6e30naACHOCMb X03AUCMBYIOWUX CYObeKmosy (0uHas)

Bun yae6Hol paboThI IO Bcero Cemectp 1 | Cemectp 2 | Cemectp 3 | Cemectp 4
JTUCITUTIITUHE (B3.e.m (B yacax) (B yacax) | (B 4acax) (B yacax)
yacax)

OO0r1ast TPYI0E€MKOCTh 93.e. 108/108 108/108 54/54 54/54
JIACUUIUINHBI 324/324
AyYIUTOpHBIC 3aHATHS 204/204 68/68 68/68 34/34 34/34
[MpakTrueckue u 204/204 68/68 68/68 34/34 34/34
CEMUHApPCKHE 3aHITHS,
BT.4.
3aHSTHS B HHTEPAKTHBHOM 102/102 34/34 34/34 17/17 17/17
dhopme
CamocrosiTespHas paborta 120/120 40/40 40/40 20/20 20/20
B cemectpe 120/120 40/40 40/40 20/20 20/20
Bunx npomexxyTodHOM 3auert/ 3auert/ 3auert/ Dx3amen/
aTTeCTaluu 3a4er 3a4yer 3a4yer IK3aMEH

Hanpaenenue 38.03.01 «Ixonomurar,

npoghuns « Yuem, ananuz u ayoumy (04HO-3A04HAS/YCKOPEHHASL)

Bun yaeOHoM paboThI IO Bcero Cemectp 1 | Cemectp 2
JTUCITUTIITUHE (B3.e. 1 (B yacax) (B yacax)
yacax)

OOm1ast TpyI0EMKOCTh 93.e. 108/64 108/80
JIACIUATLIUHBI 324/216
AyIUTOpHBIC 3aHATHS 36/24 16/12 20/12
[MpakTHueckue u 36/24 16/12 20/12
CEMHHAPCKHE 3aHSATH,
BT.Y.
3aHSATHS B HHTEPaKTUBHOM 18/12 9/6 10/6
dbopme
CamocTosiTenbHas pabora 288/192 164/96 124/96
B cemectpe 288/246 164/96 124/96
Bun npomexyroyHoi 3ayet/ aK3ameH/
aTTeCTalluu 3a4eT 9K3aMeH




Hanpasnenue 38.03.02 «Meneooicmenm»,

npouib « DUHAHCOBBIN MEHEONCMEHM» (OUHAS),

npoghune «Mapkemuney (ounas)

Bun yae6HO# paboTHI 1O Bcero Cemectp 1 | Cemectp 2 | Cemectp 3 | Cemectp 4
JTUCIUTIIINHE (B3.e.m (B yacax) (Byacax) | (B uacax) (B yacax)
gacax)
OO0r11ast TPYI0€MKOCTh 93.e. 54/54 54/54 108/108 108/108
JIACLUIUINHBI 324/324
AyIUTOpHBIC 3aHATHS 204/204 34/34 34/34 68/68 68/68
[MpakTrueckue u 204/204 34/34 34/34 68/68 68/68
CEMHHAPCKHE 3aHSTHS,
BT.4.
3aHSATHUS B HHTEPAKTUBHOU 102/102 17/17 17/17 34/34 34/34
dhopme
CamocTosiTesbpHas pabora 120/120 20/20 20/20 40/40 40/40
B cemectpe 120/120 20/20 20/20 40/40 40/40
Bunx npomexxyTouHOMA 3auert/ 3auert/ 3auert/ Dx3amen/
aTTeCTaluu 3ayer 3ayeT 3ayer 9K3aMEH
Hanpaenenue 38.03.02 «Meneoscmenm»,
npouie « Dunancoswiil menedxcmenm» (ouno-3aounas)l
Hanpaesnenue 38.03.05 «busnec-ungopmamuxay,
npogunv «|T-menedscmenm 6 6usnecey (ouHo-3a0unast)
Bun yue6noit paboTsl o Bcero Cemectp 1 | Cemectp 2
JTUCITUTIITNHE (B3.e. 1 (B yacax) (B yacax)
yacax)
OOm1ast TpyI0E€MKOCTh 93.e. 108/64 108/80
JIACIUATLIUHBI 324/324
AyIUTOpHBIC 3aHATHS 36/36 16/16 20/20
IIpakTuyeckue u 36/36 16/16 20/20
CEMHHAPCKHE 3aHSATH,
BT.Y.
3aHSATHS B HHTEPaKTUBHOM 18/18 9/9 10/10
dbopme
CamocTosiTenbHas paborta 288/288 164/164 124/124
B cemectpe 288/288 164/164 124/124
Bun npomexyroyHoi 3ayet/ aK3ameH/
aTTeCTalluu 3a4eT 9K3aMeH




2. Coaep:kaHue AMCUMILVIMHBI, CTPYKTYPHPOBaHHOE IO TeMaM (pa3aejiam)
AUCHUILIMHBI ¢ YKa3aHUeM HX 00beMOB (B aKajJeMHYeCKHX 4Yacax) U BUIAOB
y4eOHbIX 3aHATHH

2.1. Conepxanue TUCUMILTHHBI

The business environment.

The company.

Travel.

Sport.

Sales.

Cultural awareness.

Trade fairs.

Advertising.

Fashion and stile.

10. Technology.

11. Job satisfaction.

12. Market research.

13. Bright ideas.

14. Dealing with people.

15. Getting a job.

16. Writing practice: Making contact, Hotel booking.

17. Writing practice: Thanking, Arranging a meeting.

18. Writing practice: Enquires, Following up, Complaining.

19. Writing practice: Inviting, CVs, Job application.

20. Writing practice: Giving directions, Answering enquiries, Report.

21. New jobs.

22. Buying and selling.

23. Marketing.

24. Leadership.

25. Changing the world.

26. Working abroad.

27. Ethical trading.

28. Diversity.

29. Brands and values.

30. Office life.

31. Workplace skKills.

32. Presentations.

33. Big business.

34. Entrepreneurs.

35. Job hunting.

36. Writing practice: Ordering, Planning and writing memos.

37. Writing practice: Describing trends, Formal and informal language.

38. Writing practice: Making payments, Covering letter — job application, Notes and
messages.

39. Writing practice: Arranging a conference, Agendas and minutes, CVs.

CoNooR~wWNE

JlomoJTHUTE IbHBIC TEMBI JIJIsl HarpaBiieHust «busHec-uHpopmaTrkar»
1. Living in a digital age.

2. What’s a computer?

3. What’s inside and outside a PC system?
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4. Bits and bytes.

5. Buying a computer.

2.2. YueOHO-TeMaTHYeCKHH TJIaH
Hanpaenenue 38.03.01 «Oxonomuray, npogunu «Yuem, ananuz u ayoumy, «IKoHoMuueckas 0Oe30NACHOCHb
xozsicmeyrowux cyovexkmogy/ Hanpaenenue 38.03.02 «Menedsicmenmy, npounu « Dunanco8vlll MEHEONCMEHM »,
«Maprxemuney (ounas popma)

HanmenoBanme
TeM (pa3JiesnoB)
JUCHHUIUIMHEI

TpynoemMKkocTh B yacax

Bcero

AynuTtopHas paboTa

Oo0r1mas

Jlek

AU

CeMuHapsl,
PaKTUIECK
Ue 3aHATUS

3aHsarus
B
UHTEPAKT
WUBHBIX
dopmax

Camoc-
TOATCIIBH
ast
paborta

®opmsbl
TEKYILETO
KOHTPOJIA
yCIIEBAEMOCTH

2

6

7

9

The business
environment.

12

8

4

Terms  work,
skimming,
answering
questions,
project work

the

The company.

12

Terms work,
skimming,
answering the
questions,
project work

Travel

12

Terms work,
skimming,
answering the
questions,
project work

Sport.

12

Terms work,
skimming,
answering the
questions,
project work

Sales.

12

Terms work,
skimming,
answering the
questions,
project work

Cultural
awareness.

12

Terms work,
skimming,
answering the
questions,




project work

Trade fairs.

12

Terms work,
skimming,
answering the
questions,
project work

Advertising.

12

Terms work,
skimming,
answering the
questions,
project work

Fashion and
stile.

12

Terms work,
skimming,
answering the
questions,
project work

10

Technology.

12

Terms work,
skimming,
answering the
questions,
project work

11

Job satisfaction.

12

Terms work,
skimming,
answering the
questions,
project work

12

Market research.

12

Terms work,
skimming,
answering the
questions,
project work

13

Bright ideas.

12

Terms work,
skimming,
answering the
questions,
project work

14

Dealing with
people.

12

Terms work,
skimming,
answering the




questions,
project work

15 | Getting a job. 12 Terms work,
skimming,
answering the
questions,
project work

16 | Writing 7 Terms work,

practice: skimming,

Making contact, answering the

Hotel booking. questions,
project work

17 | Writing 7 Terms work,

practice: skimming,
Thanking, answering the
Arranging a questions,
meeting. project work

18 | Writing 7 Terms work,

practice: skimming,
Enquires, answering the
Following up, questions,
Complaining. project work
19 | Writing 8 Terms work,
practice: skimming,
Inviting, CVs, answering the
Job application. questions,
project work

20 | Writing 7 Terms work,

practice: Giving skimming,
directions, answering the
Answering questions,
enquiries, project work
Report.

21 | New jobs. 4 Terms work,
skimming,
answering the
questions,
project work

22 | Buying and 4 Terms work,

skimming,




selling.

answering the
questions,
project work

23

Marketing.

Terms work,
skimming,
answering the
questions,
project work

24

Leadership.

Terms work,
skimming,
answering the
questions,
project work

25

Changing the
world.

Terms work,
skimming,
answering the
questions,
project work

26

Working abroad.

Terms work,
skimming,
answering the
questions,
project work

27

Ethical trading.

Terms work,
skimming,
answering the
questions,
project work

28

Diversity.

Terms work,
skimming,
answering the
questions,
project work

29

Brands and
values.

Terms work,
skimming,
answering the
questions,
project work

30

Office life.

Terms work,
skimming,




answering the
questions,
project work

31

Workplace
skills.

Terms work,
skimming,
answering the
questions,
project work

32

Presentations.

Terms work,
skimming,
answering the
questions,
project work

33

Big business.

Terms work,
skimming,
answering the
questions,
project work

34

Entrepreneurs.

Terms work,
skimming,
answering the
questions,
project work

35

Job hunting.

Terms work,
skimming,
answering the
questions,
project work

36

Writing
practice:
Ordering,
Planning and

writing memos.

Terms work,
skimming,
answering the
questions,
project work

37

Writing
practice:
Describing
trends, Formal
and informal
language.

Terms work,
skimming,
answering the
questions,
project work

10




38 | Writing 6 2 2 1 4 Terms work,
practice: skimming,
Making answering the
payments, questions,
Covering letter — project work
job application,

Notes and
messages

39 | Writing 6 2 2 1 4 Terms work,
practice: skimming,
Arranging a answering the
conference, questions,
Agendas and project work
minutes, CVs.

Hroro 324 204 204 50% 120

Hanpasaenue 38.03.01 «Dxonomuxay, npogpune «Yuem, ananuz u ayoumy (ouno-zaounas), Hanpaenenue 38.03.02

«Meneodocmenmy, npoguie «Quuancosvili menedxrcmenmy (ouno-zaounas), Hanpaenenue 38.03.05 «busnec-

ungopmamuray, npogunv « UT-menedscmenm 6 busnecey (ouno-3a04nas)/

Hanpaenenue 38.03.01 «Oxonomurar, npodune «Yuem, ananuz u ayoumy (cokpaujennas)

Ne

HanmenoBanue
TeM (pa3JesoB)
JUCIUTUIMHEI

TpynoeMKocTh B yacax

Bcero

AynutopHas pabota

OO01mas

Jlek

895051

CemuHapsl,
MPAKTHYECK
ue 3aHATUs

3aHATHuA
B
WHTEPaKT
HMBHBIX
dbopmax

Camoc-
TOSITEJIbH
ast
pabora

Dopmbl
TEKYIIEro
KOHTPOJIA

yCIIeBaeMOCTHU

2

7

8

9

The business
environment.

18/12

212

16/14

Terms  work,
skimming,
answering
questions,
project work

the

The company.

18/12

2/1

16/10

Terms work,
skimming,
answering the
questions,
project work

Sales.

18/12

2/1

16/10

Terms work,
skimming,
answering the
questions,

11




project work

Trade fairs.

18/12

212

16/14

Terms work,
skimming,
answering the
questions,
project work

Advertising.

18/12

2/1

16/10

Terms work,
skimming,
answering the
questions,
project work

Technology.

18/12

212

16/10

Terms work,
skimming,
answering the
questions,
project work

Job satisfaction.

18/12

2/1

16/10

Terms work,
skimming,
answering the
questions,
project work

Market research.

18/12

2/1

16/10

Terms work,
skimming,
answering the
questions,
project work

Getting a job.

18/12

2/1

16/10

Terms work,
skimming,
answering the
questions,
project work

10

New jobs.

18/12

212

16/10

Terms work,
skimming,
answering the
questions,
project work

11

Buying and

18/12

2/1

16/10

Terms work,

12




selling.

skimming,
answering the
questions,
project work

12

Marketing.

18/12

212

16/14

Terms work,
skimming,
answering the
questions,
project work

13

Leadership.

18/12

2/1

16/10

Terms work,
skimming,
answering the
questions,
project work

14

Changing the
world.

18/12

2/1

16/10

Terms work,
skimming,
answering the
questions,
project work

15

Working abroad.

18/12

212

16/10

Terms work,
skimming,
answering the
questions,
project work

16

Ethical trading.

18/12

2/1

16/10

Terms work,
skimming,
answering the
questions,
project work

17

Brands and
values.

18/12

2/1

16/10

Terms work,
skimming,
answering the
questions,
project work

18

Office life.

18/12

2/1

16/10

Terms work,
skimming,
answering the
questions,
project work

Hrtoro

324/

36/24

36/24

50%

288/192

13




216

2.3 CoepikaHne CeMUHAPOB, NPAKTHYECKUX 3AHATHI

HaumenoBanue Hepe'{eHL BOIIPOCOB JIJIsA 06cy)1c)1e}mﬂ Ha (I)OpMI)I MMpoBEaACHUS
TeMbl (pa3aesia) CEeMHHAPCKUX, MNPAKTHYECKHX 3aHATHAX, 3aHATHIA
AUCHUIIIIMHBI PE€KOMEHAYEMbIE HMCTOYHUKH M3 PpasaejioB
8,9
1. The business Getting on in business, research a well-known | Discussion, reading

environment.

company, daily office routine, meeting people.

Pexomenoyemvie ucmounuxu:
B 1.5 Hacrosmed PIIJ[, ucrounuku ceru
WNuTtepHer

(skimming), writing
essays, grammar
exercises, case study.

2. The company.

How to manage your time, a company’s
structure, describing current activities, e-
commerce, phone calls.

Pexomenoyemvie ucmounuxu:
B 1.5 Hacrosmed PIIJ[, ucrounuku cetu
WNHTepHeT

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.

3. Travel. Travelling tips, researching an airline, bad | Discussion, reading
travel experience, hotel adverts, apologizing | (skimming), writing
and booking a hotel. essays, grammar

exercises, case study.
Pekomeﬂdye/vzbze UCMOYHUKU.
B 1.5 Hactosmeit PIIJI, wucrounmku cetu
HNutepner

4. Sport. How to concentrate, researching sports | Discussion, reading
sponsorship, ~ favorite  sport,  describing | (skimming), writing
qua.lifications and experience, sport as a big essays, grammar
business, a phone message. exercises, case study.
PeKOMeH()yeMble UCMOYHUKU.

B 1.5 Hactosamed PIIJ, wucroynuku cetu
HNuTtepuer

5. Sales. Find your own USPs, researching eBay, sales | Discussion, reading
techniques, making and accepting invitations, | (skimming), writing
arranging a meeting. essays, grammar

exercises, case study.
PexomeHOyeMble UCMOYHUKU.
B 1.5 wHacrosimen PIIJ[, wucrounwku cetu
HNurtepHer

6. Cultural How to make a good impression, researching | Discussion, reading

awareness. advice on how to behave in a particular | (skimming), writing

country, how to talk to an American,
glocalization.

Pexomenoyemvie ucmounuxu:
B 1.5 Hacrtosimeit PIIJ[, wucrounuku cetu

essays, grammar
exercises, case study.

14




HNutepHer

Trade fairs.

Attending a careers fair, researching an
entrepreneur, discussing freebies for a trade
fair, trade fairs and exhibitions, giving advice,
eating out.

Pexomenoyemvle ucmounuxu:
B 1.5 wHacrosiment PIIJ,
WNuTtepHer

HUCTOYHUKHN CCTH

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.

Advertising.

Improve your creativity, creating an advert
promoting careers in sport, radio adverts,
advertising techniques, checking information.

Pexomenoyemvbie ucmounuxu:
B 1.5 Hactosimeun PIIJI,
HNHTepHeT

HUCTOYHUKHN CCTH

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.

Fashion and
stile.

How to dress for the international business
world, presenting your company, people who
work in fashion industry, camper shoes,
making requests.

Pexomenoyemvie ucmounuxu:
B 1.5 Hactosmeit PIIJI, wuctounmku cetu
HutepHer

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.

10.

Technology.

Staying up to date, e-mail tips, how the Internet
works, netiquette — e-mail manners, bad
experiences with technology, taking and having
a phone message.

Pexomenoyemvle ucmounuku.
B 1.5 wHactosmer PIIJI, ucrounmku cetu
Hutepner

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.

11.

Job satisfaction.

Are you getting job satisfaction, researching
good employers, taking about working
conditions, the best UK companies to work for,
checking and reassuring.

Pexomenoyemvie ucmounuxu:
B 1.5 wHacrosmen PIIJ[, wucrounuku cetu
HNurtepHer

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.

12.

Market
research.

Who is a good listener, interviews in the street,
a market research report, ethnographers -
watching people shop, making polite requests.

Pexomenoyemvie ucmounuxu:
B 1.5 Hacrtosimeit PIIJ[, wuctouHuku cetu
HNurepHer

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.
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13.

Bright ideas.

How to become more inventive, researching a
Trivial Pursuit, interview about Trevor Baylis,
the Dbest office inventions, the business of
invention, agreeing and disagreeing.

Pexomenoyemvle ucmounuxu:
B 1.5 wHacrosiment PIIJ,
HNHuTtepHer

HUCTOYHUKHN CCTH

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.

14.

Dealing with
people.

Dealing with your anger, your emotional
intelligence, making and dealing with
complaints, e-mail complaining about an
incorrect order.

Pexomenoyemvie ucmounuxu.
B 1.5 Hactosimeunt PIIJI,
WNHuTtepHer

HUCTOYHUKHN CCTH

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.

15.

Getting a job.

Key interview questions, finding a suitable job
on-line, job interviews, how to impress, talking
about plans, filling in a job application form.

Pexomenoyemvie ucmounuxu:
B 1.5 Hactosimeun PIIJI,
WNHTtepHer

HUCTOYHUKHN CCTH

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.

16.

Writing
practice:
Making contact,
Hotel booking.

Tips in writing letters, requests, answers.

Pexomenoyemvie ucmounuxu:
B 1.5 Hactosmeit PIIJ], wucrounmkm
HNutepner

CETH

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.

17. Writing Tips in writing letters, requests, answers. Discussion, reading
practice: (skimming), writing
Thanking Pekomendyesze UCMOYHUKU. essays grammar
Arranging a B 1.5 wHactosmer PIIJI, ucrounuku ceTu exercises, case study.

. HNurepuer
meeting.

18. Writing Tips in writing letters, requests, answers. Discussion, reading
practice: (skimming), writing
EanireS PeKOMeH()yeMble UCMOYHUKU. essays grammar
Following up, B 1.5 mactosmed Pl ucrounmkn  cetu exercises, case study.

L. HNurepner
Complaining.

19. Writing Tips in writing letters, requests, answers. Discussion, reading
practice: (skimming), writing
Job application. B 1.5 mactosmed PIIJL,  ucrounmkm  cetu exercises, case study.

HNurepner

20. Writing Tips in writing letters, requests, answers. Discussion, reading
practice: Giving (skimming), writing
directions, Pexomenoyemvie uﬁmquuKu: essays, grammar
Answering B 1.5 Hacrosmed PIIJ[, ucrouHuku ceru exercises, case study.

.. HNurepHer
enquiries,
Report.
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21. New jobs.

How to avoid time-wasting, describing routines
in a job, how to survive in a new job, agreeing
and disagreeing.

Pexomenoyemvle ucmounuku:
B 1.5 wHacrosiment PIIJ,
WNHuTtepHer

HUCTOYHUKHN CCTH

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.

22. Buying and
selling.

How to get energized at work, writing a report
about purchasing, describing purchases, market
forces, requests.

Pexomenoyemvie ucmounuxu:
B 1.5 Hactosiment PIIJI,
WNHuTtepHer

HUCTOYHUKHN CCTH

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.

23. Marketing.

Mobile phone etiquette, talking about my
generation, opinions.

Pexomenoyemvie ucmounuxu:
B 1.5 Hactosmeun PIIJI,
WNHTepHeT

HUCTOYHUKHN CCTH

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.

24. Leadership.

Are you a born leader, talking about first
bosses, inspirational leaderships, thinking time.

Pexomenoyemvie ucmounuxu:
B 1.5 Hactosmeit PIIJI, wucrounmku cetu

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.

HutepHer
25. Changing the How to search in the Internet, reviewing and | Discussion, reading
world. comparing two  websites, adding and | (skimming), writing

contrasting information.

Pexomenoyemvle ucmounuku.
B 1.5 wHactosmer PIIJI, ucrounuku ceTu
Hutepner

essays, grammar
exercises, case study.

26. Working
abroad.

How to improve your English, researching
culturally appropriate behavior in a country,

talking about cultural issues, changing
countries, job adventures, suggestions and
objections.

Pexomenoyemvie ucmounuxu:
8.2., 8.3., caiiThl, yKazaHHbIe B 1.8 HacTosIen
PIIJI, ucrounuku cetu Murepuer

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.

27. Ethical trading.

Green office tips, researching the ethics of a
large  multinational company, discussing
companies and their ethics, giving reasons. a
large

Pexomenoyemvie ucmounuxu:
B 1.5 Hacrtosimeit PIIJ[, wuctouHuku cetu
HNurepHer

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.
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28. Diversity. Meeting and working with disabled people, | Discussion, reading
discrimination  against women in  the | (skimming), writing
workplace, presentation about improving essays, grammar
diversity in the workplace, correcting yourself. exercises, case study.
Pekomeudye/ubze UCMOYHUKU.

B 1.5 Hacrogwei PIIJI, wucrounuku certu
HNHuTtepHer
29. Brands and Preparing a personal statement, inviting and | Discussion, reading
values. presenting a new product, discussing | (skimming), writing
sponsorship, building great brands. essays, grammar
exercises, case study.
PekomeH()yesze UCMOYHUKU.
B 1.5 Hacrosmed PIIJ[, ucrounuku cetu
WNutepHer

30. Office life. How to irritate your co-workers, planning an | Discussion, reading
ideal office space, surprising news, a letter of | (skimming), writing
application for a job. essays, grammar

exercises, case study.
Pekomem)ye/ubze UCMOYHUKU.
B 1.5 Hacrosmed PIIJ[, wucrounuku cetu
WNHTepHeT
31. Workplace Team work, writing tips on soft skills, giving | Discussion, reading
skills. instructions and describing mistakes, tips for | (skimming), writing
better discussions, turn-taking. essays, grammar
exercises, case study.
Pekomeﬂdye/vzbze UCMOYHUKU.
B 1.5 Hactosimein PIIJ], wucToyHHMKH ceTu
HNutepner
32. Presentations. Effective meetings, presenting and answering | Discussion, reading

questions about a business idea, how to give a
good presentation, writing a handout about
your workplace.

Pexomenoyemvle ucmounuku.
B 1.5 Hactosmed PIIJ, wucroynuku cetu
HNuTepuer

(skimming), writing
essays, grammar
exercises, case study.

33.

Big business.

Task management, performing a SWOT
analysis on a large company, SWOT analysis,
behind big business, writing a SWOT report for
a large company.

Pexomenoyemvie ucmounuxu:
B 1.5 wHacrosmen PIIJ[, wucrounuku cetu
HNurtepHer

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.

34.

Entrepreneurs.

Are you a born entrepreneur, writing a report
on an entrepreneur, giving financial advice,
compliments and saying no.

Pexomenoyemvie ucmounuxu:
B 1.5 Hacrtosimeit PIIJ[, wuctouHuku cetu
HNurepHer

Discussion, reading
(skimming), writing
essays, grammar
exercises, case study.
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35. Job hunting. Handling a challenging interview, advising an | Discussion, reading
entrepreneur on a new product, successful job | (skimming), writing
hunt_ing, _going _for a job (c:_:\se interviews), essays, grammar
dealing with difficult conversations. exercises, case study.
Pekomeudye/ubze UCMOYHUKU.

B 1.5 Hacrogwei PIIJI, wucrounuku certu
HNHuTtepHer

36. Writing Tips in writing letters, requests, answers. Discussion, reading
practice: (skimming), writing
Ordering, Pekomeudye/ubze ugmquuku: essayS, grammar
Planningand | B > Hacrosmed PIL  ucToummKE  CETH | o0 cices case study.

.- HNutepHer
writing memos.

37. Writing Tips in writing letters, requests, answers. Discussion, reading
practice: (skimming), writing
Describing PekomeHOyesze ugmoqﬁuku: essayS, grammar
trends, Formal | B ™ mHacrosmeit PIIJL, WCTOMHMKE CeTH | o) 0riisas case study.

. HNutepHer
and informal
language.

38. Writing Tips in writing letters, requests, answers. Discussion, reading
practice: (skimming), writing
Making Pekomeﬂdye/wbze ugmouﬂuku: essays, grammar
payments, B 1.5 Hactosmeit PIIJI, wucrounmku cetu exercises, case study.

. HNutepHer
Covering letter
—job
application,
Notes and
messages.

39. Writing Tips in writing letters, requests, answers. Discussion, reading
practice: (skimming), writing
Arranging a Pekomem)yesze uﬁmouﬂuku: essays, grammar
conference, B 1.5 Hactosweit PIIJl, MCTOUHMKM CeTH | o orcices case study.

HNuTepuer
Agendas and
minutes, CVs.
3 Ilepeyennb Y4eOHO-MeTOANYECKOr0 obecreyeHUsI IS

CaMOCTOAITEeJIbHOI Pa0oThl 00YYAIOIIUXCS MO AUCHUILIHHE
3.1 IlepeyeHb BONMPOCOB, OTBOJAMMBIX HA CAMOCTOSITEJIbHOE OCBOEHHE
AUCUMILIAHBI, POPMBI BHEAYIUTOPHOH CAMOCTOATEIbHON PadoThI

Hanpasnenue 38.03.01 «Oxonomuxay», npoguiu «Yuem, ananuz u ayoump,
«IKOHOMUUecKas 6e30nacHocms  Xo3aucmeyowux cyovekmosy, Hanpaenenue
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38.03.02

«Meneoxcmenmy,

npoghunu

«Mapxemuney (ounas gpopma)

«QuHaHcosbIl

MEHEOAHCMEHM Y,

Hanpaenenue 38.03.01 «IOxonomurar, npogune «Yuem, ananuz u ayoumy (ouno-

3aounasn), Hanpasenenue 38.03.02

«Meneooicmenmy, npogunv « Dunancoswiii

MeHneddcmenmy (ouno-3aounas), Hanpasnenue 38.03.05 « busnec-ungpopmamuxay,

npoghuns « UT-menedsrcmenm 6 busnece» (0uHo-3a04Has)/

Hanpaenenue 38.03.01 «Oxonomuxar», npogune «Yuem,

(cokpawennasi)

aHanuz u ayoumy

HaumenoBanue
pa3jaesioB, TeM
BXOJSIIHUX B
AUCUUIINHY

®opMBbI BHEAYAUTOPHOMU
CaMOCTOSITeIbHOH padoThI

Tpynoemk
OCTh

Yka3anue pasaeinon
U TeM, OTBOUMBIX
HA CaMOCTOSITeIbHOE
OCBOEHHE
00y4alIHUMHCS

The business
environment.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

16/14

Researching a well -
known company.

The company.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

16/10

Researching a
company’s structure.

Travel.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

Researching an air-
line.

Sport.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

Researching sports
sponsorship.

Sales.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint

16/10

Researching eBay.
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presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

Cultural awareness.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

Researching behavior
in a particular country.

Trade fairs.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

16/14

Researching an
entrepreneur.

Advertising.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

16/10

Researching an advert
of big company.

Fashion and stile.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

Presenting your
company.

10

Technology.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

16/10

Researching a
company’s Webs.

11

Job satisfaction.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

16/10

Researching good
employers.

12

Market research.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

16/10

Researching market
rules.
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13

Bright ideas.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

Researching Trivial
Pursuit.

14

Dealing with
people.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

Researching your
emotional
intelligence.

15

Getting a job.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

16/10

Finding a suitable job
on-line

16

Writing practice:
Making contact,
Hotel booking.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

Analyzing data

17

Writing practice:
Thanking,
Arranging a
meeting.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

Analyzing data

18

Writing practice:
Enquires,
Following up,
Complaining.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

Analyzing data

19

Writing practice:
Inviting, CVs, Job
application.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

Analyzing data

20

Writing practice:
Giving directions,
Answering

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from

Analyzing data
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enquiries, Report.

original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

21

New jobs.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

16/10

Report on a magazine

22

Buying and selling.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

16/10

Report about
purchases

23

Marketing.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

16/14

How to market

24

Leadership.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

16/10

Emailing

25

Changing the
world.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

16/10

Reviewing and
comparing websites

26

Working abroad.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

16/10

Job adventures

27

Ethical trading.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of

16/10

Ethics of a
multinational
company
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cases, writing an essay)

28

Diversity.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

Discrimination (types)

29

Brands and values.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

16/10

PPP “My product”

30

Office life.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

16/10

Planning an ideal
office place

31

Workplace skills.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

Tips on soft skills

32

Presentations.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

PPP accessories

33

Big business.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

SWOT analysis on a
big company

34

Entrepreneurs.

The tasks recommended by the
educational benefits. Working with
audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

Writing an report on
an entrepreneur

35

Job hunting.

The tasks recommended by the
educational benefits. Working with

Advising an
entrepreneur on a new
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audio files. The selection of texts from
original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)

product

36 | Writing practice: The tasks recommended by the 4 Analyzing data
Ordering, Planning | educational benefits. Working with
and writing audio files. The selection of texts from
memaos. original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)
37 | Writing practice: The tasks recommended by the 4 Analyzing data
Describing trends, | educational benefits. Working with
Formal and audio files. The selection of texts from
informal language. | original sources (preparing PowerPoint
presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)
38 | Writing practice: The tasks recommended by the 4 Analyzing data
Making payments, | educational benefits. Working with
Covering letter — audio files. The selection of texts from
job application, original sources (preparing PowerPoint
Notes and presentations). The creative tasks
messages. (preparing for the role-play, analysis of
cases, writing an essay)
39 | Writing practice: The tasks recommended by the 4 Analyzing data
Arranging a educational benefits. Working with
conference, audio files. The selection of texts from
Agendas and original sources (preparing PowerPoint
minutes, CVs. presentations). The creative tasks
(preparing for the role-play, analysis of
cases, writing an essay)
Hroro3alroxa 120
288/
192

4. ®oH/1 OLIEHOYHBIX CPEACTB JJIs1 MPOBeIeHHUs MPOMEKYTOUYHOM aTTeCTAIMU
00y4arommxcs 1Mo IMCHMIINHEe BapuaHT KOHTPOJILHOW PadoThI

Test # 1

1. Role-play. Buying a computer

» Work in pairs. One of you wants to buy a computer/device, the other is the
shop assistant. Use the diagram and product descriptions below to role play
the conversation.
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Shop assistant Customer

Greet the customer and
offer help.

Explain what you are
looking for.

Show the customer two
possible models.

Ask for some technical
specifications (specs).

Give technical specs
(describe the processor,
RAM and storage
capacity). Compare the
two different models. Ask about any further

technical specs (DVD
drive, monitor,

. . . communications, etc.).
Give the information ¢ )

required. Compare the
two models.

Ask the price.
Answer, and mention
any final details that
might persuade the
customer to buy the
computer/device.

Decide what to buy or
leave the shop.

Asus N53SN-51208V LIBRE Touch eBook Reader PalmOne Tungsten E

« Display: 15.6" FHD ( Non « TFT Full Color LCD 7" Handheld
Glossy) (1920 x 1080) TouchScreen e Listen to MP3s, watch

e CPU: Intel® Core™ |7- « Built-In 4GB Memory & video clips and view photos
2630QM WiFi Capability wherever you go

o Graphics: NVIDIA® » SD Card Slot Adds Upto e Easy-to-read, high
GeForce® GT 550M, 2 GB 16GB of Storage resolution, 320x320

« Storage: 750GB 7200 RPM Supports eBook & Text transflective color screen

o Memory: 8GB Files « Operating System: Palm OS

e« USB3.0x1,USB20x3 « Supports Video, Audio & 5.2.1

o OS: 64bit windows 7 Home Photo Files «RAM Memory Size: 32 MB
Premium « Supports Email & Mobile < Display Technology: TFT

e £876.00 Browsing active matrix
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http://www.bhphotovideo.com/c/product/752866-REG/Aluratek_AEBK08FB_AEBK08FB_Libre_Touch_eBook.html

MP3 Player & e Input Device: Touch-

Background Playback screen, 5-way navigation
Support button, Stylus
o Auto Page Turn & «OS: Apple MacOS 9.1 or
Bookmark Function later, Apple MacOS X
 Adjustable Font Size & 10.1.2 or later, Apple
Screen Rotation MacOS X 10.2.6, Microsoft
e PC & Mac Compatible Windows 98/ME/2000/XP
e $134.99 e $119.99

@E O 2@@ |

2. Go the link below ...
http://www.cambridge.org/us/esl/catalog/subject/project/custom/item2489380/?site locale=e
n_US

... find the Interactive Workbook, and complete the exercises online (Units 1-4).

a. Self-assessment

» Wright an essay “Now I know ... so I can ...”
TunoBble KOHTPOJbHbIE 32aJaHUS WM MHbIe MATepHaJibl, HE00X0AUMbIE IJIs
OLCHKM  3HAHMHA, YMEHHMH, HABBIKOB, XAPAKTEePHU3YKIUUX  ITAIbI
¢GopmMupoBaHusT KoOMIEeTeHUHI B TMpolecce OCBOEHUS 00pa3oBaTeIbHOM
NMPOrpaMMbl.

BapuaHT nMCbMEHHOI0 3a4eTa:

1. Listening.

A. Listen to this interview with Daniel Sturdy, the manager of an Internet cafe in
London. Then say whether these sentences are true (T) or false (F).

A cybercafé is a cafe where you can have access to the Internet and related services.
You can talk to people over the Internet as if you were speaking on the phone.
They don't help people who have problems while using the Internet.

A private e-mail account costs £10 a month.

At the moment they have got many international users.

You have to pay long-distance rates on the Internet.

In the cafe area you can sit, drink coffee and chat to people.

Most of the computers are in an upstairs area.

O~NO U WN P

Tapescript
Journalist: What exactly is a cybercafé?
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Daniel: Essentially it's a place where you can use computers to access the Internet. Once you've accessed the
Internet, it's up to you what you do. There's a range of services that we'll allow people to use, from browsing
the Web to Internet telephone.

Journalist: And what about people who need some help with using this?

Daniel: Not a problem. We always try and be available to help people if they've got problems during the day. Um,
for beginners we prefer to give them a tutorial to get them going.

Journalist: And how much do you charge for using the computers?

Daniel: What most of our customers do is buy a private e-mail account from us. This costs 5,7 a month and gives
you half price access to the machines. So what people do is pay the £7 for a month, come in ten minutes a
day, it's a pound. Can't be bad.

Journalist: And what sort of people tend to come?

Daniel: We've got huge numbers of Latin American users, we've got Americans, Greeks, Russians. We pretty
much cover the globe at the moment. Um, we don't tend to get that many English users. Probably because
they've got access at home, but we're able to provide communication services to people that would
otherwise have to make long-distance telephone calls. And we can be considerably cheaper than that.

Journalist: Is it possible to have the friendly atmosphere of a traditional cafe?

Daniel: I think we try to. We've had to separate out the computers from the cafe a little bit. So upstairs is the cafe
area where you can sit and drink coffee and play chess and cards and backgammon and sit and chat to people.
There are computers upstairs but we've moved most of them downstairs so that people can have a bit of
privacy.

Cambridge University Press 2002

B. Listen to Diana Wilson, a member of the Internet Safety Foundation. She is talking
about cyberspace’s dangers and benefits for children. Complete the notes in this table.

Benefits

» The Internet brings benefits for
() I and entertainment.

Risks

« manipulation of children
 invasions of (2)..............

o child (3)..ccccovvnene.
« violence and neo-Nazi (4)........

Solutions
» There are websites (5) ........ for children.
* Internet (6) ................ programs let
parents block objectionable Web sites.
« Websites should (7)............. their
content with a label, from child-friendly to over 18-only.

But this may limit free expression.

Tapescript

Journalist: The Internet is a great resource for kids, but some parents are concerned about the
presence of 'indecent’ material. Can the Internet be dangerous for children?

Mrs Wilson: Well, 1 think the Internet brings a lot of benefits for education and entertainment,
but it's not always a friendly place for children. We all have heard of things like commercial
manipulation of children, invasions of privacy, child pornography, violence and neo-Nazi
propaganda, and other risks.

Journalist: And what sort of precautions should parents take?

Mrs Wilson: Um, it's impossible for parents to be with their children at every moment. But there
are plenty of websites oriented for children and some Internet programs can help parents to
control information. But this isn't a substitute for education. It's the parents' role to make their
children aware of both the benefits and dangers of the Internet.
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Journalist: And what else can parents do? | mean, are there any technological solutions?

Mrs Wilson: Yes, software companies have produced Internet filtering programs like Cyber
Patrol and SurfWatch that let parents block objectionable websites and restrict access to
specific aspects of the Internet. Some organizations have also proposed that Web sites should
rate their content with a label, from child-friendly to over-18 only. Other people think that
Internet ratings are not good because they limit free expression on the Net.

Journalist: Um, | guess that's a very
controversial matter. And what is your final recommendation?

Mrs Wilson: Well, in my opinion we should forget about online demons. Let's teach our children
to enjoy the advantages of the Internet and to avoid the negative things.

Cambridge University Press 2002

2. Reading.
A. Read the text and match a heading to a paragraph.

Ready for the Internet

Fast, secure and reliable

What’s Windows 20007
Built-in support for new devices

Easy to use

Microsoft Windows® 2000 is the operating system for the next generation of PCs. It offers a
user-friendly interface, NT technology, integrated web capabilities, and support for mobile
computers and new devices. There are two main Windows systems: Windows 2000 Professional
for desktops and laptops, and Windows 2000 Server family for networks, web servers and high-
performance workstations.

Windows 2000 includes a built-in safeguard called Windows File Protection, which prevents
core system files from being deleted or changed by users or applications. If a system file is
altered, this feature repairs that file avoiding many system crashing found in previous versions.

Windows 2000 is 25 per cent faster than Windows 9x on systems with 64 MB and lets you run
more programs and do more tasks at the same time than previous versions. It protects your hard
drive by using encryption and decryption systems. It also supports Kerberos, an Internet standard
which protects corporate networks or intranets.

The graphical user interface has been improved. You can personalise the Start menu and display
applications you use most often. You can use step-by-step wizards for numerous tasks. The
Hardware Wizard lets users add and configure peripherals. The Network Connection Wizard
helps you connect to networks. The Microsoft Installer helps you install, configure and upgrade
software easily.
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With IntelliMirror Technology, based on Active Directory service, desktop administrators can
easily manage and back up user’s data.

With Internet Explorer integrated into the desktop, Windows 2000 allows you to search files and
folders on your PC, find pages on your company intranet or surf the web. Internet Explorer
automatically corrects mistakes on common URL conventions such as http, .com and .org. It also
lets you download complete web pages with graphics for viewing off-line.

NetMeeting video-conferencing software enables participants to talk to and see each other, share
programs and ideas. It supports Dynamic HTML and Extensible Markup Language (XML)
which help programmers create new ways of exchanging and displaying information.

It supports the latest technologies, from digital cameras and music players to USB devices. USB
(Universal Serial Bus) lets you easily connect and remove peripherals without configuring or
rebooting your PC. It also offers support for storage devices such as DVD and Device Bay.
Mobile users can share files between wireless devices (laptops or desktop PCs) through the IrDA
(Infrared Data Association) protocol.

B. Read the text again and find:

1. the tool that protects important system files.

2. the protocol adopted for network authentication and security.

3. the web browser included with the operating system.

4. the Internet tool used to do video-conferencing.

5. the component that allows you to add and remove hardware devices without restarting the
computer.

6. A popular infrared protocol used in wireless communication.

C. Vocabulary search. Find the words in the text that correspond to the following:

Paragraph 1

1. pieces of hardware

2. portable computers
Paragraph 2

3. characteristic

4. internal corporate networks
Paragraph 3

5. set up a system in a particular way

6. improve a piece of software
Paragraph 4

7. browse (the web)

8. web address
Paragraph 5

9. restarting the computer

10. without cables

3. Writing.
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A. Imagine that you work in a school office which is fully computerized. Write two or
three paragraphs about the things that you can do to reduce the cost of paper.

Useful ideas
* use e-mail instead of fax
* prepare the school budget with a spreadsheet program
« scan printed material, then edit it and distribute it in electronic format
* post messages and information on the school website
* publish exercises for students to complete online
« arrange for enrolments for courses to be administered via the website
B. Angela Russell is interested in the job of Computer sales assistant (exercise 1). Use her
CV to write a letter applying for the job. Follow these steps:
Greeting: Dear Sir / Madam,
Paragraph 1: reason for writing
Paragraph 2: education and qualifications
Paragraph 3: work experience / present job
Paragraph 4: Other details (e.g. interests)
Paragraph 5: availability for interview
Closing: Yours faithfully,

TexcThl AJIS MOATOTOBKH K 9K3aMEHY

Selecting

When you choose a computer, it is suggested to think about what you want to do with it. If all
you plan to do is surf the web, send a few e-mails and write someone a letter, any new computer
you find for sale will work well. Currently available computers have more than enough
processing power for the tasks most people use. The more expensive models provide extra
performance or software that you may or may not use. In fact, even computers as old as five
years may be more than adequate for your needs. You can save a bundle by buying a refurbished
or used computer from a big company (like Dell or HP) or from a small, local reseller (like
Computer Renaissance -- a franchise/chain). Most people spend more than they need.

What you need to get is determined by what you plan to do with your computer. If you don't plan
to play high end games, you don't need a $500 video card, a $1000 top of the line processor, and
a $400 hard drive. If you are typing letters to your grandkids there is no way you can type faster
than even the slowest new computers. Consider what you plan to do, how much you want to
spend and chose your computer from there. Don't be the guy who bought a performance
computer and 24" LCD screen when he just wanted to play games!

There are a few choices you have to make:

Desktop v. Laptop

It comes down to a choice between size and price. Desktop computers (those with a tower case
and a separate monitor) offer better value for money. They are usually cheaper and faster than
laptops. Laptops, on the other hand, are easy to carry from place to place and can be set-up on
any table or your lap (although lap use tends to be discouraged by manufacturers due to heat
issues, and most have gone so far as to discourage the use of the term "laptop”, preferring
"notebook" instead).

If mobility is a must, or in other words would like to be able to take your computer with you
anywhere you go, spend the extra to get a laptop. An important factor to consider with laptops is
that, due to their compact design, they are also more prone to hardware failure, making an
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extended warranty a must. If you just plan to use your computer at your desk at home, save a few
bucks and get a desktop. For computer gaming, desktops are generally considered greatly
superior, as laptops manufacturers are forced to cram lots of hardware into a small chassis. Most
laptops are oriented for business use.

The term "Netbook" refers to an increasingly common subgroup of laptops, small-sized devices
which are approximately the size of a small book and so highly portable and easy to carry, able
to connect to a network and make use of the Internet. In general, they are significantly less
powerful than most computers, CPU wise even the average normal size laptop.

For an idea of how big the difference typically is, a laptop will generally cost 20-30% more than
a comparable desktop.

Optical Drives

Almost all computers come with some sort of Compact Disc drive. With a standard CD drive
you can play music CDs and install software stored on CDs.

For a little extra you can get a drive that will play both CDs and DVDs. That means you can
watch movies on your computer. The next step after that is what is called a recordable CD (CD-
R). This allows you to be able to record your own Compact Discs. You can create music CDs or
save data to a disc for safe keeping. Some CD-R can also play DVDs and are called combo
drives.

The top of the line are DVD recorders (DVD-R, DVD+R or DVD-/+R). They can create both
read and write CDs and DVDs. Most home DVD players will play DVDs that you create on your
computer. There are two types of DVD recorders: the +R and the -R. Try to get a recorder that
works with both formats. If one will fit into your budget, get a DVD recorder.

Currently, a new type of optical disk, the Blu-ray disk, has been released as the successor to
double-layered/doubled sided DVD's. At 50GB storage, it is approximately 3 times as large as
the largest DVD. However, Blu-ray disks are expensive, but the price of them has fallen down
recently. They are generally used to watch High-Definition Movies (or HD movies) and to store
large files.

Hard Drives

Hard drives are like big filing cabinets for your computer. Although they are all the same
physical size (except in desktop v. laptop comparison), hard drives come in different capacities.
When it comes to hard drives, bigger is better, within reason. As of early 2010 the bottom end is
about a 160GB (gigabytes*). This would allow you to install a quite a few programs and still
have room left for your data. An upgrade to a 500GB or 1TB (TB = Terabyte) is a good idea, to
give yourself that little bit extra room. If you plan to do lots of video editing, or playing lots of
games, you might want to consider drives larger than 1 TB. If you start to run out of room for
your stuff you can always add a second hard drive later. Remember, there's no sense in buying a
1TB hard drive if you only surf the Net.

As of 2010, A new category of Hard Drives has appeared. They make use of flash memory, a
non-moving component, to store information. It's like a filing cabinet, but it doesn't open or
close. Since there are no moving parts, reading from and writing to the disk is now much faster.
So far capacity and availability is limited, however as it get's cheaper it is likely drives like these
will be found everywhere

When sorting through HD controllers, SATAL50 is better than IDE, SATA 300 is twice as good
as SATAL50. IDE and SCIS controllers are rarely found nowadays.

CPU (Processor)
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The processor is the brains of the computer; it does all the calculating. Simply put, faster is
better. However, faster is generally more expensive, produces more heat and uses more energy.
Unless you plan on playing the latest games, or doing a lot of video editing, buy a middle of the
pack processor. You can save some money by going with a slower processor, or spend a few
extra for a little more speed. This book recommends that you stay away from the very high end
as you spend a lot more money for only a small increase in performance. For instance, the
highest-end processor in the Core i7 line, labeled the "Extreme Edition" (EE), will add
approximatively $1,000 to the price of the chip for only about a 10% speed increase.

There are two main CPU manufacturers, Intel and AMD. Competition keeps them fairly evenly
matched. Intel offers the high-end Core i7's and the low-end Core i3's processors while AMD has
the high-end Phenon Il lines, and the mid-range and low-range 64-bit Athlon 64, respectively.
The low-end processors (i3 and Athlon 64) tend to offer 75% of the performance of their big
brothers, at about 50% of the price - although this varies between applications.

BapnaHT NMMUCBMCHHOI'0 JK3aMCHaA

Mame: |

Complete this customer review from a website by typing in the words from the box.

perform  word processor  online  download  digita
built-in  store  persona monitor  data

40of 4 people found the following review helpfu
5out of 5 stars: The best professional laptop on the market
12 Feb 2008

By nrobinson - See all my reviews

El velsla videos; and
: to buy an external (3) - the widescreen 17" display is easy to look at, even for
y periocs of time.

e, 2 box
the update. You just click OK, and it's done. | don't even have
either. Every time | transmit (8) [ ]from my computer on the Interner,
erprotects my () Jinformation, such as bank cetails and credit card

The only criticism | have isthe lackofa good (10) [, such as Microsoft Word. | had to buy a copy

of Microsoft Office 2008 in the end, which cost an extra £99.95 - and th ith a student discount!

Look at these extracts from various websites. Are the words in bold verbs, nouns, adjectives
or adverbs? Choose from the drop-down menu.

1 Clickhere o beginyourdownload. [ [=]

2 Download the MP3fAlenow! [ [

3 Buynowbyvisting ourstore [ =]

4 ‘We wil not store your detalls formore than 14 days. [ [=

5

6

Click here for an online discount. [ =]
Buy online by clicking here =]

@f Now listen to the sentences.

Choose the correct verb to complete these collocations. Choose from the drop-down menu.
IIE]II 1 [ TElexs 4 Elcez

2 [ T=dcals 5 [ T=lrecords

3 [=lransactions

Complete these extracts from websites by typing in collocations from Exercise 3. Use the
correct verb forms.

1 Wewilnot[ [ of your online activities
2 TheToyota Prius has a built-in monitor which Il about your location, speed
and fuel consumption

| over the Internet for free

4 With our lztest online tariff, you can | Il o your friends for free

5 Qursecure server allows you o[ I I with absolute confidence
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5. IlepeyeHb OCHOBHOH M [JONOJHUTEJNbHOH Y4YeOHOW JHMTEpaTyphbl,
HEe00X0UMOi1 111 OCBOCHUS TUCHMILVIMHBI (MOAYJIs1).

OcHoBHaA

1. AHMIMACKHUHN SA3BIK UIST DKOHOMHUYECKHUX CIIEUAIBLHOCTEN: YueOHoe mocodue /
Uwukunesa JI.C., MatBeeBa U.B., - 2-e u3n., nepepad. u mom. - M.:KYPC, HUI]
NH®PA-M, 2019. - 160 c. - Tekcr: anexTponHsii. - URL:
http://znanium.com/catalog/product/1012463

JlonmosiHuTEIBHAS

2. English for students of economics: AHIMUNACKUHN A3BIK JJI CTYJECHTOB-
9KOHOMUCTOB: yueOHuk / JI.A. Xanunosa. - 4-e u3z., nepepad. u gomn. — M.:
OOPYM: UHOPA-M, 2019. - 383 c. - SCpe):[Hee npodeccuoHaNIbHOE
obpazoBanue). - Pexxum nocryna: http://znanium.com/catalog/product/1012515

3. ManbkoBckasi, 3. B. AHMIUICKHI SI3BIK JIJIS1 COBPEMEHHBIX MEHEKEPOB: YueOHOe
nocobue / 3.B. ManbKkoOBCKas. - 2-¢ U3., ucmp. u aoi. - Mocksa: ®opym: HUILL
NH®PA-M, 2015. - 152 c. (Bricuiee oOpa3oBanue). - TeKCT: 2€KTPOHHBIN. -
URL: https://znanium.com/catalog/product/486368

3. lesenena, C. A. llleBenéra, C.A. English on Economics: y4e6. mocobue mis
ctyaeHtoB By30B / C.A. llleBenéna. - 3-¢ u3z., mepepad. u gon. - M. : KOHUTU-
JAHA, 2017. - 439 c. - (Cepus «Special English for Universities, Colleges»).. -
Tekcr: anexrponnsiit. - URL: https://znanium.com/catalog/product/1028634
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