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IHacnopt

(¢oHIa OLIEHOYHBIX CPEACTB

Neo | KonTtponupyemsbie pazaeinsl (tembl) | Kox koHTposmpyemoit HanmenoBanue
/1 JICITUTUTAHBL KOMIIETCHITUHT OIICHOYHOT'O CPEeJICTBA
1 | Tema 1 Business Ethics KoRThomnLHas habora
VK-4,5 P pahora,
TBOPUYECKHUE 3aJaHMS,
2 | Tema 2 Writing Business Letters VYK-4,5 [Tucemennas pabota, 3cce
3 | Tema 3 Applying for a job YK-4,5 Ponesas urpa,
Mpe3eHTAINS
4 | Tema 4 Personal qualities YK-4,5 TBOPYECKHUE 3a/1aHUS,
MIPOEKTHI , POJIEBBIEC UTPHI
5 | Tema 5 Writing a Resume VYK-4,5 [Tucemennas padora
6 | Tema 6 Interviewing Applicants YK-4,5 IIPOEKTBHI, IPE3CHTaLUS,
7 Tema 7 Formulas of Business VYK-4,5 [Tucemennas padota, acce
Communication
8 | Tema 8 Professional vocabulary VYK-4,5 Craua UTOroBOit

and self-presentation, writing a CV

KOHTPOJILHOM paboThl,

* HanmeHoBaHuUe TeMbl (pazjiena) uin TeM (paszesnoB) Oepercs u3 padodeit IporpaMMBbl JUCHUTUINHBL.




KommuiekT 3aganuii 1J1s1 KOHTPOJIbHON padoThl
0 TUCIUIUTMHE /[e/106801 UHOCMPAHHBIU A3bIK _(AHAUUCKULL)
Bapuanr 1
. Ynompeoume znazonwi, oannvie 6 ckookax, ¢ Present Continuous:

1

1. Isee that you (wear) your new suit today.
2. Listen! Someone (knock) at the door.

3. The bus (stop) for us now.

4. Please, be quiet! The baby (sleep).

5. The leaves (begin) to fall from the trees.

2. Ynompeoume znazonvt, 0annsle 6 ckookax, é Past Continuous:
When you telephoned, I (have) dinner.

The baby (sleep) soundly when I went to wake him.

She (talk) with Mr Smith when I saw her in the hall.

The accident happened while they (travel) in the South.

M e

When I got up this morning, the sun (shine) brightly.

3. Ynompebume 2nazonvt, dannsie 6 ckookax, ¢ Future Continuous:
. I (wait) on the corner for you at the usual time tomorrow morning.
. It probably (rain) when you get back.

1

2

3. 1If you come before six, I (work) in my garden.

4. At this time tomorrow afternoon I (take) my final English examination.
5

. If we go there now, they (have) dinner. But if we go later, they (watch) television.

4. ITocmasvme 2nazonwt 6 Past Continuous, ynompeoue coomeemcmeyoujue UuHOUKAmopsl
epemenu:

The child is sleeping now.

Nina is having a lecture now.

The family is sitting at the table and having dinner.

What are you doing tonight?

The girl is looking for her notebook.

The students are preparing for their exams.

NN A L=

It is snowing hard.

5. Ynompeoume znazonwi, 0annvie 6 ckookax, ¢ Present Perfect:
I (speak) to him about it several times.

We (learn) many new words in this course.

He (make) that same mistake several times.

I (hear) that story before.

I am afraid that I (lose) my car keys.

A

6. Ynompeoume 2nazonvl, 0annvle 6 ckookax, ¢ Past Perfect:
I was sure that I (see) the man before.

I asked him why he (leave) the party so early.

It was clear that he (give) us the wrong address.

The teacher corrected the exercises which I (prepare).

He knew that he (make) a serious mistake.

M e

Bapmuanr 2



1.

3amenume 6 cAeOYIOWUX NPEOSIOHCEHUAX OCUCMBUMETbHBLI 3A/102 CMPAOAMETbHBIM.

Ilepesedume npeonoxcenusn na pycckuil A3viK:

AR RN S

2.

The audience enjoyed the concert very much.
The little boy ate the cake.

The teacher corrects our exercises at home.
They started a dancing class last week.
Everybody will see this film soon.

The teacher returned our written work to us.

Mr Smith will leave the tickets at the box-office.
The students translate texts during the lessons.
Mary took that book from the desk.

3amenume 6 CAEOYIOWUX RNPEOIONCEHUAX CMPAOAMENbHBLL 3a7102  O0elicCHEUme1bHbIM.

Ilepegeoume npeonosicenusn Ha pyccKuil A3vIK:

Yo Nk D=
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The entire city was destroyed by the fire.

The lecture was attended by many people.

The book will be published in spring.

The class is taught by Mr Smith.

It was designed by a French engineer.

This book is always read by the students of the first course.
The letter was left on the table.

The house was struck by lightning.

The cries of the child were heard by everyone.

. Hanuwiume cnedyrouwjue npeonosxcenusn ¢ 60npocumenbHoll u OmpuyamenvHoi popmax:

The first prize was won by John.

Our exercises are corrected each night by the teacher.
The mail is delivered at ten o’clock.

The construction of the bridge will be finished this year.
The contract will be signed tomorrow.

His report was listened to with great interest.

The film is much spoken about.

All the letters are looked through by the secretary.

All these books were published by this publishing house.

4. Ilepeseoume cnedyouiue npeonoxceHus Ha pycckuil a3viK, oopawias enumanue na Participle I u

Participle 11:

1. Finished with his breakfast, he remained for some time at the table, looking through the
newspapers.

2. Before solving the problem, they had to consult the expert.

3. The leaves touched by the morning sun began to come out.

4. The flowers standing in the vase were brought by the pupils.

5. Writing a letter I heard a knock at the door.

6. Ilike pictures painted by this artist.

7.  When asked about it, she couldn’t give a definite answer.

8. Engineers working at big plants in our country are trained at our institute.



5. Ilepeseoume cnedywouwue npeonoriceHus Ha pPYcCKuil A3blK, 00pawias 6HUMAaHue Ha Qopmy
271420714 RPUOAMOUHBIX RPEOONHCEHUTL:

He said that he had read this book twice.

We thought that the results of your work would be better.

The boy said that he was only eight years old.

I knew that he would refuse to help me.

He was sure that I should come in time.

She thought that the letter had been written by her friend.

They said that it had been raining from five till seven.

NNk W=

She said that she could not give me this book because she had promised to give it to her sister.

6. ITocmasvme znazon ¢ 2nasnom npeonodxcenuu 6 Past Indefinite u coenaiime Heodxooumvle
npeoopazoeanusn 6 NPUOAMOYHOM RPEOIOHCCHUU:

*  He says that he knows them well.

He said that he knew them well.

1. He is sure that she is in Moscow now.

2. He says that she is in Moscow now.

3. He says that the classes begin at 2 o’clock.
4. Ithink that she is ill.

5. We know that she is ill.

Bapuant 3

1. YnorpeOure riarobl, JaHHbIe B ckoOKkax, B Present Indefinite:
We (read) the newspaper in class every day.

He always (prepare) his homework carefully.

We always (play) tennis on Saturdays.

She (speak) several foreign languages.

The children (play) in the park every afternoon.

Helen (work) very hard.

They (take) a lot of trips together.

We always (travel) by car.

I (eat) lunch in the cafeteria every day.

WO R WD =

. Ynorpeoure r1aroJjbl, 1aHHble B ckoOKkax, B Past Indefinite:

We (work) in our garden all day yesterday.

I (listen) to the radio until twelve o’clock last night.

He always (want) to learn English.

Ann and I (talk) over the telephone yesterday.

I (forget) to bring my notebook to class yesterday.

The telephone (ring) twice but no one answered it.

George (think) about his troubles continuously.

Last year Professor Johnes (teach) us both English and mathematics.
I (lose) my English book yesterday but (find) it later.

XTI HE WD =D

. Ynorpedure riiaroJbl, 1aHHble B cko0kax, B Future Indefinite:
Helen (find) the book which you need.

They (see) us tomorrow.

I (finish) the work in April.

The shops (close) at noon today.

We (arrive) at three o’clock.

She (tell) you all about it.

We (spend) two months in the South.

NoOUA LN~ W



8.
9.
10.

The plant (die) because of lack of sunshine.
The meeting (begin) at eight o’clock.
The film (last) an hour.

4. ITocraBbTe 1i1aro B the Past u the Future Indefinite, ynorpe6.isisi coorBeTcTBYI01IIIE
HHIMKATOPHI BPeMEeHM:

mEY NN R W=

0.
1.
S.
1
2
3
4.
5.
6
7
8
9

6
1
2.
3.
4
5

He plays tennis twice a week.

She learns French and German.
We keep our car in the garage.
They often make mistakes.

I help my mother about the house.
They do their shopping every day.
We go to the University by metro.
The classes begin at 8.

I stay at school till 2 o’clock.

It often rains in October.

Tom gets excellent marks in English.

ITocTaBbTE NMPEeAJI0KCHUS B BOIIPOCUTECJIBHYIO H OTPHHATEJIBHYIO (1)0pr1:

Den studies at the University.

They usually buy newspapers in the morning.
The teacher asks many questions.

He entered the Law faculty.

My friend saw an interesting film yesterday.
They got to the country by bus.

Nick will work as a teacher.

We shall make coffee for him.

Her cousin will go abroad next week.

. Packpoiite cko0ku, ynorpeous Present Indefinite:

Nurses (look) after patients in hospitals.

Ann plays the piano, but she (not, play) it very well.

In Britain most shops (close) at 5.30 p. m.

At night when it (get) dark, they (switch) on the TV or the radio and (listen) to music.

Mr Brown often (go) to the cinema but his wife (not to go) very often. She (prefer) to stay at

home and to watch TV.

7. YnorpeouTe rJj1aroJibl, 1aHHble B ckoOKax, B Present Continuous:

ARl

Ooitee

I see that you (wear) your new suit today.
Listen! Someone (knock) at the door.
The bus (stop) for us now.

Please, be quiet! The baby (sleep).

The leaves (begin) to fall from the trees.

Kpurepum ouenku:
- OLIEHKA «OTJIMYHO)» BBICTABIIAETCS CTYIEHTY, €CJIH ..[IPABUJIBHO BBINOJIHEHO 85% 3a1aHus U

- OlleHKa «xopouio» otT 65% n0 85%
- OIICHKA «YJOBJIETBOPUTEIHLHO» OT 35% 110 65%
- OIICHKA «HEYIOBJIETBOPUTENHHO» MeHee 35%



TeMbl rpyNNoOBbIX U/WIA HHANBUAYAJIbHBIX TBOPYECKHUX 3aJaHUI/TIPOEKTOB**
10 UCIUIUTHHE /[e/10801 UHOCMPAHHBIU A3bIK _(AHEAUUCKULL) _

I'pynnoBbie TBOpUYecKHe 3a1aHUs1 (MPOEKTHI, PoJieBbIe HTPHI):
Tema 1 Business Ethics

Tema 2 Writing Business Letters

Tema 3 Applying for a job

Tema 4 Personal qualities

NuauBuayajbHble TBOpYECKHe 3a1aHus (IIPOEKTHI):
Tema 5 Writing a Resume

Tema 6 Interviewing Applicants

Tema 7 Formulas of Business Communication

Tema 8 Professional vocabulary and self-presentation, writing a CV

PEKOMEHJIAIIMU JJIS1 PASBPABOTKU ITPOEKTOB

I[poexTHOE 00yUCHNE IPEACTABIIET COOOM TEXHOJIOTHIO aKTUBHOW MTO3HABATENIFHON IEATEIIEHOCTH CTYICHTOB, B
OCHOBE KOTOPO# JIEXKHUT pa3padoTKa B X0JI€ CAMOCTOSITENIbHOH (IPyNIOBOM MIIM WHANBUIYAIBHOMN) UCCIIEI0BATENLCKON
JIeATENbHOCTH PA3IMYHbIX TUIIOB MPOEKTOB — NEPCIIEKTUBHBIX 3a/laHUM, HAIIPaBJICHHbBIX HA PELIEHUE 3a/1a4 PAKTUKHU.

Y4acTHUKM IPOEKTHOM AEATEIbHOCTH J0JKHBI OTBETUTh Ha BOIPOCHI: UTO ABISETCS LEIbIO0 TPOEKTHOM
JesTenbHOCTH? B 4eM akTyallbHOCTh (OpUTMHAIBHOCTD, LIEHHOCTH) Uen npoekTa? Ha perreHne kakux 3aa4 NPakTHKH OH
Oynet Hampasiien? KakoB Oynet pe3ynbTat (mpoaykr)? I'ne oH MoxkeT ObITh mpuMeHeH? Kak oH MOkeT U3MEHHUTH
CUTYyaluo?

Tunwt npoexmoag 6 gyse:

—  uccnedosamenbcKkue TPOEKTHI, TOAYMHEHHBIE JIOTHUKE HWCCIEAOBAaHMA W HWMEIOIIHE  CTPYKTYpY,
TPUOIMKEHHYIO MM TIOJIHOCTBIO COBIAAIONIYIO ¢ HAYYHBIM HCCIIEJOBAaHHUEM;

—  uHgopmayuonHvle TPOEKTHI (MOAYIH HCCIEIOBATEILCKOTO), HANpPABICHHBIE HAa IIOMCK, 3HAKOMCTBO H
IIpeacTaBIeHNE HH(OPMAIIHH;

—  NPAaKmMuKoopueHmupoaHHvlie TPOEKTHI, WMEIOIINe NPOo(GEecCHOHANBPHYI0 HANPaBICHHOCTh, pPe3yJbTaT
KOTOPBIX OPUEHTHUPOBAH HA COLMAJIbHBIE HHTEPECHI CAMUX CTYIEHTOB.

IIporecc paboThI HA/T IPOSKTOM MHOTOCTYIIEHYATHIN. B Tabnuile mpeacTaBaeHbl ITAIBl U COAEPKAHUE TPOCSKTHOM

JIeSITETHOCTH.
Jransl padoThbI HAJ
Conepma}me paﬁDTLI JIEHTe.]'H)HOCTb CTYACHTOB
MPOEKTOM

Tloozomoska OrnpezeneHue peanbHOl CUTyalnH, ee AHANTU3UPYIOT CUTYALHIO, BBISBISIOT
OCMBICIICHUE, POXKACHUE 33/1a91 npobiemMy, paccMaTpHBAIOT aKTyaIbHOCTh
(Tipo6IeMBI) M3 OTIMCAHUS CUTYAITUH, ee pelIeHus
MOCTaHOBKA BOTIPOCOB




Ipoenosuposanue u

HpOFHOS HU3MCHCHUS CUTYyalluu,

Oocysxnarot. [Ipornosupyror. Onpenenstor

Pemenne npoMexxyTOUHBIX 3aau.
[Nomyuenue 3ammaHUPOBAHHBIX PE3YIBTATOB

yenenonazanue MOCTaHOBKA JINYHOCTHBIX U KOJUICKTUBHBIX | IEIIH
Lenei, X 0CO3HaHUE

Inanuposanue OmnpeneneHne NCTOYHUKOB, CIIOCOO0B PazpabaTrIBaloT 1m1aH AEHCTBUIA.
cbopa u ananmza uHGOpMaIHH, Gopm OmnpenensroT 1 pacupeIeNioT 3a1a4H.
MPE/ICTaBIICHUSI PE3yJIbTAaTOB. BrIpabaTbIBatoT KpUTEPUH OLIEHKH
YcraHOBIIEHUE KPUTEPHEB OLICHKH pe3yIbTaToB
nporecca U pe3ynpTaToB. Pacnpenenerue
3a7a4 MEX/y WICHAMH IPYHIT

Peanusayus C6op napopmarmu. Pabora Hax NpoekToM. | BEIMOIHAIOT CBOIO YacTh MPOEKTA.

ITpoMexyToUHOE 00CYKIACHHUE XO/a
peanu3aniy IpoeKTa

Odgopmnenue u
npedcmasiexue

@DopMBI IPEACTABICHUS yCTHOTO U
MICBMEHHOTO oT4YeTa. ONMOHNPOBaHUE

OTYHUTBIBAIOTCS, OOCYKIAIOT, IPEICTABIISIIOT
Pe3yNbTATHI A7 BHEJPEHUS B IPAKTUKY

Monumopune u pegpnexcus

WHTepnperanus 1 aHaJIU3 porecca u
pesynbTata. BHemnsas onenka. Pedexcus
CTYJICHTOB TIO TTIOBOJTy aBTOPCTBA B IIPOCKTE.
®opmynpoBaHue BbIBOI0B. HoBoe
LeJIenoaraHue

AHanM3NpyIOT, HHTEPIPETHPYIOT,
OLIEHMBAIOT B X0/I€ KOJIJIEKTUBHOTO
00CYXIE€HHS ¥ CaMOOLIEHOK

Ilapamempui eHewneli oyeHKuy IPOCKTA:

—  3HAYUMOCTbH U aKTYalbHOCTb IIPOOIEMBI;

- KOPPEKTHOCTDb MCHOJIb3YEMbIX MCTOJA0B UCCICAOBAHUA U 06pa6OTKI/I TOJTYYCHHBIX PC3YyJIbTATOB;

- AKTHUBHOCTb KaXXJ0ro 4jcHa HpOGKTHOﬁ TpymiIbl B COOTBETCTBUU C €T0 UHAWUBUAYAJIbHBIMU BO3MOKHOCTAMU;

- XapakTep NpHUHUMACMbIX peLHeHI/Iﬁ, O6H.IGHI/I$I, B3aMMOIIOMOIIIHN,

—  riuyOWHa NPOHUKHOBEHHMS B MPOOJIeMy, IPUBJICYCHUE 3HAHUN U3 APYTHUX o0JacTeil;

—  3cTeTHKa 0(OPMIICHUS PE3yJIbTaTOB IPOEKTa;

- YMEHUE apTrYMCHTUPOBATH, JOKA3bIBATh, JI€JIATh BHIBOJbI U 3aKJIFOUYCHHNA, OTBEYATh HA BOIIPOCHI.
Kpurtepun onenku:

- OICHKAa «OTJIHWYHO» BBICTABJIACTCA CTYACHTY, C€CJIU

npenoaaBaTeyieM BCC ITYHKTBI IPOCKTOB (prHHOBBIe u I/IH,I[I/IBI/IZ[yaJ'IBHBIG)

- OIICHKAa «XOpOoIIO0» BBICTABIACTCA CTYACHTY,
npenoaaBaTeyieM MCHEES 4-x ITYHKTOB IIPOCKTA (I‘pyHHOBBIe u I/IH,Z[I/IBI/II[yaJ'IBHLIG)
«YAOBJICTBOPUTCIIBHO» BBICTABJIACTCA CTYACHTY,

- OIIEHKa

€CJIn

€CJIn

CTYACHT BBINIOJIHWJII B COOTBETCTBUH C Tpe6OBaHI/IeM

CTYACHT BBIIIOJIHWI B COOTBCTCTBHUU C Tp€6OBaHI/IeM

CTYACHT BBIINIOJHUWI B COOTBCTCTBHU C

TpeboBaHNEM NperoiaBaTeieM MeHee 3-X IyHKTOB MpoeKTa (IPYIIOBbIE U HHANBUyaIbHBIC)
- OLEHKa «HEYJOBJIETBOPHUTEIHHO» BBICTABIISICTCS CTYAEHTY,
TpeOOBaHUEM IIpEnoiaBaTeNIeM MeHee 3X IMyHKTOB ITPOeKTa (TPYIIOBbIe ¥ HHIUBUAYAIbHBIC)

€Cln

CTYACHT BBIIIOJHUJI B COOTBETCTBUH C



KommnuiekT pa3HOypoOBHEBBIX 3a/1a4 (3aaHM)
10 TUCHUIUIUHE _ /[e10801 uUHOCMPAHHbLUL A3bIK _(AH2IULCKULL)

1 3agayu penpoayKTHBHOIO YPOBHS

Speaking activity
3agaua (3amanme) 1 What does a VET company produce? What skills do you need to work there/
3agauya (3amanme) 2 What is CV and Resume ? What parts do they consist of?
3agaua (3apanme) 3 How often do you travel on business? Do you like or dislike travelling? Have you
experienced cultural differences when you travel?
3agaua (3amanme) 4 Do you have good professional and cross — cultural skills?
3agaua (3amanme) S Why is troubleshooting so important in business?
3agauya (3axanme) 6 What do you know about the history of any VET world-famous company? Can you
describe some key events in a company history?

2 3aja4yu TBOPYECKOI0 YPOBHS

3anaua (3amanue) 1 Natural writing (Using pronouns)

3anaya (3amanue) 2 Informal letters(To a penfriend)

3anaya (3amanue) 3 Describing your professional srills

3agaua (3amanme) 4 Formal letters

3anaya (3amanue) 5 Describing job interview

3anaya (3amanue) 6 Writing about your professional experience
3anaua (3amanue) 7 Describing professional skills in CV/

Kpurepun ouneHku:

- OIEHKA «OTJIMYHO» BBICTABIAETCS CTYIEHTY, €CIM CTYACHT BBINOJHSIET 6onee 80% TpeboBanmit
IIpernoiaBaTens;

- OIIGHKAa «XOpOIIO» BBICTABISIETCS CTYIEHTY, €CIId CTyJIeHT BbimonHsieT oT 80% mo 60%TtpeboBanwmii
IpernoaBaTess

- OIIEHKa «yJOBJIETBOPUTEIHHO» BBICTABISIETCS CTYJECHTY, €CIM CTYAEHT BhIONHsET oT 60% 1o 35%TpeboBanmii
IIpernoiaBaTes

- - OLCHKA «HCYAOBJICTBOPUTCIBbHO» BBICTABIIACTCA CTYACHTY, €CJIN CTYACHT BBINIOJIHACT MCHEC 35% Tp€6OBaHHfI
npenoaaBaTers



TemMbl NUCbMEHHBIX padoT, 3cce
10 AUCLUIUIUHE _/[en10601 UHOCMPAHHbIU A3bIK_(AHSTUUCKULL)

1. Professional Skills

2. World famous companies
3. International travel

4. Project management

5. Advertising products

6. Management styles

1 PEKOMEHAYEMBIE KJUIIE JJIS nucemennnix pagor HA AHTJIMMCKOM SI3BIKE
The article is devoted to ... — CtaTbs nmocBieHa ...

The story represents the conflict between ... — B paccka3e npeactaBieH KOHOIUKT MEXIY ...

The basic theme of the story is ... — OcHOBHas TemMa pacckasa ...

The problem raised by the author is ... — [IpoGiema, moxHsATast aBBTOPOM ...

The main problem may be formulated in the following way: ... — 'maBHy0 npobiemy MOKHO
chopMyITUPOBATH KAK ...

In the story the writer dwells upon (raises, touches upon) the problem of ... — B pacckase nucarens
3aTparuBaet mpoodiemy ...

The idea is revealed in the final passage (in the episode where, in concluding sentence) ... — Unes
PacKpbIBa€TCs B MIOCIEAHEM TH30/C . ..

The main idea conveyed by the author is ... — ['maBuast unes aBTopa ...

The general mood of the text is ... — 0CHOBHOE HACTPOCHHUE TEKCTA ...

The extract may be divided into (split into, falls into) 3 logically complete parts. — OTpbIBOK MOKHO
pa3AenuTh HA TPH JIOTHYECKH 3aKOHYCHHBIEC YacTH.

They can be entitled as ... — Ix MOXHO 03ariaBUTh ...

The narration is done in the 1st (the 3rd) person. — [loBecTBoBaHuE BEAETCS OT TPETHETO JIUIIA.

The Paper is called = The title of the Paper is... — Ha3zanue pedepara...

The theme of the Paper is... — Tema pedepara...

It is spoken about... — ['oBopuTcs o...

It is said in brief that... — KpaTko roBopuTtcs o...

Reader’s attention is drawn to... — BHuMaHue ynTaTeneil mpuBiIeKaer. . .

The text gives an information about... — TekcT maet undopmanuio o...

The following facts are stressed in the article... — B ctaThe moguepkuBaroTcs cieayone QaxTsl. ..
The content of the text includes... — Conepskanue TekcTa OXBaTHIBAET. ..

The text is devoted to the problem... — TekcT mocesiieH npoodieme. ..

The articles are taken from... — CTaTbu B34THI U3...

In the article it is analyzed... — B cTtaTse ananusupyercs...

The author characterises... — ABTop XapakTepusyer...

The author emphasizes ... ~ABTOp OJYEPKUBAECT, YTO...

The author suggests... — ABTop mpennaraer...

The author considers that... — ABTop cuuTaer, 4To...

The main (sufficient) part of the research work contains... — ['maBHas yacts uccnenoBanus
COJICPIKHT. ..

The text contains statistics about... — TEKCT COIEPKUT CTATUCTHUKY O...

In the introductory part the author touches upon... — Bo BcTynurensHoi 9acTu aBTOp Kacaercs. ..
At first it is depicted that... — Bo-mepBbix nuzobpaxaercs. ..

Secondly it is revealed that... — Bo-BTopbsIx oOHapyXuBaetcs, uto...

First of all it is stressed that... — B Hagane ynapenue nemnaercs Ha. ..

The author underlines that... — ABTop mog4epkuBaer, 4ro...

In concluding paragraphs it is pointed out... — B 3akirounTensHbIX naparpadax yka3blBaeTcs Ha...
Summing up the information... — [TogBoss utor...

PEKOMEHJIALIMN JIJ151 HAIITMCAHM S IMCBbMEHHBIX PABOT, AHHOTALIUI, TTUCEM.



Pedepar, cocTaBieHHBIH 1O OJHOMY HCTOYHHKY, Ha3bIBaeTCsa MOHOTpaduueckuM. CTpykTypa
pedepara ctporo ycraHonieHa. OH COCTOUT U3 ABYX YaCTEH: 3ar0JIOBOYHON M COOCTBEHHO
pedepaTUBHOMA.

B 3aronoBouHO# YacT OTpa)kaeTcsi Ha3BaHUE MEPBOUCTOYHHKA, (PaMHITUS aBTOpa U
oubnuorpaduyueckue 1aHHbIC (MECTO U3AAHUS, U3ATEIBCTBO, TO/T U3AAHHMS).

TexcT coOcTBEeHHO peepaTUBHOM YACTH CTPOUTCS HA OCHOBE BBIJICIICHHBIX MTPH YTCHUH KITFOUEBBIX
CJIOB ¥ KJIFOUYEBBIX (PPAarMEHTOB, OOJIBIIUHCTBO U3 KOTOPBIX MOT'YT ObITh TEPMHHAMHM B JAaHHOU
CIICIUAJIbHOM 00J1aCTH.

Pedepar, cocTaBiieHHBIH 110 HECKOJIBLKAM Pab0OTaM Ha OJIHY TEMY, Ha3bIBACTCS 0030PHBIM.

AJIFOpI/ITM HANMCAHUS MUCbMEHHOH paﬁoTLI

1. Odopmute 3aroJOBOYHYIO YaCTh: 3aNUIINTE HA3BaHNE TIEPBOMCTOYHUKA, (aMIIAIO U
WHHUIIAAJIBI aBTOpa (aBTOPOB) M OubOIMorpaduueckue TaHHbIC.

2. [Tponymepyiite ab3ambl TEKCTA.

3. [TpocMOTPUTE TEKCT U OTPEACITUTE €T0 TJIABHYIO TEMY.

4. BHuMaTenpHO unTast TEKCT Mo ab3anam, onpeAeIuTe TeMY U MOITeMbI KaKI0ro ad3ana u
3aIUIIATE UX BMECTE C HOMEPOM a03aIia B BUJIE KJIFOUEBBIX CJIOB U BHIPAKCHHI.

5. Takum o6pa3zom Bbl cocTaBuTe TIOrMUECKUi TUIaH TEKCTA.

6. OO0 rymaiiTe mocieI0BaTeIbHOCTh PACIIOIOKEHUS ITYHKTOB TIaHA.

7. Bri6epuTe u3 kaxmaoro ad3ara KIro4eBbie pparMeHTH (OTACIbHBIC CII0BA WITH

CHOBOCO‘ICT&HHH), KOTOPBIC XapaKTCPU3YIOT BbIACJICHHBIC Bamu TeMb1 u IoATEMBI, 3aIIMIIUTEC UX. Tak
BBIABJIIIOTCA CMBICJIOBLIC PABI.

8. Ha matepuaiie CMBICIIOBBIX PSAZ0B COCTaBbTE TEKCT pedepara, UCI0JIb3Ys CBI3YIOIUE
crienn(puIecKre BRIPAKEHUS U S3bIKOBBIC KITUIIIE.

9. [TpounTaiite cocTaBieHHBIH TEKCT pedepara U OTpeIaKTUPYITE ero.

10.  VYxkaxwure cBOIO (paMUIMIO U UHULUANBI, (aKyJIbTET, KypC, HOMEp I'pYMIbl U aTy.

Kak HanucaTh JJHYHOE MHCHMO

B npaBom BepxHeM yriy NUIIUTE 0OpaTHBIN apec U YUCIIO.

Cnesa Hmke — obparienne (Bob, dear Bob, dear, Mr White, Mrs White, Professor Brown).
Teker nucema.

Oxonuanue numercs cupasa (Yours, sincerely yours, yours very truly, cordially yours).

el NS

Kak nanmucats opunmnaibHoe NHCHMO

1. B mpaBoM BepxHeM yriy MUIIUTE 0OpaTHBIN aJpec U YUCIIO.
2. CrnieBa — Ha3BaHHE YUPESHKICHUS-OTIIPABUTEIS.
3. Anpecar.
4. O6pamenue (sir, dear sirs, Gentlemen, Dear Madam).
5. TekcT muceMa.
6. OxoHuaHue (TieyaTaeTcs U MOANUCHIBAETCS JIUYHO).
Hanpumep:
THE UNIVERSITY OF LEEDS
Leeds
LS29]JT
From the English Language Unit Tel. (0532) 431751
Ext 6183
20th November 1990
The Librarian,

The British Council Library

Dear Madam,



I should be most grateful if you could let one our Russian visitors, Galina Ivanovna Sockolova, have
reader facilities in the British Council Library from Monday, 23d November — Wednesday, 25th
November 1990.

Signature
G. B. Heaton
Director
English Language Unit

- Kpurepum ouenku:

- OIIEHKA «OTJIMYHO» BBICTABJISCTCA CTYICHTY, €CIM CTYAEHT BbImonHseT Oomee 80%
TpeOOBaHUH MPENOAABATEINS;

- OIIGHKA «XOpPOIIO» BBICTABISACTCA CTYICHTY, €CIM CTyAeHT BbimosHsAeT oT 80% 1o
60%TtpedoBaHuil npenoaBaTes

- OIIEHKAa «YyJIOBJICTBOPUTEIBHO» BBICTABISETCS CTYACHTY, €CIH CTYICHT BBIMOIHsIET 0T 60%
10 35%TpeboBanmil mpernogaBaTes

- - OLICHKA «HEYJOBJIECTBOPUTEIHLHO)» BBICTABIISICTCS CTYJICHTY, €CIIH CTYACHT BBIOJIHSACT MEHEE
35% tpeboBanmii ipenogaBaTes

KOHTpOJII/Ipy}OH.U/Ie MaTepHuaJbl 414 aTTECTALUU CTYAEHTOB

[Tpu oOyyeHnn AETO0BOMY HHOCTPAHHOMY SI3BIKY MPUMEHSIOTCS CIIETYIOIIUE BH/IBI KOHTPOJIS:

1. Texyuuii KOHTPOJIb: TECTHI, IPE3EHTALUS PE3YJIbTATOB CAMOCTOATENILHOW pabOThl B BU/I€ YCTHBIX
COO0O0ILIeHUH, MUCbMEHHBIX PadoT, IPOEKTOB.

B Teuenue cemecTpa CTYJEHT JODKEH BBIMOJHUTH MMCbMEHHBIE BHEAYAUTOPHBIE PA0OTHI pa3IMuHON
TEMATHKH; BBICTYIIUTH C JOKJIAJA0M, IPE3EHTALMEN 110 OJHON U3 MPEUIOKEHHBIX TEM.

2. [IpoMexyTOUHBII KOHTPOJIb: 3a4eT ¢ OLEHKOM

- OLICHKa «OTJINYHO» BBICTABISIETCS CTYAEHTY, €CIM CTyIeHT BbINodHieT Oonee 80%
TpeOOBaHUM MPETNoIaBaTeNs;

- OLICHKA «XOpOLIO» BBICTABISETCA CTYAEHTY, €CIM CTyIeHT BelmoiaHser oT 80% 1o
60%TtpedoBaHuil MpenoiaBaTes

- OLICHKA «YyJIOBJIETBOPUTEIHLHO» BBICTABIIAETCS CTYACHTY, €CIM CTYAEHT BbINoyHsAET 0T 60%
1o 35%tpeboBaHuil pernoaaBaTess

- - OLIEHKAa «HEYJOBJIETBOPUTEIbHO» BBICTABIISIETCS CTY/ACHTY, €CIIU CTYIEHT BBIIIOJIHIET MEHEE
35% tpeboBaHuil Ipeno1aBaTess

[Ipy mony4yeHHH OUEHKU «HEYIOBJIECTBOPUTEIBHO» W B CJIydae HE OTUMCIICHUS U3 YHUBEPCHUTETA
CTYAEHT HMEET IMpPaBO IMOJYYHUTh IMOJIOKUTEIBHYIO OLIEHKY BO BTOPOM CEMECTpPE IPU YCIOBHH
BBITIOJTHEHHS BCEX TPEOYEMBIX padoT.

. KonTposmpyomue MmaTepuaJbl AJ151 aTTECTAIUN CTYI€HTOB 0 JUCUHHUILIUHE
Bomnpocs! o aucuummse «/[emoBoi HHOCTPAHHBIN S3BIK»

. Why do people write business letters?

. What rules do you follow while composing a business letter?

. What are the main parts of a business letter?

. What are principal recommendations concerning the style of business letters?
. What is your primary aim when you apply for f job?

. What is a letter of application?

. What information does a letter of application contain?

. In what way should you express your interest in a specific job?

. How do you usually learn about job vacancies?

10. What information is the most important for a prospective employer?

O 0 1IN N K~ W~



11. What information should be listed in your CV?

12. What impression should a CV make on the staff officer?

13. What is the main objective of a CV?

14. What parts does a CV consist of?

15. What is the difference between a standard application form, an application letter and a CV?
16. What is a job interview?

17. What are the kinds of job interviews?

18. What is the typical pattern of a job interview?

19. What is an applicant usually interested in when interviewed?

20. What are positive and negative aspects of a job interview?

KonTposmpyomue MaTepuaJbl VI ATTECTALHH CTYJACHTOB 110 JUCHHILINHE

[IpounTarth W NHCBMEHHO IIEPEBECTH HA PYCCKMM S3bIK YyKa3aHHBIM  TeKCT (pa3pemiaercs
HCIOJIb30BaHUE CIIOBAPS).

2. Kparko WH3JI0)KMTh Ha HHOCTPAHHOM SI3bIKE COJIEp)KaHHME  TEKCTa [0 TEMATHUKE JIEJI0BOIO
MHOCTPAHHOTIO SA3BIKA.

3. becena no pasroBopHoOi Teme

TECTOBBIE 3AJAHUSI (TPAMMATHUYECKHUE TECTBI) AJISI IPOBEPKHU
YPOBHSI C0OPMUPOBAHHOCTHU KOMIETEHLMI IO JUCHUIIJIMHE «1EJIOBON
HHOCTPAHHBIN SI3BIK (AHI JIMACKUM)»

Hamnpasnenue noarorosku 40.04.01 — FOpucnpyaenus

®opMupyemMble KOMIIETCHIIUM:

YK—4. Criocoben MNPUMCHATH COBPEMCHHBIC KOMMYHUKATHBHBIC TEXHOJIOT'MH, B TOM YUCJIC, HA
HHOCTPAHHOM A3BIKE, IS aKaICMUYCCKOI'o U HpO(i)GCCI/IOHaJ'II)HOFO BSaHMOHeﬁCTBHﬂ

TecTbl 3aKpPbITOro THUIIA:

1. 3anonnume nponyck

Could you tell me what_____you'd like your wake-up call tomorrow morning?
e time
e home
e class
® news

2. 3anonnume nponyck
The___of Stonehenge began about 5,000 years ago.

e Dbuilt
e Dbuilder
e rebuild
¢ building
3. 3anonnume nponyck
He waited patiently while his customers told him troubles.
e themselves
e their
e them
o theirs

4. 3anonnume nponyck

It was much__than he expected.
e cheaper
e cheap
e the cheapest



e most cheap
5. 3anonnume nponyck
the morning we went to the museum

e In
o At
e On

o« —
6. Boioepume sepuyro emopyro uacmeo pazoenumenbHozo 60npoca.
They were cleaning their shoes,
a) were they?
b) they were?
¢) did not they?
d) weren’t they?
7. Buvloepume eepuyro emopyto uacmeo pazoenumesibHo2o 60npoca.
She had to make a speech,
a) didn’t she?
b) she didn’t?
¢) she did?
d) did she?
8. Buvibepume éepuyio 6mopyro yacms pazoenumenbHo20 60Rpoca.
They had not written to him,
a) hadn’t they?
b) didn’t they?
c) had they?
d) they had?
9. Hcnonw3yitme npasuibHyio 2pammamuieckyro popmy 2nazona
William Shakespeare ... Romeo and Juliet.
a) write; b) wrote c) is written
10. Hcnonwv3yiime npasuibHyI0 ZpAMMAmMUYecKylo popmy 2nazona
“Oliver Twist” and “Domby and Son” ... by Charles Dickens.
a) is written; b)are written; c)were written
11. Hcnonw3yiime npagunbHyto 2pammamuieckylo popmy 2nazona
In 1926 the theatre ... by fire.
a) is destroyed; b) was destroyed; c) destroyed
12. Hcnonw3yiime npaguibHylo 2paAMmMamuyecKyro popmy 2nazona
The shop ... at nine every day.
a) is opened b) was opened c) will be opened
13. Hcnonw3yiime npaguinbhylo 2pammamudecKyio gpopmy 2nazona
William Shakespeare ... in Stratford-upon-Avon.
a) were born b) is born ¢) was born
14. Hcnonw3yitme npaguivuyio cpammamuieckyio popmy 2nazona
London is the place where many famous writers ...
a) were born b) isborn ¢) was born
15. Hcnonw3yitme npaguibHyio cpammamudeckyio popmy 2na2ona
Many great writers ... in Westminster Abbey.
a) are buried b) buried c¢) were buried

TecTbl OTKPHITOro THIA:
1.Pacnonoscume cnosea 6 maxom nopaoke, unmoosvl HOAY4YUI0CH 6ONPOCUMEIbHOE NPEDI0NHCEHUE.
1: what
2: shall
3:1
4: you
5: phone
6: time
2.Pacnonoscume cno6a 6 makom nopaoke, Ymoodvl nOJAYUUIOCH 60RPOCUMETbHOE RPEONONCEHUE.



1: will
2: the
3: shut
4: you
5: door
3.Pacnonoscume cnoea 6 maxkom nopaokKe, 4moovl NOJAYUUIO0Ch 6ORPOCUMENbHOE NPEDI0HCEHUE.
: the
: was
: when
: computer
: invented
.Pacnonoscume cnosa ¢ maxom nopaoke, yumoovl HOAY4YUI0CH 6ONPOCUMEIbHOE NPEOI0NHCEHUE.
why
: concert
: the
: was
: cancelled
5.Pacnonosicume cnosa 6 maxom nopaoke, Ymoosvl NOAYYUI0CH 6ONPOCUMEIbHOE NPEOI0NHCEHUE.
1: been
2: long
3: have
4: married
5: how
6: you
6.Pacnonoscume cnoea 6 makom nopsaoke, 4Umoodvl nOJIYUUIOCH 6ONPOCUMENbHOE NPEDIONHCEHUE.
: for
st
: pay
: must
: you
: yourself
7. Henonw3yitme npaguivHylo cpammamuyeckyio hopmy 2nazona.
As soon as I (hear) the results, I’ll let you know.
8. Hcnonv3yitme npasuivhyto cpammamuieckyio popmy 2nazona
Where is Stella? — She (play) tennis in the park.
9. Hcnonw3yiime npasuibHyio 2pammamuieckyro popmy 2nazona
Cats (not to like) sweets.
10. Hcnonw3yitme npasuibHyio cpammamuieckyro popmy 2nazona
I didn’t understand what she (mean) at first.
11. Hcnonw3yiime npasuibHyto cpammamuieckyro popmy 2nazona
When I arrived, the party (finish).
12. Hcnonw3yiime npasuibHyto cpammamuieckyro popmy 2nazona
Excuse me, where is the (near) cafe?
13. Hcnonw3yiime npasunbHyto cpammamuieckyro popmy 2nazona
A cook is someone who (prepare) meals
14. Hcnonvzyiime npasunbiylo 2pammamuieckylo popmy 2nazona
It’s raining. It (start) raining an hour ago.
15. Hcnonwzyiime npasunbiylo 2pammamuieckylo popmy 2nazona
Helen (be) 17 years old next Sunday
ITo YK-4 nosryueHsl pe3yJbTaThl:

AN A B W=

AN B W N

YK - 5 Cnoco0GeH aHanu3upoBaTh U yUUTHIBATh pa3HO0Opa3ne KyIbTyp B IPOIECCe MEKKYIBTYPHOTO
B3aUMOJICUCTBUS

TecTbl 3aKPHITOrO THIIA:
1.Pacnonoscume pycckue c106a 6 maKom nopsaokKe, 4moovl noay4yuiI0Ch Coomeenmcmeue



1) employer a) oOpamatbes ¢ MpockOoi 0 mpuéme Ha paboTy
2) relevant b) paboTonarenn

3) to request employment C) IpeKHEe MECTO padOThI

4) previous employment d) 3HaYMMBIN/3HAUNTENBHBIN

2.Pacn01w.ucumepyccxue cjio6a 6 maxkom nopﬂdke, umoobwl noJjiyuujiocb coomeemcmeue

1) to convince a) CTaHJApTHOE Ha3BaHHE Cephl AeSITEILHOCTH
2) primary objective b) ybenutsb

3) standard area title C) CUJIbHBIE CTOPOHBI

4) strong points d) rmaBHas 3amava/1ens

3.Pacn01w.ucumepyccxue cylo6a 6 maxkom nopﬂdke, umoowl noJjiyuujiocb coomeemcmeue

1) body of a letter a) MoJpa3IeICHIe KOMIIAaHUU

2) to schedule interview b) ankera

3) application form C) 3aIUTAHUPOBATh COOECe0BaHNE
4) company division d) ocHOBHas 4acTh MUChbMaA

4. Pacnozw.ucumepyccxue cjio6a 6 maxkom l’lOp}loKe, umoobwl noayuui0cb coomeemcmeue

1) smooth and natural a) PyKOBOJSIIASI JOJKHOCTh

2 senior appointment b) omnbIT

3) experience C) UMETh BO3MOYKHOCTb IIPHITH Ha COOECETOBAHNE
4) available for interview d) rmankuit ¥ €CTECTBEHHBIN (O CTHIIC MUChMA)

5. Onpeoenume, kaxoit 00un 212071 U3 MPEX He NOOXOOUM NO CMBICTIY NPEOLOHCEHUSL.
He ........... to review our complaints .

a) promised b) refused c) closed

6. Onpeoenume, KaKoi 00UH 27142071 U3 MPEX HE NOOXOOUM NO CMBICIIY NPEONONHCEHUA.
She .......... to check the documents

a) opened b) failed c) refused

TecTbl OTKPHITOrO THIA:
1. Pacnonoscume uacmu 0e106020 nuCbMa 6 NPAGUILHOM NOPAOKE
1. We are a large music shop in the center of Liverpool and would like to know more about the
tapes and cassettes you advertised in this month's edition of Music Monthly.
A.X.C. Records Ltd .41 Broadway.Liverpool L91 5

2. PB
12 May 2005
3. Dear Sirs,
Yours faithfully,
4,
Jeffiy Allen
Director
5. The Sales Department, Southern Importers Ltd, Dane Street, Northern,
Southampton SO9 4YQ

2. Ilepeo Bamu koneepm

(1) New Jersey Power Company

5695 South 23rd Road

Ridgefield (2) NJ 08976
(3) Mr. Frederick Wolf
(4)Director of Marketing



Smith Printing Company
(5) 673 Sixth Avenue
Milwaukee, (6) WI 53136
Coommuecume ungopmanuio nod onpedereHHbIM HOMEPOM HA KOHEEPME C MeM, Yo OHA
obo3navaem.
1 the ZIP Code in the mailing address
2. the addressee's position
3. the addressee's name
4. the street name in the mailing address
5. the sender
6. the ZIP Code in the return address
3. Onpeodenume, k Kakomy eudy 0e106020 OOKYMEHMA OMHOCUMCA RPEOCMABIEHHbII HUICE
OMpbIGOK
Thank you for your fax dated 13 May concerning your order for five of our dills.
We must apologise for the delay in snipping this order This was due to unforeseen
circumstances. However, we are dealing with y our older now and it will be sent without further delay.
(From Company to Company by A. Littlejohn)
Letter of apology
Memo
Cv
o Contract

D O O

4. Ilocmaevme 2nazon ¢ (hopme Present Perfect tense:
She ... (invite) all her friends.

5. Mocmaseme znazon ¢ ¢popme Past Perfect Tense.

Baby Bear's plate was empty because someone ... his breakfast (eat).
6 . aitme omeem Ha eonpoc ¢ ucnonvzoeanuem epemenu Past Continuous.
What were you doing, when | phoned you? (to write my report).

Mo YK-5 nosty4eHbl pe3yjibTaThbl:

Kpurepun otieHKH pe3y/IbTATOB TeCTHPOBAHMSL:

— OllEHKa «OTJIIHYHO» BBICTABJIACTCA CTYAEHTY, ecid OH orBedaer BepHo Ha 80-100%
BOIIPOCOB.

— OLIEHKA «XOPOILOY», BHICTABJISETCS CTY/CHTY, €CJIH OH 0TBeyaeT BepHO Ha 70-79% Bompocos.

~ OlIEHKA «Y/IOBJIETBOPUTEIBHO», BBICTABIISETCS CTY/JCHTY, €CJIH OH OTBe4daeT BepHO Ha 60-
69% BOIpPOCOB.

— OLIEHKA «HEYIOBJIETBOPUTEIEHO» BBICTABISAETCS CTY/IEHTY, €CJIM OH HE OCBOHWII MaTepHall
TeMbl, AaeT MeHee 60% npaBUIIbHBIX OTBETOB.

Hroro no JUCHHILIHHE KOJIHYECTBO 0A/LJIOB

Kiroun K TectaM 3aKpbITOro THIA:
YK - 4 — orBeThI BbIIeJICHbI (KHPHBIM IpHpTOM
YK-5
. 1b 21 3a 4¢
. 1b 2d 3a 4c
.1d 2c¢ 3b 4a
.1d2a3 4c
c
a

'.‘\./ —
CA ot o P T
CocTaBuTeb [ NOT ‘ H.0. Damunus

(mojiucs)
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