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1. TACHIOPT ®OHJIA OIIEHOYHBIX CPEJACTB

1.1 Ilepeyens KoMIeTeHIMIT ¥ 3TANbI UX (POPMHUPOBAHNS B IIpoLecce OCBOCHUS

AUCHHUIIIMHBI

B pesynprate ocBoenuss OIIOIl OakamaBpuara o0Oy4aromUWCS TOJDKEH OBJAICTh
CJICAYIOIIMMHU Pe3yJbTaTaMu 00yUYeHHs 10 TUCIUILIMHE:

Kon Conepxanue [InanupyemMble pe3yabTaThl OCBOCHUS
KOMIIETCHITNH KOMIIETCHITUH JHCIHATIINHEI
3HaTh: METOBI cOOpa U aHaTM3a MHPOPMAIIUK HA
COOCOOHOCTB HWHOCTPAaHHOM A3bIKC, ,Z[GHOBOﬁ 9THUKET
IPOBOIUTH COOP, YMeTh: unTaTh U TOHUMATh AyTEHTUYHBIE
aHaIN3 HayJHO- NyOMUIIMCTUYECKUE Y HAYUHO-TIOMYJISIPHBIE TEKCTHI,
TeXHUYECKOI TEKCTBI JIETIOBBIX TTUCEM, UCTIOJIb3YSI OCHOBHBIE BUIBI
TIK-22 UHpOpMALUH, yTeHUs (03HAKOMUTENbHOE, U3y4datoliee,
OTEUeCTBCHHOI'O 1 MMOMCKOBOE/TIPOCMOTPOBOE) B 3aBUCUMOCTH OT
3apy0eKHOro onpiTa | KOMMYHHUKAaTHBHOU 3a/1a4H;
IO TeMaTHKe Baanerb: HaBbIKaMu OMOIMOTPAPUIECKOTO TTOMCKA C
HCCIICTOBAHMS HCIIOJIb30BAaHNEM COBPEMEHHBIX HH(POPMAITMOHHBIX
TEXHOJIOTHIi;
3HATBh: OCHOBHYIO TEPMUHOJIOTHIO CBOEH
CTIOCOBHOCTD CIEUUATbHOCTH, MPABUJIA U TAIbl COCTABICHUS
oopmTh MPE3CHTAlUN
MOJIyYEHHBIE VMeTh:
PE3yNbTATHI B vame - 0bOpMIISITH TIOJTYYCHHBIE PE3YJIbTATHI B BUJIC
TIK-26 TpeseHTalNN, MPE3EHTAlNM, HAYYHO-TEXHUYECKUX OTUYETOB, CTATEN U
Haquo'TeXHqufKHX JIOKJIAJI0B Ha HAYYHO-TEXHUYECKUX KOH(DEPEHIINSIX.
OTHCTOB, CTaTCH U - UCTIOJIb30BaTh MHOCTPAHHBIH SI3bIK B B
AOKIANOB Ha HAYIHO- poeCCHOHATBHON JIEATETLHOCTH
TCXHIHCCKUX Buaaners: HaBbIKaMU pabOTHI ¢ OPUTHHAIBHOM
KoH(pepeHumsx JUTEPATYPOH 1O CIIEIIUATLHOCTH.

1.2 ITaciopT (poHAA OLEHOYHBIX CPEACTB IJIsl IPOBEACHHUA TeKyLeld H TPOMEeKYTOYHOM
arTecTalMU O0yYAKO LM XCS

Kon
KOHTPOIIU HaunmenoBanue
Ne KonTponupyemsie .
n/m TEMBbI JTUCITUTINHBI pyemon OLCHOHHOTO
KOMITETEH CpencTBa
1707
1. 1. Business
presentations and [IK-22, YreHMEe TEKCTA W  BBITIOJHEHUE
public speaking in I1K-26 JICKCHUKO-TPAMMATHYECKUX 3aJaHul K
English. Introduction HEMY, TPYIIIOBOM MPOEKT, 3aUeT.
1 | and Preparation
_ TK-22 UreHne TeKCTa U BBINOJIHEHHE
1. 2. Equipment for HK-26’ JIEKCUKO-TPAMMATHYECKUX 3aJaHui K
Presentations HEMY, YTEHHE TEKCTa C 3alOJHEHUEM
MPOITYCKOB, 3a4eT.
1.3. Delivery of a I1K-22, UreHne TEKCTa C  3alOJIHCHUEM




Presentation

I1K-26 MIPOITYCKOB, YTEHUE  TEKCTa |
BBITIOJTHCHUEC JICKCHUKO-
rpaMMaTHYeCKUX 3aJaHuil K HeMmy,
nepeckas3 TEeKCTa, 3a4erT.

1.4. Language for I1K-22, JIeKCHKO-TpaMMaTHYECKHE
Presentations I1K-26 yIpakHEHUs], 3a4eT.

2 YreHue TeKCTa U BBIIOJIHEHUE JICKCHKO-
1.5. The Presentation TK- 26 1K= rpaMMaTU4YecKuX 3aJaHuil K HeMmy,

MPOEKT C MOUCKOM MH(pOpMaInu, 3a4erT.

1.6. Negotiationgs. The
Art of Negotiating

I1K-22, IIK- | Ilepecka3 TekcTa, OTBET HAa BOMPOCHI K
26 TEKTY.

YreHne TeKCTa U BHITTOJIHEHHUE JTCKCUKO-

1.7. The Negotiation [1K-22, T1K- .
rpaMMaTHYeCKUX 3aJlaHuil K HeMy,
Process 26
3auer.
1.8. Meetings. UreHne TeKCTa M BBITTOJIHEHHUE JICKCUKO-
. IIK-22, ITK- N
Preparing for a 26 rpaMMaTH4YeCKUX 3aJaHud K HEMY,
Meeting IPYIMITOBOM MPOEKT, 3aderT.
2.1. Definition of a [K-22, Iepeckas TekeTa. 3auet
Business Letter I1K-26 p ’ '

2.2. Business Letter

CocraBiaeHue  0a30BOro  JIEJIOBOTO
[IK-22, I[IK- | muchMa, YTEHUE TEKCTAa U BBIITOJTHECHUE

Writing 26 JIEKCHKO-TPAMMATHYECKAX 3aJaHui K
HEMY, YTCHHWC THAJIOrOB, 3ayer.
HaIlMCaHHE PEKIIAMHOTO [MCHMa,
Hanucanue e-mail, Hanucanue nmceMa-

2.3. Business Letter [K-22, TIK- | 3ampoca, HaIMCaHUe MHICbMa-

Writing Basics 26 MOATBEPXKIEHUS, YTCHHE TEeKCTa |

BBITNIOJIHEHUE JIEKCUKO-TPAMMAaTHYECKHAX
3aIaHUH K HEMY, 3a4eT.

2.4. Business Letter
Formats

Hanucanue nuchMa-3asiBKU, HalKMcaHUE
IIK-22, IIK- | nucbMa-nipeTeH3uu. YUreHue Tekcra |

26 BBINIOJIHEHUE JIEKCUKO-TPAMMATUYECKUX
3aIaHUI K HEMY, 3a4eT

1.3 Kputepuu oueHuBaHus pe3yabTaTa 00y4eHHs MO JMCUUILIHHE U IIKAJIAa OlleHMBAHUS

Ypoenu cghopmuposannocmu
KOMRemeHyuu

OcHoOBHbBIE IPU3HAKH YPOBHS

Ilopozoesuwiit (6azoewtit) yposens
(Ouenka «3», 3auTeHo)
(00s3aTEIBbHBIN 1O OTHOIICHHUIO
KO BCEM BBIITYCKHUKAM K
MOMEHTY 3aBEpIICHUS UMHU
ob6yuenus o OITOIT)

- OO1iee mpeacTaBiIeHUE O TpaMMaTHYECKUX (opMax U
KOHCTPYKIHUSIX AHTJIMHACKOrO S3bIKa; 3HAHUE OCHOBHOM
JICKCHKH B paMKaxX 0003HaYCHHOH TeMaTHKH U
poOJIeMaTHKH.

- ba3zoBoe ymeHue uuTaTh U MOHUMATh AYTEHTHYHBIE
TEKCTbI: PEKJIaMHbIE TEKCThl, TEKCThl MpPE3eHTalUH,
JIEJIOBBIE ITUCHMA.

- ba3zoBoe BnajeHue HaBbIKAMH MpE3eHTAUU Ha
MHOCTPAHHOM $SI3bIKE U BEACHHUS IEN0OBOI MEPENUCKU

IToBbIIeHHBIN (IPOABUHYTHIN)
yposenn (Ouenka «4»,
3a4uTeHo)

- CpopmupoBaHHBIE, HO CO/IEpIKAIINE OTACIbHbIC
poOesbl 3HAaHUS TPAMMATUYECKUX (GOPM U KOHCTPYKLIMH
AHIJIMHACKOTO $53bIKA; JIKCUKU B paMKax 0003HauCHHOMN
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(TpeBOCXOAUT MOPOTOBBII TEMaTHKH U TIPOOTIEMaTHKN OOIICHHUS.

(6a30BbIif) ypoBeHb 1O omHOMY | -  CdopMupoBaHHBIE, HO HMEIOIIUE OTICIbHBIC
WJTU HECKOJIBKUM CYIIIECTBEHHBIM | HEIOCTATKU yYMEHHE YUTaTh M MOHUMATh ayTEHTUYHBIE
MpU3HAKaM) TEKCTBI: pPEKJIaMHBbIE€ TEKCTbI, TEKCTbl Ipe3eHTAIuH,

JIEJIOBBIE ITUCHMA.

- CdopmupoBaHHOE, HO HUMEIOIIEE  OTACIbHBIC
HEIOCTAaTKM BJIQJCHUE HAaBBbIKAMM IIPE3EHTALlMM Ha
WHOCTPAHHOM $I3bIKE U BEJICHUS JEJI0BOM NEPEIUCKU

Bbicokuii (MpeBOCXOAHBIN) - ChopMupoBaHHbIe 3HAHHS TPAMMATUYECKUX POPM U
ypoBenb (OueHka «5», KOHCTPYKLMA HEMELKOro $3bIKa; 3HAaHUE HAYYHOU
3a4uTeHo) TEPMHUHOJIOTUMA 1O CBOEW CHENUAIbHOCTH, OBJIAJICHHE
(TPEeBOCXOAUT TMTOPOTOBBII HaBbIKAMHU  TI€peBOJAa TEPMHUHOB U  TEKCTOB IO
(6a30BBIi) YPOBEHB IO BCEM CIICIIMAJIbHOCTH.
CYLIECTBCHHBIM IIPU3HAKAM, - CdopmupoBaHHOE YMEHHME YHUTaTb M IOHUMATh
HIpeAnoIaracT MaKCUMaaIbHO ayT€HTUYHBIE TEKCTBI: PEKJIAMHBIE TEKCTBbI, TEKCTHI
BO3MOJKHYIO BBIDAXKCHHOCTH IIPE3EHTALNM, 1€JI0BBIE TUCHMA.
KOMIIETEHIIH) - CdopmupoBaHHBIC BJIAJCHUE HAaBBIKAMU BIIAJICHHE

HAaBBIKAMHU TMPE3CHTAIlMM Ha WHOCTPAHHOM SI3BIKE U
BEJICHUS JICJIOBOM MEPEITUCKH.

2. ®OHJI OHEHOYHBbIX CPEJACTB AJIsA NPOBEJEHUSA TEKYIIETI'O KOHTPOJISA
2.1 3aganus 151 CaMOCTOATEIbHOM padoThI M CPeCTBA TEKYIIEro KOHTPOJIA.

Pa3znen 1. Business Communication.
Tema 1. Business presentations and public speaking in English. Introduction and
Preparation.
1) UTeHHe TeKCTA U BBINOJHEHHNE JEKCUKO-TPAMMATHYECKHUX 32/IaHUI K HEMY.

Lorella Braglia is a designer. She lives in the North of Italy, in Reggio Emilia, which is
between Milan and Bologna. She has her own company - Dielle. In fact, she is the founder of
Dielle. The company produces knitwear - clothes, which sell all over the world. Lorella designs
two collections every year, and presents them at fashion shows in London, Paris, and New York.
Dielle makes everything in Italy, and uses very modern equipment in its workshops. The
company employs the services of 70 workshops in and around Reggio Emilia. It produces
100,000 units per year.  Lorella’s husband, Danilo, works for the company as Marketing
Director. They live in a house in the centre of Reggio Emilia, not far from the office. They are
not often there, because they both travel a lot. How do they relax? ‘I do yoga and Danilo plays
golf,” says Lorella. At the weekends they play golf together and eat out at local restaurants with
their children. (Business Basics, SB)

1. IIpouumatime mexcm.
2. 3anonnume nponycku 8 npeoioHCeHUsIX.

alorella ........... a designer.

b Lorellaisthe .......... of Dielle.

clLorella............ her collections at fashion shows.

d The company ............... knitwear.

e Dielle ............. modern equipment.

f Lorella’s husband works ............... the same company.

gLorella........... yoga and her husband, Danilo, .............. golf in their free time.
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3. Omeemvbme Ha BONPOCHI K MEKCM).

a Where is Lorella from?

b What is her job?

¢ What is her husband’s job?

d What does the company produce?

e How many collections does Lorella present at fashion shows every year?
f Where does Lorella’s family live?

g What does Lorella’s family like doing in their free time?

4. Paboma ¢ napax: Tell a story about Italian designer Lorella Braglia to your partner.
2) UreHue TeKCTA U BHINIOJIHEHHUE 32IaHUS K HEMY.
Introducing yourself

Introducing yourself to someone does not mean that you are just telling your name. The
introduction can include other details such as: where you are from, where you work, the job you
have, your hobbies and much more.

How you introduce yourself depends on the situation you are in, and the amount of
information expected from you.

When you are introducing yourself to someone you’ve just met, you can say ‘Hi’,
‘Hello’, *Hey’. ‘Hello’ is more of a formal way. These are universal phrases and you can use
them with anyone, be it a senior, a friend, a relative or someone younger. These phrases are
suitable for both formal and informal situations.

Saying ‘Hello’ or “Hi’ isn’t enough. In order to introduce your-self, you have to tell the
person your name. You can either start the sen-tence by saying ‘Hello, my name is Marley.” or
‘Hey, | am Marley’. In formal situations you might want to say your full name. Between friends
you can use a colloquial phrase like “They call me Marley.’

After greeting people and telling them your name, you can also tell them how old you are
or what you do for a living. If you are an engineer, you can say: ‘I’m 26 years old and I’'m an
engineer’. By telling them what you do, the person can know you better.

To tell people about your origin, you can say for example: ‘I am from Michigan or ‘I
have come from Michigan’. You can also say where you live: ‘I live in Chicago.’

By knowing where you live the other person may relate to you and start a conversation
with you. You can also ask people their name, or tell them some more about yourself. Like what
your hobbies are, what you like to do in your free time, where you hang out, and so on. It’s all
part of getting to know you better.

To ask someone’s name, you can say. “My name is John. What’s yours?” If you want to
tell them about your hobbies you could say, “I really love playing chess” or “I like to run. I run
every day.”

1. IIpounTaiite TEKCT.
2. BeigenuTe peKkoMeHauu, KoTopele 1aét arop. O0cyauTe ux.
3. Kakue coBeThl BB MOXKETE JOOABUTH?

3)I'pynmnoBoii MPoeKT:
Hcnonp3ys cienyrolre cioBa U BRIPpaXXEeHUsI, COCTaBbTE 3 uajora:
- IpeJCTaBbTE ce0s

- IPEJICTaBbTE CBOETO MapTHEPA/ 3HAKOMOTO/ pyra
- 3a/1aliTe HECKOJIKO BOTIPOCOB



- Introducing yourself

Let me introduce myself. My name’s....
Hello. I'm .......

How do you do? Pleased to meet you.
Nice to meet you.

-Introducing another person

Let me introduce you to .....

This is my colleague.....

Nice to meet you. How do you do? or Nice / Pleased to meet you. Nice to meet you too.

- Other questions

Where are you from?

What do you do?

Who do you work for? I’m from... (I work in....)
I’'ma.... What about you?

I work for..... and you?

Tema 2. Eguipment for Presentations
1) UreHue TeKCTA U BbINOJHEHHUE JIEKCUKO-TPAMMATHYECKHUX 3aIaHU.
Business card

Business cards are cards bearing business information about a company or individual.
They are shared during formal introduc-tions as a convenience and a memory aid. A business
card typically includes the giver's name, company or business affiliation (usually with a logo)
and contact information such as street addresses, telephone number(s), fax number, e-mail
addresses and website. Before the advent of electronic communication business cards might also
include telex details. Now they may include social media addresses such as Facebook, LinkedIn
and Twitter. Traditionally many cards were simple black text on white stock; today a
professional business card will sometimes include one or more aspects of striking visual design.

Atomic structure of a business card Everything has a format, so does a business card!
True, everyone desires to have a unique business card for themselves, but there are indeed few
elements in the card that none can ignore. Business card is a professionally connecting link,
hence it is essential to pre-sent it in a more proficient look. Before thinking about what is to be
written in a business card, it is essential to decide on what the infor-mation is printed on. The
substrate can be either paper or plastic de-pending on the requirement of the customer. Elements
of business cards:

1. Name. The name of the card holder should preferably be written on upper left corner so
it’s the first convenient thing catching the reader’s eye. The font should be nice bold to make the
name stand out. The name of the company or the organization could easily stand in the middle. If
the name of the company is indirect, a tagline could be added to make the purpose of business
Clear.

2. Post. It is essential for the person to apprehend whom they are acknowledging to while
they see a business card. You should mention your title or position in the company. It’s your post
in the company that gets you reputation and makes an impression on others. Your title on the
business card helps the public judge better whom to directly contact to in the hour of need to get
a better response.

Contact information. There isn’t only one way to approach a person. Besides phone, one
can always drop a mail, or a fax and even a message on social networking sites. With the
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increase in communication strategies, it’s always better to provide, as many as possible ways for
public to contact, respecting their comfortable levels. Email is the most professional way to
approach a company. Phone is the best medium to converse when the communication has to be
one to one as it keeps it short, direct and simple. Recently, websites are also grooming as a mode
to contact. One can easily find information on websites and judge things well. Fax is the old
profes-sional mode to contact. Interestingly, social networking sites like LinkedIn, Twitter etc.
also helps to contact people at ease.

4. Company colours and logo. Definitely, business card is a marketing tool, which
apparently stands out as representation of brand.

5. QR code. Quick response codes are the pixelated boxes that one can scan from their
phones and get a direct link to a contact information, URL, RSS feed, google map, YouTube
videos etc.

6. Graphic content. Graphics makes the business card look cool and attractive. Hence, all
it requires for a good marketing is a cool nicely finished business card which not only speaks
one’s individuality but also creates an ever lasting impression.

1. ITpounTaiite TEKCT.
2. OTMEThTE B TEKCTE, KaKUE PEKOMEHAAINY Ja€T aBTOP MPH pa3pabOTKe BUSUTHOW KaPTOUKH.

2) UTteHne TeKCTAa ¢ 3aM0JTHEHHEM MPONMYCKOB.

Yemovipe cobdeceonuka eedym ouanoe. Kakue pennauxku omcymcmeyiom 6 ux peuu?
Jlodymaiime neoocmarowyro Bam ungpopmavuio u ghaxmer.

A B C D
Sally Kent American | Siman Hastings British | Alessandra Boni | Akiko Takajima
editor Business | ................. i Italian....3 | ... 6
Monthly | 2 | 4 | 7
...... SAP....5 TP < |
A: Alessandra, 1 you to my colleague, Siman Hastings.
B: How 2 ? Pleased to 3 you.
C: How 47
B: Do you work here, Alessandra?
C: No, I work for SAP. I’m a consultant. 5 my colleague Akiko
Takajima.
D: Nice 6
B: Nice 7 , Akiko. Where are you from?

D: I’m from Osaka, in Japan.

B: Where do you work?

D: | work for SAP in Frankfurt. I'm a 8 . And you? B: I'm
9 here at Business Monthly. Sally’s my

boss.

Tema 1.3. Delivery of a Presentation
1)UYrenne TekcTa ¢ 3aM0JJHEHHEM NMPOMYCKOB.
Point bush grapevine stick wavelength wires nutshell picture tail purposes

a)toputitina............



b) to get straight to the ..........
c)tohearitonthe .............

d) to put you inthe .............

e) to get the wrong end of the .............
fytobeonthesame .....................

g) can’t make head or .............. of it
h) totalk at cross ....................

i) to beat about the ..................
j)togetour............... crossed

2)Kpartkmii nepecka3 tekcra «Delivery of a Presentation», orBer Ha Bompocsl K
TEKCTY.

3)UTeHune TEKCTA U BbINOJHEHHE JIEKCUKO-TPAMMATHYECKUX 3aJaHUHN K HEMY:
Make Decisions with Data | Expository Presentation Presentation Delivery
Key Concept

How can you make sure your presentation is a success? For many people, speaking in
front of an audience can be challenging and intimidating. Delivering a multimedia presentation
to an audience is a performance—and you are the star!

What is the secret to delivering an interesting, informative, and entertaining presentation?
Of course, delivering a successful presentation has no secrets! Anyone can deliver a successful
presentation by following some basic guidelines. Preparation is the most important part of any
performance.

How can you prepare to deliver a multimedia presentation? First, you can review and
revise the presentation, and that includes spell checking and proofreading your slides. Then, you
can practice, practice, practice! Finally, you can make sure you know how to use all the
equipment you will need to conduct your presentation.

If you are well-prepared when the big day comes, you just have to do what you practiced.
You should not be uncomfortable because you are prepared for anything. Speak to your audience
in a professional but conversational tone, as if you were just explaining the topic to your teacher.

Tema 1.4. Language for Presentations
1)JIekcHKO-TpaMMAaTHYeCKHE YIIPAKHEHUSI.

1. Jlononnume npeonoscenus, ynompebass make, do or have. (popma modxcem dvimo usmenena)
Hampumep:1. What are you doing at the weekend?

2.I'm...... serious doubts about the whole thing.

3.0K,shallwe................... a start?

4. Could you...................me a favour?

5 Canl................... asuggestion? Why don't we................... a meeting to discuss what to
6. | think we need to................... more tests before we................... afinal decision.

7. The company................... a lot of money last year, but this year we're not...................
so well. We might even haveto ................... some people redundant.

8. It................... me really mad when people can't................... their jobs properly. I'm
................... difficulty in................... any plans when the situation is so confusing.
9.Goon!...................ago! It doesn't matter if you................... a mistake.
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2) [ononnume mexcm ciedyroumumu C108aMu.

works sleeps has spends wakes stops walks travels
goes
ARMANI
Giorgio Armani ....wakes....1 upat7am.He............ 2tothegymand .............. 3
an hour there. He .............. 4 breakfastand then ................. 5 to the office with his
bodyguard. He has pasta and a salad for lunch and thenhe ................ 6 for ten minutes. He
................. 7 until 8 p.m. on design and administration. He ...............8 every two months —

to the USA, Russia or other parts of Europe. On his way home from the office, he often
............... 9 for a drink at Nobu. At weekends, he goes to his villa.

3. Cocmagbme 80npocel K mexcmy.

When ........... ?
Where ...............7
How long............. ?
What................2.
How often......... ?

1. 5. The Presentation.

1) UTeHHe TeKCTA U BHINOJHEHHE JIEKCHKO-TPAMMATHYECKHUX 3aJaHHI K HEMY.
12 Tips for Delivering a Knockout Business Presentation

The first step is completed. Your wonderful presentation is created and ready for prime time.
Now is your chance to shine when you deliver it to an audience. Here are tips to make this
presentation a successful venture.

1. Know Your material

Knowing your material thoroughly will help you decide what information is essential to your
presentation and what can be left out. It will help your presentation to flow naturally, allowing
you to adjust to unexpected questions or events, and it will help you feel more comfortable when
speaking in front of an audience.

2. Don’t Memorize

This is, after all, a presentation, not a recital. Every presentation needs two major components --
life and energy. Recite from memory and your presentation will be sadly lacking both of these
factors. Not only will you lose your audience, but you will be hard pressed to adapt to
unexpected events that may throw you off your mental script.

3. Rehearse Your Presentation

Rehearse your presentation out loud, accompanied by the slide show. If possible, get someone to
listen while you rehearse. Have the person sit at the back of the room so you can practice
speaking loudly and clearly. Ask your listener for honest feedback about your presentation skills.



Make changes where necessary and run through the whole show again. Keep repeating until you
feel comfortable with the process.

4. Pace Yourself

As part of your practice, learn to pace your presentation. Generally, you should spend about one
minute per slide.

If there are time constraints, make sure that the presentation will finish on time. During your
delivery, be ready to adjust your pace in case you need to clarify information for your audience
or answer questions.

5. Know the Room

Be familiar with the place in which you will speak. Arrive ahead of time, walk around the
speaking area, and sit in the seats.

Seeing the setup from your audience’s perspective will help you decide where to stand, what
direction to face, and how loudly you will need to speak.

6. Know the Equipment

If you are using a microphone, make sure it works. The same goes for the projector. If it’s your
projector, carry a spare bulb. Also, check to see if the projector is bright enough to overpower
the room’s lighting. If not, find out how to dim the lights.

7. Copy Your Presentation to the Computer’s Hard Drive
Whenever possible, run your presentation from the hard disk rather than a CD. Running the show
from a CD may slow your presentation.

8. Use a Remote Control

Don’t hide at the back of the room with the projector. Get up front where your audience can see
and hear you. Also, just because you have a remote, don’t wander around the room -- it will only
distract your audience. Remember you are the focal point of the presentation.

9. Avoid Using a Laser Pointer

Often the projected light dot on a laser pointer is too small to be seen effectively. If you are at all
nervous, the dot may be hard to hold still in your shaking hands. Besides, a slide should hold
only key phrases. You are there to fill in the details for your audience.

If there is vital information in the form of a chart or graph that you feel your audience must have,
put it in a handout and refer to it rather than having to point out specific details of a slide to your
audience.

10. Do Not Speak to Your Slides

Many presenters watch their presentation rather than their audience. You made the slides, so you
already know what is on them. Turn to your audience and make eye contact with them. It will
make it easier for them to hear what you are saying, and they will find your presentation much
more interesting.

11. Learn To Navigate Your Presentation

Audiences often ask to see the previous screen again. Practice moving forward and backward
through your slides. With PowerPoint, you can also move through your presentation non-
sequentially. Learn how to jump ahead or back to a certain slide, without having to go through
the entire presentation.

12. Have a Backup Plan
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What if your projector dies? Or the computer crashes? Or the CD drive doesn’t work? Or your
CD gets stepped on? For the first two, you may have no choice but to go with an AV
free presentation, so have a printed copy of your notes with you. For the last two, carry a backup
of your presentation on a USB flash drive or email yourself a copy, or better yet, do both.

1. IIpounTaiiTe COBETHI.
2. Kakue w3 HuX BBl cunTaere Haubosiee mojie3HbIMUA?

2) ITpoekT ¢ mouckoM HHpOPMAIUH

- Find the additional information about software companies SAP, Oracle, Microsoft, EPAM
Systems, Miles Technologies, Apple, Intel Corporations, etc. Prepare a short presentation about a
software company business activity.

1.6. Negotiationgs. The Art of Negotiating.

1) Iepecka3s Texcra «The Art of Negotiating»
2) OTBeT Ha BONPOCHI:

1. What is “negotiating”?

2. How to prepare to negotiate?

3. What is called collaborative negotiating and what is competitive negotiating?
4. Speak about preparing to negotiate a job offer.

1.7. The Negotiation Process.
1) UreHue TeKCTA M BbINOJHEHHE JIEKCHKO-TPAMMATHYECKHUX 3aIaHUM K HEMY.
How to become good in all areas

Few companies are clear about how to manage what can be an amorphous collection of
internal initiatives and external relationships on social, environmental and ethical issues. Probity
and responsibility must be embedded in a company’s culture, strategy and operations from the
top down. But how can this be done? A new guide from Business for Social Responsibility, a US
non-profit research and advisory organization with 1,400 member companies and affiliates,
attempts to answer this by taking the reader step by step through the process of designing a
corporate social responsibility management system.

Only a handful of companies have a full CSR management system in place, says the
organization, which advises its members on how to make responsible practices integral to their
strategy and operations. Its combined annual revenues of nearly $2,000 bn (£1,300bn) and
employ 6m people. They include ABB, British Airways, Coca-Cola, Ikea, Unilever and Wal-
Mart. The scandals in the US have underlined how “corporate responsibility taskforces” and
codes of conduct are not enough on their own and can sometimes be a smokescreen.

Creating and building a successful CSR management system is a complex, long-term
project for any company,” says the report. “It involves a shift in the way a company conducts
business and can be likened to implementing other large- scale change initiatives such as total
quality management.”

The guide runs through basics such as who currently has responsibility for CSR in the
company, why a better management structure might improve things and what “hotbutton” issues
(child labour, drug pricing) face different sectors. It encourages companies to think hard about
their stakeholders, what their concerns are, how credible and influential they are and whether
they are a potential long-term partner or liability.
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1. Ilpouumatime mexcm.
2. Bepnvl u crnedyrowue ymeepiircoenus?

1. Most companies have clear, coherent policies on social, environmental and ethical issues.

2. If a company behaves with probity, it has high ethical standards.

3. Business for Social Responsibility has a coherent approach to designing a corporate social
responsibility management system.

4. 1t’s simple for a company to add a CSR management system to its day-to-day business.

5. Codes of conduct are enough to ensure ethical behaviour.

6. The guide says that a company’s stakeholders should all be kept happy so that they are all
retained by the company over the long term.

3. ﬂonozmume meKcm 6blpas;tCeHUAMU U3 meKcmda.

1. The company was accused Of giving .......ccccceevvvivervrnene. to local officials in order to allow
their products into the country more quickly.

2. The company has supported several projects in the local ........cccccccvvvirvennnne. where its
factories are situated.

3. Voters demanded that there should be greater ...........ccccocvevvivennns in the election process so

that they could understand it fully. 4. Following the scandals of Enron, Worldcom and others,
there is greater emphasis in business schools on the teaching of ...........................

1.8. Meetings. Preparing for a Meeting.
1) UreHune TeKCTAa M BHINOJTHEHHE JIEKCHKO-TPAMMATHYECKHX 3aIaHUI K HEMY.

In Alphaland, businesspeople dress quite formally. The business suit is common, but for
men, wearing non-matching jacket and trousers is also a possibility.

In Betatania, the dark business suit is obligatory for men. Some companies allow women
to wear trouser suits.

In Gammaria, the business suit is almost as necessary as in Betatania, but with more
variation in colours. Some companies require employees to wear formal clothes from Monday to
Thursday, and allow less formal ones on what they call casual Fridays or dress-down Fridays. In
some places, many banks and shops require people dealing with customers to wear uniforms so
that they all dress the same.

In Deltatonia, people dress more casually at work than in the other countries. For men,
suits and ties are less common than elsewhere. This is smart casual.

Alexandra Adler continues her seminar on cross-cultural issues.

Entertaining and hospitality vary a lot in different cultures.

In Alphaland, entertaining is important. There are long business lunches in restaurants,
where deals are discussed. Professional and private lives are separate, and clients are never
invited home.

In Betatania, evenings are spent drinking and singing in bars with colleagues and clients.

In Gammaria, lunch can be important, but less so than in Alphaland. Important contacts
may be invited to dinner at home. Corporate hospitality is a big industry, with clients invited to
big sports events.

In Deltatonia, restaurants are rare outside the capital. Some entertainment takes place
when important clients are invited to people’s houses for dinner, or go sailing or to country
houses for the weekend, etc. Attitudes towards time can vary enormously.

In Busyville, people start work at eight, and officially finish at six, though many
managers stay much longer. There is a culture of presenteeism: being at work when you don’t
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need to be. There is a two-hour lunch break, and a lot of business is done over restaurant lunches.
(Lunch is the main meal. The working breakfast is rare.) There are no snacks between meals, just
coffee, so eat properly at meal times.

As for punctuality, you can arrive up to 15 minutes ‘late’ for meetings. If invited to
someone’s house (unusual in business), arrive 15-30 minutes after the time given.

Don’t phone people at home about work, and don’t phone them at all after 9 pm. There
are a lot of public holidays (about 15) during the year. Busyville is empty in August, as many
companies close completely for four weeks. Employees have five weeks’ holiday a year and they
usually take four of them in August.

Here are some other areas of potential cultural misunderstanding:

a. distance when talking to people: what is comfortable?

b. eye contact: how much of the time do people look directly at each other?

c. gesture: people make lots of facial gestures? How much do they move their arms and
hands?

d. greetings/goodbyes: do people shake hands every time? Are there fixed phrases to say?

e. humour: is this a good way of relaxing people? Or is it out of place in some contexts?

f. physical contact: how much do people touch each other?

g. presents: when should you give them? When should you open them? What should you
say when you receive one?

h. rules of conversation and the role of silence: how long can people be silent before they
feel uncomfortable? Is it acceptable to interrupt when others are speaking?

B kakoii cTpaHe MOXHO YCIIBIIIATh CIASAYIOIUE PEIUIUKA? BhICKaKUTE MPEIOoI0KeHus.

1. How about a trip out tomorrow afternoon? We could see some horse racing and have a glass
of champagne.

2. Do come out with us this evening! | know some great bars. How’s your singing?

3. What are you doing this weekend? You could come to our summer cottage. You’ll meet my
family and we can take the boat out.

4. Let’s get out of the office to discuss the deal. | know a nice restaurant near here, with some
very good local dishes

2) I'pynnoBoii npoexT:
1. ITpounTaiite TEKCT.

In the English-speaking business world, people use first names, even with people they do
not know very well. But if you aren’t sure, use Mr. and the family name for men, and Mrs. or
Miss and the family name for women, depending on whether they are married or not. Ms. often
replaces Mrs. and Miss. You don’t use Mr., Mrs., Miss or Ms. with only a first name (e.g. Mr.
John) or by itself.

1. It’s possible to introduce yourself by saying your family name then your first name.

2. It’s possible to use Mr., Mrs. or Miss on its own, or with a first name.

3. British people use Sr. and Jr. to refer to a father and his son.

4. Americans often show their middle name with an initial.

5. You can always use someone’s first name to talk to them, even if you don’t know them very
well.

6. Ms. is being used more and more as a title for women.

7. You can show your qualifications after your name on your business card.
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Paznen 2. Business Correspondence.

Tema 2.1. Definition of a Business Letter.
1) IMepecka3s texcra «Definition of a Business Letter».
2.2. Business Letter Writing
1) CocTaBjieHue 6a30BOr0 J1€J10BOT0 MUChMA.
2) Yr1eHue TEKCTA U BbINOJIHEHHE JEKCHKO-TPAMMATHYECCKOI0 3aJaHUA K HEMY.

Format for a Curriculum Vitae (CV)

A Curriculum Vitae, commonly referred to as CV, includes a summary of your
educational and academic backgrounds as well as teaching and research experience, publications,
presentations, awards, honors, and affiliations.

International employers often expect to read the type of personal information on a
curriculum vitae that would not be included on a resume. When writing a CV for graduate school
or academia the personal information included in this curriculum vitae template would be
omitted.

The following curriculum vitae template will give you an example of what to include in
your CV and show the appropriate format for a curriculum vitae.

Sample Curriculum Vitae Template

CONTACT INFORMATION
Name

Address

Telephone

Cell Phone

Email

PERSONAL INFORMATION
Date of Birth

Place of Birth

Citizenship

Visa

Status

Sex

OptionalPersonal information:
Marital Status

Spouse’s Name

Children

EMPLOYMENT HISTORY
Work History

Academic Positions
Research and Training

EDUCATION
14



High School
University

Graduate School
Post-Doctoral Training

PROFESSIONAL QUALIFICATIONS
Certifications and Accreditations
Computer Skills

AWARDS

PUBLICATIONS
PROFESSIONAL MEMBERSHIPS
INTERESTS

Having a well written, effective resume at one’s disposal is an excellent tool in today’s
ever changing job market. A strong resume may be the sole difference in getting a call for an
interview or simply having your resume tossed into the proposed employer’s sludge pile. Simply
put, an effective resume may win you a job interview. In the world of academia, a strong resume,
known as a curriculum vitae (CV) may open the door towards a tenured position.

1. IlpounTaiite TEKCT.
2. [Ipouwnraiite cnemyromiee mucbkMo. COOTBETCTBYET JIM OHO HeoOXoaumMomMy Gopmary?
Onupasich Ha TEKCT, MepenemnTe NTMChbMO, YTOObI OHO COOTBETCTBOBAJIO CUTYALIUH.

11 Oakwood Road
Stanhope, Birmingham
8 th October

Dear Mr. Scott,

I am writing because you said you wanted a Service technician in The Evening Mail of 7th
October. I’ve put my life story in with this letter. If you look at it you’ll see | know a lot about
engineering because I’ve been a maintenance engineer for six years. So I’ve learnt a lot about
servicing manual and electrical systems. | took a conversion course the other day, all about
pneumatic, hydraulic and electrical systems. It was pretty easy. Now I’m going to evening
classes in the same things, and I hope I’ll pass the exams at the end!

I liked your comment in the ad about “good prospects” because I’m not just in it for the money.
| want a job that’ll mean something. I’m sure you’ll understand. Get in touch if there’s anything
else you need to know. Give me a ring at work, it’s 423419. In the evenings, you can always get
me at my mother’s in King Oak. | can come and see you at any time except Tuesdays, which are
a bit awkward.

Best wishes,
Richard Walters.

3)UTeHHe THATIOTOB.
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Sending faxes

Jaime Vasconcelos in Los Angeles, USA is on the phone to Anna Friedman in Sydney,
Australia.

Anna: Yes, | think you'll be interested in our latest designs.
Jaime: Can you send them by fax?

Anna: Sure. I'll fax you right now. What's your fax number?
Jaime: 1 for the US, then 213 976 3421.

Anna: OK. I've got that.

Jaime: Can you fax the information you think we need?

Anna: I'll fax you everything we have. There are about 30 pages.
Jaime: If you could fax it all over to us, that would be great!

Receiving faxes

Anna: Did you get my fax?

Jaime: You're not going to believe this, but the paper got stuck and the machine jammed.
Anna: No problem. I'll send it through again.

15 minutes later ...

Anna: Did the fax go through OK this time?

Jaime: Yes, but pages two and three weren't legible: I couldn't read them.

Anna: No problem. I'll resend them.

4)UTeHHe TEKCTA U BBINOJIHEHHE JIEKCUKO-TPAMMATHYECKHX 3aIaHHIl K TEKCTY.
1. IIpouumatime mexcm ¢axca. Pazoepume cmpyxmypy gaxca.

FAX COVER SHEET Box 1212, Sydney, Australia
Tel: 61 2 329 9220
Fax: 61 2 329 9221

Date: 22 November To fax number: +1 213 976 3421
To: Jaime Vasconcelos From: Anna Friedman

Number of pages including this cover sheet: 31

Dear Jaime,
It was good to hear from you again. The following pages give details of the latest additions to
our range. If you require any further information, please do not hesitate to contact me.

Best regards,
Anna Friedman

This fax may contain confidential information. If you are not the intended recipient, advise the sender and destroy
this document.

If you do not receive all pages, or if any pages are illegible,

please phone + 61 2 329 9 2 2 0 immediately.

2. Bertil Lagerkvist of Moda Fashions in Stockholm is talking to Kim Wang of Outrageous
Designs in Hong Kong. Correct the mistakes.
16



K: Yes, I think you'll be interested.

B: Can you (1) telefax your most exciting designs?

K: Sure, I'll (2) fax to you the drawings. What's your (3) number of fax?

B: 46 for Sweden, then 8 753 4298.

K: 46 8 753 4298. I've got that.

B: You know the sort of thing we sell. Can you (4) telefax to me the designs our
customers will be most interested in?

K: I'll (5) fax to you straightaway. There are about ten pages.

B: If you could fax everything (6) between, that would be great!

3. CocTaBbTe MPUMEPHBIN TEKCT (pakca, OMUpasiCh HA TAHHBIE U3 3aIaHU 2.

S5)UTeHne TeKCTA U BHINOJHEHHE JIEKCUKO-TPAMMATHYECKUX 3aJaHNH K HEMY.
JOB INTERVIEWING. GETTING DOWN TO BASICS.

A job interview is your chance to show an employer what he or she will get if you’re
hired. That is why it is essential to be well prepared for the job interview. There exist five basic
types of interviews:

The Screening Interview

This is usually an interview with someone in human resources. It may take place in
person or on the telephone. He or she will have a copy of your resume in hand and will try to
verify the information on it. The human resources representative will want to find out if you
meet the minimum qualifications for the job and, if you do, you will be passed on to the next
step.

The Selection Interview

The selection interview is the step in the process which makes people the most anxious.
The employer knows you are qualified to do the job. While you may have the skills to perform
the tasks that are required by the job in question, the employer needs to know if you have the
personality necessary to “fit in.” Someone who can’t interact well with management and co-
workers may disrupt the functioning of an entire department. This ultimately can affect the
company’s bottom line.

The Group Interview

In the group interview, several job candidates are interviewed at once. The interviewer or
interviewers are trying to separate the leaders from the followers. The interviewer may also be
trying to find out if you are a “team player.” The type of personality the employer is looking for
determines the outcome of this interview. There is nothing more to do than act naturally.

The Panel Interview

The candidate is interviewed by several people at once. It can be quite intimidating as
questions are fired at you. You should try to remain calm and establish rapport with each
member of the panel. Make eye contact with each member of the panel as you answer his or her
question. The Stress Interview It is not a very nice way to be introduced to the company that may
end up being your future employer. It is, however, a technique sometimes used to weed out those
that cannot handle adversity. The interviewer may try to artificially introduce stress into the
interview by asking questions so quickly that the candidate doesn’t have time to answer each
one. The interviewer may also ask weird questions, not to determine what the job candidate
answers, but how he or she answers.

Preparing for the Interview

Before you begin to think about how you will dress for the interview, or answer
questions, you should gather as much information about the employer as you can. Not only will
you appear informed and intelligent, it will also help you make a decision if a job offer is
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eventually made. You might also want to prepare for answering questions by listing some of
your attributes. Talk to former co-workers with whom you worked closely. Ask them to list some
traits about you that they most admired - work related, of course. You want to seem somewhat
spontaneous, but you also want to appear self-confident. The way to do that is to rehearse, not
exactly what you will say, but how you will say it. A great method is to rehearse in front of a
video camera. Study your posture, the way you make eye contact, and your body language.
Dressing for the Interview Appearance is very important and whether we like it or not, it is the
first thing people notice about us. You should match your dress to employees in the workplace in
which you are interviewing and probably take it up a notch. If dress is very casual, those being
interviewed should wear dress pants and dress shirts or skirts and blouses. Don’t choose a
Friday, since many offices have “casual Fridays.”

Your hair should be neat and stylish. Your nails should be well manicured and clean.
Men’s nails should be short. Women’s nails should be of a reasonable length and polished in a
neutral color. Also for women, makeup shouldn’t be heavy. Perfume or cologne should be
avoided as some people find certain scents offensive.

Establishing Rapport

Since the interviewer’s job is to make sure that not only your skill, but your personality as
well, is a good match, you must establish rapport with the person or persons interviewing you.
That begins the instant you walk in the door. Let the interviewer set the tone. Nothing is as
awkward as offering your hand and having the gesture not returned by the other person.
Therefore you should wait for the interviewer to offer his or her hand first, but be ready to offer
your hand immediately.

Body Language

They say that body language gives more away about us than speech. Eye contact is very
important but make sure it looks natural. A smiling, relaxed face is very inviting. Hands resting
casually in your lap rather than arms folded across your chest also is more inviting.

Answering Questions

When it comes down to it, isn’t this the main point of the interview? Speak slowly and
clearly. Pause before you answer a question. Your answers will seem less rehearsed and it will
give you a chance to collect your thoughts.

Asking Questions

Usually toward the end of the interview, the person conducting it will ask you if you have
any questions. You should have some. You should ask about what a typical day would entail.
You could also ask what special projects you would be working on. As in every other aspect of
the job search, you are trying to show the employer how you can fill their needs.

Illegal Questions

We have all heard horror stories of interviewers asking job candidates inappropriate
questions, such as those about marital status, age, and family status. These questions should not
be asked, but it is up to you whether to answer them.

Money Questions

Money is a very sensitive topic. The candidate shouldn’t bring it up. However, the
interviewer may bring it up first. He or she may ask what salary you hope to earn. You must
prepare for this question before the interview. Find out what others in the same position are
earning. Always give a range, not an exact number. This will help keep you from pricing
yourself out of a job. You don’t want the employer to think they can’t afford you, but you also
don’t want them to think you are a cheap commaodity.

After the Interview This is something that is too often neglected. It’s the thank you note
or follow-up letter. It is your chance to reiterate something you mentioned on the interview or
bring up something you forgot to mention. It is also a nice gesture and a simple matter of
politeness.

1. IlpounTaiite TEKCT.
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2. Onupach Ha HH(POPMAIUIO TEKCTa, BEIOEPUTE BEPHBINA BapUaHT OTBETA.

1. Make sure your clothes are clean, but wear obvious logos or designer names.
a.do b.don’t c.must

2. Don’t use much deodorant or perfume!

a.to b.Tooc. Two

3. Don’t wear too much jewellery. Interviewers don’t like rings!

a. never b. Sometimes c. Usually

4. Wear that are smart, but comfortable.

a. cloths b. Clothes c. Covers

. Arrive well the interview time.

. before b. After c. Later than

. Make eye with the interviewer when you are introduced.

. contactation b. Contiction c. Contact

. Give a firm handshake, and make sure you !

. snarl b. Smile c. Snigger

. Don’t . This will distract the interviewer from what you’re saying.

. fidget b. Figgit c. Fijit

. Don’t appear over-confident, for example by leaning too far back in your chair, but do try to

OO 0L N O HPH Ol

a. relax b. Rélapse c. Collapse
2.3. Business Letter Writing Basics
1) HanucaHMe PeKJIAMHOI0 MUChbMA.
2) Hanucanue e-mail.
3) HanMcaHWe MUCbMA-3anpoca.
4) HanUCcaHue MU CbMA-TIOATBEPKICHH .
5) YUTeHue TeKCTAa M BbINOJHEHHE JIeKCUKO-TPAMMATHYECKHUX 3aJaHUI K HeMy.
From dishwasher to CEO Chocolate Pizza Company Inc.

In his teens Ryan Novak started working part time at his hometown chocolate shop in
Marcellus, N.Y., washing dishes, mopping floors and taking out the trash. Four years ago, at age
21, he bought Chocolate Pizza Company from Bonnie Hanyak, who taught him the business and
served as his mentor.

A graduate of Syracuse University's entrepreneurship program, Novak saw potential in
the company's signature product: gourmet chocolate blended with homemade toffee, poured into
pizza pans and topped with nuts or candy and white chocolate drizzle. His idea: Expand it into a
national brand.

Since 2010, Chocolate Pizza has grown 365 percent, adding a website, opening three
more brick-and-mortar stores and landing major wholesale accounts like Hallmark stores.
Novak's partnership with UPS goes back to the beginning. "When | took over the business, they
were using another shipper. There was no reliability, a lot of damage, and customers were upset.
With UPS we got reliable shipping, awesome customer service and personalized help,” he says.

Novak shares this example: "During the middle of Christmas rush we ran out of printer
labels, and our UPS account rep ran to another customer and got a roll of labels to tide us over.
You can't pay for that kind of service.”
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His No. 1 piece of advice: "I had a ton of people tell me to think about doing something
else. But I believed in myself and | believed in this product. When you put everything you have
into it, that can really pay off."

1. IIpouumatime mexcm.

2. Omeembme HA BONPCHL K MEKCM).

1. How old was Ryan Novak when he bought Chocolate Pizza Company?

2. What was Ryan’s initial entrepreneurial idea?

3. Why did Ryan’s company’s partnership with UPS become successful?

4. What is his number 1 piece of advice for young entrepreneurs?

5. Say, what these numbers refer to: 21, 2010, 365; three more brick-and-motar stores, a ton of
people.

3. Obwsacnuume 3HaueHue ciedyumux ciog U C1080COYEeMAHUL NO-AHSTULCKU.:
A mentor; to see potential, gourmet chocolate, to take over the business, personalized help.
2.4. Business Letter Formats
1) HanucaHue 3asIBKU
2) HanMCcaHue MUCbMA-TIPeTeH3 U

3) UteHne TeKCTAa U BbINOJHEHHE JIEKCUKO-TPAMMATHYECKHUX 3aJaHUIl K HeMYy.

1. Ilpoumume cnedyrowue nucvma. Onpedenume 6uo nucoma. llepesedume ux nucbMeHHo.

A) SuperFurniture Ltd.
19 Bee Rd

Manchester

UK

Dear Sirs,

We have seen your advertisement in the July edition of “Furniture & Office Equipment” and it
interested us greatly.
Our bank is opening new branches in Manchester and Leeds and we will require office furniture
and equipment urgently.
We are inclined to place a considerable order with your company and therefore would expect a
quantity discount off list prices, and our terms of payment are normally payment for collection or
as a special concession on our part by Letter of Credit.
We shall appreciate it if you will send us your brochures, prospectuses and catalogues in
duplicate.

We hope to hear from you soon.

Yours faithfully
E Lacombe.

B)
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United Textiles Inc.
55 Broad Street
New York 15, NY
USA

Dear Sirs,

We thank you for your enquiry dated November 25th for Textiles of our manufacture.

We offer you printed cotton cloth2equal to any sample you might select. Besides, should you so
desire, you can buy different kinds of woolen textiles, produced at our factory in Manchester.

As for prices as well as terms and conditions you will find them stated herein.

QUANTITY: up to 20,000 m of any fabric.

QUALITY: equal to sample, in full accordance with government safety standards.

PRICES: as per Price-List No. 3a enclosed herewith.

DISCOUNTS: if the quantity is over 20,000 m, the price is subject to 5 per cent discount.
Further discounts are granted subject to special agreement.

TERMS OF PAYMENT: 5 per cent in advance; 60 per cent by a Letter of Credit; the balance of
35 per cent by drafts.

TERMS OF DELIVERY: within 4 weeks of the acceptance.

All other terms and conditions are stated in the enclosed copy of the General Conditions which
form an integral part of our sales contracts. This offer is subject to the goods being unsold upon
receipt of your reply.

We hope to hear from you soon. Please, acknowledge receipt.

Yours faithfully,

John Wright
Sales Manager

C)

K.Monk & Co., Ltd.
Birmingham BI12 OBY
England

Dear Sirs,
Your Order No.78969-6

We thank you for your order dated October 28 for Gardening Tools enumerated in Enclosure 1.
We confirm that we have the listed items available in stock and we guarantee delivery to London
before November 30.

The goods will be dispatched as soon as we receive instructions. We will immediately inform
you of the date of shipment.

We are looking forward to an early reply.

Faithfully yours,
K.Monk
Encl.

D)
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May 15, 20...

Kitchen-Ware Supplies, Ltd.
Cotton Road

Exeter

England EX4 9DT

Dear Sirs,
Order No 153

We refer to our order (No 153) for China-Ware. Our agent took delivery of the consignment in
accordance with the instructions contained in your advice of despatch.

Unfortunately, only 1800 cups were despatched. The 2000 saucers, packed separately according
to our instructions, arrived in good order and condition. However, they are not much use to us
without the missing 200 cups.

There is a clear discrepancy between the packing lists which arrived and your invoice. Whether
there has been pilferage or not is a matter for the Lloyd’s agent, who is investigating the matter
at the moment.

We must ask you to arrange for the despatch of replacements for the missing cups at once, as we
must meet the delivery time agreed upon with our own customers.

Yours sincerely,

Robert Leclerc.

)

AO Machinoimport

Kaluzskaya St., 8

Moscow, Russia

Dear Sirs,

We thank you for your enquiry for High Precision Machinery of the 10th July.

To our regret this equipment is not available for sale at present as it is undergoing final service
tests. We hope that the results of the tests will have been summarized by the end of the year. We
shall not fail to revert to your enquiry as soon as the Test Certificate is issued.

Yours faithfully,

M Doubtfire
Sales Manager

2.2 KpuTepuu olleHKH Ka4ecTBA OCBOEHUS THCHMILIHHBI
22



KadecTtBo ocBoeHMs AUCHUIINIMHBI OLOCHHUBACTCA IO CTCIICHU YCICIIHOCTU OTBETOB Ha
IMPKTUYCCKUX 3aHATUAX, KauCCTBA BBIIIOJIHCHUA CaMOCTOSTEIbHOM paGOTBI U PE3YJIbTATOB
IMMPOXOKACHUA TCCTUPOBAHUA.

Kputepuu nepeBona tekcra

Onenka «Omauyno» CTaBUTCS, €CIU MEPEBOJ TEKCTa MOJHOCThIO COOTBETCTBYET COJEPKAHUIO
OpUTHHAIILHOTO TEKCTa, T.e. TEKCTa HAa HMHOCTPAaHHOM si3bike. [lepeBefieH M caM TEKCT, U
3aroyioBok. [IoHsiTHA HanpaBIEHHOCTh TEKCTA U o0lIee ero cojaepkanrue B mepeBoae Tekcra HET
(umu  gomymieHel  1-2)  jekcuyeckux — omuOok.  [IpaBWJIBHO — MEpeBEICHBI  BCe
o0meynoTpeOuTeNbHBIE  MPOCTHIE  CJIOBa,  (Ppa3eosormueckue  OOOpPOTHI,  YCTOWYMBBHIC
CIIOBOCOYETaHMsI. BepHO MmepemaH CMBICH CIIOKHBIX CIIOB. Bce mpodeccroHanbHbIe TEPMUHBI
nepeBe/icHbl BEpHO. B mepeBosie OTCYTCTBYIOT TpaMMaThyeckue omuOku (opdorpaduyeckue,
NyHKTYallMOHHBIE W Jp.) Bce rpammaTrnueckwe KOHCTPYKIIMH, OOOPOTHI, MpPUIATOYHBIC
MPEIOKEHHUS, MepeBeICHbI MPaBUIIbHO [TepeBon MOJIHOCTHIO COOTBETCTBYET
npoecCHOHANFHOM  CTHJIMCTUKE ¥ HANpaBIEHHOCTH TeKcTa. IllepeBoj BBICKa3bIBaHUs
JIOTUYHBIH, MOCIEeI0BATEeNbHbIN, COXpaHeHa CTPYKTYpa OPUTHHAIBHOIO TEKCTa, TEKCT pa3JieieH
Ha a03arbl

Ouenka «Xopowto» craButcs, ecnu llepeBeneH u cam TekcT, W 3arosioBok. [lonaTHa
HAMPaBJICHHOCTh TEKCTA M 00IIee ero cojiepkanue. B mepeBojie TekcTa HeT (WK AOMyIIeHbI 1-2)
aekcudyecknx ommoOok. OTnenbHbIE CI0Ba COOTBETCTBYIOT O0IIeld TeMaTuke TekcTa. CMbICI
TeKcTa nepeaan. HeTouHo mepeBeieHbl HEKOTOphIe 00IIeYOTPEOUTENbHBIE CIIOBA, YCTOWYNBBIC
CJIOBOCOYETaHMS, CIOKHBIC CIIOBa, (hpazeosornyeckre 000poThl. [Ipodeccnonanbubie TEpMUHBI
B OCHOBHOM II€pPEBEACHBI BEpHO. B mepeBoie OTCYTCTBYIOT TpaMMAaTHYECKUE OIINOKU
(opdorpaduueckue, MyHKTyallMOHHBIE W 1p.) Hekoropele TpamMmaTH4YeCKHe KOHCTPYKIIUH,
000pOTHI, TMPUAATOYHBIE MPEATOKEHUS, IEPEBEACHbl TMpaBWIbHO IlepeBoll B OCHOBHOM
COOTBETCTBYET NpO(ECCHOHATBFHOM CTWJIMCTUKE U HalpaBIeHHOCTH Tekcra. llepeBon
BBICKA3bIBAHUS HE BE3[e JIOTUYHBIA, TIOCICIOBATENbHBIN, HO COXpPaHEHa CTPYKTypa
OpPUTHHAJILHOTO TEKCTa, TEKCT pa3/iejieH Ha a03allbl.

Onenka «Yooe1emeopumneipbHo» CTaBUTCS, eclid niepeBo TekcTa Ha 60 % oT obmero oobema
COOTBETCTBYET COJEP>KAaHUI0O OPUTMHAJIBHOTO TEKCTa, T.€. TEKCTa Ha HHOCTPAHHOM SI3BIKE.
[lepeBenen u cam TeEKCT, W 3arojoBOK. [lOHSATHA HAMpaBIIEHHOCTh TEKCTa W 0OIIee ero
comepxanue B mepeBome Tekcra 1-2 nekcuueckue OIMMOKH, HO oOmmas TeMaThKa TEeKCTa
MOHSITHA. CMbICI  TeKcTa  MepenaH. HemnpasuibHo NIePEBEICHBI HEKOTOpPBIC
o0uIeynoTpeOUTeNbHbIE  CJIOBA,  YCTOMYHMBBIE  CIIOBOCOYETAHHSA,  CIOKHBIE  CIJIOBa,
dpazeonorudeckue o06opothl. [IpodeccnoHanbHble TEPMUHBI B OCHOBHOM II€PEBEACHBI BEPHO,
HO 3-4 TepMuHA MOTYT MMETh HETOYHBIA TepeBoa B mepeBoae 3-4 rpaMMmarnyecKkue ONTMOKH
(opdorpaduueckue, MyHKTyallMOHHbIE U Jp.) Boinbinas 4acTh rpaMMaTHYeCKUX KOHCTPYKIIHH,
000pOTHI, MPHUIATOYHBIE MNPEJIOKEHUS, IepeBeJeHbl HempaBUibHO. [lepeBosl B OCHOBHOM,
COOTBETCTBYET TNPO(ECCUOHATBHOM CTWINCTUKE U HAMpaBICHHOCTH Tekcra. llepeBon
BBICKa3bIBaHUS HE Be3[€ JIOTMYHBIA, MOCIEAOBaTENbHBINA, HE COXpaHEHa CTPYKTypa
OPUTHHAIILHOTO TEKCTa, TEKCT HE pa3JielieH Ha a03allbl

Onenka «Heydosremeopumenvno» CTaBUTCSA, €CIM Yy4YalllMHCAd HE IOHSUI CMBbICIIA
3aJjaHus. 3aroJIOBOK TEKCTa M TEKCT IMEepEeBElIeH, HO MEepeBOJ TEKCTa HE COOTBETCTBYET €ro
OCHOBHOMY cozepxkanuto. CMbIci TekcTa He noHsATeH. Coxep:xanue nepesoja jauib Ha 10 % ot
obmero ooObema TeKcTa ( 1 MEHee) OTPaKaeT TEeKCT.
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KpI/ITepI/II/I OLCHUBAaHUA MOHOJIOTHYECKOI'O BBICKAa3bIBaAHUS YCTHOT'O n IIMCBMCHHOI'O
(mpe3eHTaIMs mpoekTa (MCCIeNOBaHMsI, MPOCKT C MOCKOM HHGOpPMAIMH, TPYIIOBON MPOEKT,
OTBETa Ha BOIMPOC IO TeMe, TUChMa)

Onenka «OmauuHoy CTaBUTCS, €CIH B BBICTYIUICHUU COOJIIOIEH 00BEM BBICKA3bIBAHMS.
Bricka3piBaHHE COOTBETCTBYET TEME; OTPAKEHBI BCE ACMEKThI, YKa3aHHbIC B 3aJlaHUU, CTHIIb
peuYu COOTBETCTBYET THUIly 3a/laHMsi, MpUBEAEHA JocTaTouyHas aprymeHTanus lIpossisercs
peuyeBasi HMHUIMATHBA [JI1 PEIICHUS IIOCTABJICHHBIX KOMMYHUKATUBHBIX 3anad. Jlekcuka
aJicKBaTHA TIOCTABIIEHHOW 3a7adye u TpeOOBaHUSAM JaHHOTO Tojda OOYdYeHHUS SI3BIKY.
Hcnonp30BaHbl pa3Hble TIpaMMAaTHUYECKUE KOHCTPYKIIMA B COOTBETCTBMU C 3aJadyed U
TpeOOBaHUSIM NaHHOTO rojla OOy4YeHHS sI3bIKy. Peakue rpaMMaTHyecKue WM JICKCHYECKUE
OIMMOKHU HE MEIIAI0T KOMMYHUKAIIHH.

Onenka «Xopouto» CTaBUTCS, eclii 00BEM BBICKA3bIBaHUS HEMOINHBIA. BhICKka3bpiBaHUE
COOTBETCTBYET TEME, HO HE OTPAXKEHBI HEKOTOPBIC aCIEKThI, YKa3aHHBIC B 3aJaHUH, CTUJIb PEUH
COOTBETCTBYET THUIY 3aJaHUsi, HEMOJIHAs aprymeHTanus. Jlekcuka aJeKkBaTHAa MOCTaBJIEHHOU
3amaye W TpeOOBaHUAM JIAaHHOTO Toja oOOy4YeHHs s3bIKy. VICmonb30BaHBI — pa3HBIC
rpaMMaTHYeCKUE KOHCTPYKIIMH B COOTBETCTBUU C 3afaueil M TpeOOBaHUSM MAHHOTO TOAa
00ydeHus s3bIKY. JICKCHUeCKre U rpaMMaTHYECKHE OMMMOKH HE MEIIAI0T KOMMYHUKAIIMH.

Ouenka «Yo0os1emeopunenbnoy CTAaBUTCSA, €CIU 00bEM BBICKA3bIBaHUS HEIOCTATOYCH
WM HE B TIOJHOM MeEpe COOTBETCTBYET TeMe. B BBICTYIJIEHUM HE OTPaKeHbl HEKOTOPBIE
aCNeKThl, yKa3aHHbIE B 3aJaHUM, CTHJIb PEYM HE COOTBETCTBYET THUIYy 3aJlaHHUs, MPUBEICHA
HEJOCTaTOYHAsl apryMEHTalMs. Y4Yalluics JOMyCcKaeT OOJbIIOe KOJIHYECTBO T'PYOBIX
JIEKCHYECKUX U IPAMMATHYCCKUX OIINOOK.

Ouenka «Heydosiemeopumenbno» CTABUTCA, €CIU YYallUMWCS HE TOHSJ CMBICIIA
3amanus. HapyiieHsl JOruMKa BBICTYIUICHUs. JlomymieHo OOJbIIOe KOJIWYECTBO TPYOBIX
JIEKCUYECKUX U TpaMMaTHIeCKUX omrOoK. KoMMyHUKaTHBHAs 3a/1aua HE pelieHa

Kpurepun oueHKH TECTOBBIX 3aJaHUl, JEKCUKO-TPAMMATHYECKUX YIPAXKHEHUH,
JIEKCUKO-TPAMMATHYECKUX 3aJaHUN K TEKCTY, JICKCHYECKOTO JMKTAHTA, 3aJaHUi 1O MEPEBOY,
BBITIOJIHSIEMBIX CTYJIEHTAMM:

«OTIn4YHO» Brimonnenue 6omnee 90% 3amanus
«Xopo1o» Brmomnaenue ot 65% 10 90% 3amanuii

«Y IOBJIETBOPUTEIBLHO) Bremonuenue 6onee 50% 3ananuit

«HeynoBiaeTBOPUTEIBLHOY Bremomnaenne meHee 50% 3agaHmit

3. ®OHJI OIEHOYHBIX CPEJICTB IS IPOMEXYTOYHOM ATTECTAIIUH 11O
JAUCHUITJINHE

3.1 TeopeTHyeckune BONPOCHI /ISl IPOBeeHUS 3aUeTa

. Business presentations and public speaking in English. Introduction and Preparation.
. Eguipment for Presentations.

. Delivery of a Presentation.

. Language for Presentations.

. The Presentation.

. Negotiationgs. The Art of Negotiating.

. The Negotiation Process.

. Meetings. Preparing for a Meeting.

9.Definition of a Business Letter.

10.Business Letter Writing.

O~NOOOT A WN B
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3.2 Iloxa3aTen, KpUTEPHH U IIKAJA OLICHUBAHNS OTBETOB HAa 3a4eTe / JK3aMeHe

3auer
Ouenka Ounenka
«3aYTEHO» «HE 32aYTEeHO0»
OtBer CTyJICHTa 0OHapy>XHBaeT

CTyneHT TOKa3bIBaeT 3HAHWE OCHOBHOTO
yaeOHOro  marepuasia B oObeMe,
HE00X0IMMOM st POI0KEHUS
o0yuenus. CripaBisieTcsi C BBITOJIHEHHEM

NPAKTUYECKUX 3aJaHuM,
MPEAYCMOTPEHHBIX MPOrpamMMoi,
CYILECTBYIOIINE MOIPEIIHOCTH He

CYIIECTBEHHbl U HE MPEHsTCTBYIOT
pElIeHNI0O KOMMYHUKAaTUBHOM 3a1a4u

CyIIECTBEHHbIE  TpoOenbl B  3HAHUU
OCHOBHOTO  y4eOHOT0O MaTepuayia, OTBET
HOCUT  OTPBIBOYHBIA,  MOBEPXHOCTHBIN
XapakTep, CTYAEHT HE CHOPaBIsAETCS C
BBIIIOJJHEHUEM  IPAKTUYECKUX  3aJaHUM,
MPEyCMOTPEHHBIX MPOTPaMMOi 00Y4EHHUS,
JIOITYCKAeT CYIIECTBEHHBIE
rpaMMaTHYECKUE M JICKCUYECKHE OIIMOKH;
KOMMYHUKaTHUBHAs 3a7ja4ya HE pelieHa
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