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1. HaumeHoBaHHe JUCIHILTHHBI

«AHTTUVCKUAN S3bIK: OCHOBBI [1e/I0BOM KOMMYHHUKAL[W».

2. TlepeyeHb IUIAHMPYEMBIX Pe3y/IbTaTOB OCBOEHHsI 00pa3oBaTe/TbHOM

nporpaMmmsbl (HEpE‘IEHb KOMHETEHH“ﬁ) C YKd3dHHEM MHUKATOPOB UX JOCTH)KEHUA

H IVIAHUPYEMBIX pe3y/IbTAaTOB Oﬁy‘-IEHI/IH no AucCIuIlInHe

Kopg HaumenoBanue WNHavKaTopsl OCTUKEeHUS Pe3ynbTarhl 00yueHus (YyMeHUS U
KOMIIET | KOMIeTeHLUH KOMIIeTeHLIUU 3HaHUs1), COOTHECEHHbIe C
eHLIUU VHJVKATOpaMU JOCTW)KEeHHSI
KOMITeTeHLUU
YK-2 Crioco6HOCTh Ucrnonb3yeT uHGOPMAIIMOHHO - | 3HaTh: pa3/MuHble (POPMBI, BU/bI
TIPUMEHSITh KOMMYHUKaTUBHbIE PECYPChl U | YCTHOMN u MUCbMeHHOMU
HODPMBI TeXHOJIOTUU TIPY TIOUCKe rpodeccuoHa/IbHONM U aKaZileMUuecKou
roCy/JapCTBEeHHOT | HeoOXoquMol UH(POPMAI[UM B | KOMMYHUKAI[MM  Ha  MHOCTPAHHOM
0 s3bIKa TripoLiecce pelieHus S3bIKE; JiManioruyeckue u
Poccuiickoii CTaH/IJaPTHBIX MOHOJIOTUUeCcKue hopMbI
®desepaliyv B KOMMYHMKaTUBHBIX 3a/lau Ha KOMMYHHUKAllMi W WX 0COOEHHOCTH;
YCTHOU U rOCy/IapCTBEHHOM $3bIKe TpUeMbl TEXHUKU UTEeHUSI
nicbMeHHoOU peun | Poccuiickoit ®epepariiyuu yMeTb: HCII0/Tb30BaTh
B IpoLiecce CTWIHMCTUUECKUe, TpamMMaThuecKue W
JTUYHOU U C/I0BapHbIe TeXHOJIOTMM 0(OpMIeHUeM
nipodeccroHaIbH Ha THMCbMeé W B YCTHOM peumn
o pe3y/bTaToB ripodeccruoHaNbHO-
KOMMYHUKaI[1H JeloBOr0  OOIIeHus;  3ajaBaTb U
OTBeuaTh Ha BOIIPOCHI npu
[IMaJIoTUYeCcKOM criocobe oO1eHusT AJist
aKaJieMUuecKoro U

1pod)eCCOHAIBHOTO B3aUMO/IeHCTBUSI

Bepet nenoByro nepernucky,
YUMTBIBasi 0COOEHHOCTH
o(uIMaNBEHO J1e/I0BOTO CTUMS U
peueBOro sTUKeTa

3HaTh: O(OpM/IeHUe TIpe/CTaB/IeHNs
ripoeccroHaTLHOM U
WCCIefloBaTe/IbCKOW  [1esiITe/TbHOCTU B
YCTHOM M THUCbMEeHHOW (opMe;BU/IbI
MUCbMEHHBIX TEKCTOB, B TOM YMCJe

JIeJIOBBIX TICeM, U YCTHBIX
BBICTYTL/IEHUU
yMeTb:  a/leKBaTHO  MCII0/Ib30BaTh

SI3bIKOBbIE HOPMbI MPOQeCcCrUOHaNTbHO-
JiesioBoro oOIIleHUs1 B MMCbMEHHOW U
YCTHOM KOMMYHUKALIUK;I0Ib30BaThCsI
OOILeTPUHATHIMU dbopmamu
npodeCcCUOHATBLHO-/Ie/IOBOTO OOILeHUS

M TOHMMAaTh WX  aHa/JM3UPOBATh
npoeccroHaNbHO 3HAUMMBbIe BOTIPOCHI
BegieT fiesioBble reperoBopbl Ha | 3HATh: MeXXAyHapOAHbIe U
rOCy/IapCTBEHHOM $I3bIKe 0TeueCcTBeHHbIe TpeboBaHUs K




Poccurickoint @efepanymn

CoJiep>KaHuI0 u oopm/IeHHI0
HCCIIefIoBaTe/TbCKOM

pabOTHI;CTPYKTYPY  TIpe3eHTallud |
CTaTbU Ha NPO(eCCHOHATbHO-/Ie/I0BYIO

TeMy

yMeThb: KpaTKo y3jaraTh
NIPOYMTAHHOE; UCTIOIb30BaTh  TEXHUKY
rpe3eHTaLui UCClle/loBaTeIbCKOU
JlesITeIbHOCTH; IPUMEHSITh

TePMUHOJIOT U0 B npefiesiax

ripoecCcroHaNbLHO-/1e/IOBOM TeMaTUKU
o011IeHHsT

Ncrionb3yet 1eKCUKo-
rpamMmaTuyeckue u
CTUIMCTUYECKHe Pecypchl Ha
rOCyJapCTBEHHOM sI3bIKe
Poccutickoii @epeparyu B
3aBUCHMMOCTH OT pelllaeMoi
KOMMYHUKATUBHOM, B TOM
yucsie rnpodeccroHaTbHOM,
3ajauul.

3HaTh: TPaBWIa PEUYEBOTO TOBEEHHUS

B rpogeccruoHa/bHO-/IeJI0BOM
0OITIeHUU;I3bIKOBbIE TIPUEMBI
cerMeHTaL[uu

BbICKa3bIBaHUS; TIPHEMaMHU BeZIeHUsT
JIUCKYCCUH u Tipe/iCTaB/IeHuUs
pa3/IMUHBIX  TOUEK  3peHusi  Ha
006CcyK1aemMyro TeMY; TUITbI
aHHOTAL[UI; TIPUEMBI HaTMCaHUs
Hay4HbIX CTaTeM

yMeTb: CTPYKTYpHPOBaTh
Tipe3eHTal1io WIA  CTaThiO C
pe3y/bTaTaMu WCCieJOBaHUs -
o 0upaTh u BBI/IE/IATh
TePMUHOIOTUUECKYHO OCHOBY
W3/I0)KeHUsI WCCJIeI0BaHUSI;COCTABISITh
aHHOTALIMIO WCCIe/JOBaHUSI;KPaTKO

v3jlarath CoZiepkaHue CreLyaabHbIX
cTareii;0(pOpMUTL CBOIO TOUKY 3peHHUs
O TPOYMTAHHOM JIUTEpaType U MOHSTh

YYXKYIO
YK-3 Crioco6HOCTh Wcronb3yeT MHOCTpaHHBIN 3HATh: 3HaueHUs JIEKCUUECKUX
MIPUMEHSITh S3bIK B ME>K/THUHOCTHOM €/IMHUI], UCTIO/Ib3YEeMBIX TIPH OOILEHUH
3HAHUS o01eHun u B ME>K/TMUHOCTHOMN U
HWHOCTPaHHOT'O ripoeccroHaILHOM o6r1menpodeccoHaTbHON cdepe

s3bIKa Ha yPOBHE,
JIOCTaTOYHOM [I]Is]
ME>K/TMUHOCTHOTO
o011eHus,
yueOHOM 1
ripoeccroHaNbH
Ol fiesiTe/TbHOCTU

JesTeIbHOCTH, BbIOMpast
COOTBETCTBYIOIIVE BepOabHbIe
1 HepepOasibHbIE CPeZICTBA
KOMMYHUKAaLUH

AedaTe/IbHOCTH Ha HMHOCTPAHHOM
SA3BIKE;JIEKCUKO-I'PAaMMdTHUYECKHE

0COOEHHOCTH o01reHUs B
ME>KTUUHOCTHOM u
rpodeccroHaIbHOM

KOHTEKCTe;rpaMMaTHUeCK1e
CTPYKTYPbl ~ WHOCTPAHHOTO  sI3bIKa,
KOTOpbIE€ HCIIO/IB3YKOTCS B YCTHOM M
MUCbMEHHOM  MEX/IUUYHOCTHOM |
o61enpodeccoHaIbHOM OOIIEHHH.

yMmMeTb: BbIOuMpaTh BepOanbHble WU
HeBepOa/IbHbIe cpefcTBa




KOMMYHHUKAI[UM,  COOTBETCTBYIOII[HE
CUTYyaLuu ME>K/TUUHOCTHOTO U
npodeCcCHOHAILHOrO OOITeHHUs

PeanusyeT Ha THOCTpaHHOM
A3bIKe KOMMYHUKaTUBHbIE
HaMepeHUsl yCTHO U
MYMCBMEHHO, UCII0/Ib3Ys
COBpPeMeHHbIe
VMH(POPMaLMOHHO-
KOMMYHHKAaTUBHBIETEXHOIOTUU

3HaTh: 0C0oOeHHOCTH OOLeHusT Ha
MHOCTPaHHOM SI3bIKE;y CTOMUNBBIE
JleKCUYeckre  MapKepbl  YCITeIIHOM
KOMMYHUKAI[UM, HarpaBJeHHOW Ha
JOCTHKEHUST KOHKDEeTHBIX
1esieli;(hOHe THUECKYTO 0azy
WHOCTPAHHOTO sI3bIKa;rPaMMaTUUeCKHe
CTPYKTYpbl ~ MHOCTPAHHOTO  SI3bIKa,
KOTODbIe HCTIONb3YIOTCSI B YCTHOM M
MMUCbMEHHOM  MEX/IMYHOCTHOM |
ob1rernpodeccoHaIbHOM OOITIeHUH.
yMeTh: TIPUMEHSITh JIEKCHUKO-
rpaMmMaThyeckre HaBbIKM  YCTHOTO
o0IIleHUsT ¥ MUChbMa Ha WHOCTPAHHOM
sI3bIKe;U3B/IeKaTb MH(GOpPMALUI0  TIpU
BOCTIPUSITUM HA CJTyX MOHOJIOTHUECKUX
¥ JMaNorMueckKuX BbICKa3bIBaHUM Ha
MHOCTPAaHHOM SI3bIKe B COOTBETCTBUU C
KOHKDeTHOM  3ajlaueld, KakK TIIpu
Herocpe/ICTBEHHOM OOIL[eHWH, TaK U B
ayvo/BUIe03armcH.

Ncnons3yeT npriemsl
ny6JIMUHOM peuu U /1e7I0BOTo U
npoecCOHANIBbHOIO AUCKYpCa
Ha UHOCTPaHHOM $I3bIKe.

3HaTh: CTWIA YCTHOM peud Ha
WHOCTPAaHHOM $13bIKe, KCIIOJ/Ib3yeMble
npy  MyOJMYHOM  BBICTYIUIEHUH,
MpaBWa TMOATOTOBKM M CIOCOOBI
Tpe/ICTaB/IeHUS BLICTYTUIEHUSI.

yMeTb:  TIPUMEHATh  3HaHUS O
0CO0EHHOCTSIX TyOMMYHOM peud B
rpodeccroHaIbHOM
KOHTEKCTe;COCTaB/IATh TIaHa JI0K/Ia/ia
U TIpe3eHTal[VH;COCTaB/sITb TEe3WCOB
YCTHOT'O COOOIIEeHNsI WK JOK/Ia/ia.

JeMoHCTpUpyeT BiajieHue
OCHOBaMM aKaJileMHUuyecKou
KOMMYHHKALIUU U PeueBOro
9THKeTa U3yyaeMoro
VHOCTPaHHOTI'O A3bIKa.

3HaTh: TIpaBU/la PEUeBOr0 3THKETAa B
3aBUCUMOCTHM OT KOHTEeKCTa OOlleHUs,
0COOEHHOCTH KYJ/IbTYp, CTWIH yCTHOU
peuy (pa3sroBOpHbIN, Je/I0BOW).

yMeTh: BBICTPAUBaTh YCTHYHO
(MOHOMIOTUYECKYI0 U AMaoruyeckyro)
peub Ha UWHOCTPDAaHHOM sI3bIKe B
ME>K/TUYHOCTHOM o61eHuH u
rnpodeccuoHa/NbHON  /1eSITe/IbHOCTH B
COOTBETCTBMM C KOMMYHMKAaTHBHOU
3a/1auent

I'pamoTHO U 3¢ PeKTUBHO
T10/1b3yeTCs] UHOSI3bIYHBIMU

3HATb: IMMpaBHJ/ia UyTeHuda Ha
HMHOCTPAHHOM {3BbIKe, I'PdMMdTHYECKHEe




VCTOYHMKaMH UH(OpMaLin.

CTPYKTYpbl ~ MHOCTPaHHOIO  SI3bIKa,

KOTOpbIe WCTIONb3YIOTCS B
HMHOSI3bIUHBIX HCTOYHUKAX
“H(OopMaluu.

yMeTb: W3B/eKaTb WH(OPMALUIO TPU
YTeHMW HAyYYHOM U  CIIPaBOYHOU
JIUTepaTypbl HA UHOCTPAHHOM SI3bIKe B
COOTBETCTBUH C MOCTaBIeHHOM
1{eJ1b}0; UCII0/Ib30BATh cpeAcTBa
MacCcoBO KOMMYHHUKal[uM, VIHTepHeT-
pecypcel B TOMCKe MH(OpMaLuH, Ha
DYCCKOM Y HWHOCTPAHHOM  sI3bIKe,
HeoOXOAUMOMW [i/IsI pelieHust y4eOHOM
3ajlaum.

[TpoayuypyeT Ha UHOCTPAHHOM
si3bIKe TIMCbMeHHbIe peyeBbie
TIpOKM3Be/IeHNs] B COOTBETCTBUU
C KOMMYHUKaTUBHOM 3afiaueid

3HaTh: rpaBuUa opdorpadumy,
npaBw/a TIOCTPOEHUsI TMUCbMEHHOTO
BbICKa3blBaHUSI B COOTBETCTBUM C

TOCTaB/IeHHOM KOMMYHUKaTUBHOMN
3a/lauei.

yMeTb: paboTaTh CO C/0OBapsMd Ha
PYyCCKOM u WHOCTPaHHOM

S13bIKe;COCTaBJIATh IJIaH MUCbMEHHOIO
BBICKa3bIBaHUS;BBIONPATh
JIeKCUYeCKUX e/IVHUL] U
rpaMMaTH4eCcKUX KOHCTPYKLIMH,
MOJXOAAMX  CTWIO  IHCbMEHHOro
BbICKAa3bIBaHUSI.




3. MecTo AUCHMILUIMHBI B CTPYKTYpe 00pa3oBaTe/IbHOM MPOrpaMMbI

OucuunivHa « AHTJIMACKUN S3BbIK: OCHOBBI [1eJIOBOM KOMMYHHUKALIAW» OTHOCUTCS

K «[IpeanpodunsHOMY MPoQecCuoHaILHOMY LIMKTY».

4. O0beM ANCIUIUIUHGBI (MO/y/15) B 3aUeTHBIX eJMHULIAX M B aKaJeMUYeCKHX
ceMHHaphbI)

Yacax C

BbIJle/IEHHEM o0beMa ayAuTOPHON (JIeKIHH,
CaMOCTOATE/TbHOM Pad0oThI 00yUAOIUXCSA
OuHas dopMa 006yueHust
Bup yueoHo# paboThI o Bcero Cemectp 5
JUCHMITUHE (B3/ewm (B yacax)
yacax)
OO01as TPYAOEMKOCTD JUCIIMILTHHBI 3/108 108
KonTakTHas padora- 68 68
AyauTOpHBIE 3aHATHSA
Jleknum 0
CeMuHapBbl, NpaKTHYeCKHe 3aHATHSA 68 68
CamocTosTeIbHasi paboTa 40 40
Bup Tekyliero KOHTpOJIs KonTponbHas KonTponbHas
paboTa paboTa
Bui mpomMe)xyTOUYHOM aTTecTaljuu JK3aMeH JK3aMeH




5. Cojep)kaHHe JUCHHUILUIHHBI, CTPYKTYpPHPOBaHHOe MO TeMaM (pa3jesiam)
AMCOMIUIMHBI C yKa3aHHMeM HX 00bpeMOB (B akKajjeMHYeCKHX 4Yacax) U BHJOB
y4eOHBIX 3aHATHH

5.1. CopeprxaHue AMCIUIIUHBI

Tema 1. /lesioBoe 0011eHUEe B npodeccHoHaTbHOM KOHTEKCTe.

[TonsiTe [en0BOM KOMMYHUKALMA W TIpeMeT [eJI0BOM KOMMYHMKAl[uM B COBPEMEHHBIX
ycioBUsiX. Buael ¥ (opMbl 71€/10BOM KOMMYHHUKALIUM, MO KOMMyHUKauuu. [ToHsiTue
KOMMYHUKAaTHBHON KOMIIETEHTHOCTH U eé ypOBHU. KOMMYHUKaTHBHbIe Oapbepbl B [l€7I0BOM
o01eHnr M coco0bl UX TIpeosioyieHusl. J]e/loBoOM 3THKeT U MeXKYJIbTYPHbIe KOMMYHUKAIWH,
HaI[MOHa/IbHbIe 0COOEHHOCTH TPOTOKOJAa M 3THKeTa. DTHKET TpY BCTpeue: Ipe/iCTaB/eHue,
BU3UTHbIe KapTOYKH, Hauajao [e/loBOro pasroBopa. HanakuBaHue [enoBbIX CBsi3el WU
3HakoMcTB (Networking). “Small talk” kak HeoThem/ieMbIli KOMITOHEHT /IeJIOBOTO OOIIIEHHST C
TIpe/ICTaBUTEe/ISIMU aHTJIOSI3bIUHBIX KY/IbTYP.

Tema 2. IIncbMeHHbIe ()OPMBbI 1€/I0BOM KOMMYHUKAIIMH.

Ctuib ¥ oopmyieHHe e/IoBOro NmucbMa. Busibl esioBbix muceMm. OcobeHHOCTH 3¢ GeKTUBHOTO
CTW/ISL TIMCbMA: 4eTKasi CTPYKTypa, JIOTMKA W3/I0’KeHHUs], I10/IHOTa S3bIKOBOI'O BbIpakeHUsl,
CBSI3HOCTb, $ICHOCTb. BHyTpeHHHe [OKyMeHThl KommaHuu: E-mail, coyxe6Hble 3ammcku
(memos), nenoBble mnpeAyoKeHUs, OTueTbl. CTpaTerMM HaNUCaHUS IHWCEM HeraTUBHOIO
cofiep>kaHusi (MMCbMa-OTKasbl, MUCbMEHHbIe TpeTeH3uM M >kKanobbl). [Tucbma Mo KaZpoBbIM
BoripocaM: pe3tome/CV, COMpPOBOAUTE/NLHOE TIMCHMO. YOexjarome THMChbMa (TIMCbMa-
NpeJyIOKeHHWsT U peKIaMHO-WMH(OpMaLMoHHble nucbMa). OCHOBHble — HarpaB/leHUs
COBepILIeHCTBOBAHUS HABBIKOB 'PAMOTHOI0O ITMCbMa. [IpaBuiia myHKTyaluy.

Tema 3. YcTHbIe opMbI Ae/10BOI KOMMYHHKALIMH.

[TybsimuHOe BBICTYIUIEHWE W TIpe3eHTal[Usl - CXOACTBAa M OT/JMUMA. ITarbl TOJATOTOBKU M
cLieHapuii myO/IMYHOTO BHICTYTUIeHUs1. CTpaTteruu 3QeKTUBHOTO BBICTYIIIeHUs. MeXaHH3Mbl
Bo3zelicTBus. OO6pa3upl ybexxparoiux pedeid. [lpaBwsia cocTabiieHUst yOexzaromieil peuu.
[Tpe3eHTalus Kak BU/J /1e/I0OBOTO 001eHUs. BUbl mpe3eHTaluii Mo 1iesii: MHQOPMHUPYIOLUe 1
ybexxpatorie. MHPOPMAIIMOHHBIN, TICUXOJIOTHYECKUM, KOMMYHWKAaTHUBHBIA W TeXHUUECKUN
acreKThbl TIpe3eHTaluu. Kputepuu ycrielHou rpe3eHTaluu.

Tema 4. IleperoBopHbIii MpoLiecc.

Buapr meperoBopoB. MOTHBBEI M yC/I0BUS ITIPOBeL€HUS] T1eperoBOpPOB. JTallbl I1eperoBOpPOB.
Pa3nuuHbie Mofienu reperoBopoB. TakTWKa BejfieHUs1 reperoBopoB. [IpaBusia 3¢ deKTUBHOM
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aprymMeHTalud. MexaHu3Mbl Bo3feiicTBus. [lpaBWia coctaBieHusi yOexxkzaroijeil peuw.
3HauUMMOCTh apryMeHTOB B 3aBUCUMOCTH OT KYJIbTypHO-HAllMOHA/JbHBIX XapaKTepUCTUK
ayautopun. OCHOBHBIE TUTIBI ADTYMEHTOB: CHJ/IbHBIE U C/1abble, TOrhyecKrie U SMOL[MOHA/IbHBIE.
WuTepHaoHanv3auys ¢Gopm o0IiieHuss B yC/IoBUsIX riobanu3anuu obijectBa. BepeHue
TIepPeroBOPOB C MPe/ICTaBUTENSIMU Pa3HbIX KY/bTYP.

Tema 5. [lesioBoe coBelianue.

Bugel, Tunel U KinaccuduKalus [1efloBbIX coBelljaHuil. [loAroToBKa, opraHu3aius u
TIpOBe/leHre [1e/IOBbIX COBELIaHWi. JTarbl U TEXHOJOTUU BeJleHUsl [1eJIOBOTO COBEIaHUS.
OddekTuBHBIM 00MeH MHpOPMareld U KaHa/lbl KOMMYHHUKAI[MKU: BepOabHbIN, BOKA/IbHBIA U
HeBepOanbHbIM. [IpakTHueckue acmeKThl 3aBOeBaHUs BHUMaHUS ayguTopud. CriocoObl
nojiiep>kaHvst BHUMaHusi ayautopud. [loHsitue “active listening” Bo BpeMsi /1e/IOBbIX BCTpeY.
OOparHasi CBsi3b: 3HaUeHHWe, BaXXHOCTh, TpoliecC U TUMbl. KOH(IUKTBI U CTpecchl B [IeJIOBOM
oOITIeHHH.

10



5.2. YueOHO-TeMaTUYeCKHH IJIaH

Tpymo0eMKOCTb B yacax

KonTtakTtHasi paboTa - AyauTopHast

Ne | HaummeHoBaHMe Tem(pa3zesoB) pabora Camocrosi
/1 JUCLIUTIMHBI Bcero O6imas, 5 CeMuHapshl, TeJbHadA
Tl JleK1[uu | TIpaKTHUUeCK pabora
T vie 3aHATUS
1 IenoBoe ob11jeHe B 2 14 0 14 8
npodecCcroHaTbHOM KOHTEKCTe.
) [TuceMeHHBIEe (HOPMBI /1€/T0BOM 20 12 0 12 3
KOMMYHUKALUHU.
3 YcTHble (GOpMBI [1e710BOM 2 14 0 14 3
KOMMYHUKALUU.
4 [TeperoBopHbIi poiiecc. 22 14 0 14 8
5 [enoBoe coBelllaHue. 22 14 0 14 8
Wtoro 108 68 0 68 40
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5.3. CojepxaHue ceMUHApPOB

HaumeHoBaHMe TeM

ITepeyeHb BONPOCOB /11 00CY)K/I€HUA Ha

®opMbI NIPOBE/eHUs

(pa3paesioB) ceMHHapax, MPaKTHYeCKHX 3aHATHAX 3aHATHH
JUCIUIIMHBI

HenoBoe ob1eH1E B Buibl 1 hopMbl Zie10BOM KOMMYHUKALMM, MO/JIe/T CeMuHapsbI C
ripoecCcruoHaTIbLHOM KOMMYHUKaLMU. [ToHsiITHe KOMMYHUKAaTUBHOU TpUMeHeHreM BU/Ie0- U
KOHTEKCTe. KOMIIETEHTHOCTH U eé ypoBHU. KOMMyHMKaTUBHbIE aylMoOMaTepuasoB.

Oapbephl B I6/I0BOM OOIIIEHUH U CITOCOOBI X
nipeoiosieHus. [1e/10BOM STUKET U MEKKY/IbTypHbIe
KOMMYHUKAIIUH, HallMOHA/IbHbIe 0COOEHHOCTH
MPOTOKOJIA ¥ 3TUKEeTA. DTHUKET IPU BCTpeye:
Tipe/iCTaB/ieHre, BU3UTHbIE KAPTOUKH, HAauasio
JleJIOBOTO pa3roBopa. Hanma)kvBaHue [1eI0OBBIX CBSI3el
1 3HakoMcTB (Networking). “Small talk” kak
HEOTheMJ/IeMbIii KOMITOHEHT /1eJIOBOT0 OOIIIeHus C
TIPe/ICTAaBUTEISIMU aHT/IOSI3bIUHBIX KYJIBTYP.

[TpakTUUeckoe 3aHsITHE
C 9/IeMeHTaMu
JTUCKYCCUU.
BrImioTHeHVe IPAKTUKO-
OpHEeHTUPOBAHHbBIX
3a/laHU. TPYIIIIOBbIe
00Cy>KieHHsT BOTIPOCOB.
PeueBoii TpeHUHT.

[TrcbmMeHHBIE (DOPMBI
JleJIOBOM
KOMMYHUKALUU.

Ctuib 1 odopmiieHHe J1e/I0BOT0 MUChMa. BUb
JenoBbIx niceM. Oco6eHHOCTH 3 PEKTUBHOTO CTHIIS
MHCbMa: YeTKasi CTPYKTYpa, JIOTUKa U3J/I0KEeHHUs,

TMOJ/JIHOTA A3bIKOBOI'O BbIpa’kKe€HHs, CBA3HOCTDL, ACHOCTL.

BHyTpeHHue f0KyMeHTbl KomnaHuu: E-mail,
c1y>keOHbIe 3aMycKy (memos), Je/oBble
npezyioxKeHus1, oTueThbl. CTpaTervy HarvcCaHus MUCeM
HEeraTWBHOI'O CoJiepykaHus (MMCbMa-0TKas3bl,
MMUCbMEHHbIe TIPeTeH3UH 1 >Kao0bl). [Tuckma 1o
KaZIpoBbIM BoripocaM: pestome/CV,
COTIPOBO/IUTE/TbHOE TIMCHMO. Y 0esKiaroliye Michma
(MrcbMa-TipeiIoXKeHUst U peK/1aMHO-
“H(OpMallMOHHbIE MMChMa).

CeMuHapsbI C
rpUMeHeHreM BUle0- U
ayJJuoMaTepua’sosB.
CoBmecTHOe
obcyxeHue
TePMUHOJIOTUU U
JIEKCUKH TI0 TeMe TPy
paboTe c pa3nUUHBIMU
BU/IaMU [1e/TI0BBIX
Tipe/I/I0KeHU.
BeinosniHeHue
MMCbMEHHBIX 3aJjaHul
10 U3y4yaeMoin TeMe.

YcTHble (GOpMBI

HY6III/I‘JHOE BBICTYIIJIEHHE U IIpe3€HTaluAd - CXOACTBa

CemuHaphbl €

Ji (2 (0):10)7 Y OTJIMYMS. JTarbl MOATOTOBKU U CLieHapyi NpUMeHeHreM BUJeo- U
KOMMYHUKAaLUU. ny6MYHOTO BeICTyTUIeHUsI. CTpaTeruu ay/iMoMaTepuasoB.
3¢ b eKTHBHOr0 BLICTYIUIeHHs. MeXaHH3Mbl WNupauBuayanbHbie
Bo3ziekcTBUSA. OOpa3sLibl yOeXKIaroIUX peyet. BBICTYILJIEHHUS C
[TpaBua cocTaBieHus: yOeXKaarole peun. rpe3eHTaLUsMU.
[Tpe3eHTaryst Kak B/ 1€7I0BOr0 00IieHs. Bubl PeueBoli TpeHUHT.
ripe3eHTaLUi 110 Lie/iu: UHPOPMUPYIOLe U
ybexaarorue. MIHopMal[ioHHbIH,
TICUX0JIOTUUECKUH, KOMMYHUKATUBHBIA U
TeXHUYeCKHH acreKThbl rpe3eHTauuu. Kpurepuu
YCIEeIIHOW Mpe3eHTaL|H.
[TeperoBopHbIii Bubl meperoBopoB. MOTHBBI U yC/10BUsI TipoBeieHUs1 | CeMUHaphbI C
riporjecc. reperoBopoB. JTarlbl [IeperoBopoB. Pa3nuuHble NpUMeHeHreM BU/eo- U

MO/ie/iv TieperoBopoB. TakTHKa BeleHUst

neperoBopoB. [IpaBusa 3¢ ¢eKkTUBHON apryMeHTaLuu.

MexaHU3MBbI BOBAeﬁCTBHH. HpaBI/ma COCTaBJ/IeHHUA

ayiMomMaTepHua’os.
Yyactue B
CUTYaTHMBHOM 3aJlaHUM.
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ybexkaarorrield peur. 3HAYUMOCTh apPTYMEHTOB B
3aBUCUMOCTH OT KYJIbTYPHO-HAI[MOHAIbHBIX
XapaKTepUCTUK ayAUTOPUU. OCHOBHBIE THITBI
apryMeHTOB: CU/IbHBIE U C/1a0ble, TOTHUeCKUe U
IMOIMOHa/IbHBIe. IHTepHal[MoHan3alus hbopm
00I1IeHNs B YCIOBUSAX Ti00anu3aiiu o01ijecTBa.
BezieHre mieperoBopoB C Mpe/ICTaBUTE/ISIMUA Pa3HbBIX

KYJbTYP.

['pyniroBelie gucKyccumn
Ha OCHOBe
MO/Ie/TMPOBaHus
CUTYaLUK 1o
V3y4aeMou TeMe.

[enosoe coseljanue.

Bubl, TUMBI ¥ KIaccu@UKaiys 1e/0BbIX COBeIlaHUM.
[ToaroroBKa, opraHv3alyis U poBeJieHue /1e/I0BbIX
COBelllaHU}. DTarbl U TEXHOJIOTUU BeZieHuUs [1eJI0BOTO
cogemanusi. ddekTHBHBIA 06MeH HHGOpPMaIHe 1
KaHa/lbl KOMMYHHUKAI[UH: BepOaibHbIN, BOKATbHBIA U
HeBepOa/bHBIN. [IpakTHUeCKre acrieKThl 3aBOeBaHus
BHUMaHUs ayquTopur. CriocoObl Mo/iiep>KaHust
BHUMaHUs ayautopuu. [TonsTue “active listening” Bo
BpeMsl J1eJI0BbIX BcTpeu. OOpaTHast CBSA3b: 3HaUEHUe,
Ba)KHOCTb, TIpoLiecC U TUIbl. KOHGMUKTBI U CTpecchl B
JIeJIOBOM OOIIIEHUH.

CemuHapsbl €
TIpUMeHeHreM BU/le0- U
ayZiMuoMaTepuasos.
Yuactue B
CUTYaTUBHOM 3a/laHUH.
HucKyccuy Ha OCHOBe
MO/le/TMPOBaHUs
CUTYyaLUM 10
Y3y4yaeMou TeMe.
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6. IlepeueHb yue0HO-METOAMUECKOIr0 oOecIeueHHsl /I CAMOCTOATEe/TbHOM
PadoThI 00yJaKOIUXCS MO JUCHUIUTHHE

6.1. IlepeyeHb BONPOCOB, OTBOAMMBIX HAa CAaMOCTOATE/IbHOE OCBOEHHE
AMCIUILUINHBI, (OpMBI BHEQYAUTOPHOI CaMOCTOATETLHOH PadoThI

HaumeHoBaHue TeM IlepeueHb BONPOCOB, 0TBOAMMBIX Ha ®dopmblI
(pa3pesioB) CaMOCTOATe/IbHOe 0CBOeHHE BHeay/JUTOPHOM
AUCIUIUTHHBI CaMOCTOATEe/TbHOU
padoThI
[HenoBoe obiileHe B OTHKeT B ie/oBOM ku3HU. [ToBegeHUeCcKUii 1 peueBoi | OOsi3aTenbHast
npogecCHOHaTbHOM 3TUKeT. O deKTsl BocripuaTusi. MUK U ero CaMOCTOSITe/IbHas
KOHTEKCTe. B/IMSIHYE Ha ycriex pupMbl U OM3Heca. ITUKa U 3TUKeT | paboTa CTy/IeHTOB TIo/
B OTHOLLIEHUSIX PYKOBOZAUTE/ISI U MO UMHEHHBIX, PYKOBO/CTBOM
MY)KUMH U )KeHIL[UH BHYTPU KOMIaHUU. Beibop u niperio/iaBaTerisi: 1.
TIpero/iHeceHre CyBeHUPOB U NOJApKOB. [lenoBoi BeinonHeHue 3a/jaHni,
ITHUKeT B CeTeBbIX KOMMYHUKALIUSIX. TIpeJlyCMOTPEHHBIX B
yueOHbIX TTOCOOUSIX—
OTBeThI Ha

KOHTPOJIbHBIE BOTIPOCHI
110 /IeJIOBOMY
TIOBe/IEHUIO 1 PeYeBOMY
3TUKeTY;— aHa/In3
CUTYaLM, CBSI3aHHBIX C
HapylIeHHeM HOPM
3TUKETa;— BBIITO/THEHHE
ynpaXHeHU! 1o
oTpefie/IeHUI0

3¢ PeKTOB BOCTIPUSTUS
Y VX BIWSTHUS Ha
VMUK JIeJIOBOTO
yesoBeka.2. Pabora c
MYJ/IbTUMEJUHHBIMU
CpeziCTBaMU— TIPOCMOTP
o0yuaromux
MaTeprasoB I10
JIeJIOBOMY 3THKETY U
KyJIbType OOIIeHUsT;—
aHa/IM3 BU/Ie0TIPUMEPOB
TIOBe/IeHUS
PYKOBOJUTENS U
TIOJUMHEHHBIX;— pa3bop
TIPUMEPOB UMUKEBBIX
OIIMOOK M yCITeITHbIX
VUMU/KEBBIX
pewenuii.3. Co3zanue
MTMCbMEHHBIX U
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TIPAKTUYeCKUX
MaTepHuaoB—
COCTaBJ/IeHUe MaMATKH
TI0 TIpaBU/IaM
TIOBeJIeHUeCKOoro 1
peueBOro 3THKeTa;—
MOJTOTOBKA
peKoMeH/Ial|i 110
3THKe B3aUMOJeNCTBUS
MY>KUMH U JKEHIL[WH B
KOMITaHUH;— pa3paboTKa
CTMCKa TIpaBU/I BbIOOpa
Y TIpernofiHeCceHUst
JIeJIOBBIX TI0/JaPKOB;—
MO/ITOTOBKA MUHU-
OTYéTa O BIUSHUU
MMUJIKa Ha yCriex
bupMbL;— cocTaB/ieHe
TIpaBU/I [1e/I0BOT0
ceTeBOro 001IeHus (e-
mail, mecceHzKepsl,
coticetn).4. Pa3bop
KelCOB— aHau3
KOH(JIUKTHBIX U
CTIOPHBIX CUTYaLWH,
CBSI3aHHBIX C
HapyllleH’eM /IeJI0BOTr0
3TUKeTa;— Orpe/iesieHre
KODPEeKTHBIX BapUAHTOB
TIOBe/IeHUSI
PYKOBOJUTEIS U
COTPY/IHUKOB;— OLIeHKa
YMEeCTHOCTH T10/1apKOB B
KOHKDEeTHBIX [Ie/IOBBIX
KOHTeKCTaX;— pa30op
TIpUMepPOB
KOMMYHHUKAITMOHHBIX
oIMOOK B CETEBOM
oOITIeHnH U
TIpe/IJIO’KeHUS 110 UX
VICTIPaB/IEHUIO.

[TrcbmeHHBIE (DOPMBI
JleJIOBOM
KOMMYHHKAaLUH.

[TpaBuna nyHkTyaluu. OCHOBHbIE HarlpaBJ/eHUs

COBEPIIEHCTBOBAHWA HABBIKOB I'PAMOTHOT'O ITMCbMa.

BHyTpeHHHe JOKyMeHTbl KOMITaHUH: ITpaBU/Ia
HarMcaHus MPOTOKOJIOB coBelllaHui (the minutes).
Ybexxaarormue micbMa (MMICbMa-TIpe//IoXKeHHs U
peK/IaMHO-UH(pOpPMaIMOHHbIe MMHCbEMa).

Obs13arenbHast
CcamMoCTosITe/TbHast
paboTa CTyIeHTOB MO/,
PYKOBO/ICTBOM
nipeniofasaress:1.
Beinonnenue 3aganui,
TIpelyCMOTPEHHBIX B
y4eOHBIX OCOOUSIX—
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yTpa>KHEHHUSI T10
MYHKTYyaLliu;—
BBITIOJIHEHUE 3alaHUM
Ha pe/lakTUpOBaHUe
TeKCTOB;— aHA/U3
TUTMYHBIX OIIHMOOK
MMCbMEHHOM [1eJT0BOM
peun.2. Pabora ¢
MYJTbTUMEeMAHBIMA
CpeCcTBaMHU— TIPOCMOTP
o0yuaroIux
MaTepHasIoB I10
JIeJIOBOMY TTHUCHMY;—
BBITOJIHEHHE
WHTEPAKTUBHBIX
3a/laHUl TI0 CTPYKType
1 0(hOpMJIeHUIO
TICeM;— aHa/u3
00pas1i0B peanbHBIX
JIeJIOBBIX JIOKYMEHTOB.3.
Co3laHre MMCbMEeHHBIX
JIOKYMEHTOB U
MpaKTUYeCKUX paboT—
CoCTaBJieHUe TIPOTOKOJIa
coBelllaHus (minutes)
TIO TIpe/I/I0’KeHHOM
CUTyaliU;—
peJjaKTUpOBaHKe
YepHOBOW BepCuM
BHYTpPEeHHeT 0
JIOKyMeHTa;—
HarucaHue
y0OexaroIero michma
(MUchMa-TIpeIIo>KeHuUsT
WU peKIaMHO-
MH(POPMALIMOHHOTO
MMCbMa);— COCTaBJ/IeHHe
namMsTKi « OCHOBHBIE
HarpaB/IeHUs
COBepILEeHCTBOBaHUS
HaBBIKOB TPAMOTHOTO
nicbMax».4. Pa3bop
KelCOoB— aHau3
TIPUMEPOB YAAuHO U
HeyJauHO

o opMJIEHHBIX
TIPOTOKOJIOB U TTHCEM;—
BbIsIB/IeHUe OLIMOOK B

CTPYKTYpe U
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aprymMeHTal1u JeJI0BOr
KOPPeCIOH/IeHLINN;—
pa3paboTka
peKoMeH/Ial|i 110
y/Iy4llleHUI0 KauecTBa
MMCbMeHHOU
KOMMYHUKAaIUN
KOMITaHUY;—
KODPEeKTHPOBKa
TIpe/I/I0’KeHHBIX TeKCTOB
C yueToM
MYHKTYaLMOHHBIX
TIPABUJI U CTUJISL.

YcTHble hopMbl
JleJIOBOM
KOMMYHHKAaLH.

HeBepbanbHas cocTaBsitonias rpe3eHTaru. KoHTakT
c ayguTtopueil. MeTo bl BOB/IeUeHUs ay JUTOPUH.
Boripocs!l ¥ 0TBeTkI BO BpeMsi U I10C/Ie Ipe3eHTaLuu.
CropuTe/yIuHT Kak MeTo/ npe3eHTaly. [lonsaTue,
TpaBu/ia ¥ NpUeMbl CTOpUTesIuHra. Beerga m
HY>KeH CTOPUTeJJIUHL?

Obs3arenbHast
caMoCTosITe/TbHas
paboTa CTyIeHTOB MO/,
PYKOBOZICTBOM
npeniofasaress:1.
Beinonnenue 3aganui,
TIpelyCMOTPEHHBIX B
y4eOHbIX TTOCOOUSIX—
OTBeT Ha KOHTPOJIbHbIE
BOTIPOCHI O
HeBepOaTbHBIX
cpeAcTBax
Tipe3eHTally;— aHa/n3
TIPUMEepOB TOBe/IeHUsT
JOK/Ia/luMKa Ha CIieHe;—
BBITIO/THEHUE
yIIpa>KHeHUH 10

¢ opmMHpOBaHKIO
HaBBIKOB KOHTAaKTa C
ayauropueit.2. Pabora c
MYJIbTUMEeAUAHBIMUA
CpeACcTBaMU— IIPOCMOTP
BH/Ie03aricen
TIpe3eHTaLi pa3HbIX
CTUKepOB;— BhIsIB/IeHHe
HeBepOa/IbHBIX TIPUEMOB
(>KeCTbl, MUMUKa, T103bl,
JIBIDKEHUE);— aHa/IU3
YCIeIIHbIX METO/I0B
y/lep>KaHUsI BHUMaHHSI
aygutopun.3. Co3jaHue
MTUCbMEHHBIX U
TIPaKTUYeCKUX
MaTepHuaoB—
pa3paboTka ryiaHa
TIpe3eHTaliU C
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BbI/[e/IEeHHEM MOMEHTOB
BOBJI€UEHUST
ayJUTOPUH;—
TOJTOTOBKA 0J10Ka
BOIMPOCOB U OTBETOB,
BKJTFOYasi TPY/IHbIe U
TIPOBOKAIIMOHHBIE;—
COCTaBJ/ieHUe KpaTKOTro
CTOPUTEJITUHTA 15T
BbIOpaHHOM TeMbI (T10
TIpaBUIaM CTPYKTYPbI
WCTOPUH);— TIOATOTOBKA
MUHU-3Cce: «Korga
CTOPUTEJI/TUHT
Heo0OXouM, a Korja —
HeT?».4. Pa3bop
KelCOB— aHau3
YCIeIIHbIX U
Hey/auHbIX
Tipe3eHTalui C TOUKU
3peHus
B3aUMO/INCTBUS CO
CJTyLIaTe ISTMU; —
oripejiesieHe OIIMOOK B
HeBepOa/ibHOM
TIOBe/IeHUH CTIMKepa;—
BBIOOP MOAXO/SAIIUX
TIpYeMOB
CTOPUTEJITUHTA IS
pa3HbIX TUIIOB
Tpe3eHTaLnn;—
pa3paboTka
TpeJi/I0)KeHUH 10

YTy UIlIeHUIO
BOBJIEUEHHOCTH
ayJUTOPUH.

[TeperoBopHbIi
rporiecc.

[TpoBeeHue 1eperoBOpoB: CTPYKTYpa U (ha3bl.

Hauasto reperoBopoB. PaboTa c ripe/ro/ioyKeHusIMH,

pasrpaHrueHre Ba)KHbIX U HeCYL[eCTBEHHbIX
BOTIPOCOB. BbIOOp MakCcMMaibHO ¥ MUHUMAJIbHO
JIOMyCTUMBIX To3uLMd. OnpeziesieHrie UHTEPEeCOB.
®a3a roucka, ornpeesneHye JMHUU NIOBeleHUs U
KOHKPETHBIX 3a/lau. 3aBeplileHre [1eperoBopoB.
Paznnunbie Mogenv neperoBopos. [1o3uijoHHbIe

Obs3aresibHast
caMoCTOsITe/TbHast
paboTa CTy/1eHTOB TIo/
DPYKOBO/ICTBOM
rperniofasareisi:1.
BrinosiHeHne 3a1aHuH,
TIPeZIyCMOTPEHHBIX B
y4eOHBIX TTOCOOUSIX—

MeperoBOpbl ¥ UHTEPeChl. TeXHUUeCKHe TPUEMBI OTBETHI Ha
Be/IeHUsI TIePeroBopoB. TUITHUHBIE OIIMOKU TIPH KOHTPOJIbHBIE
TMIPOBe/IeHNH 1TeperoBopoB. Mo/iesb 1eperoBopoB, BOIIPOCHI;— pa3bop
pa3paboTanHast Y. MacTeHOpyKOM. TIpe//I0KEeHHBIX
[IpuHLMNMAIbHBIE TIeperoBopbl» ®uiniepa u FOpwu. CUTYalIMOHHBIX
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TIPUMEpPOB, KaCaroIIUXCst
CTPYKTYpHI U (a3
nieperoBopos.2. Pabora
C MyJIbTUMEJTUHHBIMU
cpefCcTBaMU— ITPOCMOTP
Y aHa/IU3 BUe03armceit
rpoecCroHaTBEHBIX
TieperoBOpoB;—
BBITIOJIHEHUE 3alaHUM
T0 BBISIB/IEHUIO OIIMO0K
Y YCTIeNTHBIX TIPUEMOB
TieperoBOPIIMKOB. 3.
Co3raHre MMCbMEeHHBIX
JIOKYMEHTOB,
CBSI3aHHBIX C
TO/ITOTOBKOM 1
TIpOBe/leH1eM
TieperoBOpoB:—
COCTaB/IeHUe T/71aHa
TieperoBOpoB;—
pa3paboTKa Tab/IrIbI
«MaKCUMaIbHO/MUHUMa
JILHO JI0TTyCTUMBbIe
TIO3ULIMN» ;— TIOAATOTOBKA
CTIMCKa KTFOUeBbIX
WHTEPeCcOB CTOPOH;—
COCTaBJ/IeHUe CLieHapHsi
BCTYIIUTETLHOU (Ppa3bl
Y 3aBepIIaoLLero
6/10ka.4. Pa36op
KelCOB— aHau3
TIPaKTUYeCKUX
CUTYyaLui Ha
oripejiesieHue
VHTEPeCOB U MO3ULUI;—
MoO/Ie/IMPOBaHKe
BapUaHTOB TOBe/IeHNs
CTOpOH B (ha3e TOMCKa;—
BBISIB/IEHHE THUITUYHBIX
oIMOOK MPH BeJleHUH
TeperoBOpoB U
pa3paboTtka crioco6oB
WX YCTPaHEHMUSI.

LesnoBoe coseljanue.

OcHoBHbIe TUIBI KOHQIUKTOB, BO3HUKAIOLLVE B
opranuszalusax. KondamkTHoe B3auMo/ieliCTBHe:

TPOLIeCCHI 3CKaNalUy U JiecKanaliy KOHUIUKTA.
3aBepiieHre KOH(JIMKTA U €r0 OCHOBHbIE (hOPMBI.

T[Tpeoo/ieHKe TICHXOIOTHUECKOTO HEeZIOBOIbCTBA
cobecennrka. PaboTa c BO3paykeHUsIMH, yUeT

Obs3arenbHast
CcamMoCTosITe/TbHast
paboTa CTyIeHTOB MO/,
PYKOBOZICTBOM
nipeniofasaress:1.
BeinonHenue 3agaHui,
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KOHTpapryMeHTalliu ¥ KpUTUUECKOW TIO3UIIUN
cobecenHuKa. Y 6exxarolasi MoJie/ib O0IIeHUs.
IoroBopocriocobHOCTh. CTpaTeruu MoBefieHUs B
KOH(QJIMKTHBIX CUTYaI[UsIX.

Tpe/lyCMOTPEHHBIX B
yueOHBIX MOCOOUIX—
OTBeThI Ha
KOHTPOJIbHbIE BOTIPOCHI
T0 TUTaM
KOH()JIUKTOB;—
BBITIOJTHEHUE
ynpa’KHeHU! Ha
oripejie/ieHUe CTajiuu
KOH(J/IMKTa
(ackananuys/aesckanaiu
s1);— pa3bop nprMepoB
B3aWMO/IeUCTBUS
orroHeHToB.2. PaboTa ¢
MYJTbTUMEeAUAHBIMA
CpecTBaMH— TIPOCMOTP
BH/leOMaTepuaros,
WITFOCTPUPYIOILIUX
KOH(JIUKTHbIE
CUTyaLIiU B
OpraHu3alUsX;— aHa/ln3
TIOBe/IeHUsI yUaCTHUKOB:
BbISIB/IEHUE TPUTTEPOB,
OIIMO0K, HeBePHBIX
ctparerui.3. Co3ganue
MTUCbMEHHBIX
JIOKYMEHTOB U
aHaIMTHYeCKUX
MaTepHuaoB—
cocTaBJieHUe KapThl
KOH(/IMKTa (CTOPOHBI,
WHTEepechl, TO3ULIWH,
MPUYUHBI);—
TIOJTOTOBKA CIieHapueB
paboThI €
BO3paKeHHUsIMU U
TIpeo/i0/IeHUs
He/I0BOJIbCTBA;—
pa3paboTKa CrMcKa

3¢ PeKTUBHBIX U
Hed(PheKTHBHBIX
CTpaTeruii oBe/ieHNs B
KOH(JIUKTE;—
othopmieHre KpaTKOTo
oTyeTa Mo yoexxarorei
Mo/iesiv 001LleHUs B
[leJIOBBIX CUTyaLusx.4.
Pa36op keiicoB— aHa/M3
KOH(MIMKTHBIX
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CUTYaLUK U3 TIPAKTUKHU
opraHu3aLuml;—
oripejiesieHue
ONTHUManbHON
CTpaTeruu roBefieHus
(conepHuuecTBo,
COTPYJHUUECTBO,
KOMITPOMHUCC,
nsberanue,
nipucrocobieHue);—
BbISIB/IEHHE yCJIOBUM
JIOTOBOPOCIIOCOOHOCTH
Y TIyTeu JOCTHKeHUs
COTJIalleHUs ;—
pa3paboTka
Tipe/i/IoKeHU 10
Jie3CKanalyu
KOH(JIMKTa U ero
KOHCTPYKTUBHOMY
3aBepLIEHHUIO.
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6.2. IlepeyeHb BOMPOCOB, 3a/jaHM, TeM /JA MOATOTOBKH K TeKyIIemMy
KOHTPOJII0

Pe3ynbTaThl TeKyll[eTO KOHTPO/IS YW TPOMEXYTOUHOM aTTecTaluv OO0yuaroIuxcs
oneHnBaroTca 10 100-0a/IbHOM CHUCTeMe B COOTBETCTBMM C 0Oa/lsTbHO-pEeHTHHIOBOM
cucrteMor OUHYHUBEPCUTETA.

Pe3ynbTaTel TeKylllero KOHTPOJIS YCIIEBA€MOCTH B CepefuHe CeMeCTpa BHOCSTCS B
3/IeKTPOHHBbIE BEJIOMOCTH TeKYyIero KOHTDOJ/Sl YyCIeBaeMOCTH MpernoJaBaTessiMy,
BeJYIIUMH ayJuTOpHBIe 3aHaTUs. OOydaromuiics, mosyuuBinuii ot 7 go 20 6asnos,
CUMTAETCs aTTeCTOBAHHBIM, MOMYUMBIIHY OT 0 10 6 Oa/i/IoB — He aTTeCTOBAaHHBIM.

Tekylui KOHTPOJIb 3HaHWM, YMEHUM W BjaJleHuM B cemecTpe (0 MPOMeXyTOYHOMU
aTTeCTaluM) OCYILeCTB/ISIETCS B BUE OL[eHOUYHbIX MEPOIIPUSITHI:

- BBITIOJTHEHUE KOHTPOJIbHBIX paboT

- BBITIOJTHEHWE MUCbMEHHBIX JOMALLHUX 3a/jaHul;

- BBIIIOJIHEHUe JIEKCUKO-IpaMMaTU4eCKUX TeCTOB;

- YCTHBIe OIPOCHI: MOHOJIOTHUYeCKHe U Auanornuyeckue BbICKa3bIBaHWU;

- UHJIMBU/lyaIbHOE/TPYIIIOBOE BHICTYIIJIEHHE C TIpe3eHTalel Ha 3a/JaHHyI0 TeMy.
- [IPOEKTHbIe 33/, aHusl.

TexkylMii KOHTpOJIb YCIIeBaeMOCTU TIPOXOAUT B Ppa3lIWyHOW ¢opMe: CUTyaTUBHOE
3ajjaHue; UHJWBWJyajbHasi Tpe3eHTalusi/TPyNrnoBas Ipe3eHTalus; MNUCbMeHHas
KOHTpO/bHast paboTa, TecTUpoBaHUe, ayAuo-TeCT. [IpOMEXXyTOUHbIM KOHTPOJb
MPOBOAUTCSA B (popMe 35K3aMeHa, OLIeHKM MTOTOBbIX 3HAaHUW U B COOTBETCTBUU C
KputepusiMu OUHAHCOBOTO YHUBEPCHUTETA Pean3yeTcsi CieyoIuM o0pa3om:

No Buz oTueTHOCTH Banbl

1. Pabora B Mojyie 40

2. JK3aMeH 60
Wroro: 100

®opMmbI TeKYI1lero KOHTPOJISl yCreBaeMOCTH U X OaslsibHasi OLjeHKa

Ne DOopMBI TeKyI1ero KOHTPOJI KosnnyectBo 6asnoB
AxTuBHas pabora Ha
CEMMHApCKOM 3aHATUH (B TOM

1. yricsie O/IUI-0TIPOC T10 TeMe) 12

22



2. ITocenieHne 6

BrimmonHenue 3apaHee
MOATOTOBJIEHHBIX ISt
BBICTYIUIEHWSI Ha CeMHHape
JIOK/IaZIOB, BBICTYIZIeHUM, (T10

TepPeyH}o, rpe/i/Io’KeHHOMY
riperiofiaBaTesieM, BeJyIIUM

3. CeMHHaphbI) 12
BeinosiHeHue 5 3a1uTa

4. KOHTPO/IbHOM pabOoThI 10
Ntoro 40

[Tpumepsl 3a/1aHNi KOHTPOJILHOM pabOThI

Listening
Task 1. For questions 1-10 choose the correct option A, B or C.

1) What is the first principle for a transparent negotiating process?

A.  to be willing to compromise.
B. to know the goal you want to attain.
C. to know the limit at which you will walk away.

2) Most negotiators understand the value of evaluating your BATNA:

A. Best alternative to a negotiated agreement.
B. Best alternative to no agreement.
C. Best alternative to a non-negotiated agreement.

3) What is your BATNA when one party offers less value than desired?
A. Rejecting a proposal from the other party.

B.  The scope of the loss.

C.  Accepting the other party's offer.

4) Principle number three of a fair negotiation states that

A.  You need to be prepared.
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B. You need to be assertive.
C.  You need to offer something in return.

5) According to the fourth principle of negotiation, the negotiation process must include
your ability to

A.  work and trust the negotiation process.
B.  offer something in return.
C. determine if a settlement is a possibility.

6) If the interests of the parties to a negotiation overlap, then __

A.  The agreement is not possible.

B.  The parties can negotiate a settlement.

C. The negotiation will end in deadlock.

7) How can you prevent the emotional temperature of a meeting from escalating?
A. Remain silent.

B.  Take a breather.

C. Be confrontational.

8) What does the speaker suggest doing when faced with bad behaviour?

A. Be assertive in your response.
B. Do not let it hinder a productive negotiation.
C. Ignore the improper conduct entirely.

9) What is the eighth principle for negotiating with integrity?
A.  Adjust your demands and concessions.

B.  Stay fixed on one set of concessions or demands.

C. Keep the big picture in mind.

10) What do seasoned negotiators realise?

24



A. They are aware of their objectives and the end goal.

B.  They stay fixed on one set of concessions.
C.  They never alter their course.
Reading

Task 2. Read the text about first impressions, followed by five statements below. Which
extract does each statement refer to? Mark one letter (A, B, C, D or E) beside each
statement 1-5.

A However hard we try, first impressions usually remain with us and affect every aspect of business:
meetings, presentations, interviews, demonstrations, advertising and web design, for example.
Research shows that it only takes a twentieth of a second for a person to decide if they like a
webpage or not. So, if a potential customer takes against the site immediately, business will be lost,
even if the product or service offered is second to none. First impressions are so powerful that they
will often override whatever people may tell us to the contrary about a person.

B Experts believe there are two thought systems in our brains. The first is fast, intuitive and
emotional, and is involved in first impressions. The second is slower, more contemplative and
logical. The former comes into play in that split-second when first seeing or hearing someone.
Furthermore, we assess people according to our own social or business world, so if we feel that they
will be useful to us, we will focus more on their positive aspects than their negatives. This is when
the second system is brought into play so that snap judgements are balanced out.

C Nevertheless, it is appearance that tends to blot out all other aspects in the first instance and, as
people make up their minds about someone in the first four to seven seconds, then it is a no-brainer
to ensure you look the part. If someone fits in with our idea of a trustworthy, good person, then we
may lean towards a favourable view of them. Successful movers and shakers are able to leverage all
their attributes to their greatest advantage when networking or making business deals.

D When presenting yourself or your company to a roomful of people, the intonation and modulation
of your voice can indicate how trustworthy people perceive you. For example, the first greeting can
seal that first impression and determine whether the listener will want to continue the interaction.
Research suggests that some voices just sound more trustworthy and pleasant. Experts have
discovered that our ability to judge whether to approach someone is often based on the first utterance
from them, has evolved over millennia and is used by all mammals.

E Establishing credibility as quickly as possible is vital if business deals are to be successfully
negotiated and sealed. Appearance, voice, gestures and mannerisms are all absorbed to create a first
impression. Many people say that a strong handshake indicates a confident professional and it helps
to confirm a good first impression. However, research has shown that confidence is not necessarily
the most important characteristic we seek. Instead it seems that we are concerned mainly with two
traits which account for between 80 and 90 per cent of first impressions: competence and
trustworthiness.

1. Grooming and attire are extremely important for an initial contact.

2. First impressions often take precedence over factual knowledge.
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3. Studies prove that initial impressions favour indications of knowhow and honesty.
4. Quick assessments of people are counteracted by a more thoughtful process.
5. People have an instinctive reaction to vocal sounds heard for the first time.

Task 3. Read the following article about marketing and ethics. For each question, mark
one letter (A, B, C or D).

Corporate social responsibility and sustainability are ethical choices that companies
make about how they do business. Current thinking indicates that, as a society, we are
beginning to appreciate more fully that there must be limits to our consumption of
natural resources, and that business activities must take greater account of this impact on
society and economies, as well as the environment in which we live. It is well
documented that the corporate sector is in a position of unparalleled dominance and that
the global resources of a rising number of multinational companies dwarf many of the
national economies in which they operate.

Market liberalisation and privatisation have created new global markets, and extended
the role of the private sector in public services and civil infrastructure projects. As a
result, businesses are now heavily involved in public policy issues throughout the world.
For these reasons, businesses must be accountable - not just to shareholders but to con-
sumers, employees and other stakeholders. This means that as corporations continue to
grow in power, their responsibility grows too, increasing the number of ethical
considerations they must face. Companies who ignore this development will
increasingly find themselves challenged by different groups of stakeholders questioning
the values and practices of businesses.

These issues present major challenges for the role of marketing, and an opportunity for a
timely response for individual marketers to consider what this means in their day-to-day
work. Marketing is the guardian of the brand, so a company's marketing team must be
able to take account of how social and cultural changes impact on the health of the
brand. How is this to be addressed by marketers? How widely does marketing engage
with the company's stakeholders? A more holistic, inclusive approach across the
business is required to safeguard the brand's intangible assets of trust, goodwill and
long-term value to the business. Marketers may aim to establish whether they can
connect with customers in a way that extends the marketer's role beyond merely
communicating the offer to prospective buyers. Marketing's role could well come to be
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seen more broadly in terms of connecting with stakeholders not only in terms of value,
but values.

In a world where intangible assets and corporate reputation are critical components of
corporate success, it is inevitable that these newer approaches to marketing are
becoming involved with ethics and sustainability issues. It means that marketers can
enjoy new opportunities to add value to brands. There are tangible benefits to be gained
in product development, innovation and competitive advantage when broader
sustainability and ethical considerations are taken into account.

But if marketing is about selling more and sustainability is about consuming fewer
resources and producing less pollution, how on earth are marketers supposed to pursue
both goals at the same time? Perhaps it's easy to overestimate the depth and scale of the
opposition between these goals -and to underestimate the degree to which marketers can
align traditional corporate objectives with those of ethics and sustainability. Marketing's
core role is to align what the business produces to what the market wants - the route to
increased sales.

It all means that the firm must invest money, people and resources only in the things that
add value for customers. It requires the business not to waste any effort, money or
resources doing things that don't add value for users. Responsible marketing, in other
words, is actually all about helping business avoid and eliminate waste, as well as
continuing to manage natural or man-made resources. It is an important role for
marketers and one that has not been fully recognised or appreciated in terms of potential
to create innovative solutions.

1. What change does the first paragraph mention?

A a decrease in the size of certain economies

B a growth in knowledge of how resources affect economies

C a decrease in the resources available to companies

D a growth in the number of choices available to companies

2. According to the second paragraph, businesses are now encountering
A a wider range of obligations.

B greater public criticism.
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C problems they should have foreseen.

D an increase in internal disagreement.

3. In the third paragraph, it is suggested that marketers

A should devise stricter social and financial categories.

B need to attract new categories of customers.

C should have a greater input in the design of products.

D need to expand their areas of activity.

4. What development is mentioned in the fourth paragraph?

A Product design is becoming secondary to ethical considerations.

B A company's reputation is growing in importance over its brands.

C Ethical considerations can lead to effective innovation.

D Competitiveness is becoming harder to maintain overtime.

5. What comment is made in the fifth paragraph?

A The challenge facing marketing may be impossible in the long term.
B Marketing activity should move away from traditional goals.

C Conflicts confronting marketing may be less extreme than expected.

D Marketing should focus on promoting goods which last longer.
Lexis and Grammar

Task 4. Read the text below about how managers choose their candidates.
Choose the best word to fill each gap from A, B, C or D below.

Despite what many leading employers (1) ___, many of today’s top jobs in the UK (
2 )___ candidates from the elite universities. Although they pay lip-service to
meritocracy, in reality many managers will automatically discard those candidates who
are not from approved universities.
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One of the reasons (3 ) in support of this practice is time-saving — it is a way of
sifting through the first round of applicants. But as this type of favouritism is becoming
less acceptable, many companies have found a new way of narrowing their search. They
( 4 ) certain universities by sending a representative to promote their own company, thus
gaining the attention of those groups of people they wish to ( 5 ) .Not only that, on-
campus events mean that potential candidates get to meet people from the company
face-to-face. They can then gain essential insider information about attitudes and
qualities that the company rates highly.

But how universal is this attitude? In the States, a similar situation can be found with
regard to the Ivy League Universities. The idea that name-dropping of a prestigious
university you ( 6 ) can help at an interview is widely recognised in the US,
although the more run-of-the-mill institutions are trying to fight this perception. Even
admissions to graduate schools often reflect a bias toward Ivy League-educated students:
nearly one-third of Harvard’s Law School ( 7 ) students who received an
undergraduate degree from one of the eight Ivy League schools (Brown, Columbia,
Cornell, Dartmouth, Harvard, Pennsylvania, Princeton and Yale). It is not just higher
grades giving Ivy League graduates an edge. The powerful connections available at
those institutions can deliver lifelong benefits for students too. Studies have shown that
the top 20 or 25 private universities ( 8 ) in careers, salaries and social mobility.

Those lower down the ranking of universities ( 9 ) , claiming that they are giving their
students a more realistic grounding in life than can be found at the more elite colleges.
But, as in the UK, it seems that it is not necessarily what you know that is important,
but who you know — and where better to meet them than at university?

1. A are claiming B have claimed C will claim D claimed

2. A filled by B filled in by C are filled by D are fuelled by
3. A gave B given C given up D give out

4. A target to B going to target C are targeted D will target
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5. A will recruit B recruited by C recruitment D recruit from

6. A attended to B attended C have attended D attended by

7. A is comprised to B is comprised of C comprises of = D will comprise of

8. A have predominated B have been predominated C have predominated by D
haven’t predominated

9. A will fight back B are fighting with C have fought back D have fighted
back

Task 5. Choose the word or phrase that best completes the sentence.

1. There are two types of

a. takeover bid  b. takeover offer c. takeover
2. If the company doesn't want to be taken over, it is a

a. bid b. hostile bid c. friendly bid

3. integration is when a company gets bigger by acquiring competitors in
the same field of activity.

a. rectangular  b. vertical c. horizontal

4. integration is acquiring companies involved in other parts of the supply
chain, usually to make costs savings.

a. horizontal b. vertical c. triangular

5. Companies can also buy business in completely different fields, which is known as

a. diversification b. formation c. integration
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6. A series of takeovers can result in a parent company controlling a number of
- smaller companies that it owns.

a. conglomerates  b. subsidiaries c. firms

7. Takeovers do not always result in - combined production or productivity
that is greater than the sum of the separate parts.

a. buyout b. reality C. synergy

8. In fact, statistics show that most merges and acquisitions rather than
increase a company’s value .

a. reduce b. decline c. finance

9. An inefficient conglomerate whose profit are too low can have a low , and
its market capitalization.

a. capital b. stock price c. franchise
10. Some people argue that is a good way of using capital more efficiently.
a. asset-stripping  b. leveraged buyout c. raiders

Task 6. Choose the correct grammar form to complete the sentence.

1.If you ___ to all these terms we shall sign the contract today.
a. agree b. will agree C. agrees

2. Please, contact us in case you any questions.

a. will have b. have c. won’t have

3. When our meeting this week?

a. we are to have b. can we have c. we can have

4. You speak like that to a client.

a. shouldn't b. don't should c. needn't

5. You turn off this computer.

a. not must b. don't must C. mustn't
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6. If the company it will attract good workers.

a. pay well b. will pay well c. pays well
7.1 refund your purchase if you have the bill.
a. will b. should c. shall

8. If you waive inspection the tests carried out in the inspector’s absence.

a. are b. will be C. were

9. If you phone me tomorrow I_____know the reply.

a. shall let you b. let you c. can let you

10. When you meet your colleagues socially after work, you gossip about

other people in the office.

a. can't b. shouldn't c. don't have to
Writing

Task 7.

Your company has received an email from a potential partner specifying an offer made
earlier to the CEO. Your task is to analyse the proposal and write a report on whether to
accept the offer or decline it and why. (200-250 words)

Dear Mrs Compt,

Thank you for taking the time to listen to our product pitch last week. As agreed, find
enclosed a proposal for our washing machines that will become an excellent addition to
your retail shops. Your company has been among the top sellers in the city for the last
ten years. We believe that our washing machines will attract new customers to your
shops within just one month. We offer you our washing machines ‘Circle of Life’ that
represent a completely new generation with a set of new features. Signing a deal with us
will give you an opportunity to share the success of our brand. We have not made this
offer to any other retail company yet, as we see you as the best option. We offer to buy
our washing machines for a price of £120 for each. This will allow you to be flexible
with setting up your price. Even if you decide to sell them for just £150, it will be much
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lower than the similar washing machines in the market. An additional benefit that we
offer is 24/7 helpline for your customers. You will find full details of our terms and
conditions in the attached breakdown. We look forward to having you as a partner. If
you have further questions, please feel free to call me.

Yours sincerely,
Ms Thompson

Marketing Department Circle of Life

JononHuTebHasA UH(QoOpMaLusa

Pasziesibl rpaMMaTUKU
1. BugoBpemeHHble (h)OPMbI aKTUBHOTO 3a/10ra

2. HpH,Z[ElTO‘IHI)Ie rnpeayjiokeHud YC/JIOBHA B M3BABUTEJIBHOM KW COC/IdrdTe€/IbBHOM
HaAKJ/IOHEeHUAX

3. MopanbHbIe T/1aro/ibl CO 3HaUeHUeM J0/DKEHCTBOBAHUSA M criocoOHocTu (must, should
, can , could , ought to )

4. CpepactBa noruueckout cBs3u (though, even though, whereas, as, in order, however,
while, so as to, so that, since, because of, in spite of, nevertheless)

5. BupoBpemeHHble (hOpMbI TaCCUBHOTO 3a/i0Tra
6. [IpaBr/ia UCNoOJIb30BaHMS OIpe/ieIEeHHOTO U Heomnpe1e/IeHHOTO apTUKIIen
7. Crioco0Obl BeIpakeHUsI OyIyIIlero B aHTJIMHACKOM SI3bIKe

8. KocBeHHas peub

HPI/IMepHaH TeMdTHKa [e/IOBBIX IMTHCeM

1. Hanrcanue fie/10BOro m1cbMa O pe3y/bTaTaX MPOBeJAEeHHOr0 COBelljaHus
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2. HammcaHue 3/1eKTPOHHOTO COOOIIeHHUsI KoJijiere TI0 ero\ee Tipe3eHTaluy (oOpartHast
CBSI3b)

3. HammcaHue 3/1eKTPOHHOTO CO0011[eHHsI->KaI00bl ¥ OTBeTa Ha Hee
4. HarmcaHue [1e/I0BOTO TIMChMa TI0 pe3y/IbTaTaM IMPOBEJeHHOTO COBEIIlaHus

5. Harmcanue npoToKoJ/1a COBelljaHUus

[TpumepHasi TeMaTHKa POJIEBbIX UTP

» Small Talk

* Chairing a post-takeover meeting

* Dealing with customer complaints

* Holding a briefing with the staff

* A coaching session for colleagues

* Dinner at a business partner's house

* A crisis management meeting

* Discussing business issues at lunch

* Holding an emergency teleconference

* Negotiating a recording contract with a rock band

[TpumMepHasi TeMaTHKa Mpe3eHTalui

* Types of corporate hospitality

* Audience expectations of presentations in different cultures
* Types of business letters

* Rules of letter writing in business correspondence

» Effective public speaking
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* Negotiating styles

* Verbal pressure techniques in negotiating

» Stages of negotiations

» Causes of conflicts at work

* Conflict resolution techniques
* Mediation in business

* No place for ethics in business

[TpuMepHasi TeMaTHKa KeiicoB
* Culture clash

* Managing people

* Dealing with staff problems
* Networking

* The winning formula

e Cultural differences
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7. MOHJ OI€HOUHBIX CPe/ICTB /I/is IPOBeIeHHsI MIPOMEXYTOUHOH aTTeCcTaluu
00y4JaroIHUXCS M0 JUCIUTUTHHE

[TepeueHh KOMITETEHI[MH C yKa3aHWeM WHAWKATOPOB WX JJOCTVKEHUS B Ipoliecce
ocBOeHUs1 00Opa3oBaTe/lbHOM TMpOrpaMMbl  COZIeP)KUTCS B pasgene 2. [lepeueHb
naaHupyemblX pe3yAbmamos 0c8oeHusi 06pa3oeamenbHOU npozpammbl (nepeueHb
KomnemeHyuli) C yKd3aHueM UHOUKAMOPO8 UX OOCMUNCEHUsl U NAaHUpPYeMblX
pe3ynbmamos obyueHusi no OUCYunIuHe.

TunoBbie KOHTPO/IbHBIE 33/JaHUA WX MHbIE MaTepHaJsibl, He00X0AUMBIE /I OLleHKH
HH/IMKATOPOB JOCTI)KeHHs KOMIeTeHLUH, yMeHHH U 3HaHUM

YK-2 Crioco6HOCTh IPUMEHATH HOPMBI FOCYAQPCTBEHHOr0 A3biKa Poccuiickoit degeparnuu B
YCTHOM U MHCbMEHHOM peyd B npoijecce JTMUHON U NPodeccoHa/IbHOM KOMMYHHUKaL[UN

1) Ucnonb3yeT nH(popMauoHHO -KOMMYHUKATHBHbIE PeCypChbl U TEXHOJIOTHH NPHU MOUCKe
Heo0xoauMoi nHpopManuu B MpoLecce pelieHUs CTAaHJaPTHBIX KOMMYHMKAaTHBHBIX 33/1a4 Ha
rocyAapcTBeHHOM si3biIKe Poccuiickon ®@eaepanuu

Pe3yibTaThl 00yueHus (yMeHUs M 3HAHHUSI), COOTHECEHHbIE C HHANKATOPaMH J0CTH)XeHHUs
KOMIeTeHI[UN

3HaTh: pa3uuHbie GOPMbI, BUZbI YCTHOM U MHMCEMEHHOU MpodecCroHaTLHOM U aka/leMUdeCcKoi
KOMMYHUKAIUU Ha THOCTPAHHOM $I3bIKe; a/IoTHYecKre U MOHOJIOTHYeckre (popMbl KOMMYHUKAIUU
1 UX 0COOEHHOCTH; TIPHeMbI TEXHUKH UTeHUS

YMeThb: UCII0Mb30BaTh CTUTMCTUUECKHEe, TPaMMaTUUeCK1e U CJIOBapHble TEXHOIOTMM OopMIeHHeM Ha
TTMCbMeE U B YCTHOM peuu pe3y/ibTaToB NMpodeCcCHOHaTbHO-/IeI0BOT0 OOIIeHUs; 3a/laBaTh M OTBeUYaTh Ha
BOTIPOCHI TIPH TUAJIOTUUECKOM criocobe oOITieHus /1S aKaJleMAYeCcKoro v IMpodecCroHaTbHOTO
B3aWMO/IeUCTBUS

TunoBbie KOHTPO/IbHBbIE 3a/[aHUA
3ajjaHue
Critical Thinking Question

Explain how changing demographics and increasing diversity have had an impact on the organization
in which you are working or one in which you have worked.

2) Bejer Je/10ByI0 IIepPeNnuCKYy, YYUTHIBas 0CO0EHHOCTH 0()HIIA/IHHO A/I0BOT0 CTHJ/ISA H PeYeBOro
ITHKETA

Pe3y1’leaTbI Oﬁy‘—IEHl/IH (YMEHI/IH H 3HaHI/IH), COOTHECE€HHbI€ C UHAUKATOPAMH A0CTHXXEHUSA
KOMIIeTEeHIIUHN
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3HaTh: ohopMeHye Mpe/icTaB/ieHus MPo(eCcCUOHaTBHON U UCCTe[j0BaTeIbCKOM /1esiTe/IbHOCTH B
YCTHOM U MMCbMEeHHOM (popMe; BU/IbI MMCbMEHHBIX TEKCTOB, B TOM UKCJ/Ie [IeJIOBbIX MTUCEM, U YCTHBIX
BBICTYIJIEHUN

YMeTb: a/leKBaTHO UCTIO/Ib30BaTh SI3bIKOBbIE HOPMbI TIPO(eCCHOHATBHO-/Ie/IOBOTO O0IIeHUs B
MTUCBbMEHHOW ¥ YCTHOM KOMMYHHKAI[WH; TI0/Tb30BaThCS OOIIENPUHATHIMU (hopMaMU TIpodheCcCHoHaTbHO-
JIeJIOBOTO OOIIeHUs U TIOHUMAaTh WX aHA/IM3UPOBaTh MPOo(deCcCHoHaTbHO 3HaUMMBbIe BOTIPOCHI

Tunonblie KOHTPOJ/IbHBIE 3ddHUA

3ajjaHue

Write a formal e-mail to your colleague confirming your participation at the conference.

3) Bepiet iesi0BBIe eperoBopbl Ha roCcyAapCTBeHHOM s3biKe Poccuiickon ®Deepanumn
Pe3ynibTaThbl 00yyeHUs (yMeHHS ¥ 3HAHKS), COOTHECEHHbIe C HHAMKATOPAMHU JA0CTHIKEHHUS
KOMIIeTeHI[UM

3HaTh: ME>KIYHAPOAHbIE U OTeUeCTBeHHbIe TPeOOBaHUS K COZEeP>KaHUI0 M OOPMIIEHHIO
MCCrIeJ0BaTeIbCKOM paboThl; CTPYKTYPY Mpe3eHTalUH U CTaTby Ha NPOdeCcCHOHaIbHO-/e/IOBYI0 TEMY

YMeTh: KPaTKO M3/1arath MPOYUTAHHOE; UCII0/Ib30BAaTh TEXHUKY TIPe3eHTalUi UCCIe0BaTe IbCKOM
JeITe/TIbHOCTH; TIPUMEHSITh TEPMUHOJIOTHIO B TIpe/iesiax MpodeccoHalbHO-/Ie/I0BOH TeMaTUKH
o01rIeHUs

TunoBbie KOHTPOJ/IbHBIE 3adHUA

3 agaH ve 1

Choose a culture that you represent — Chinese, Americans, Russians, Japanese, Latin Americans.
Prepare for negotiations with your foreign partners. Work out a strategy that you are going to use and
stick to it.

3agaHue 2

HalitTu u mipodecTh cTaThi0 (MHTEPHET-PECYPC), OCBAIIAIOLIYI0 TIOC/e[HUe TeHAeHIMU Ou3Hec-
TIePeroBOPOB KPYITHBIX MeXKAyHAPO/JHBIX KOMIIAaHUN. YKa3aTb 0COOEHHOCTH.

4) Vicnioib3yeT JIeKCUKO-TPaMMaTHYeCKHe U CTUWIMCTHYECKHE Pecypchbl Ha rocy/JapCTBeHHOM
si3bike Poccuiickoit @ejepanii B 3aBMCUMOCTH OT peliaeM0Oil KOMMYHUKATUBHOM, B TOM UM CIe
npogeccuoHa/ILHOM, 3a/ja4M.

Pe3yibTaThl 00yueHus (yMeHUs M 3HAHHUSI), COOTHECEHHbIE C HHANKATOPaMH J0CTH)XeHHUs
KOMIeTeHI[UH
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3HaTh: MpaBWJIa PeUeBOro MOBe/[eHNs B MPO(heCcCHOHaTLHO-/1e/I0BOM OOIIIeHUH; S3bIKOBbIe TIPHEMBI
CerMeHTal|MM BbICKa3bIBaHUsI; IPMEMaMU BeJleHUs IMCKYCCHY U TIpe/iCTaB/IeHUs] Pa3/InYHbIX TOUEeK
3peHusi Ha 00CY’KaeMyI0 TeMy; TUITbl aHHOTALWi; TIPUEMBI HAITMCAHUS HAyYHBIX CTaTel

YMeTb: CTPYKTypHPOBaTh MPe3eHTal[|UI0 UK CTAaThI0 C pe3y/ibTaTaMH UCC/Ie0BaHus -110[0MpaTh 1
BbI/Ie/ISITh TEDMUHOJIOTUYECKYI0 OCHOBY M3/I0’KEHUS MCC/Ie[IOBAHUST; COCTABJISATh aHHOTALMIO
WCC/Ie[JOBaHUSI; KPAaTKO M3/araTh Co/lepyKaHre CreliaabHbIX cTaTeld; 0(pOPMUTHL CBOIO TOUKY 3PEHUS O
TIPOYUTAHHOM JIUTEpaType Y MOHATh UYXKYH0

Tunonblie KOHTPOJIbHBIE 3d/ldHUA

3aganue 1

Prepare a 1-2-minute pitch presenting your potential product. Do your best to convince investors to
trust your idea.

3agaHue 2

Make a presentation providing information on cultural peculiarities of a chosen culture. 10 slides, 8-10
minutes.

YK-3 Cnnoco6HOCTh NPUMEHATH 3HAaHUS HHOCTPAHHOTO fI3bIKAa HA YPOBHE, /J0CTaTOYHOM /AJIA
MEX/TUYHOCTHOT0 00IeHusI, y4eOHO 1 Mpo()eCcCHOHA/TBHOM JIeATe/TbHOCTH

1) Ucno/ib3yeT MHOCTPAHHBIN A3BIK B ME&XX/THYHOCTHOM 001[eHUH U NPodecCHoHATBHOM
JAeATeIbHOCTH, BHIOHPas COOTBEeTCTBYHIIe BepOa/ibHbIe H HeBepOa/ibHbIe CPeJCTBa
KOMMYHHKaLUU

Pe3yibTaThl 00yueHus (yMeHUs M 3HAHHUSI), COOTHECEHHbIE C HHANKATOPaMH J0CTH)XeHHUs
KOMIeTeHI[UH

3HaTh: 3HAUEHUS JIEKCUUECKUX eIMHUL], UCII0/Ib3yEeMbIX TIPH OOIEHUU B ME>KTUUHOCTHOH U
obuenpogeccroHansHOM cdepe AesTeTbHOCTH Ha THOCTPAHHOM SI3bIKe; JIEKCUKO-IPaMMaTHUeCKUe
0C0OEHHOCTH OOITeHHST B MEXKITMYHOCTHOM M TTPOGeCCHOHAIbHOM KOHTEKCTe; rpaMMaTUUeCKHe
CTPYKTYPbI MHOCTPAHHOTO $13bIKa, KOTOPbIE UCTIOJIB3YIOTCSI B YCTHOM M TMCBMEHHOM MEK/TMYHOCTHOM
1 ob1iernpodeccroHabLHOM OOIIIeHUH.

YmeTh: BbIOMpaTh BepOasibHbIe M HeBepOabHbIe CPe/ICTBa KOMMYHHUKALIMH, COOTBETCTBYHOLIHE
CUTYaL MEKTMIHOCTHOTO U TIPO(eCCHOHANMBHOTO 001eH s

TunoBbie KOHTPOJIbHBbIE 3aiaHUSA
3aganue 1

IleMOHCTPHpPOBaHME HABBLIKOB 00II[eHUsT B TIPOGeCCHOHATBbHOM cpejie - pojieBast Urpa.
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Work in pairs/groups of three people. Demonstrate the following principles of successful intercultural
communication by adding examples, playing different roles:

» Show your willingness to meet others at least halfway by learning a few phrases in their language.
 Adapt your behaviour, and don’t always expect others to adapt to you

* Check your understanding and that of others

* Don’t be afraid to apologise

* Reflect on your experience

3agaHue 2

O6cyx/eHre B rapax /i/isi oOMeHa OIbITOM.

Imagine you are an experienced manager consulting graduates at the vacancy fair where you were
invited as a professional adviser. Explain the following:

» What should you expect and what not from working in an economic industry;
» The necessary qualities to be successful and enjoy working in this sphere;

« Different types of jobs in this sphere and the possibilities they provide.
3aganue 3

[MogrotoBuThcst K Auckyccun mo ripobsieme Cultural Difference. O6o3Haunth Hanboree Ba)KHbIE
0C00EHHOCTH ME>KITMYHOCTHOTO OOIIIeHUs] B MEXKAYHAPOAHOU KOMITaHUH.

2) Peann3yeTr Ha HHOCTPAHHOM si3bIKe KOMMYHUKATHBHbIe HAMepeHHUs] YCTHO U MMCBMEHHO,
HCIIO0/Ib3ys1 COBpeMeHHbIe HH()OPMaI[HOHHO-KOMMYHUKATUBHbIE

TeXHO0J/IOTUHN

Pe3yibTaThl 00yueHus (YMeHUs M 3HAHHUS), COOTHECEHHbIE C HHANKATOPaMH J0CT)KEeHHUs
KOMIeTeHI[UH

3HaTb: 0c0OeHHOCTH O0IIeHHsT HA UHOCTPAHHOM $I3bIKe; YCTOWYMBLIE JIEKCHUeCKHe MapKephbl
yCIelTHOW KOMMYHHKAI[|H, HallpaB/IeHHOM Ha JOCTH)KeHHs] KOHKPeTHBIX Iiesiell; (hoHeTUUeCcKyro 6a3y
WHOCTPAHHOTO $13bIKa; FPaMMaTU4YeCKe CTPYKTYPbl HHOCTPAHHOTO SI3bIKa, KOTOPbIe UCTIONB3YIOTCS B
YCTHOM Y IMCbMEHHOM MeKTMYHOCTHOM U 0011ierpodecCoHaIbHOM OOIIeHUH.
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YMeTb: NpUMeHSTh JIeKCUKO-TPaMMaTHUeCKHe HaBbIKK YCTHOTO OOIeHrsT U MMChMa Ha MHOCTPaHHOM
sI3bIKe; U3BJIeKaTh UH(OPMALIUIO MPY BOCTIPUSTUM Ha C/TYX MOHOJIOTUYECKUX U JUAIOTUUECKUX
BbICKA3bIBaHWIM HAa MHOCTPAHHOM $13bIKe B COOTBETCTBUM C KOHKPETHOU 3aZlaueid, Kak Mpu
HeroCpeiICTBEHHOM OOITIEHUH, TaK U B ayIU0/BH/I€03aITHCH.

TunoBbie KOHTPOJIbHBbIE 3d/ldHUA

3agaHue

While it is important to be aware of and sensitive to cultural differences when conducting business
internationally, the principles of transparency, trust, and partnership are universal. To what extent do
you agree?

Search information on the internet. In groups, discuss pros and cons of cultural differences in business.
Then present a summary of your group’s ideas to the class in the form of a PP or Prezi presentation.

3) Mcnosib3yeT mpueMbl Iy0/TMYHON peuH U /1e10BOro 1 npogeccHoHa/IbHOr0 JUCKYypCca Ha
HHOCTPAHHOM fI3BIKE.

Pe3yanaTBI 06yqe1-ma (yMEHI/IH H 3HaHI/IH), COOTHECE€HHbIC€ C THAUKATOPAMH JOCTHXKEHUA
KOMIIEeTeHIIUHN

3HaTh: CTUIN YCTHOﬁ peur Ha THOCTPAHHOM A3bIKe, NCII0J/Ib3yeMble IMPpU Hy6J'II/ILIHOM BBICTYTI/IEHHWH,
IpaBu/a MMOAroTOBKU U CITOCOOBI npeacTaB/I€HMA BBICTYIIVIEHUSA.

YMeTb: pUMeHsTh 3HaHUSI 0 0COOEHHOCTSX MyOIMUHON peur B IpodeCCUOHATFHOM KOHTEKCTE;
COCTaBJISITh T/IaHa ZIOK/Ia/la ¥ Mpe3eHTal[|ik; COCTaB/ISTh Te3UCOB YCTHOTO COOOIIeHUsT WK JOK/Ia/a.

TunoBblie KOHTPOJ/IbHBIE 3ddHUA

3aganue 1

W3yunte WHTEpHET-peCYpChbl, TIpeJJIOKeHHbIe TIperioJjaBaTesieM, W BblOepuTe HH(MOPMALIMIO,
HE0OXOAUMYIO ZIJI1 MOHOJIOTa-Pa3MBbIIIIJIEHHsI O POJIM MeXAyHapOoJHOH TOPrOB/M WU MeXAyHapOoJHOH
CrieLiMa/iv3aliiu B YCJIOBUSIX T7100a/TM30BaHHOM SKOHOMUKH.

3azianue 2

[ToATOTOBUTH TIPE3€HTALIMIO TI0 OHOW U3 0003HAUEHHBIX TEM, YUeCTh BCe 0COOEHHOCTH TIOATrOTOBKU K
BBICTYIIJIEHUIO Tiepe]] ayAuTopureli (KoH(epeH1usi, BHYTPU KOMITaHWH).

3aganue 3

CocTaBuTh NaH MMOATrOTOBKHU K YCTHOMY BBICTYIUIEHUIO. HpO'ZLYMaTb M YKd3dTb IIYTHU pa3pelIeHurst
BO3MOYKHBIX OC/I0)KHEHUH IPH BBICTYTIJIEHHH.
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4) AEMOHCTPI/IPYET BJ/idaiéeHrue OCHOBaMH aKHAEMHqECKOﬁ KOMMYHHUKAIIUU U PeY€e€BOro >TUHKeETa
H3yd4aeMOoro HHOCTpAHHOI'0 fAi3bIKAa.

Pe3yanaTbI Oﬁy‘—IEHl/IH (yMEHI/IH H 3HaHI/IH), COOTHECE€HHbI€ C UHAUKATOPAMM A0CTHXXE€HUA
KOMIIeTeHI|UU

3HaTh: NpaBU/Ia PeUEBOT0 ITHKETa B 3aBUCUMOCTH OT KOHTEKCTa 0011ieHrs1, 0COO€HHOCTH KYJ/bTYP,
CTW/IU YCTHOM peuu (pa3roBOPHbIN, [1e/TI0BOM).

YMeThb: BBICTPAUBATh YCTHYIO (MOHOIOTMUECKYIO U IMA/IOTUUeCKYI0) peub Ha MHOCTPAHHOM SI3bIKe B
ME>KTUUHOCTHOM OOIIEHUH U TIPOGeCCHOHATBHOM 1eSITeTbHOCTH B COOTBETCTBUU C KOMMYHHUKAaTUBHOMN
3a/laueit

TunoBble KOHTPOJ/IbHbIE 3a]dHUA

3aganue 1

Co3panve obyuaroreil mpe3eHTal[y C UCToIb30BaHueM rpadukoB “The comparison of revenues and
costs of the company and the ways to improve the situation in economy of a certain destination”.

3aganue 2
OO6cy>xaieHre CUTyalliu B Mapax WK rpyTmax:

Imagine that your friend is going to attend an interview for the position of a quality manager. He asks
you for a piece of advice, as you have been working in this sphere for some years.

* Give a brief description of these duties: quality check;
* Note the positive and negative points of this position;
* Give examples of different cases that are implied in this job.

Define different features of products that can be changed for improving the results of a company.

5) I'pamoTHO U 3¢ (peKTUBHO M0/1b3yeTCsl HHOA3BIYHBIMU HCTOUHMKAMHU HHGOpMaLiu.

Pe3ynbTarhl 00yyeHns (yMeHHsI U 3HaHHSA), COOTHECEHHbIe ¢ HHAUKATOPAMH JAOCTIDKeHHS
KOMIIeTeHI[UH

3HaTh: MMpaBWJ/ia YT€HHA Ha MHOCTPAHHOM SA3bIKE, TPaMMdTHYe€CKHE CTPDYKTYPbI MHOCTPAHHOI'O A3bIK4,

KOTOPbIE€ UCITIOJ/Ib3YIOTCA B MHOA3BIYHBIX HCTOYHHUKAX I/IH(bOpMaL[I/II/I.

YMeTtb: u3BekaTh UHPOPMALUIO TIPY UYTeHWH HAayYHOW 1 CTIPaBOYHOM JIUTepaTypbl HA UHOCTPAHHOM
sI3bIKe B COOTBETCTBHUH C TMIOCTaBIEHHOM 11e/1bI0; UCIT0J/Ib30BaTh CPeICTBA MAaCCOBOM KOMMYHHKALIWH,
VHTepHeT-pecypchl B MOMCKe WH(MOPMAI|K, HAa PYCCKOM Y MIHOCTPAHHOM sI3bIKe, HEOOXOJUMOH /1/1st
pelilieHUs1 yueOHOM 3a7jaum.
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Tunonblie KOHTPOJIbHBIE 3d/ldHUA

3aganue 1

HaiiTu ¥ mpoc/iyliaTh WHTEPBBIO CIleljiasucTa B obsactu (uHaHCOB. [laTh KpaTKoe pe3loMe I10
YCIIBIIIAaHHOM UH(OPMaLUU.

3agaHue 2

HaiiTu u mipodecTb cTaThi0 (MHTEpPHeT-pecypcC), OCBAIIAIOLIYI0 TOC/AeJHUe TeHJeHMd Ou3sHec-
TIeperoBOPOB KPYITHBIX MeXX/IyHapO/IHBIX KOMITaHWH. YKa3aTh 0COOeHHOCTH .

3aganue 3

Search for the following keywords on the Internet to find further information about one of these items
and report on your findings:

cultural shock; cultural divergence; corporate social responsibility; developing and transition
economies expand abroad; multinational companies. Name the key resources, journals, sites where you
can find the latest news on tourism today.

3agaHue 4

Write a review on an economic article, devoted to current situation or trends in economy.

6) IIpoayiupyeT Ha MHOCTPAHHOM fI3bIKe MHCbMEeHHbIe peyeBble IPOU3Be/JeHNsI B COOTBETCTBUH
C KOMMYHHKATHBHOM 3a/iauel

Pe3yibTaThl 00yueHus (yMeHUs M 3HAHHUSI), COOTHECEHHbIE C HHANKATOPaMH J0CTH)XeHHUs
KOMIeTeHI[UH

3HaTth: npaBuia opdorpaduu, paBUia MOCTPOEHUSI MMCbMEHHOTO BbICKa3bIBaHUSI B COOTBETCTBUU C
MOCTaB/IeHHOW KOMMYHUKATHBHOM 3a/iauel.

Ymetb: paboTath CO C/I0BapsIMU Ha PyCCKOM Y MHOCTPAHHOM SI3bIKe; COCTAaBJIATh I/IaH TMCbMEHHOT 0
BBICKA3bIBaHUSI; BEIOMPATD JIEKCUUECKUX eJUHHUL] U TPAMMaTHYeCKUX KOHCTPYKLIWH, TTOAXOSIINX
CTW/IO MMCbMEHHOT0 BbICKAa3bIBaHUSI.

TunoBble KOHTPOJIbHbIE 3a/JaHUA

3aganue 1

Prepare an example of a CV and a cover letter, according to all the rules of formal writing.
3agaHue 2

Hate orpenenenve Minutes / PaccMoTpeTs 0COOEHHOCTH COCTaBJ/IeHUsI JAHHOTO JOKYMEHTa U ero
Ba)XHOCTb TIPU TIPOBE/IEHUM COBEIL]aHMS.
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3aganue 3

CoCTaBUTh U HaMKCaTh OT3bIB O Mpe3eHTal[iH, COCTAaBJIeHHOW KOJIJIErOl. YKa3aTh CH/IbHbIE U Cjlabble
CTOPOHHI . /IaTh CBOM peKOMeHAALIWH .

3agaHue 4

Write a formal e-mail to your colleague abroad confirming the meeting you’ve agreed about (120-140
words):

- thanking for his/her e-mail;

- expressing interest in the meeting;

- accepting the invitation to attend his/her site;
- saying that the dates are suitable for you;

- suggesting some mutual activities that may be interesting in this colleague’s city.

IIpumepbl NPAKMUKO-0pUEHMUPOGAHHDIX 3a0aHull
[Tpumep Kketica
Visitors from China .

Background: Toyworld is a profitable toy retailer based in Seattle, US, with subsidiaries in over
30 countries. Toyworld buys its products from suppliers all over the world. Mr. Lee Chung,
head of a toy manufacturing firm based in Guangdong, China, is going to visit the Toyworld
subsidiary in your country. Mr. Chung will be accompanied by his Export Manager, John
Wong. The purpose of the visit is to get to know Toyworld’s management better and learn
more about the company. He may set up a joint venture with Toyworld if he has confidence in
them and considers them to be a suitable partner. This is Mr. Chung and Mr. Wong’s first visit
to your company, and to your country.

Here is the e-mail about Mr. Chung and Mr. Wong’s first visit to the company.

To... Manager, Public Relations
From... Chief Executive
Subject: Mr. Lee Chung’s visit Date — 20 June

Mr. Lee Chung and Mr. John Wong will arrive at 3 a.m. on Monday 20 June and leave on
Thursday 23 June. When you prepare the draft programme, please schedule a meeting (morning
or afternoon) during which we can discuss our business plans with Mr. Chung and Mr. Wong.
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Also, make sure that our visitors have opportunities to meet our stuff and gain a complete
understanding of our business. The visitors will expect to have some basic information about
Toyworld and to be offered activities, which give them an understanding of the company.
Please also arrange some social and cultural activities during their stay. Above all, we do not
want to make any cultural mistakes during the visit. We want Mr. Chung and Mr. Wong to
leave with an excellent impression of our company and the way we treat foreign visitors. To
help you plan the visit please could you attend the talk by Catherine Eng (an expert on Chinese
business culture).

KEY QUESTIONS FOR THE PLANNING COMMITTEE

o Where will the visitors stay?

0 Who will meet them?

o What transport will be used?

o What arrangements should be made for meals?

o When will the business meeting take place?

o What topics would be suitable for discussion at meals?

o How will the visitors be entertained? Trips? Special events?
o What gifts would be suitable? When and how should they be given?
o Should there be local press and television coverage?

o Is it necessary to provide an interpreter?

o Any other ideas to develop a good relation.

Task 1 You are members of the planning committee for Mr. Chung’s visit. Read the email, key
questions for the planning committee.

Task 2 Plan a draft programme in small groups.

Task 3 Compare your ideas with the rest of the class and produce the final programme.

[Tpumep poJieBO UTPbI
Role - play 1

Hold a meeting with the employee and the manager.
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Role 1 The employee You have an MA in engineering. You have been in this job for two years. You
feel that your manager is a control freak who always goes by the book. It seems to you that you are
more competent in engineering and can suggest changes to procedures to make the work of the
department more effective. Your initiative is not appreciated. You have been thinking of moving to
another company.

Role 2 The manager You are concerned about productivity and behavior of one of your employees.
It’s a young graduate, with an MA in engineering. There were no problems during the first year, but
recently started suggesting changes to procedures, though it is not his responsibility. When I
explained it to him\her, he\she began disregarding the procedures and encouraged others to do the
same. He\she refuses to follow instructions, uses foul language, does not accept criticism. Your
department is currently completing an important project, this conflict may lead to deadline
disruption.

Role 3 The HR director One of the managers have informed you about their concerns about an
employee. Your company uses a people-oriented approach. You are proud of your country-club
management style. However, when you interviewed that employee, he\she complained about the
manager. Arrange a meeting to discuss your concerns.

Role-play 2
Internal Negotiation

“You are a team member. The other role player is your manager. You have worked for this
company for 4 years, having worked for your Manager for the last 2 years. The work is very
enjoyable however you get very little development time from the boss, and you are very keen
to get on. The manager does the annual appraisal every February with you. Lots of promises
are made, however nothing seems to get done. There’s always an excuse.

Samantha, who does a similar job for a different boss, always seems to get plenty of time with
him — reviewing performance, action planning, different projects, extra responsibility.
She’s even spent some time in another part of the organisation for a couple of weeks on
secondment.

You are determined to tackle your manager about this. An opportunity has just cropped up to
sit down with him/ her. Your task is to influence your manager to give you more time to
develop you. Make sure you get a firm commitment such as the first ‘coaching’ session put in
the diary.”

Retrieved from : https :// www . assessme

ITpumepHble 6onpocbl 0151 N0020MOBKU K 3K3aMeHY
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OK3aMeH C/Iy>KAT  (GOpMOM  TIPOBEPKM  OCBOEHHs  OOydalolMMHCS  KOMIIEeTEeHIUH,
TIpelyCMOTPEHHBIX paboueii MporpaMmoi JUCIUTIAHBI.

UtoroBasi cymma 0asioB, monydyeHHass oOyuvaroliUMcsi Ha 5K3aMeHe U TI0 pe3yJbTaTaM
TeKyIllero KOHTDOJIsI YCIIeBaeMOCTH B CeMecTpe, mpeoOpasyeTcsi B CIeAYIOIIYI0 CUCTEMY

OLIeHOK:

86 -100 OTJTMYHO

70- 85 XOPOIIOo

50 -69 YZ,0BJIETBOPUTE/ILHO
49 ¥ MeHbIIIe HeY/I0B/IETBOPUTEILHO

CrtpykTypa 5K3aMeHa

V cemecTp, 3K3aMeH

IMTucemenHas yactb — 30 0as/IoB;

1. AyaupoBaHue: Mpoc/yllivBaHUe ay[Auo TeKCTa Ha MHOCTPaHHOM si3bIKe TI0 TeMaTHKe Kypca U
BBLITIOJTHEHHE 3aJJaHUM Ha TIOHUMaHue — 5 6asioB

2. JIeKCMKO-TpaMMaTriyeckuii Tect — 15 6asios

3. BrinosiHeHWe MMCbMEHHOT0 3aIaHUs 110 TeMaTHKe Kypca: HamvcaHue Ae10Boro nucbma — 10
OasiyioB

YcrtHag yacts - 30 6as/ioB:

[TpakTHKO-OpHEeHTHUPOBAHHOE 3aflaHue: pellieHre Kekica Wid poJieBasi Urpa.

ITpuMep 3K3amMeHallMOHHOTO OuieTa
1. BbIrosiHUTe MMCbMEHHYIO 9K3aMeHal[MoHHY 0 paboTy. (30 6aioB)

2. TIpakTHKO-OPHEeHTHPOBAHHOE 3a/laHKe: pPellleHre Kekica Wiv posieBast urpa (25 6asnos).
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3. OTBeTbTe Ha BOIIPOCHI 5K3aMeHaTopa I10 Mpe/ICTaB/IeHHOM poJieBoM urpe/keticy (5 6aios )

[IprmepHble 3aaHusA
Listening

Task 1. Listen to Professor Scott Moeller, Director of the Mergers & Acquisitions Research
Centre at Cass Business School. Choose the correct letter, A, B, or C.

According to Scott Moeller one of the reasons of M&A failures is

A. alack of planning for the post-merger integration period

B. diversification

C. assumptions of potential fit

2. Many acquisitions fail because due diligence on the target company
A. focuses on financial records

B. tends to be done too quickly

C. considers risk tolerance

3. Planning for the post-merger integration period is necessary ______
A. as the customer databases have to be put together

B. acquisition steps should be defined

C. to go on to some other strategic initiative

4. Integration planning among other things determines

A. the new management and corporate culture

B. the potential competitor database

C. the importance of due diligence

5. Scott Moeller believes that to ensure the successful integration one must
A. examine the gap in the market

B. provide new top line revenue
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C. determine the speed of the acquisition

6. Sometimes managers should keep the newly acquired company separate for a period of time

A. to go on to the next deal.

B. to understand that company better.

C. to focus on due diligence.

7. Bank of New York made a hostile attempt to overtake Mellon Bank in

A. 2007

B. 2001

C. 1999

8. The merger between Bank of New York and Mellon Bank was successful, because ____.
A. they didn’t have any potential problem

B. they identified potential problems very early and worked through those showstoppers
C. Bank of New York made a hostile takeover

9. Bank of New York and Mellon Bank put together a team from both sides __
A. to work through the showstoppers

B. to stop the merger

C. concealing the identity of top managers

10. The CEO and Chairman of the company took a very publicrolein

A. highlighting the challenges.

B. identifying what the company was going to do after the acquisition.

C. announcing their ambitious plans

Reading

Task 2. Read the text and choose the correct option.

Mirroring body language is a way to bond and to build understanding. It is a powerful tool that
we use instinctively without even being aware of it. The most obvious forms of mirroring are
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yawning and smiling. When you see someone yawn, or even if you just read the word “yawn”,
you are likely to yawn immediately or during the next 30 seconds. Smiling is also contagious —
seeing a smiling person makes you want to smile too, and as a result, you will feel better, even
if you were not feeling particularly happy in the beginning.

According to some scientists, there is a neuron that affects the part of the brain that is
responsible for the recognition of faces and facial expressions. This neuron causes the
‘mirroring’ reaction when you see smiling or frowning faces. In other words, it causes you to
copy facial expressions that you see on others. Mirroring body language is a non-verbal way to
say, ‘I am like you, I feel the same’. The synchronicity of the crowd at the rock concerts and
parades gives a secure feeling of belonging to each participant.

Research shows that people who experience the same emotions are likely to experience mutual
trust, connection, and understanding. They will also begin to match facial expressions and body
language. In other words, they will subconsciously mirror each other.

When people say that the vibes are right around a particular person, they refer to mirroring and
synchronous behavior that they are not consciously aware of. And this is the reason why
playing background music during a romantic date is such an effective tool — it brings the two
people to the same wave-length.

It is worth mentioning that if you intentionally assume a specific body position that is
characteristic to a particular emotional state, you will start to experience the feelings connected
with this state. A good example of this is feeling happy after forcing yourself to smile. Also, if
you assume a body language position that displays confidence, you will start feeling confident,
even if you didn’t feel so initially.

One example of confident body language is the Steeple gesture — a gesture commonly used by
a seated person during a conversation, where fingertips of both hands are connected and
pressed against each other. If you do this, you will notice that you start feeling more confident
about what you say.

This is the reason why mirroring body language makes people feel understood. When people
see you mirroring them, they get a message that you feel what they feel. Many women have the
natural ability to pick up and interpret body signals. Therefore, it is not surprising that a woman
is more likely to mirror another woman than a man is to mirror another man. Quite often,
women imitate each other’s body language and facial expressions to the point that it may seem
that the situations or events they are talking about are happening to both of them.

1) If another person is smiling, you will also want to smile ...

A. if you are in a good mood.
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B. even despite feeling sad.

C. when you are satisfied.

2) A specific neuron leads to copying other people’s body language ...
A. to match what other people are thinking about.

B. which is done intentionally through words.

C. to non-verbally create a sense of understanding.

3) If you get a good vibe from someone, it actually happens because ...
A. you both like the same things and share common interests.

B. unconsciously you’ve ‘synchronized’ with this person.

C. he/she is sitting in the same position as you.

4) Choosing a specific position or gesture helps to ...

A. be happy and confident.

B. create a corresponding emotion.

C. start feeling worse.

5) It is assumed that women are ... when it comes to understanding body language.
A. more intuitive

B. not so efficient

C. surprisingly bad

Lexis and Grammar

Task 3. Choose the correct option to complete each sentence.

1. When entering a foreign market, it is important for companies to make ... to their core
business model.

a) adaptations b) adjustments c) refinements d) amendments

2. Leaders in Asian countries put a lot of emphasis on maintaining group ... and avoiding open
disagreement.
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a) behaviour b) misunderstandings c) harmony d) decisions

3. Large companies in Japan need to show a strong sense of ... because of their important role
in the community.

a) customer loyalties b) social awareness c) social responsibility d) employee awareness
4. The decision-making process in Japan is based on ... consent-everyone must agree.
a) commendable b) unanimous c) meticulous d) critical

5. Reaching ... is an important aspect of Dutch and Swedish business culture. Everyone needs
to be consulted before a decision is reached.

a) decisions b) support c)argument d) consensus
Task 4. Choose the one word or phrase that best grammatically completes the sentence.
1. How many times has she applied ... this job?

A.in

B. at

C.to

D. for

2.1fI ... ajob, I think I would take it.

A. am offered

B. had offered

C. were offered

D. had offered

3. I am trying to fill out my CV, but ... it’ll take me ... day.
A. I am thinking ... a whole

B. I think ... the whole

C. I think ... the all

D. I am thinking ... all the

4. The engineers ... the scheme at the meeting the whole day.
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A. discussing

B. discussed

C. were discussing

D. discusses

5. The managers made quite a number of promises before the meeting, but ... .
A. kept either

B. been keeping no promise

C. haven’t kept none

D. was keeping neither

Writing

You are unhappy about the corporate culture of your company. Write an email to the Managing
Director. Write about:

* the problems

* how to improve the situation?

* who should be involved

+ and any other points you think are important.

Write about 200 -250 words .
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8. IlepeueHb OCHOBHOM ¥ [IOMO/JTHUTEJbHOW Yy4eOHOM JIMATEpPATYpPhbI,
He00X0/JUMOi1 /I/If 0CBOEHHUS ANCHMILIMHbBI

HopmamueHble npagogble aKmbl:
HopmaTuBHBIE aKTbI

®enepanbHbli 3akoH OT 29.12.2012 No0273-®3 «O6 obpa3oBanuu B Poccuiickoit
denepaliin»

OcHogeHas iumepamypa:

1. Ps3aniieBa, M.B. OcHOBBI e/i0BOM U TyOMuHONM KoMMyHuKalui. Y. 1 = Bases of
business and public communication. P. 1 [9nekTpoHHBIi pecypc] : yuebHoe mocobue Ha
aHryiuiickoM s3eike / M.B. PsasanueBa ; ®unyHuBepcuteT, Kad. "YmnpaprieHue
TIePCOHAJIOM M TICUXO/0TrHs" DeKTPOHHbBIe TeKCTOBLIe AaHHBIe (1 daiin: 966 K6) M. :
CBU®DT, 2018 TonbKo 3/1eKTPOHHBIM pecypc; JocTym mo naposto u3 cetu MHTepHeT
(ureHue, meuvatb, KormupoBaHue) http://elib.fa.ru/fbook/ryazantceva_64077.pdf ISBN
978-5-4362-0057-6. [BUK ID: RU\FA\books\64077]

2. Kmumosa, .M. [JenoBoit aHrmmicKuii si3biK : Yuebnuk / WU.M. Knumosa, A.FO.
[Mupokux, I.I'. BackbueBa OnekTpoH. AaH. MockBa : KHoPyc, 2022 273 c. Pexxum
pocryna: book.ru Internet access https://book.ru/book/943095 ISBN 978-5-406-09416-
7. [BUK ID: RU\bookru\bibl\943095]

3. lanbuyk, Jlapuca MuxaiioBHa ['paMMaTWKa  aHIJIMKMCKOTO  SI3bIKa:
KoMMYyHUKaTUBHbIM Kypc = 5D English Grammar in Charts, Exercises, Film-based
Tasks,Texts and Tests : Yue6Hoe mocobue / HoBocubGUpCKuii rocyAapCTBeHHBIN
YHHUBEPCUTET 3KOHOMUKHU U yripaBieHusi 1 Mocksa : By3oBckuii yuebuuk, 2024 439 c.
( Boicmiee obpa3oBanve ) BO - BakanaBpwar https://znanium.ru/catalog/document?
1d=439930 ISBN 978-5-9558-0520-7 ISBN 978-5-16-105058-3 ( 3nekTp. u3zaHue )
ISBN 978-5-16-012203-8 ( ISBN cousgatens ) . [BMK ID: RU\infra-m\znanium\bibl\
2129117]

JonoanumenbHas cumepamypa:
1. IlpommHa, 308 MeXKy/nbTypHass KOMMYHHUKALMs: aHTJIMACKUKA S3bIK Y KYJIbTypa
HapozioB BocrouHoit A3uu : yue6HUK Ajist By30B / 3. I'. [IpoimHa. 2-e u3f., UCTIp. U A0TI
OnekTpoH. AaH. MockBa : FOpaiit, 2025 399 c¢ ( Beicmiee obpa3oBanuwe ) URL:
https://urait.ru/bcode/565610 (mata obpaierus: 01.09.2025). Pexxum pocTyta:
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OneKTpoHHO-OMOMMoTeyHass  cuctema FOpaiiT, [yia  aBTOpH3.  TO/b30BaTesei
https://urait.ru/bcode/565610 ISBN 978-5-534-12403-3 : 1939.00. [BUK ID:
RU2fURAIT2{565610]

2. Barrall, I. Business Partner. B2 : Teacher's Resource Book / I. Barrall England :
Pearson Education Limited, 2018 1 daiin (4,82 M06) [locTyn U3 /OKa/JIbHON CeTU
dunyHuBepcuteta(ureHue) (mara obparienus: 28.10.2019) ISBN 978-1-292-23720-6 +
TekcT : anekTpoHHbIN. [BUK ID: ru\fa\bookin4701]

3. Powell, M. Dynamic Presentations : Student's Book / M. Powell Cambridge :
Cambridge University Press, 2013 96 p., 1daiin, 29M6 + 2 CD ( Professional English )
OneKTpOHHAsl Bepcvs TedyaTHOW TybnmKaiuu JJocTym 1o maposito U3 cetd VHTepHeT
(urenue) http://elib.fa.ru/rbook/dynamic_presentations.pdf ISBN 978-0-521-15004-0.
[BUK ID: ru\fa\bookin2710]

4. Powell, M. International Negotiations / M. Powell Cambridge : Cambridge University
Press, 2012 112 p. + 2 CD Ha anri. s3. ISBN 978-0-521-14992-1. [BMK ID: ru\fa\
bookin2679]

9. IlepeueHb pecypcoB HH(pOpPMaLMOHHO-TEIeKOMMYHHKALIMOHHON CeTH
«AHTEepHET», He0OXOAUMBIX /I/IA OCBOEHHSI AU CIHI/THHBI
1. 7.0nektpoHHble pecypcsl BUK:

2. http://enc-dic.com/ - DnekTpoHHasi 6ub/MoTeKa (CI0BapH)

3. OnektpoHHasi Oubsuoreka @PuHaHcoBoro yHuBepcuteta (OB) http://elib.fa.ru/
(http://library.fa.ru/files/elibfa.pdf)

4. DnekTpoHHO-0Mb/moTeuHas cucrema BOOK.RU http://www.book.ru

5. DNeKTpOHHO-0MO/MMOTeUHass cucTeMa "YHuBepcuTeTckas 6Oubmioteka OHJIAMH"
http://biblioclub.ru/

6. *DneKTpoHHO-O6MOMMoTeuHast ccTeMa Znanium http://www.znanium.ru/

7. *2neKTpOHHO-6M6IMoTeuHas cucTeMa usgatensctsa «FOPAWT» https:/urait.ru/
8. *DneKTpoHHO-0MO/IMOTeYHast cucTeMa u3aTenbCTBa Jlans https://e.lanbook.com/
9. «[lenoBast oHnaliH-6ub/mMoTeka Alpina Digital http://lib.alpinadigital.ru/

10. *HayuHas s/ekTpoHHasi 6ubsmoreka eLibrary.ru http://elibrary.ru
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10. MeroauuecKue YyKa3aHHs /s O0y4alOm[UXCS 1O OCBOEHHIO
AUCLIUTLIMHBI
MeToauyeckre Marepuasbl, OMNpeesstollde MpOoLeAypbl OLIeHWBaHWS 3HAaHWW, YMEHUU U
HABBIKOB

IMpuka3 ot 23.03.2017 Ne0557/0 «O6 yTBepxaeHuu Ilosio’KeHHsT O TIPOBEJEHUM TEKYIIEro
KOHTPOJISI yCIIeBaeMOCTH W TIPOMEKYTOUHOM aTTecTald OOydarol[uXcs T0 TporpaMMam
OakanaBpyaTta ¥ MarucTparypbl B ®HUHAHCOBOM YHUBEpPCUTETe» W TIpUKa3bl (DUIHANOB I10
JaHHoMmy Bompocy. CTyaeHTaM NpU TIOATOTOBKe C/elyeT WCI0Ib30BaTh HOPMaTUBHbIE
IoKyMeHTbl PHMHAHCOBOIO0 YHUBepCUTeTa, MeToAuuecKre peKOMeH/IalluU 10 MJIaHUPOBAaHUIO U
OpraHu3alliy BHeay/JWTOPHOW CaMOCTOSITeJIbHOW paboThl CTYZEeHTOB 10 oOpa3oBaTenbHBIM
nporpaMmamM 0OakanaBpyaTa M MardcTpaTypbl B ®UHAHCOBOM YHUBEPCUTETE, YTBEPXKAEHHBIE
npukazom @uHyHuBepcuTeta oT 11.05.2021 1. Ne 1040 (cm. calt PUHAHCOBOIO
YHUBepcUTeTa: Ha I7IaBHOW CTpaHulle pa3fen «Hain yHuBepcuter»; nanee «EnuHas ipaBoBast
6a3a ®UHyHUBEpPCUTETA» ), UCITOMB30BaTh METOJUUEeCKHe peKOMeH/ al[uy Kade/Iphl.

MeTtouyeckue peKOMeHJaLiu ISt MO/ITOTOBKHU K JIUCKYCCUU
[ToBTOPUTE aKTUBHBIM TJI0CCApUiA, TPaMMaTHYeCKre KOHCTPYKLMU 110 U3yUeHHO! TeMe.

* [ToAroTOBUTL apryMeHTHMPOBaHHbIE BbICKA3bIBaHWs, MOJKPeIJIeHHbIe TIPUMepaMH U Kelicamu,
T0 MepeyHI0 BOMPOCOB, Mpe/JiaraeMbIx /sl AUCKYCCHU.

* VI3yunTh peKOMeH/J0BaHHbIe ayTeHTUUHbIe MaTepHaJIbl.
* [TomobpaTh CBOM MaTepuasIbl TI0 TeMAaTUKe BOMIPOCOB, BLIHOCUMBIX Ha 00CYKAeHue.

» COCTaBUTD TJIOCCAPUM TT0 PEKOMEH/J0BaHHBIM M COOCTBEHHBIM MaTepuanaM. [1oaroToBUTh 2
Tipe3eHTaLuM 10 TeMe JTUCKYCCUM.

* V3yuntb oguLMaNbHYIO CTaTUCTUKY U JlAaHHbIE 1o Teme, OBbITb
TOTOBBIM K apryMeHTHMPOBaHHOMY Mpe/iCTaB/IeHUI0 CBOei TOUKH 3peHusi 10 BOMPOCY.

dopma oLleHMBaHUS TPYIIOBOM AUCKYCCUH (/11 00yUaroImxcs)

(6ambl Makc. 10)

Yo
ouenuBaetcsa? | CrygeHr 1 CryneHrt 2 CrygeHrt 3 CrygeHT 4 CrygeHT 5

CootBeTcTBUE
OTKDBITO u

55



CTIpaBeZJTUBO
TIPUHSTBIM
TIpaBUIaM
Be/IeHUSI
JTUCKYCCUH
(0,5 6ansa)

YPOBEHb u
KauecTBO
JIEKCUKA  TIO
Teme
(rmoccapuu,
aKTUBHasi
JIEKCHKa,
ypoBeHb B2-
C1) (1 6amn)

rpaMMaTUYeCK
He CTPYKTYPBI
(1 6amm)

no/iieprKKa
yTBEPKIeHUM
o0BsICHeHHEeM,
MIPUYMHAMHU
(wmrocTpanus
Mmbiciet) (1
6an)

aprymeHTHpPOB
aHHOCTb
BbICKa3bIBaHU
, cuna
aprymenta (1
6an)

JIOTUYHOCT,
TI0C/IeIoBaTest
bHOCTb B
BbICKA3bIBaHU
u (1 6amn)

TIpUT/IalleHHe
OPYTUX  JIHI]
JJIsl y4acTHus B
00CyXX/IeHUH,
T.€.
KOMMYHHUKaTH
BHasl
HarpaB/IeHHOC
Tb (1 6asm)

a KTyaJIbHOCTb
TIOJITOTOBJIEHH
BIX u
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TIpe/iCTaB/IeHH
BIX
MaTepuranos (1
6asm)

aKTUBHOCTb B
muckyccun (1
Oasn)

BKJIa/] B
TIO3UTHBHYO
JUHAMUKY
00CyXKIeHus
(0,5 6ana)

TOJIEPAHTHOCT
b, OTCYTCTBHE
TIPOSIB/IEHUST
BpPaXK/[€0HOCTH
Y JIMUHOCTHBIX
Harlagok (0,5
6asia)

cobmroieHye
BPEeMeHHBIX
paMOK Kak B
00CY)XI€EHUH B

L[e/IoM, TaKk
U B
BBICTYTIJIEHHUS

X YYaCTHUKOB
B YAaCTHOCTH
(0,5 6ana)

OOBbeKThI OLIeHUBAHUS B TPYMIIOBOM AMCKYCCUU
S3LIKOBBIE 3HAHUS

* Vcnonp3oBaHWe W3yUeHHOTO SI3bIKOBOTO Marepuasia (M3y4eHHYIO JIeKCHUKY II0 TeMe,
M3yueHHble TpaMMaTHyeckhe CTPYKTYpbl, XapakKTepHble [jii YCTHOM U THUCbMEeHHOMN
ripodeccrioHaIbHO-OPUEeHTHPOBAHHON KOMMYHUKAI[HN)

KOMMYHI/IKaTI/IBHBIe 3HAHHA:
* Bricka3biBaHUS MMOAKpPeIlJIEHbI dPr'YMEHTAMU
* BbicKa3bIBaHMe JIOTUUHO BBICTPOEHO

PeueBbie YMEHUSA:
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* OCYIIIECTB/ISITh YCTHYIO PEUEBYIO /1eSITeIbHOCTb C BHIDOPOM COOTBETCTBYIOIIUX JIEKCHUECKUX
eIVHULL B OTIpe/IeNIEHHBIX /1e/IOBBIX CUTYAI[UsIX OOIIeHuUs.

* BOCTIPUHUMATD cofiep>kaHue ayTeHTUUHBIX TEKCTOB MyOIULMCTHYECKOTO
npod)eCCHOHATLHOTO OPUEHTUPOBAHHOTO YPOBHS;

KOMMYHI/IKaTI/IBHI:Ie YMEHUSI:

¢ MNIPpUHUMATb dKTUBHOE€ yUdCTHE B AUCKYCCHUHU TIO 3HAUMMOM HpO6J’IEM€, 000CHOBLIBATL CBOIO
TOUKY 3DEHM,

BrazeHue HaBbIKaMU:

* 0000111eHYs, CHUCTeMAaTHU3alUM W apryMeHTalu WHGOpMaliyd B MHUCBMEHHOW U YCTHOU
dbopmax

* BCEMHU BHJIaM{ peuyeBOM [leATe/lbHOCTM — TOBOpeHWe, CJIylllaHWe, 4YTeHue, IHCbMO B
ME>KTMYHOCTHOM U TIpo(heCcCOHaTBEHOM OO11[eHNY;

* BCEMH BH/IaMU UTEHUST (M3YUarOIIM, IPOCMOTPOBBIM, TIOMCKOBBIM);

* iepepaboTKH MpodecCcroHaTbHO-3HAUMMOM HHPOPMaIK — aHHOTHPOBAHHE;

* 3(hpeKTUBHOM KOMMYHHUKAIUH B /1€JIOBOM OOI[€eHUY Ha aHTJTMMCKOM SI3BIKE;

* BbIpa)KeHUsI CBOMX MbIC/IeM U MHEHHs B [IeJIOBOM OOITI[eHUH Ha aHTJIMMCKOM SI13bIKe;
* myOMuHOM peun (COoOIIeHNsT B paMKax Crieldain3aliii).

* Mcrionb3oBath VIHTepHET-pecypChl /7S W3BJieUeHUs] MHOSI3bIYHOM MH(OpMaliy B yueOHBIX U
Hay4HbIX L[e/IsX.

METO'Z[I/I‘-IECKI/IE PeEKOMeEHAALIUU [JI HATTUCAHUA A€/TIOBBIX 3JIEKTPOHHBIX TTMCEM
CTunb ¥ TOH 3JIEKTPOHHBIX ITMCEM MOT'YT OT/IMUATHCA B 3dBUCUMOCTHU OT KOMITaHHUHW U CTPAHBI.

,HIIH nogaep>XaHvd B IIMCbMe TMMO3MTHUBHOI'O TOHA, CHOCO6CTBy}OLL[eFO Pa3BUTHIO OTHOILIEHUH C
AeJIOBBIM IIdPTHEPOM, C/ieAyeT YUUThIBATh C/I€AYIOlre OCHOBHbIE MOMEHTEI:

1. CocpeznoToubTech Ha CBOel ayAuTOpud. IIpu 1MepBOM KOHTaKTe WM KOTJa KOHTAaKTa He
ObUTO B TeueHHe HEKOTOPOTO BpeMeHH, Jydllle BCETO MCTI0/Ib30BaTh MOMyOo(ULIMa/IbHBIN S3bIK,
a TOH JIO/DKeH OBbITb JpPY>KeqroO0HBIM W BEXXIMBBIM, 0COOEHHO BO BCTYIUTEJLHOM ab3aile,
yTo0BI CO37aTh B3auMoOmNoHUMaHre. OueHb (hOpMasibHBIN S3bIK MOXKET TM0KA3aThCsl BEXK/IMBBIM,
HO CJIUIIKOM OTCTPaHEHHBIM.

58



2. Ecniu Bbl OTBeuaeTe Ha BOIIPOCHI, ybeauTech, UTO BbI OTBEeUaeTe Ha HUX HaJJIeXKall[UM
00pa3oM C TOUKU 3peHUs sI3bIKa U KOJMUEeCTBa jJeTanell. MapKepbl WM HYMepalys M0JIe3HbI
IS BblJie/IeHUsl KTtoueBoi WH(OPMaLUU.

3. Eci Bam He0OX0ITUMO YCTPaHUTh HeTaTHBHBIE MOMEHTBI, U3BUHUTECH U TIPUBEJUTE BECKHe
TIPUYMHBI JIFOOBIX TIpo0/IeM, 3aJiepkeK WK HeJjopa3yMeHUH.

4. 3ak/mouunTeNibHBIA ab3al] OyJeT yMecTHO 3aKOHUWTh Ha TIO3UTUBHOW HOTE, BK/IHOUWTH
YIIOMHUHAHUE 0 OYIyIUX KOHTAKTaX W MPO/[0/DKEHUH JIeJIOBBIX OTHOIIIEHHUH.

5. Bcerja nepeunThiBaiiTe 3/1€KTPOHHOE TIMCHMO TIepeji OTIIPAaBKOU. Y 0e[uTeCh, UTO BK/TFOUEHBI
BCe Ba)KHbIe [leTa/ld, a TakXXe MPaBUIbHOCTD si3blKa, Oopdorpaduu v MyHKTyal[1u.

Heo6xoanmMble Kiuille Ha aHT/TMACKOM SI3bIKe [I71s1 HalTMCaHUSI [IeIOBBIX 3/IEKTPOHHBIX MHCEM
Positive opening

I would like to thank you for your help in finding/for all your hard work in making ...
We were very happy with the event you organised for us last year and ...

We were in contact (last year) and it was a pleasure working with you.

Great/Good to hear from you again.

It was a pleasure to work with you on ...

Reason for writing

We have opened bookings for another group to visit Edinburgh.

I’'m writing because I have a few questions about ....

The good news is that we want to organise a similar conference next year.
Requirements

We would like you to organise everything else, including ...

We simply need you to research the alternatives.

We would like to ..., so can you also research this?

Requesting information

Can/Could you confirm your prices will remain the same?

How much extra will you charge to find a hotel?
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Can/Could you let me know how many people you are expecting?
Negative points

Apparently, there was some confusion over ...

We had issues with the size of the conference hall ...

Last year we had an issue with the flower display ...

There is just one issue from last time that I need to mention.

Next steps

Feel free to contact me if you have any questions.

I would appreciate an early reply.

If you need any more details, please don’t hesitate to get back to me.
Do let me know if you have any queries.

Positive closing

We look forward to working with you again.

It will be great to work with you again.

I hope that we will have a successful, long-term business relationship.
Positive start

We would be delighted to work with you (again) as your local event management partner.
Thank you very much for choosing us a second time.

Those dates work very well for us.

Help and alternatives

Let me know if there is anything I can do this end re (regarding) ...

If you wish, we could look into the possibility of external caterers ...
If you wish, we can discuss these issues (of ...) when we speak on the phone.
Responding to questions

(Yes,) I’d like to confirm our prices will remain the same for your next visit.
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Unfortunately, for next year we will have to increase our price by 15 percent.
Yes, we have in mind the exact venue for you.

Dealing with negative points

Thank you for the feedback on .... Unfortunately, ...

I’m afraid there was a double-booking and they assure me it will not happen again.
I apologise again for the confusion last time.

I understand completely your point about the poor quality buffet lunches.
Finally, let me apologise about the flowers.

I will make sure that next year we monitor ... and respond quickly if you ...
Friendly closing

I am sure that your sales conference will be a great success.

I’'m looking forward to working with you (again).

We look forward to welcoming you here in Singapore next June.

MeToueckrie peKOMeH/lallMu 110 MOATr0TOBKE M MPOBeJ€HUI0 POJIEBOU/1e/T0BOM UIPbI
[ToaroToBUTENBHBIN 3TAN

* M3y4eHHe «CLeHapus» C olpe/ie/ieHreM Ipero/iaBaTesieM Liesy,

cofiep>KaTe/IbHOM CTOPOHBI UI'PhI, 3HAKOMCTBO C IIpaBU/IaMH, perjiaMeHToM;

* KOJIJIEKTUBHOE, JIMOO HerocpeCTBeHHO C yUacTHeM TperofiaBatesis

pacripeiesieHre poJieli yUaCTHUKOB, IHCTPYKTaX M0 poJisiM, (OpMUPOBaHHe

MaJlbIX TPYTIIT;

* TIOJTOTOBKA MaTeprasbHOr0 00ecriedeHust Urphl (eC/IM B ITOM eCTh

He0OX0ITUMOCTh).

Pabouwii 3Tan (pa3birpeiBaHue posieid)

* rpymroBasi paboTa Ha/l 3aZlaHKeM;
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* MEXTPYIIIOBast JUCKYCCHs (eC/T TOTO TpeOyeT ClieHapuii), orpeziesieHre
TPYTIITOBOM TTO3UIIMU 10 00CY>K/]aeMOMY BOTIPOCY;

* 3a11IUTa (Mpe3eHTalys1) pe3y/IbTaTOB, BEIPDA’KAIOIUX COBMECTHYHO
TIO3UILIWIO MaJIol TPYIIILI IT0 TeMe 00CY KIEeHUsL.

3aK/IIOUUTe/TbHBIN 3Tan

* (hopMyIMpoOBKa 001X BBIBOJOB I10 pe3yJibTaTaM IPYIIOBOTO aHaau3a
CUTYaIVH, TIO/[BeIeH/ e UTOTOB;

* oIleHKa pabOoThl MaJIbIX TPYIII TperojaBaTesieM (CaMOOLeHKa yUaCTHUKOB

AUCKYCCHUHU C UX COOCTBEHHBIMU KOMMEHTapI/IHMI/I)

MeToanueckyie peKOMeH/Ial[|i| 110 PeIieHrt0 OM3HeC-KeicoB

KefichI - 3TO IpakTHUeCKHe CUTYal[H, ONMCHIBAIOIHe peabHble OM3HeC-TTPOOIeMBl.
Nx mo>KHO pa3zjenuTts Ha 2 BUja:

1) MUHHU-KelChl OMUCKHIBAIOT MPO6eMy B KpaTKod (opMe U MOTYT TIPUMEHSATHCSI B KauecTBe
«UHTeJI/IeKTyaIbHON Pa3MHHKU» JJist CTYJ[|€HTOB (hMHaHCOBO-3KOHOMHYECKUX
HafpaB/eHHOCTeld. B Takux Keiicax, Kak NpaBW/IO, HET JOIOJHUTeNbHOW WH(OpMaLuu o
Komranuu. OHaKO Mpy HeOOXOMMOCTH CTYI€HThI MOTYT 03HAKOMUTbCSI C [IOTIOJTHUTETbHBIMU
MaTepuaaMu.

2) MacTep-KelCbl — 3TO MOAPOOHBIE KeWChl, CojieprKallye AOTIOMHUTeTBHY0 WHGOPMAIHIO.
Takue KelCbl YaCTO MCTIO/L3YIOT B KOMaH/IHBIX COPEBHOBAHUSIX T10 KelicaM B OM3HeC-111KoJIaX U
B BY3ax.

HesaBucuMo oT BHJa Kelica, 3ajjaua CTY/eHTOB OyZeT 3aK/IHOuaTbCs B TOM, UTOOBI DEIIUTh
MOCTaB/eHHYIO 3aJauy WM CYILecTBYIOIylo rpobieMy, mpeayioxuB 3ddekTrBHOe
yTpaB/ieHUeCKoe pellleHre WM TUlaH JeMCTBUM, KOTOpBIM, IO BalleMy MHeHW, Oyzer
JIYUILIUM B CJIO>KUBLLEHCS CATYaLUH.

CryzseHTaM HeoOXOJUMO OIMUCATh MOTeHI[HabHbIe TTOCTeCTBUS UX pellleHus 1 000CHOBATh,
ToUeMy OHU CUMTAIOT 3TO pellleHre Haubosiee TTOAXOAAIMM B JAHHOW CHUTYalIUU.

HpI/I pellieHnu Kelica 3d4dCTyro HauOosee HMHTEepeCHO He CaMO pelueHue, da Xo[ MbIC/IeH
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CTYAEHTOB, UX II0AXOA4 WM adHa/IM3 CUTyadllMY, Ha OCHOBE€ KOTODBIX OHU TIDUILIM MMEHHO K
TdKOMY 3dKJ/IFOUEHHIO.

B panbHeiieM nporcxoauT popmMupoBaHue pabouunx roarpynm. Kaxkaast moarpymma

pacriosiaraeTcsi B KAKOM-JTM00 MecTe ayZAUTOPHH, TI0 BO3MO>KHOCTH, Ha HEOOJIBIIIOM y/la/leHu!
Opyr OT pApyra. PacripeneneHue TeM [jisi OOCY>KAeHUsI TPOW3BOJAWTCS TIperofiaBaTesieM C
YUETOM >KeJIaHWsI KaXK/I0M MorpyTibl. Ecv TeMa /ijist BCeX MOATPYIIT OJjHa, TO MPerofaBaTesib
ee O0O0bBsBISIET CPOK, K KOTODOMY HY)KHO TIpeCTaBUTh pe3yabraT. Ha 3TOM 3JTarme
riperiofjaBaTesib 6osiee 10[poOHO OOBICHSET, KaKKe 1[I CTOST repe/] KaXKI0H ToArpyIIToi U B
KakoM BHU7ZIe JO/DKeH ObITh odopmsieH oTueT o pabote (Harmpumep, B dbopMe Mpe3eHTaIuu).
Kaxast oT/iesibHasi Tpyrina o0CyKAaeT U aHaIM3UPYeT CUTYALUIo, TIOC/ie Uero BbIpabaThiBaeT
CBOIO TOUKY 3p€HHS Ha Mpo0sieMy, TeHePUPYeT pa3/MuHbIe U/ I10 TTIOBO/y PeIlleHUs JaHHOU
npo0J1eMbI ¥ 3aTeM O(OPMIISIET pellleHre B BU7e TTpe3eHTal[|H.

[Ipexxne Bcero, CTyJ€HThI:

1. mpoBoOAAT mMpeABapuUTe/bHOE O3HAKOMJIEHHWE C CO/lepKaHWeM Kelca JJis (pOpMUPOBaHUS
o011jero rpe/icTaBaeHus 0 Ipobeme;

2. 3HAKOMSTCS C BOMPOCAaMU K KEHCy;

3. UMTAlOT TeKCT Kelica, BHUMAaTeNbHO (PUKCUpPYs Bce (akTbl WM TIPobJemMbl, HWMeloIue
OTHOLLIEHHE K [10CTaBJ/IeHHbIM BOIIPOCaM;

4. yCcTaHaBNMMBAIOT PUUKHBI TIP00IeMbI MK TIPOGJIeM, pacCMaTpHUBaeMbIX B Kelice.

[anee cTyeHThI MOATOTaB/IUBAIOT TIPe3eHTAL|I0, Ha KOTOPOU Tpe/ijiaraeTcs pellieHre

JAHHOUM Tpo0sieMbl. A TakKe MOKHO TIPOBECTH TIpecC-KOH(epeHIUI0 BMECTO WK TI0C/ie
Tipe3eHTaL|H.

PekoMeHnzayemas ciiefiyromasi CTpyKTypa Mpe3eHTaLuu:
* CUTyallMOHHbIM aHau3 - 30% BpemeHU:

* SWOT w/unu STEP-ananus;

* aHa/TM3 TTPOOJIEMBI;

* aHa/IA3 OMIMUOOK.

* [[pakTHYeCcKre pekoMeHalmu - 60% BpemMeHu:
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* CTpaTerusi U TaKTHKa;
* HEOTJ/IO>KHbIE MepbI U MEPOTIPUATHS B OJTOCPOUYHOU MEePCIIeKTUBE.
* pe3toMe - TipeporatuBa pykoBoautess - 10% BpeMeHwU.

PetieHvie u rpe/icTaB/ieHre TOW WA WHOW OM3HEC — cUTyalyu (Mpo6sieMbl) MOXKeT TTPOXOIUTh
Y B UHJUBU/IyaJbHOM (pOopMare, TO eCTb KaK Mpe/iCTaB/IeHre PelleHNs JUIeMMB.

Dilemma — «is a situation in which you have to make a difficult decision» (Macmillan English
Dictionary). OcHOBHOe BHMMaHUe 3/leChb TaKXKe YIe/sieTCs W3y4eHHI0 Mpo0sieMbl KOMITaHWUH,
00CyXIeHHI0 TIyTel peltieHust TPo0sieMbl, 3PHEeKTUBHOMY U apTyMeHTHPOBAaHHOMY PeIIeHHIO.

MeToauyeckrie peKOMeH/IaliuM 110 TIOAr0TOBKe Mpe3eHTaluu

YcTHasi Tipe3eHTal[ys 110 TeMe JUCIUIUIMHBI TTpe/[CTaBisseT co00¥ myO/MyHoe BLICTYTUIeHHE Ha
VHOCTPAaHHOM $I3blK€, ODWEHTHMPOBAaHHOE Ha O3HAaKOMJIEHHWEe ayJUTOPUM C/yllaTesied C
oripesiesieHHOM Temou. [Ipe3eHTanust mipefcTaBisieT coboit oavH n3 3((HEKTUBHBIX CIOCOOOB
obmeHa wuH(popMalel, B KOTOPOM COYeTaeTCs TeKCTOBas M BH3ya/bHas e€ Tiojaua.
Bu3syanbHasi mHpOpMaLys BKItOUaeT B cebsi orvcanve Tabiuil ¥ rpadMKoOB, TIpe/CTaB/IeHHe
CTaTUCTUYECKUX JAHHBIX U T.II.

OCHOBHOEe cojiep)KaHue U CTPYKTypa Mpe3eHTaLuu:

- dhopMyMpOBKa Te€MBI, 11e/T1 U T/laHa BBICTYTI/IEHHS;

- oripe/ie/ieHre TIPO/IOJDKUTE/TbHOCTH MpeCTaBIeHUst MaTepraa;
- y4eT 0COOEHHOCTeN ayIUTOPUH, aZipeCHOM 10/Jaul MaTepHraa;

- WHTEepPaKTHUBHBbIE JEMCTBUS BBICTYIIAIOIIEr0, HAlpUMep, BK/IIOUeHWe B 00CyKAeHHe
cyliaTeneu;

- cobsito/ieHure 3pUTeIbHOTO KOHTaKTa C ay/IuTOPHei: )KeCThbl, MUMHKA BLICTYTIAIOIIEro;

- Ha/lMuyde WIIIOCTpauMi  (He TMeperpykaromyx  M300pakaeMyl0 Ha  JKpaHe
MH(OPMAL[HIO), KITFOUEBBIX C/IOB;

HY’KHBIH 110/100p 1[BETOBOM TaMMBbl.

- HCI10/Ib30BdHKUE HalVIAAHBIX U TEXHUYECKUX CDeOCTB.

PekomeHzia1uy 1o npe/iCTaB/IeHUIO TIPe3eHTaLUN:
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- He YUTaTh MO/Ir0TOBRIEHHYI0 UH(GOPMALIHIO;
- 00s13aTe/IbHO MOATOTOBUTH MMCEMEHHO U YCTHO TIPEJICTaBUTh TIPE3EeHTAl[HIO;

- TIpeyCMOTPETh MPOo0/ieMHbIe, CJIOXKHBIE Jisi TTOHWMaHUs (parMeHThI BHICTYTUIEHUS U
IIPOKOMMEHTHPOBAaTh UX;

- TIpe/IBUZIETb BO3MOYKHBIE BOIIPOCHI, KOTOpPbIe MOTYT OBITh 3a/laHbl 10 XOAy W B
pe3y/bTaTe NpeAbsBAeHUs TTPe3eHTalUU.

OO1mue peKOMeHZAIMM TI0 BK/IIOUEHWI0 B TEKCTOBYIO YacTb ITIpPe3eHTal[dM BU3yabHOMN
vH(opMaLuu:

1. Kaxabiii cjaiij Ao/mKeH HeCTU (DYHKIJMOHA/IbHYHO Harpysky (/11 uero OH Hy»KeH, KaKyo
3HAUMMYyI0 WHbOpMaIMio OH Hecer). Ha cmaiij BeIHOCMTCS Ta uH(OpMalusi, Kotopas 0Oe3
3pUTEIbHOM OMOpPbI BOCITPUHUMAETCS XYKe.

2. Craliipl JO/DKHBI JOTIOHATE WK 000011aTh Co/lepyKaHue BLICTYTUIEHHUSI UM €0 YacTeld, a
He AyO/MpoBaTh ero. JI[pyrumu C/IOBaMH, TEKCT WM W300pakeHHs], BHIHOCUMble Ha CJIa/,
JIOJDKHBI He OYKBaJIbHO TMOBTOPSITH COJIepPyKaHHe KaKOM-THO0 YaCTH BBICTYIIEHHUs], a 0000111aTh,
CTPYKTYPHUPOBATh WM U/TFOCTPUPOBATH ee.

3. Ayautopus o/DKHa YeTKO MpeJCTaB/sTh, K KAKOM UME@HHO YaCTU BBICTYTIEHUS] OTHOCUTCS
C/1aiifl, TI03TOMY Ka)KIbIM C/aiifi [0/DKeH MMeTh 3aro/IOBOK. 3arojioBOK [O/DKeH OTpakaThb
OCHOBHOE COjlep>KaHUe cJiaiifia, a He CTPYKTYPHYIO YacTb Mpe3eHTallud U COCTOSITh U3 3-5
CJIOB, TIPUUEM 3TH CJIOBA JO/DKHBI COCTaB/ISATh He 3aKOHUEHHOe TIPe/IJI0’KeHHe C TIO/[IeXKall[uM 1
CKa3zyeMbIM, a (pasy.

4. UVnadopmarms Ha @Ialifiax [o/DKHA OBITb HW3/I0’KeHa KpaTKO, UYETKO U XOPOIIO
CTPYKTypUpOBaHa.

5. Henb3s mneperpyxatb cnaiii uHGoOpMalyel, MO3TOMY C/IOXHbIe CXeMbl W CIHACKU
1jesiecoobpa3Hee pa30MTh Ha HECKOJBKO C/IaiZIOB, TIPM 3TOM Ha BTOPOM Cjaiijie HeoOXOoAnMO
TIOBTOPUThL 3arojiOBOK TEePBOr0 C TIOMETKON “TIpo/lo/KeHWe” WM TIPOHyMepoBaTb 3TH JiBa
cnamnja.

6. Tekct, Bkatouarommii nepeurcieHds (bullet points) mo/mKeH COCTOSITb U3 OJHOPOHBIX
rpaMMaTH4YecKrUX CTPYKTYP, HallpuMep, B KaUueCTBe OCHOBHBIX Mep KOMITaHUS pellnia:

- [IPOBECTH UCC/IeJOBaHHEe PbIHKA,

- BbISIBUTD....
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- IPOAaHAaIM3UPOBATh. ...
- Ipe/ICTaBUTh.. ..
TekcToBbIe C1an/blI

TekcToBble Cralfibl COZepKaT TeKCT, KaK MNpaBWIo, B BHJe COUCKOB. [Ipu cocraBieHumn
C/1ak/IOB 3TOTO THIA peKOMeH/IyeTcsi COO/II0IaTh CieyIolijye TpaBua:

1. Ha cnaiifax cyiefyeT UCIO/b30BaTh He TI0J/IHbIE MPeJ/IKeHMUs], a CJIOBOCOUeTaHUSI.

2. OnTtumanbHOe KOJWYEeCTBO CTPOK Ha cjauje — 4-5, U He JO0/DKHO TIpeBbIlIaTh 7 CTPOK,
BKJIIOUasi 3ar0JI0BOK.

3. KommyecTBO C/I0B B CTPOKE He [JO/KHO TPeBbIaTh 7 CJIOB.

4. JlomyckaeTcsi BbIHeCeHWe Ha C/IalJbl TIOJHBIX TIPEAJIOKEHWM, eC/M 3TO LUTaThbl WU
oripeiesieHus1, 6e3 KOTOPbIX HeJlb3s1 000UTUCH /1JIsl TIOTHOTO PaCKPBITHs HAYYHOM TeMbl, HO OHU
He JO/DKHBI OBITh C/IMILKOM [IJTMHHBIMU, TaK KaK WX UTeHHe OTHUMET y ayIuTOpuu U 6e3 Toro
OrpaHUUeHHOe BpeMs, U CJIMIIKOM CJIOXKHO C(OpPMYITUPOBAaHHBIMHU. BOJBIIMHCTBO aBTOPOB
pekoMeH/lyeT, uTOObl Takux cC/akoB ObuUlo He Oosbilie 1 B TeueHHWe 5-7 —MHUHYTHOMN
ripe3eHTaluy, U 2-x — B TeueHue 12-15-MUHYTHOM.

Cnatigpl ¢ u3obpaxeHreM rpaduuecKux JaHHBIX

Ha cmalizax Heib3s WCMOMb30BaTh COKHBIE TaOMWIBI C MHOYKECTBOM KOJIOHOK U CTPOK.
KonnuecTBo KOJIOHOK U CTPOK B Tab/uIle He AO/DKHO TMpeBbINIATh 4, BeJMUMHA ITPOOEoB
MEXIy KOJIOHKAMU [I0O/DKHAa OBITh TIPUMEPHO paBHA BeJIMUMHE KOJIOHOK, UTOOBI TEKCT
3pUTeNIbHO He C/IMBa/ics. B TIPOTUBHOM Cjyuae cofiep)kKaHue TaO/MIbl TiepecTaeT
BOCTIPUHUMATBLCS C/TyIIaTe/ISIMU Mpe3eHTalyy. K Hanbosiee yaCcTo UCHO/Ib3yeMbIM THIIAM CXEM
OTHOCSITCS CTONOUWKOBBIE JMarpaMMbl, KpPYrOBble [JUarpaMMbl, TOUeuHble /[JUarpaMMbl
(IvarpaMMbl paccevBaHUs) ¥ KpuBble. [I71s TIpUBIeUeHUs W yep)KaHUusl BHUMaHUST ayJUTOPHH
HEOOXOZMMO HayUUThCSl IPUMEHSTh KOMOMHALIMI0 000MX TUIIOB CJIAMIOB, €C/IM MaTepuaa 3TO
no3BosisieT. Kakaplli M3 Tepeurc/IeHHBbIX BbIIe Pa3HOBUHOCTENM C/IalJIOB 1iesiecooOpa3Ho
TIPUMEHSITh B OTIpe/ie/IeHHbIX CTydasix:

1. TekcToBble C/1alifibl UCTIONB3YIOTCS [7Is1 OTPayKeHUs KiaccubUKalii U cruckoB. VX yao6HO
WCIO0/Ib30BaTh, €C/Id Ha C/alfibl HY)XHO BbIHECTH COJep)KaHue T[pe3eHTaly, Leu
WCC/Ie[IOBaHUs1, UCII0Ib30BaHHbIE METO/[bl, BO3SMOXXHbIE Pe3Y/IbTaThl, BBIBOABI U T.J.

2. HpI/I 0TO6p&)K€HI/II/I MPOLEHTHBIX COOTHOIIIeHUMN Jydle HCII0/Ib30BaTb KPYI'OBLIE
AWdr'paMMBI.
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3. CT0/10UKOBbIE AXAdTrPaMMBI (BepTI/IKaJIbeIe NI FOpI/I3OHTaJIbHLIE) X0pouo WIIHCTPUPDYROT
CpaBHEHUWA, U3MEHEHHWS BO BpEMEHHU WJIK YaCTOTY.

4. BepTukanbHble CTONOWKOBBIE [AUarpaMMbl M AWarpaMMbl  pacCceBaHHsS (TOueUHbIe
JuarpaMMbl) HWJeasbHO TOAXOASAT [/s1 /1eMOHCTPAalldd COOTHOILEHHSI W COTOCTaBJ/IeHUS
JTaHHBIX.

5. KpuBble X0pOII0 WITHOCTPUPYIOT U3MEeHeHUs1 BO BpeMeHU.

HekoTtopsle f1omo/HUTe/IbHbIE peKOMeH1alluU
OdopmiieHue ciaiiioB sIBSIETCS BXKHBIM 3TarioM paboThI HaJ| Tipe3eHTarue.

1. Cnaiiabl AO/DKHBI OBITb OPUEHTHUPOBAHBI TOPU30HTABHO; TIPU BePTHKAIbHON OpHEeHTaluu
MeCTO Ha C/aiijie Ucrosb3yeTcsi HeahHeKTUBHO.

2. HeobxoauMo WMCII0/1b30BaTh OoJiee KPYITHBIM pa3Mep IpudTa /i 3aroJioBKOB U Oosee
MeJIKMU — 7Tl TeKCTa CJIai/IoB, TIprueM MIpU(T B 3aT0/IOBKaX U TEKCTe CIal/i0B 0/DKeH ObITh
O/IVIH.

3. [ns BeijeneHus cjeAyeT WCIO/Ab30BaTh >KUPHBIM LIDU(PT WIM LBET, a He KYPCHB,
To/luepKUBaHue WM TIpHMeM CJIOB 3arjaBHbIMU OyKBamM, MOCKOJIbKY OHM 3HAUUTEbHO XYrKe
BOCIIPUHUMAIOTCSI. 3aryiaBHble OyYKBbI MOXKHO MCITO/Ib30BATh [I/Isl 3aTOJIOBKOB WJIA €C/TU HY>KHO
BbI/Ie/TUTh OJJHO C/IOBO B TEKCTe CJIakfa.

4. KonuecTBO pa3MuHbIX MIPUGTOB He JO/DKHO OBITH OosbIlle ABYX, pa3mep /0/DKeH ObITh
OJIMHaKOBBIM Ha BCeX Caijax.

5. Tekct Ha cnaiijax crefyeT BblpaBHHWBAaTh MO JIEBOMY Kparo, OCTaB/sig TpaBblid Kpau
pBaHbIM; [J0Ka3aHO, UTO 3TO YCKOPSIeT BOCIIPUSITHE.

6. PekoMmeHlyeMblii CTaH/JapTHBIN pa3Mep HIpUdTa TeKcTa claijoB — 22 - 24, 1 OH HU B KOEM
c/lydae He /I0/DKeH ObITh MeHblile. [Ipy BbIOOpe HEKOTOPBIX THIIOB HIPU(Ta U B 3aroj0BKax
TIPUXO/IUTCS TIPUMeHSITh OosbIvii pa3mep (ONMTHUMabHBIM pa3Mep AJisi 3arofoBKOB 30-40).
YTo06BI TOYHO OTIpeZie/TUTh pa3Mep LIpr(Ta, HY’KHO TIPOBECTH «PETeTULIMIO» TTpe3eHTaluH, T.K.
TO, UTO BBIIVIAAUT AOCTAaTOYHO pa300pPuMBO Ha HKpaHe KOMIIbIOTepa, MOJKET OKa3aThCs
CJIMLLIKOM MeJIKMUM Ha 3KpaHe.

7. PekoMeH/lyeMblli Me)KCTPOUHbIN WHTepBars -1,5.

8. Ha cnalijax He [0/DKHA MCIIO/Ib30BAaThCsl MYHKTYaLMsl B KOHLe ()pa3bl UK TIPeJI0KeHus,
TaK KakK 3HaK IperMHaHus 3aCTaBsgeT YUTaTe/sl 0JCO3HaTe/IbHO COCpe/j0TaurMBaTh BHUMaHue
Ha HeM, UTO OTB/IeKaeT BHUMaHue ay/JUTOPHH.
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9. HpI/I Oq)OpMJIeHI/II/I CITMCKOB Hd TeKCTOBBIX cnaﬁ,qax npeariouTuTe/IbHO HCII0J/Ib30BATh
JKMpHbBIE TOYKHM, a4 He L[I/I(i)pbl, eCJii TOJIBKO CITMCOK He  OTpaXXdeT JKeCTKYHO
rnoc/jea0oBaTe/IbHOCTD; B IIOC/IeIHEM C/IyUde IIpeATrIouTuTe/IbHeEe I_II/ICl)pI:I.

10. KonuuecTBO CTPOK Ha TeKCTOBBIX (Jlal/lax He J[O/DKHO IIpeBbIIaTb 7/ BMeCTe C
3aroJIoBKOM, KOJIMUECTBO CJIOB B CTPOKe He JJ0/KHO ObITh Oosiee 7, a B 3ar0/ioBKe- 5.

11. TIlpeamouTuTeneH elWHbIA AW3aliH Ha BCeX C/aiflaX, 3TO JlaeT BO3MOKHOCTb ayJUTOPUU
COCpeIOTOUNTBLCS Ha CO/IeP>KaHUMU.

12.  OTpe3kW TeKCTa, pacroloKeHHble Ha HeOOJBIIIOM pPAcCTOSSHUM [JIPyT OT JpyTa,
BOCIIPUHUMAIOTCS KakK eAWHOe IieJioe, PacIioioKeHHble Ha OOJbIIeM pacCTOSTHUM — Kak
TIpUHaJJieXXallye K pa3HbIM CMbICJIOBBIM CPYIIIaAM.

13. B uBeToBOM 0(hopM/IeHUU C/ie/lyeT UCI0/Ib30BaTh KOHTPACT ¥ 3aKOHOMEPHOCTH COUYeTaHUsI
1[BeTOB. BO-1epBhIX, LIBeT TEKCTa JO/DKeH Pe3KO KOHTPAaCTUPOBATh C 1[BeTOM (hoHa.

CraH/lapTHOE COUeTaHUe UePHBIM TeKCT Ha 0e/loM WX JPYrOM OueHb CBeT/IOM (hoHe SIBsieTCs
u7leabHbIM [IJIi XOPOLLIO OCBELeHHOW ayJUTOpUH, eC/Id K€ ay/JUTOpUsi 3aTeMHeHa, Jydllie
WCTIONh30BaTh CBETJIbIM TEKCT Ha uepHOM (DOHe, HarmpuMmep, Oesblii Ha CHHEM W/ JKeJIThIA Ha
TeMHO-3e/ieHOM. CrieyeT u3berath KpacHOTO LiBeTa B OO/BIIMX KOIMUECTBAX, U COUETAHHS
KpacCHbIW- 3e/IeHbIN: [JOKa3aHo, UTO 3TH 1[BeTa He BOCIIPUHUMAIOTCS MHOTUMU JIFO/IbMHU.

14. Cnaii; He #O/DKeH OBITH TMeperpy>keH TrpaduuecKuMA H300pakKeHUSIMH U TEKCTOM,
CBOOOZIHOE T10J1e C/alfia JO/DKHO ObITh I0CTaTOUHO OOJIBIINM.

15. 1IBeToBasi raMMa BCeX C/Iaii/IOB I0/KHA OBITH €/IMHOM.
16. He cnenyet neperpy»kathb C/aii/ibl pa3/IMuHbIMU 37ieMeHTaMU 0()OpMIeHUSI.

17. He pekomeH/yeTCsl BK/IFOUaTb B COCTaB C/Ial/IOB M300pakeHHs, He HECYII[ie CMbICIOBOM
HarpysKH.

18. TIpexkme ueM MPUCTYIUTH K pa3paboTKe C/iailoB, HEOOXOJUMO BbIpabOTaTh UX OOI[UI
[W3aiiH, KOTOPBIYA OyZieT UCTIOB30BaThCs B KauecTBe I1ab/ioHa.

19. Tlome3HO UCIO/B30BaTh CJIEAYIOIIUM a/JITOPUTM: OLIEHKA ayJUTOPUU U 1Ie/d Tpe3eHTalvH,
BbIOOp mmIpUdTa, onpezesneHue 1BeTa (poHa U Au3aiiHa (HoHa, BLIOOp mIpUdTa, BEIOOpP pa3mepa
mpudTa AA9 3arojioBKa M Pa3IMUHBIX MepPApXUYeCKHUX TIOJYPOBHEM TeKCTa WU
TIO/[PUCYHOUHBIX Ha/IITMCeH, BLIOOP 1IBETOBOTO PEIIeHUs Pa3/IMUHbIX YPOBHEH MepapXUuecKoro
JefieHust (HarpyuMep, TOUKH, BbIIE/SION[He pa3/UuHble TIOAYPOBHM B CIMCKE, MOTYT OBITh
pa3HbBIX 1IBETOB).
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20. TIpum BeIOOpe pa3mepa mipudTa U rpadrUyeckux HU300pakeHHE HEOOXOAMMO YUHTHIBATh
pa3Mep ayJUTOPUH, TaK, UTOOBI TEKCT ObLT BU/IEH U3 TIOCIEIHETO Psifia.

21. Casi3p MeXJy KapTMHKaMM Ha Cjaiilax ¥ cofiep)KaHheM TeKCTa [JO/DKHAa ObITh JIEeTKO
pacro3HaBaeMoii U He JJ0/KHa TpeOoBaTh “AelmpoBKu’”.

22. Cpnaii, He JO/DKeH COJep)KaTb TI'paMMaTM4yecKux, JIEKCUUeCKUX M opgorpapryeckux
OIIMOO0K, T03TOMY €ro HeoOX0JUMO TII[aTeTbHO TIPOBEPHTh.

OO0111e TIpaKTHYeCKHe peKOMeH/Jal[|iu 110 ZIeMOHCTPAI|uM C/1aliifioB
1. Cnaiipl JO/DKHBI YIIPOIIATh ¥ 00/ieryaTh MOHMMaHYe HpOopMaIvy, a He Ay0/IMpoBarh ee.

2. Tlpe3eHTaluio He cjieflyeT HauMHATh C MOKa3a C/ak/i0B, TIOCKOIbLKY BHUMaHHe ayJuTOPUU
JIOJDKHO OBITh CKOHI[EHTPUPOBAHO Ha MOK/Ja[uuKe, KaXKAbIA C/lali[; HY)KHO Tpe/CTaB/sATh
CBOEBpEMEHHO, KOMMEHTHDPYsl €ero MeCTO B TMpe3eHTaldd, W CBOEBPEMEHHO MeHSITb Ha
CJIe 1y FOLLIUM.

3. AyauTopuu HY)KHO JaThb BpeMsi Ha OCMbIC/IeHUe WH(GOopMaLuK caaija.
4. ObmbsicHeHUe Co/lepKaHUsl CJIai/IoB TO/KHO ObITh UeTKUM U MOHSITHBIM.

5. Tlpu semMoHcTpaluu ciaija 1esecoobpasHo cob/oaTh CaeAyHoIyI0 10C/e/j0BaTe/TbHOCTh
JleMCTBUM: Ha3BaThb CJlal[,, OTMETUTb MeCTO COZiep)KaHWs C/ai/ia B CTPYKType Mpe3eHTaluu
(BBeZieHMe, OCHOBHAasg 4acTb, 3aK/OUeHWe), JaTb C/AyllaTesassM BpeMsl  OCMBICJIUTh
MH(OpMaLHIO, U TOJBKO 3aTeM HauaTb KOMMEHTHPOBaTh CJIai.

6. He pekomeHzayeTcsi cuuTbiBaTh UH(OpMaluio co craiga. Cralifi JO/DKeH cofiep)kaThb He
Oonbiiie 24 cn0B, MpeACTaBIeHHbIX CI0BAaMU WK C/IOBOCOYETAaHUSMU B BHjIe CITMCKA, CXEMbI
WU rpaduka.

7. Tlocnennsis “peneTuiivis” AO/DKHA 00s13aTeIbHO BK/TFOUATh TT0KA3 C/1aliZIoB B OKOHUATE/TLHOM
BapHaHTe.

Oco6eHHOCTH WCTI0/Tb30BaHMS C/IalI0B Ha TTpe3eHTal[ul
1. Chaiiipl, B cpejHeM, MOXXHO MOKa3bIBaThb C UHTEPBA/JIOM B 1 — 2 MUHYTHI.

2. “HeobbiuHble”, 3abaBHbIe C/laiiibl MOTYT “pa3dyAUTh” ayIUTOPHIO, HO CHWXXKAIOT YDPOBEHb
yCBOEHHS MaTepura’a.

KommeHTHpOBaHue c1aiiioB
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1. HpI/I nepexonae OT TEKCTa K cnaﬁ/:[aM HY>XHO YIIOMSHYTH TeMY cnaﬁ/:[a, 3dTeM I10Kd3dThb
Cﬂaﬁ,[[, AaTb ayJAUTOPHUHU BpEMS HAa OCMBIC/IEHHME 3dI'0J/I0OBKA4, d 3dTeéM ITPOKOMMEHTHPOBATE €TI0

2. JlnarpamMmbl ¥ rpadvKu HeoOXOAWMO TOPOOHO KOMMEHTUPOBaTh, Harpumep, “Ha stom
rpaduke Moka3aHo H3MeHeHMe A U B 3a mepuog c ... mo.... JKenTasg JUHUS TOKa3blBaeT
“3MeHeHue A, a 3ejieHast — u3MeHeHue B. u 1.4.”

4. Y0emuTbCs, UTO KaKAOMY TOHSATHA €ro Pojb U 3a/laya, OTBeUaTh Ha BOMPOCHI U JlaBaTh
pa3bsICHEeHUS.

Heo6xoayMble Kvillie Ha aHT/TMACKOM SI3bIKe I71s1 TPYTITIOBOM TIpe3eHTalvu
GREETING, NAME, POSITION
* Good morning. We are...

* Ladies and gentlemen. It’s an honour to have the opportunity to address such a distinguished
audience.

* Good morning. Let us start by saying just a few words about our background. ... .
TITLE / SUBJECT

* We'd like to talk (to you) today about ....

* In our presentation We'd like to review....

* In our presentation we’ll be proposing....

* We are going to present the recent ....
explain our position on ....

brief you on ....

inform you about ....

describe ....

* The subject of our presentation is ....

* The topic of our presentation is ....

* The subject of our talk (paper, speech) is ....

REFERENCE TO THE AUDIENCE
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* We can see many of you are aware of ....

* You all look as though you've heard this before.

SETTING THE TIME

* Our presentation will last for about five minutes.

* We know that time is short, so we intend to be brief.

DEALING WITH QUESTIONS

* Please, stop us if you have any questions.

* If you have any questions, we’d be pleased to answer them at the end of the presentation.
* We'd be glad to answer any questions at the end of our talk.

* If you have any questions, please feel free to interrupt.

* Please, interrupt us if there is something which needs clarifying. Otherwise, there’ll be time
for

discussion at the end.

OUTLINE / MAIN PARTS

* We’ve divided our presentation into four parts/sections. They are ....
* We’re going to develop three main points in our presentation:
Firstly, ....

Secondly, ....

Thirdly, ....

Finally, ....

* The subject can be looked at under the following headings: ....
* We can break this area down into the following fields:
Firstly/first of all ....

Secondly/then/next ....

Thirdly/and then we come to ....
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Finally,/lastly/last of all ... We’ll be developing three main points. First(ly)
Lastly (And we’ll finish with...).

INTRODUCING YOUR FIRST POINT

* To start with, then, we’d like to consider...

* First of all, we’d like to look at...

FINISHING THE POINT

* That’s all we have to say about...

* These are the main points on ...

* So that’s the general picture for... and now let’s look at...
* That completes our overview of... so now \we’d like to move on to...
STARTING A NEW POINT

* Now let’s turn to...

* We’d like now to consider...

* Next, we come to...

* The next point we’d like to make is...

* If we could now turn to...

* Now, turning to...

* Let us now turn to/move on to...

REFERRING TO WHAT YOU HAVE SAID

* As we said at the beginning...

* We told you a few minutes ago that...

* In the first part of our talk we said...

REFERRING TO WHAT YOU WILL SAY

* We’ll come to that later.

* We’ll return to that point a few minutes later.
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RHETORICAL QUESTIONS

* What’s the explanation for this?

* What can we do about it?

* How will this affect us?

HIGHLIGHTING INFORMATION

1. stressing an auxiliary verb. — It is costing much money.
2. do, does, did. — We do see a need for change.

3. changing the normal word order.

e.g. We are suggesting... - What we are suggesting is...
I’m proposing... - What I’m proposing is...

ENDING

SIGNALING THE END

*That brings us to the end of our presentation.

*That completes our presentation.

*Before we stop / Finish, let us just say...

*That covers all we wanted to say today.
SUMMARIZING

*Let us just run over the key points again

* We’ll briefly summarize the main issues

*To sum up...

*Briefly...

* So to summarize...

* At this stage we’d like to go over/run through the main points we’ve made.
* So now we’d just like to summarize the main points

CONCLUDING
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*As you can see, there are some very good reasons...
*In conclusion...

* We’d like to leave you with the following thought / idea.
RECOMMENDING

*So, we would recommend that we...

*We’d like to propose... (more formal)

*In our opinion, the only way forward is...
CLOSING

*Thank you for your attention

*Thank you for listening

*We hope you have gained an insight into...
INVITING QUESTIONS

*We’d be glad to try and answer any questions.

*So, lets throw it open to questions.

*Any questions?

11. TIlepeueHb uUH(OPMALMOHHBIX TEXHOJIOTHH,
OCyIIeCTB/IeHUH 00pa30BaTe/IbHOr0 MpoLecca Mo JUCHMILIMHE, BK/II0Uas nepedyeHb
Heo0X0JUMOro MPOrpaMMHOI0 obecrieueHHusi U WHGOPMALMOHHBIX CIPABOYHBIX

cCucremM

HCIIO/Ib3yEMbIX IIPpH

Komniekr JIMIE€H3UOHHOI'0 MPOrpaMMHOro od0ecrieueHus:

1. Microsoft Office (Windows)

CoBpeMeHHbIe Tpo)eccHOHA/IbHBIE 0a3bl /JAaHHBIX M HH(OPMaALHOHHBIE

CIIpABOYHBIE CUCTEMBbI:

1. lnpopmarmonHas cucrema Bloomberg

2. ndpopmarmoHHo-1paBoBasi cuctema «l'apanT»

3. NHdopmarmonHo-npaBoBas cucteMa «KoHcynbTaHT [1mtoc»

74



4. DnekTpoHHas 3HLMKNoNeAus: http://ru.wikipedia.org/wiki/Wiki

CepTudunupoBanHble NporpaMMHble U anmnapaTHbie Cpe/CcTBa 3allUThl
uHpopmanmu:

1. He MpeAyCMOTPEHBI

12. OnmcaHuWe MaTepHA/ILHO-TEXHUYECKON 0a3bl, Heo0XoAMMON [JIA
OCYIIIeCTB/IEHUS 00Pa30BaTe/ILHOI0 MPOIecca Mo JUCHHUILINHE
1. YueOHas ayuTopus /is IPOBeJieHNs YueOHBIX 3aHATHH, TIPeyCMOTPEHHBIX MPOrPaMMOHM,
B TOM UHC/Ie TPYNMNOBbIX W WHAWBUIYAJbHBIX KOHCY/JIbTAllUM, TEKYIIEro KOHTPOJS U
TIPOMEXKYTOUHON aTTecTalliy, OCHallleHHas 000py/0BaHWeM U TeXHUYeCKUMH CpeCTBaMu
oOyuenusi: MebOenb  ayauTopHass  (CTOMBI,  CTy/bs, [OCKa ayAWTOpHasi), Habop
JIEMOHCTpAI[MOHHOT0 0060pY/[0BaHUs (TTPOEKTOP, IKPaH)

2. TlomelneHue Jjisi CaMOCTOATETBHOM PaboThl 00yUarOIUXCsl OCHAII[EHHOe KOMITHIOTEPHOM
TeXHUKOW C BO3MOXXKHOCTBIO TIOJK/TIOUeHUs K ceTd "VHTepHeT" M obecrmeueHuneM [OCTyIa K
3/IeKTPOHHOU WH(OPMAIMOHHO-00pa30BaTe/IbHOM Cpefie YHUBepCUTeTa.

3. KomnbroTepHblil Kaacc [ TIpoBefieHUs YueOHBIX 3aHSTUM, TIpelyCMOTPEHHBIX
MporpaMMol, B TOM UHKC/Je TPYNMOBbIX W WHIUBUAYA/IbHBIX KOHCY/bTALUM, TeKYylllero
KOHTPOJISI ¥ TIPOMEXYTOUHOW aTTeCTalliM, OCHAIleHHbIM 000py/J0BaHWEM U TeXHUUECKUMHU
cpeactBamu  oOyueHus:: MeOesnb  ayguTopHas (CTO/BI, CTY/bsi, [JOCKAa ayJuUTOPHas),
TiepCoHaJTbHbIe KOMITbIOTephI, HAOOp AeMOHCTPaIMOHHOTO 060pyAOBaHus (TIPOEKTOP, IKPaH)

4. bubmoTeka, YNTaILHBIA 37
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