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K OCHOBHOU NPOgheccuonanbHoll 00pazoeamenbHoll npocpamme

no nanpasienuro noocomosku 38.03.01 Ixonomuka

HanpasieHHocmb (poghuv) npoepammel « Buewnesxonomuyeckasn 0esamenbHOCMb U
@unancosoe KoHCy1bMUPOBAHUE)

Pabouast mporpamMma AUCIUTUITMHBI « AHTIIMUCKUN S3BIK IS PO(eCCHOHATIBLHOTO 001IIe-
HUS» BXOAMT B COCTaB OCHOBHOW 0Opa3oBaTeNbHOW MPOTpaMMbl BHICIIETO 0Opa3oBaHUs IO
HarpasieHuio noarotoBku 38.03.01 DkoHOMUKa, HAMIPABICHHOCTH (MPOQHIIL) «BHEIIHEIKOHO-
MHYECKasi AEATENbHOCTh U (PUHAHCOBOE KOHCYJIHTHPOBAHME» W IpeaHa3HaueHa Ui 00ydaro-
IIMXCSI OYHOM U OYHO-320YHOM POopM 00yUeHUsI.

© UHCTUTYT MEXTyHapOAHBIX SKOHOMUYECKHX CBs3eil, 2022.
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1. Ieap u 3a7a4u JTUCHUILTHHBI

Heab mucuUIIMHB « AHTTUHACKHUH S3BIK T MPOGECCHOHATBHOTO OOIIEHUS» - Pa3BUTDH Y
CTYJE€HTOB KOMMYHHUKAaTUBHYI0 KOMIIETEHIIMIO, YPOBEHb KOTOpPOM IO3BOJMT HCIIOJIB30BAThH
AQHTTIUUCKUN  SI3bIK B MPO(ecCHOHANBHOM N1eATENbHOCTH, TOBBICUTH YpPOBEHb BJaJICHUS
AQHTTIMHCKUM SI3BIKOM, JOCTUTHYTBHIM Ha MPEBIAYLIEM JTale, a TaKXKe 3aJ0XKUThb OCHOBY IS
JaIbHEUIIETro U3ydeHus NpoheCCHOHAIBLHOTO acleKTa S3bIKa.

3amaun AUCHUNJIMHBI:

— JOCTIKEHHE HEOO0XOAWMOrO YPOBHS JIMHI'BUCTUYECKUX HABBIKOB — HW3YyYEHUE U
HCIIOJIb30BAaHUE JIEKCUUYECKUX U IPaMMaTHYECKUX €IUHUI] B 00beMe, KOTOPbI HEO0OXO0auM AJis
TBOPYECKOH JIeATENTFHOCTH B MPO(ECCHOHAIBHBIX chepax v CUTyaIusX;

— pa3BUTHE NUCKYPCUBHBIX HABBIKOB - YMEHHUS IMOCTPOEHHUS LEJIOCTHBIX, JIOTUYHBIX
BBICKA3bIBaHUH (IIMCKYpCOB) pa3HBIX (YHKIMOHAJIBHBIX CTHJEH B YCTHOH W NUCHMEHHOM
KOMMYHHMKAIlMd  HAa  OCHOBE T[OHUMaHUS  pa3IWYHBIX  BUAOB  MpodeccuoHanbHO-
OPUEHTHPOBAHHBIX TEKCTOB MPU YTEHUU U ayIUPOBAHUU;

— pa3BUTHE NPAKTHKHU HUCIIOJIb30BAHMSI aHTJIMMCKOTO SI3bIKA JUJISl PELICHUs] CHEUAIbHBIX
npodeccuoHanbHBIX 3afad (mMoAdop JUTEepaTyphbl, YTEHHE COOTBETCTBYIOIIMX HCTOYHUKOB,
IPOCMOTP IPOTrpaMM IO UHTEPECYIOIIEH CTYACHTa MPoOIeMaTHKe);

— 3aKpeIIeHUE CTPATErnYeCKOro HaBbIKa

— HaBBIKA HCIIOJB30BaTh BepOalbHbIC W HEBEpOAJIbHBIE CTPATErMU JUIsI KOMIIEHCALUU
po0OeIIOB, CBSI3aHHBIX C HEIOCTATOUYHBIM BIIAJICHUEM SI3BIKOM;

— TIOBBIIIEHUE YPOBHsI Y4E€OHOM aBTOHOMHUH, CITOCOOHOCTH K CaMOOOpa30BaHHMIO;

— Ppa3BUTHE KOTHUTUBHBIX U UCCIIENOBATEIbCKUX YMEHUII;

— pacimMpeHHe Kpyrosopa M TMOBBIIIEHHWE OOILIEH KyJbTYpbl: M3yUY€HHE KYJIbTYPHBIX
0CcOOEHHOCTEH, HPAaBOB, OOBIYAEB CTPAH M3yYaeMOTO SI3bIKA, STUKH, BOCHIUTAHUE TOJEPAHTHOCTH
Y YBaXXEHUS K TyXOBHBIM LIEHHOCTSIM Pa3HbIX CTPaH U HaApOJOB.

2. MecTo TUCHMILIMHBI B CTPYKTYpPe OCHOBHOM NpodecCHOHAIbHOI 00pa3oBaTeib-
HOM MPOrpaMMbl BbICHIEr0 00Pa30BaHUs

JucuuruinHa «AHMIIMACKUAN SI3BIK U TPO()ECCHOHATIBHOTO OOLICHHUS» BXOIUT YacTb
y4eOHOro 11aHa, GOpMUPYEMYIO yYaCTHUKaMH 00pa30BaTEIbHBIX OTHOILEHHUH 110 HAIIPABICHUIO
noarotoBku 38.03.01 DxoHOMUKa, HaNpaBIEHHOCTH (IPOQHIIB) TpOrpaMMbl « BHEITHEIKOHOMHU-
yecKas JesITeIbHOCTh U (PMHAHCOBOE KOHCYJIBTUPOBAHUEY.

3. O0beM TUCUMILIMHBI B 32YeTHBIX eIMHUIAX U AKAJEeMUYECKHUX Yacax ¢ YKa3aHHu-
€M KOJIHYeCTBAa aKAIeMUYEeCKUX YaCOB, BbII€JEHHBIX HA KOHTAKTHYIO padoTy 00y4aro-
IIUXCH ¢ mpenoaaBareseM (110 BUIaM YUYeOHbIX 3aHATHI) M HA CAMOCTOAATEJIbHYI0 padoTy
o0yuarmuxcst

O61mast TpyA0EMKOCTh JUCIUILIUHBI cocTaBmsieT 10 3auéTHbIX eaunmil, Bcero — 360 gacos.

. Bcero yacos
Bup yueOHoit paboThl
ouHasi hopma OYHO-3204Hast
00y4eHus dhopma oOydeHust

KoHTakTHasi padoTa ¢ npenoaaBarejeM (Bcero) 168 96
B Tom uncne:
3aHsATHUS JIEKIIMOHHOTO THIIA - -
3aHATUSL CEMUHAPCKOTO TUMA (MTPAKTUYECKHUE 3aHSATHSA) 168 96
CamocrosiTesibHas padora (Bcero) 165 237




Kontpoasb

27

dopma KOHTPOJIS

3adeT ¢ OIEHKOM, DK3aMeH

O0mas Tpya0éMKOCTb U CHUNIMHBI

360

4. IlepeyeHb IVIAHUPYEMBIX Pe3yJbTAaTOB 00y4YeHHsI 110 JMCHUIIJIMHE, COOTHECEHHBIX
¢ IVIAHNPYEMBbIMH Pe3yJbTaTaMH 0CBOCHHS 00pa30BaTeJbHOI MPOrpaMMbI

Kon u HaumeHoBaHue
KoMIleTeHIMUu(1ii) BbI-
NMYCKHUKA

KOHllHaHMeHOBaHHeHHHH-
KaTopa 10CTHKECHUA KOMIIC-
TCHIIUHN

ILnanupyemble pe3yJbTaThl
o0y4eHHs 10 AMCUHHUILINHE

Kommynukanus

YK-4

CniocoOeH OCyIIECTBIATh
JIEIOBYI0 KOMMYHHUKa-
[IUIO B YCTHOW U MHUCh-
MEHHOH (opmax Ha roc-
YAapCTBEHHOM SI3bIKE
Poccuiickoit denepanuu
1 UHOCTPAHHOM(BIX)
SI3BIKE(aX)

NYK 4.1

Ocy1ecTBIIsIET JEI0BYIO KOM-
MYHUKAIIUIO B YCTHOH opme Ha
PYCCKOM U UHOCTPAHHOM SI3bI-
Kax.

NyK 4.2

OcymiecTBIiIsieT AETOBYIO KOM-
MYHUKALHUIO B TUCbMEHHOMN
dbopmMe Ha PyCCKOM M MHOCTPaH-
HOM $I3bIKaX.

3HaTh: rpaMMaTH4YECKUE IpaBU-
7a, GOpMbI U KOHCTPYKIIMH, JIEK-
CHKY aHIVIMHCKOTO S3bIKa, HEOO-
XOJUMBIE JJI peanu3anuu Ipo-
(dheccroHaNBHBIX 3a/1a4.

YMern: JOrM4YHO, apryMEHTHPO-
BaHO M KOPPEKTHO IOATOTOBUTH
YCTHBIE Y UCbMEHHBIE BBICKA3BI-
BaHUS HAa MHOCTPAaHHOM SI3BIKE B
pas3nmuuHbIX cepax mnpodeccuo-
HaJIbHOTO OOIIEHUS.

Biaanerb: HaBBIKAMH HCIIONB30-
BaHUsI MOHOJIOTHYECKOM U TUaJo-
TUYECKON YCTHOM M NHUCbMEHHOMN
peuH B CUTyalusix IeJI0BOTO B3a-
UMOJICHCTBUSL B IIpenenax u3y-
YEHHOT'O SI3bIKOBOTO MaTepuaia

MK-4
CnocobeH OCyIEeCTBISATh
JEIIOBYI0  KOMMYHHKa-

U0 U JOKyMEHTAI[MOH-
HOe oOecIieueHre BHEIII-
HEOKOHOMHUYECKOU  Jef-
TCIBbHOCTU

HIIK 4.1

['OTOBUT K 3aKIIFOUCHUIO BHEIII-
HETOPrOBBIM KOHTPAKT

HIIK 4.2

Ocy1iecTBIIsSIET TOKYMEHTApHOE
CONPOBOXKJAECHNUE BHENTHEIKOHO-
MHUYECKOM JIEATCIBbHOCTH

HIIK 4.3

VYuacTByeT B OpraHu3aluy U Be-
JICHUU TEPEroBOpOB, B T.4. HA
aHTIINHACKOM SI3BIKE

3HaTB: JEKCUYECKUN M Tpamma-
TUYECKUH MHMHUMYM, HEOOXOIU-
MBIH JUIS BBICTPAaMBAHUSA KOMMY-
HUKAIMK HA aHIVINHCKOM SI3bIKE B
mporiecce npodeccroHabHOM
NESITEbHOCTH.

YMerb: OCYyLIECTBIATh OpraHU-
3allMOHHOE U JOKYMEHTAI[HIOHHOE
obecrieyeHre U OQOPMIIATH TPO-
(eccHoHaNIbHYIO JOKYMEHTAIUIO
Ha aHTJIMACKOM S3BIKE.

Baajners: HaBbIKAMU OCYIIECTB-
JIEHUs] OpPraHU3allMOHHOIO U J0-
KyMEHTAI[HOHHOTO o0ecredyeHne
Ha aHIJIMKACKOM SA3BIKE.




5. Conepxanue Q¥ CHUANINHBI

HaumenoBanue teMm

Conep:xanue TeM (pa3iesion)

(pa3nesioB)
Forms of business Jlekcuka: TEpMUHBI B OOJACTH JEJOBBIX (POPMAaIbHOCTEH, HAJOTOB,
activities IOPUINYECKHE CTaTyChI KOMITaHHH, WHIUBUIYaTbHOEC

®opmbl Ou3Heca

MpeIPUHUMATEILCTBO, TOBAPUIIECTBO, AKIIMOHEPHOE OOIIECTBO, WX
MPEUMYIIECTBA U HEAOCTATKU

Urenue: Sole Proprietorship, Partnership, Corporation.
['pammaruka: JIUYHBIE, MPUTSIKATENIbHBIE,
MECTOUMCHUS.

Heonpenenennas ¢opma riaronos. CimoBooOpazoBaHHe, 00BEKTHBIH
naieK.

[Topsimok ciioB B peasioxKEeHU. BormpocuTenbHbIe c10Ba. APTUKIIH.
Konuuecrsennsrie u MOPAAKOBBIC YUCIIUTCIILHBIC.

VYcrHas peds (MOauIorndeckas):

-IPEeUMYILECTBA U HEJJOCTATKU pa3HbIX GpopM On3Heca

VYcrHas pedb (MOHOJIOTHYECKAs ):

-pucku UII

[TuceMeHnHas peys:

- keiic Belt Up

YKa3aTCIbHBIC

Levels and areas of
management
YpoBHU U cheps
yIpaBJICHUA

Jlexcuka: TepMuHBI B cepe ynpaBieHHs, YPOBHH MEHEIKMEHTA,
TPyAOBbIe OOS3aHHOCTH, HAa3BaHMA W OTBETCTBEHHOCTH OTJIEJIOB
OpraHu3alu

Urenue: Levels of Management, Organization Chart

I'pammaruka: [lopsanok cnoB B mnpemioxeHud. llopsgok cimoB B
CaMOCTOSITEIbHOM ITOBECTBOBATEJILHOM INpeuiokeHuU. [lopsanok cios
B BOIIPOCHUTENIBHOM MPEIOKEHUU. BpeMeHa akTHBHOT 0 3ajo0ra.
VYcTHas peds (Monuaornyeckas):

-00CyX/IeHHE TPYAOBbIX 00sI3aHHOCTEN yNPaBJICHIIEB PAa3HbIX YPOBHEH
VYcTHas pedb (MOHOJIOTHYECKAs):

- TOKJIa]l 00 OTBETCTBEHHOCTSIX OTJIeIa KOMITAHUU

IIucemenHas peus:

- Kelic Success

Organizational structures
OpraHu3aliOHHbIE

CTPYKTYPBI

Jlekcuka: TEpMHHBI B OOJIACTH OPraHU3AIMOHHBIX OCOOCHHOCTEH
OpraHM3aluil, BUJIbI CTPYKTYD, PECTPYKTYpHU3aLUs

Urenue: Types of organizational structures, Restructurization
I'pammatuka: Ilopsanok CiOB B BONPOCHUTENBHOM IPENIOKEHUU.
Ilopsmok CcOB B BOCKJIMILATEIBHOM IpEUIOKEeHHH. Bpemena
IIACCUBHOTO 3aJI0TA.

VYcTHas peds (MoIuIornyeckas):

- TpeuMyIlecTBA W HEJNOCTAaTKH pPa3IMYHBIX OpPraHU3alMOHHBIX
CTPpYKTYp

VYcrHas pedyb (MOHOJIOTHYECKAs):

-OIIMCaHUE CTPYKTYPbl KOMIIAHUHU

[TuceMeHnHas peyus:

- ketic Wildberries

Management
MeHeKMEeHT

Jlexcuka: TepMHHBI B 00JaCTH MEHEIKMEHTA, CTHJIM YIIPaBJICHHUS,
TUTIBI MCHCIPKCPOB

Yrenune:What is management, The big three management styles
I'pammaruka: UTHQUHUTUB U €r0 KOHCTPYKITUH.
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VYcTHas peds (ouIornyeckas):

-00Cy’KJIeHHE TUIIOB YIIPABJICHIIEB U MX Ka4eCTB
YcTHas pedb (MOHOJIOTMYECKAs):

-OIIMCaHUE CTUJIEH yIIPABICHUS

IIucemenHas peus:

- keiic Peter Drucker

Leadership
JlunepcTBo U nuIepckue
KauecTBa

Jlexcuka: TEpMUHBI B 00JIACTH JIMIEPCTBA, TUAEPCKIE KauecTBa,
Yrenne: Leadership qualities: what does it take, Business leader
briefings

I'pammaruka: I'epyHauii, KOHCTPYKIUU C TEPYHIUEM.

VYcTHas peus (MoIuIorndeckas):

-00CyX/IeHHE TUIIOB YIIPABJIEHIEB U UX KaYeCTB

YcTHas pedb (MOHOJIOTHYECKAs):

-ONMcaHue CTUJIeH ynpaBieHus

IIncemenHas peus:

- keiic The new boss

Recruitment
[TonGop mepconana,
PEKpYTHHT

Jlexcuka: TEPMHUHBI B 00JIaCTH PEKPYTHHIa, XEIXaHTUHT, €r0 BHJBI U
METO/BI, peYeBble CTPYKTYphl MU OOOpPOTHl Ha coOecelOBaHUM IpU
npueme Ha paboTy

Yrenue: Methods of selection, A job interview, Headhunting
I'pammatuka: YcioBHbIE NPEII0KEHUS. CocnararenpHoe
HaKJIOHCHUE.

VYcTHas peds (oIuIorundeckas):

-METO/Ibl PEKPYTHHTa, COOECeI0BaHHE

YcTHas pedb (MOHOJIOTHYECKAS):

- xetic Orbit Records

IIucemenHas peus:

- HalKMcaHue cOOCTBEHHOI O pe3loMe

Marketing
MapkeTuHr

Jlekcuka: TCPMHHBI B O6J'IaCTI/I MapKCTHUHTa, HCCJICAOBAHUSA PbIHKA,
L[EJIEBbIE PHIHKH, CETMEHTAIIHS PhIHKA

Yrenue:

['pammatuka: CriocoObl BeIpaxkeHHsI OyIy1Iero, BpeMeHa akTUBHOTO U
MIACCHBHOTO 3aJI0Ta — IIOBTOPEHHE.

VYcrHas peds (MOauIorndeckas):

- o0cyxnenue 4 I1 mapkeTunra

VYcrTHas pedb (MOHOJIOTHYECKAs ):

- TOKJIaJ] O METOJIaX UCCIIEeIOBAHUS PhIHKA

[TuceMeHnHas peys:

- ketic Virgin Mobile

Promotion
[IpoxBmwxenue 6peHia Ha
PBIHKE

Jlexcuka: TepMHHBI B 00JacTM MapKETHHTa W PEKJIaMbl, BHJbI
pexIIamMbI

Yrenne: Uses of Advertising, Promotion, Promotional Mix
I'pammaruka: CriocoObl BbIpakeHus: Oy Iy1iero, BpeMeHa aKTUBHOTO U
MaCCUBHOTO 3aJI0Ta — IOBTOPEHUE.

VYcTHas peds (ouIornyeckas):

- 00cyxaeHre QyHKIMH peKIaMbl

YcTHas pedb (MOHOJIOTHYECKAs):

- TOKJIaJ Ha TeMY BBIOPaHHOTO BUJA PEKIaMbl

IIucemenHas peus:

- keric Danger Zone

International Trade
BHenHss Toprosis

Jlexcuka: TEPMHUHBI B 00JIACTH BHEIIHEH TOPTOBIIM, BHEIIHUE PBIHKH,
CTEpEOTHIIbl W KYJbTYpPHBbIE  OCOOCHHOCTH,  MEKIYHApPOJHBIC
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HKOHOMHUYECKUE COIO3bI U OpTraHU3allui, CAHKIIUHA U OTPaHUYEHUS
Yrenwue: Entering a foreign market, Barko of Belgium, Pinball Wizard
learns from mistakes

['pammatuka: MonanbHble TIaroibl, OTTEHKH MOJIATbHOCTH

VYcTHas peds (MoIuIorndeckas):

- 00CYy’KJIeHHEe CaHKIMI BHEITHEH TOPTOBIIH

YcTHas pedb (MOHOJIOTHYECKAs):

-nmoknag o BTO

IIucemenHas peus:

- 3cce EBponerickuii Coro3




6. CTpykTypa JUCHMILUIMHBI 110 TEMaM C YKa3aHHEM O0TBeIeHHOI0 Ha HUX KoJIuYe-
CTBA aKA/IeMHUYE€CKUX YACOB 1 BU/I0B YUeOHBIX 3aHATHI

Ounas popma o0yueHust

KonTakTHas pabora,
e HaunmeHnoBanme Tem (pas- yac. Camocros-
- J1€J10B) TeJbHasi pado- Bcero, uac.
n/n IIpakTuyeckue
AUCHHUTLTHHBI T, Yac.
3aHATHUSA
5 cemecTp
1. | Forms of business activities 21 24 45
@opmebl Ou3Heca
2. | Levels and areas of 21 24 45
management
VYpoBHU U chepbl yrpasie-
HUs
3. | Organizational structures 21 24 45
OpranuzanuoHHbIEe CTPYKTY-
puI
4, Management 21 24 45
MeHeKMEHT
HToro 3a cemectp: 84 96 180
6 cemecTp
5. | Leadership 16 13 29
JIuzepcTBo U UaepcKue Ka-
YyecTBa
6. | Recruitment 16 14 30
[TonGop mepconana,
PEKPYTHHT
7. | Marketing 16 14 30
MapKeTuHr
8. | Promotion 18 14 32
[IponBmwxenue OpeHa Ha
pBIHKE
9. | International Trade 18 14 32
Bremnsis Toprosiist
KoutpoJn: 27
Hroro 3a cemectp: 84 69 180
UTOI'O: 168 165 360
OuHo-3a04Has popma o0yueHHst
KonTakTHas padora,
o HanmenoBanme Tem (pas- qac. Camocros-
3 J1eJI0B) TeJibHas pado- Bcero, uac.
n/n IIpakTuyeckue
AUCIHUTLTHHBI Ta, Yyac.
3aHATHUSA
5 cemecTp
1. | Forms of business activities 12 33 45
®dopmbl Or3HECa




2. | Levels and areas of 12 33 45
management
VYpoBHU U cdepbl yrpasie-
HUS
3. | Organizational structures 12 33 45
OpraHu3anroHHbBIE CTPYKTY-
peI
4, Management 12 33 45
MeHeKMEHT
HToro 3a cemectp: 48 132 180
6 cemecTp
5. | Leadership 8 21 29
JluzepcTBO U UaepcKue Ka-
4yecTBa
6. | Recruitment 10 21 31
[Mon6op nepconana,
PEKPYTHHT
7. | Marketing 10 21 31
MapKeTuHr
8. | Promotion 10 21 31
[IponBmwxenue OpeHa Ha
pBIHKE
9. | International Trade 10 21 31
Bremnsis Toprosiist
KoutpoJn: 27
Hroro 3a cemectp: 48 105 180
HUTOI'O: 96 237 360

7. IlepeyeHb y4eOHO-METOAUMYECKOT0 00eceYeH sl 1JIs CAMOCTOSTeIbHOH PadoThl
o0yuyaruuxcst Mo JUCHHUIJINHE

CamocrodrenbHas padoTa sIBII€TCSI OJHUM M3 OCHOBHBIX BUI0B YU4€OHOH A€ATENbHOCTH,
COCTaBHOM YacThIO y4eOHOI0 Mpoliecca U MMEeT CBOEH I1eNbI0: TIIy0OKOe YCBOGHUE MaTepuaa
JTUCLUIUIMHBL, COBEPIICHCTBOBAHUE U 3aKPEIUIEHUE HAaBBIKOB CAMOCTOSITENILHONW pabOThI C JIHUTe-
paTypoi, peKOMEHIOBaHHO! IPENoAaBaTelIeM, YMEHUE HAUTU HYXHBIM MaTepHUall U CAMOCTOS-
TENBHO €r0 MCIOJIb30BaTh, BOCIIUTAHUE BBICOKOW TBOPYECKOM aKTMBHOCTH, WHUIUATHUBBI, IIPU-
BBIYKHU K IIOCTOSIHHOMY COBEpLICHCTBOBAHUIO CBOMX 3HAHUH, K LEJICYCTPEMIICHHOMY HAy4YHOMY

MIOUCKY.

KoHTponb caMocTOsITeIbHON pabOThl, SIBISETCS BaKHOW COCTAaBIIAIONICH TEKYIEro KOH-
TPOJISL YCIIEBAEMOCTH, OCYIIECTBISIETCS MPENOAABATEIEM BO BpPEMs JIEKIIMOHHBIX M NpPaKTHYe-
CKUX (CEMHUHApPCKUX) 3aHATUH U 00ECIeYrBaeT OLIEHUBAHHE X0/1a OCBOCHMS M3y4aeMOMN JUCIH-

IIJINHBI.

Bo3moxkHbIE TeMBbI Ipe3eHTaAI U

arwE

The marketing strategy of a company (the 4P’s)

The promotional strategy of a company (promotional tools)
The greatest success of entering a foreign market

The greatest success on a domestic market

The greatest flop on a domestic market

10




6. The greatest flop on a foreign market

7. Keys to successful management (based on an example of a certain company)
8. Ways to win customers

9. Internet advertising and buzz marketing

10. Peculiarities of Public Relations

11. Ethics in Business

12. Entrepreneurial Skills

13. Headhunting: what does it take?

14. Tips to be successful at job interviews

15. What makes a great manager

16. Cultural stereotypes in business: Russia (any country)
17. Efficient ways to motivate staff

18. Effective methods of market research

19. Product life cycle

20. Your own idea

TpeOoBaHusl K Ipe3eHTALIMH

=

9-15 crnaiinos B PowerPoint

2. IlnaH npe3eHTalUN:

— Bcrynnenne (mouemy BeIOpaHa IaHHas TeMa Mpe3eHTanumn) (2 cnaiiia)

— OcHoBHas 4acTh

— 3axroueHue (BbIBOJIBI) (2 craiia)

3. Crmkep mpe3eHTyeT CBOKO TeMy (OrpaHUYEHUE TI0 BpEMEHH — 5-7 MUHYT) U OTBEYAET
Ha BOIMPOCHI YYACTHUKOB Ha aHTJIUHCKOM SI3bIKE.

PexoMeH1a1IMU 110 MOATOTOBKE K NMpPe3eHTANNH

v Oranbl paboThl HAJl TPE3CHTAIUEH

- IlpeaBaputenpHas MOCTaHOBKA MPOOJIEMBI WIIH BEIOOP TEMBI.

- BpBmwkeHue u 00CyXI€HHE TUTIOTE3 PEIICHHUS] OCHOBHOW ITPOOJIEMBI, UCCIIEI0OBAHUE
KOTOPBIX MOXKET CIIOCOOCTBOBATH €€ PEIICHUIO B paMKaX HAMEUCHHON TEMATHKH;

- Tlouck u cbop maTepuana yisi perieHus MpoOIeMbl B PACKPHITUS TEMBI;

- OxoHuaTenbHast MOCTaHOBKA MTPOOJIEMBI I BBIOOP TEMBI;

- Tlowuck pemieHust Wi paCKPBITHE TEMBl HA OCHOBE aHAIM3a M KiIacCUUKAIIIT
coOpaHHOTO MaTepHaa,

- IlpesenTanus u 3amuTa MPOEKTOB, MPEIOIAraroas KOJUICKTUBHOE 00CYKICHHUE.

4 [Ipe3enTanus nomKHA COACPIKATh TAKHE DJIEMEHTHI KaK:
- OTJIaBJICHHC;
- 1aTy MOCJEIHEN PEBU3NH;
- nHpopManuio 00 aBTOpax;
- CIIMCOK TIOJIE3HBIX KAYECTBEHHBIX CCBUIOK C IMOJPOOHBIM X OMUCAHUEM
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Pacnpenesienne caMocTosiTe/IbHOM PadoThI

Bunel, popmbl 1 00beMBI CaMOCTOSATENBHONH PabOThI CTYACHTOB MPH U3YUYEHUU JTAaHHOM
JTUCITUTIMHBI ONIPEIENSIFOTCS €€ COJIepPIKaHueM U OTPaKEHBI B CISYIOIICH Ta0uIie:

Ne HanmenoBanue Tem Buja camocrosiTe1bHOM O0beM caMoCTOATEIbHOM
n/n (pa3nesioB) padoTbI padoThbI
AUCIMILINHBI OYHO-3a04YHas
ouHast opma
oOyJeHus popma
o0y4JeHus
1. | Forms of business [ToaroToBka K ayIMTOPHBIM 24 33
activities 3aHATUIM, II0ATOTOBKA
dopMbl Ou3HECa MIPE3CHTAINN
2. | Levels and areas of [ToaroroBka K ayAUTOPHBIM 24 33
management 3aHATHSM, MOATOTOBKA
YpoBHU U cdepbl Mpe3eHTalun
YIpaBJICHUS
3. | Organizational structures | IToaroroBka K ayaHuTOPHBIM 24 33
Opranu3zanuoHHbIE 3aHSTHSIM, TIOJITOTOBKA
CTPYKTYPBI Mpe3eHTalNI
4. | Management IloaroroBka K ayAUTOPHBIM 24 33
MeHeHKMEHT 3aHSATHUSM, TTOJITOTOBKA
MpE3EHTalNI
5. | Leadership [ToaroToBka K ayIMTOPHBIM 13 21
JlupepcTBO U TUAEPCKUE 3aHSTHSIM, TIOJITOTOBKA
KayecTBa Mpe3eHTalNN
6. | Recruitment [ToaroToBka K ay TMTOPHBIM 14 21
[Ton6op nepconana, 3aHSATHUSM, TTOJITOTOBKA
PEKPYTHUHT MpE3EHTalNI
7. | Marketing [ToaroToBka K ayIMTOPHBIM 14 21
MapxkeTuHr 3aHSTHSIM, TIOJITOTOBKA
Mpe3eHTalNN
8. | Promotion [ToaroToBka K ay TMTOPHBIM 14 21
[MpoxBmwxkeHwne OpeHa Ha 3aHSTHUSM, TTOJITOTOBKA
PBIHKE IIPE3EHTALUN
9. | International Trade [ToaroToBka K ayIMTOPHBIM 14 21
Buemrnsis Toprosis 3aHSTHSIM, TIOJITOTOBKA
Mpe3eHTalNI
HUTOTIO: 165 237

8. Hepeqem, BOIIPOCOB M TUNOBBbIC 3aJaHUA AJHA MMOATOTOBKHA K leOMB)KyTO‘lHOﬁ

aTrrecralumn

8.1. Ilepeuenb 3a1aHuii 1151 MOATOTOBKH K 3a4€Ty C OLEHKOI

Tema 1. Forms of business activities. ®opmsr 6u3HeCa

3aganmue 1.

[epeBeaute npeaIoKeHusI, UCIOIB3Ys JIEKCUKY 110 TemMe Forms of business activities:
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1. 5 ner Hazam naBa apyra pemmid HadaTb cBo€ neno. OHu B3sJM ccynay B OaHke,
TIOJYUYMIIN JIMOCH3WIO U OCHOBAJIM KOMIIAHHUKO TAKCH. 9TO 651.]10 HaDTHéDCTBO. C caMoro Haydajia
BCE IIJIO IUIAJIKO, HO Yepe3 HEKOTOpOe BpeMs YBEIHUYEHHBIH 00BhEM mepeBo3ok (transportation)
3aCTaBUJ NApTHEPOB U3MEHUTH CTaTyC KOMIIAHUH.

2. Komnanus Ilpokrtep sHn I'>mMO0n cTpouTcs mo mponaykry. Bo BHHUMaHUM KaKI0TO
OTJeJ1a HAXOJUTCSA OJIMH U3 MPOJYKTOB KOMIIAHUU M CHOCOOBI €ro yJay4llleHus. JTa CTPYKTypa
MI03BOJISIET PYKOBOJUTEIISIM OT/IEJIOB pearnpoBaTh Ha 11000 BHI30B HA PHIHKE, aIallTUPOBATHCS K
U3MEHEHUSM NOKYNaTeIbCKUX HYX/1 ¥ OAJIEPKHUBATE KOHKYPEHTOCIIOCOOHOCTh KOMIAHHH.

3.na Toro, 4ytoObl BIOXHYTH B KOMIAHHUIO HOBYIO JKH3Hb, OHa OblJa HEAABHO
PECTPYKTYPU3SHUPOBAHA. PyKOBO,Z[CTBO YBOJWJIO TEX CJHYKAIMUX, KOTOPLIC CONPOTUBIAINCH
nepemeHaM. Mucrtepa brelika BBenn B CoBeT aupekTopoB. OH 3aiiMET Mecto Muctepa I'puHa,
KOTOpBIfI PaHbIIC MTOJIOKCHHOI'O CPOKA YXOIUT HAa INECHCHUIO. On 6yz[eT HaXOJUTHCA B IIPAMOM
HOJYMHEHHUH Y UCTIOTHUTEIBHOTO JUPEKTOpa U OTBEYATh 3a BCE MPOJAKH KOMITAHUU.

3aganue 2.
HanwuimuTe aHaIoTy TaHHBIX JEIOBBIX TEPMUHOB Ha aHTJIMHCKOM si3bIKe 110 Teme Forms of
business activities:
IOPUIMYECKOE JTUTIO —
COOCTBEHHOCTD, MOCJICHHAS Ha aKI[UU —
HECTH OTPAaHUYCHHYIO OTBETCTBEHHOCTD -
OBITh HA3HAYCHHBIM AKITMOHEPOM —
BO3IJIABIISIEMBII MIpe/iceIaTelieM COBETa JUPEKTOPOB —
MOYUHSTHCS aKIIMOHEPaM —
JEeSTENIbHOCTH/IPOAYKTUBHOCTh KOMITAHUH —
COOTBETCTBOBATh OKUJIAHUSIM aKIIMOHEPOB —
eXerogaHoe odiee coOpaHue aKIHOHEPOB —
0. u36patp HOBBIN COBET TUPEKTOPOB —
11. oObIyHBIC/TIPUBUIIETHPOBAHHBIC AKITUH —
12. nponaBath akiuu Ha (OHTOBOM PBHIHKE —
13. nmoyexarp myOIMYHON OTYETHOCTH —
14. xoHbUaEHIINATBHBIN XapaKTep KOMITAHUH —
15. BimaseTs OONBIINM KOJIMYECTBOM aKIIUI —
16. BeITyCTUTH OOIATAIIAN —
17. cornacutbcs Ha niepenavy akum —
18. 00BABUTH MOANMUCKY HA AKIIHH -
19. HeT orpaHUYEHUI 1O KOJIMYECTBY aKI[MOHEPOB —

RO ~NOOMWNE

3aganue 3.
Packpotiite ckoOKH, UCTIOIB3Ys MPABUIILHYIO (DOPMY aHTIIMICKOTO T1aroyia (BpeMeHa,
UH(OUHUTUB, TEPYHIUH, IPHYACTHE)

1. Asl (walk) home the other night, |
(notice) someone (try) (break) into a car,
(park) next to mine.
2. Andy saw two identical tourists (talk) to a man in a white van. They
pointed here and there and seemed (argue).
3. "What's your wife's name?" the secretary asked Mitch. - "Why is that important?” - "Because
when she (call) 1 would like to know her name so that

(1/be) really polite to her on the phone".
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4. I’'d rather (you/not/tell) my parents that

(apply) for a job in the USA. | don’t think they

(approve) ... (I/work) abroad.
5. When the company (call) me for an interview, |
(not/know) what (do). I even considered
(not/turn up) for it. However, | felt I’d better (go) as the American company

(already / arrange) for the interview

(hold) in London.

6. Why didn’t you get them (sign) the receipt before you
(let) them (go)?

7. (know) that John (not/come) to the party,
she decided to stay in.

8. The weather seems (get) worse and worse. Why

(not / put off) the trip?

9. Why (not/youltry) (call) her instead
of (send) an e-mail? That will be quicker.

10. There’s nothing quite like “Chocks away”. (Design) for two to six
players, it will keep you (amuse) for hours.

11. (spend) a week in the cottage, he decided that he didn’t
really enjoy (live) in the country and began (think)
of an excuse for (sell) it and (return) to London.

12. 1 didn’t mean (eat) anything but the cupcakes looked so delicious
that I couldn’t resist (try) one.

13. | pretended (enjoy) the conversation, but in fact |

(bore) out of my mind.

14. Remember (phone) Tom tomorrow. — Why
(you/ keep) (tell) me (not/forget)
things?

15. A new jumbo jet (design) at the moment. This
plane (expect) (be able/ transport)
800 passengers at a time, if it ever (manage/ get) off
the ground.

16. Now that you (finish/pack), isn’t it time we
(leave)? The meter is ticking!

17. 1 really don’t feel like (go) out tonight. I’d sooner

(stay) in and (watch) a DVD.
3anaunmue 4.

[TepeBeanTe mpeanoKeHHs, UCIIONB3Ys JIeKCHKY 1o Teme Forms of business organization:
1. MnauBuayanbHbIN NPEAIPUHUMATEND MOKET MOJYUUTh JIMLIEH3UIO, B3Th CCyAy B 0aHKe 1

Ha4YaTb CBO€ A€J10, OJHAKO B CJIy4ae 6aHKpOTCTBa EMY IMPUACTCA 0TBEYATH 3a 10JIT'K CBOUM

JJUYHBIM HMYIIIECTBOM.

2. Bce komnaHnu pa3BUBAIOTCH 32 CYET PeMHBECTHPOBAHUS NMPUOBLIU, U JIUIIb
aKIMOHEPHBIE 00IIECTBA HE UMEIOT CJIOKHOCTEH C MPUBJIeYeHHEM KANNTAJA, TAaK KaK OHU
MOTYT MPOJAABaTh CBOM AKLMHU HA PbIHKE IEHHbIX OyMmar.
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3. st komnaHui ¢ GyHKIIMOHATLHON CTPYKTYPOU TUITUYHBI Y€TKO 0003HAYEHHbIE
MOJITHOMOYMS U 0013aHHOCTH. KaxoMy ciryxanieMy U3BECTHO, 32 YTO OH HeceT
OTBETCTBEHHOCTh U KTO €0 HemocpeACcTBeHHbIH HaYadbHuK. OnHaKko nogo0Has CTpyKTypa
HE CMOCOOCTBYET OLICTPOMY NPUHATHIO PEllIeHHH, UTO )KU3HEHHO HEOOXOAMMO B MOCTOSTHHO
MeHSIIolIelCcsl 1eJIOBOI cpefe.

4. Komnanus Ckall U3BeCTHA CBOMMHA MHHOBANUAMM. [ OTOBHOCTH pearupoBaThb Ha
H3MEHEHUS U AIaNTHPOBATHCS K HUM [IOMOTAET €l COXPAHUTH KOHKYPEHTHOe
NMpeuMyIIecTBO U 00ecredYuBaeT rmOKOCTbL KOMITAHHUH.

5. BaxxHo, 4TOOBI HAYaIBLHUK OOIIAJICS CO CIY’KAIlMMU B YeTKOM M sICHOI MaHepe, 0003HaYaJI
POJIA M OTBETCTBEHHOCTDH M OLICHUBAJI 1eATEIbHOCTD MOAYMHEHHbIX. OH I0JDKEH HMETh
XOPOIIMI MOCTYKHOM CIIHCOK H ObITH 3KCIEPTOM B CBOeil 00/1aCTH.

Tema 2. Levels and areas of management. Yposuu u cepsl ynpasneHus
3ananue 1.

JlonomHuTe cnenyromuii TeKCcT TepMuHaMu no teme Levels and Areas of
Management:

appointed attacked combined defined constituted reviewed supervised
supported

Large British companies generally have a chairman of the board of
directors who oversees operations, and a managing director (MD) who is
responsible for the day-to-day running of the company. In smaller companies, the
roles of chairman and managing director are usually (1) ................... .

Americans tend to use the term president rather than chairman, and
chief executive officer (CEO) instead of managing director. The CEO or MD is

2) o by various executive officers or vice-presidents, each with
clearly (3) ....covviiaia... authority and responsibility (production, marketing,
finance, personnel, and so on).

Top managers are (4) .coovvvvvvnnnnn... (and sometimes dismissed) by
a company's board of directors. They are (5)..................... and advised
and

have their decisions and performance (6) ........cccece..e. by the board. The

directors of private companies were traditionally major shareholders, but this
does not apply to large public companies with wide share ownership. Such
companies should have boards (7) .ccciviiiieiiiieiieenenn, of experienced
people of integrity and with a record of performance in a related business and a
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willingness to work to make the company successful. In reality, however,
companies often appoint people with connections that will impress the financial
and political milieu. Yet a board that does not demand high performance
and remove inadequate executives will probably eventually find itself (8)
............ and displaced by raiders.

3aganmue 2.
OOBenuTe TepMUH, KOTOPBII HE BXOAUT B KQXKIYI0 TOPU30HTAIBHYIO IPYIIITY:

1 firm companv societv  subsidiar
2salary  manager engineer employee

3finance product planning marketin
4 ship assemble customer purchase
5plant  facility patent factory

3aganmue 3.
HazoBure OpraHu3allMOHHBIC CTPYKTYPhI, OIIMCAHHBIC B JAHHBIX NPCIJIOKCHUAX !
1 A cross-functional structure where people are organized into project teams.
2 A structure rather like the army, where each person has their place in a fixed
hierarchy.
3 Astructure that enables a company to operate internationally, country by country.
4 A structure organized around different products.

3aganme 4.

IlepeBenuTe Ha AaHTJIMHUCKUU SI3bIK JIaHHBIE TIPEIJIOXKECHUS, HCHOJIb3Yys
TepMmuHOJOTHIO T1I0 TeMe Levels and Areas of Management:

1. Moii otenr ympaBisieT Hamiei koMranue BotT yxxe 20 net. B ynpasiennn OusHecom
OH TIPUIEPKUBACTCS KOHCEPBATHBHBIX B3TJIS0B, HO KOMIIAHUS BCET/a_ yIenseT OoJbIIoe
BHUMAaHHUE HYKJaM_IOTPEOUTENeH u ObICTPO pearupyer Ha W3MEHEHUs Ha pbiHKe. OTel pemm
cQOKYCHPOBATECI HA MEPECOOYUYEHHMHM COTPYOHMKOB M IPHUHAI Ha pPabOTy HECKOIBKHUX
podeCCHOHAIIOB, KOTOPBIE OYIyT MPOBOAUTL O0yUCHHE.

2. Illtab xBaprupa komnanuun ABC Haxomurcs B Hbm-ﬁopKe, a eé Qumimansl
pacnoJyioxkeHsl B 15 cTtpaHax.

3. U3-3a caumsgumsg ¢ KommaHumed X Hamia KOMIaHHA Obuia peopranm3osana. 30%
nepcoHasna COKpaTuian. S e MmoJay4yus NOBBIIIEHHUE IO KapbepHOUl JecTHHUile. Ceilyac 1 0TBeYaro
3a paboTy CEpBUCHOTO LIEHTPA.

4. IlocTossHHAA TOTEps] JOJH PBIHKA, BO3PACTAIONIAsg KOHKYPEHIHS — HOpOOJIEMEI, C
KOTOPBIMU B TOCJIEIHEE BpPEMs CTOJIKHYJIAch Hamia koMmmnanus. Ceiluac Haia 3ajada — CPOYHO
OTpearupoBaTh Ha HHX. [Ipexae Bcero Mbpl CMEHUM KypC KOMITAHUH, PECTPYKTYPHU3UPYEM €€.
PykoBO/JCTBO KOMIAHWM pENIMJIO HE COKpaliarth, a NOepeoOyYHTh TMEepCOoHal. YMEHHe
aZlanTUPOBATHCS K MOCTOSIHHO MEHSIOMIEMYCS PHIHKY — BOT 3aJI0T ycrexa Jr0oro ou3Heca.

Tema 3. Organizational structures. OpraHu3aiOHHBIE CTPYKTYPBI

3aganmue 1.
Packpoiite ckOOKH, HCIONB3YS MPaBHIBHYIO ()OPMY aHITIMKACKOTO TIJarosia (BpeMeHa,
YCIIOBHBIE BBIPAXKEHUS, COCIIaraTelibHOe HAKJIOHEHHE)

1. If the car (be) out of order again, you (have to)
call the service station, but I doubt if you (have / it / service)
quickly.
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2. Nobody (know) what (happen) in ten years’

time as life (get) tougher and tougher.

3. I wonder if they (turn) to us for help if the need
(arise).

4. My little son (want) to know if there (be) some
cartoons on TV tonight. If there (be) some, he certainly (watch)
them.

5. | wonder if the weather (change) for the better next week. |

(plan) to go to the countryside for a month.

6. | (leave) a message at the office in case the customer
(phone). But I’m afraid he’s unlikely (call) today.

7. Nobody can definitely tell us when he (come) back from London.
But as soon as he (return), we (get in touch) with him.

8. We (have) another meeting this week, provided no one

(object).
9. 1 (always / be) by your side as long as you
(promise) to lend an ear to what | say.

10. He (wonder) if Caroline (change) her mind
about going to the party.

11. If you are going to buy a car, make sure you (take out) no-fault
insurance as well.

12. We (not/ miss) the train providing we
(leave) at once.

13. Whatever he (say), they (not / believe)
him.

14. 1 (tell) you later on whether | (play) Scrabble with
you on Saturday evening.

15. | (accompany) you with great pleasure as soon as |

(finish) my report.

16. If the time (be) convenient for you, we (meet)
tomorrow.

17. We (not / start) till he (arrive).

18. Provided he (leave) now, he (miss) the
rush hour.
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3aganmue 2.
BcraBbre npaBuibHy0 hopMy rinarosna to be, oOparias BHUMaHHE Ha YUCIIO UMEH

CYIICCTBUTCIbHBIX
1. Where your trousers?
2. 3 pounds enough to eat out?
3. Tonight, there athleticson TV.
4. Money easy to spend and difficult to save.
5. The formulae difficult to remember.
6. My luggage too heavy to carry.
7. Physics my favourite subject.
8. Measles a common illness.
9. Darts a popular game in England.
10. My phonetics getting better.
11. The bacteria dangerous.
12. The oasis green and shady.
13. Three days too long. You must do it by Monday.

Tema 4. Management. MeHeI>KMEHT

3aganue 1.

IlepeBenuTe Ha AaHTJIMHUCKUU SI3bIK JIAHHBIE TIPEIJIOXKECHUS, HCHOJIb3Yys
TepMuHOJIOTHIO T0 Teme Management:

1. Uto kacaetcst BeeHUs OW3HECA, HOBBIM MEHEIKEp OTIiea MPOJak U MapKETHHTa HE
MpHEMJIET KOHCEPBATUBHBIX B3TJAA0B. OH CIOCOOEH CTaBUTh YETKHE 1T, OBICTPO pearupoBath
Ha U3MEHEHUS PhIHKA, MOOLIPSATh KOMaHIHBIA TyX COTPYAHUKOB.

2. XYZ - nunamuyHasg, ObICTPO pacTyllas KOMITAaHUS MO MPOU3BOACTBY KaHIEISIPCKUX
TOBapoB. B ycnoBusx XECTKOW KOHKYPEHIIMM HaM HEOOXOIUMO IIOCTOSTHHO TPOBOJHTH
WCCJICIOBAHMSI PhIHKA M OBICTPO PearupoBaTh Ha €T0 U3MEHEHHSI.

3. Hama xommanmsi Oblia ocHoBaHa B cepeauHe 1990-x romoB, W MBI OBICTPO
pasBuBaeMcs ¢ Tex mop. KoMmaHusi COCTOUT U3 5 OTIENOB: aJIMUHUCTPATHBHBINA, ()MHAHCOBHIH,
MPOU3BOACTBEHHBIN, OTAEC] MapKeTHHra W MNpoAak M KaApoBbld oTAen. Hamr mnepconan
HacuuThiBaeT cBbime 5000 corpyanukoB. ['onmoBHO# oduc pacnonoxen B Jlongone. Hamm
JIOYEpHUE TNpennpusThus Haxonarcs B Munane u bepnune. B crnepyromem roay KommIaHHs
IUTAHUPYET OTKPBITH CBOU (ruinan B Mockse.

3aganue 2.

IlepeBenuTe HA aHTJIIMHWCKUN SA3BIK JaHHBIC NPEIJIOKECHUS, UCITOJIb3Y I
TepMHuHOJIOTHIO IO Teme Management:

1. HegaBHo coBeT nupektopoB komnanuu Cornerstone Group ycnenrHo mpoBen
neperoBopsl ¢ Metrot Co. o cnusiHuN 3TUX ABYX KoMmnanuid. Komnanus Metrot — npekpacHoe
npuobperenue ais Cornerstone Group.

2. Metrot Co. cienuanu3upyercsi B IpOU3BOJICTBE TOBAPOB TSI TOMA, U B CBOHMX
PO3HUYHBIX MarazuHax IMpe/ICTaBIseT LIUPOKU BEIOOP TOBAPOB, a TOBAPOOOOPOT KOMIAHUH
COCTaBJISET 4MJIH. €BPO.

3. Komnanus Metrot imeeT MHOTO TOYEpPHUX NMpeanpuaTuii o Bcer EBpore, a ux
ronoBHoU oduc Haxoautcs B [lapuxke. brarogaps cBoeMmy qTUHAMHYHOMY CTHITIO 3Ta KOMITaHUS
OBICTPO pearupyeT Ha PbIHOYHbIE U3MEHEHHUS.

3aganmue 3.

3amonuure HpOGGHBI HaH60nee noAXOAAIINMHA TCPMUHAMU U3 CIIMCKA IO TCMC
Management:
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To be in charge of, to be promoted to smth, to make smb redundant, demand for, to seduce
customer, to introduce some changes, turnover, staff turnover, a wide range of smth, to relocate

1. Why does the company have such a rapid ?

2. The company plans 30 employees because
of the reorganization.

3. The company has to its headquarters and most of its
staff to Europe.

4. It was difficult to explain a dramatic increase in the
chocolate biscuit bars in London.

5. He has been working for the company for 3 years and a
senior sales manager.

6. To win the competition it is necessary to in the
marketing strategy of the company.

7. The firm has an annual of $75 million.

8. To increases sales the management of the company has decided to launch a new
promotion campaign, they are sure it will help them to to buy a new
product.

0. In this retail shop you can always find diary
products.

10. He was left the store while the manager was away.

3ananmue 4.

Packpoiite ckoOKu, HCTIONB3Ys MPAaBUIbHYIO (POPMY aHTTIUHCKOTO Tarosia (BpeMeHa,
MHOUHUTUB, TePYHANH, IPHYACTHE, YCIOBHBIC BBIPAKEHHSI, COCIaraTeJIbHOe HAKIIOHEHHE,
MO/1aJIbHbIE TJIaroJIbl)

1. Look! Leslie seems (enjoy) herself. It is the first
time | (see) her so happy.
2. There appeared (be) no one in the house. John
(consider/climb) through one of the open windows but decided
against it (not risk/notice). He
(decide/wait) until it (get) dark.
3. I (mean/paint) the door for ages, but | keep
(forget) (buy) the paint.
4, If you can’t find him at home, try (call) him at the office.
5. Your computer needs (fix). Why
(you / not / have) Nick (fix) it for you? -
I’d rather (see) to it myself than have it (fix).
6. We’d really like (live) in the city center but it’s virtually
impossible (find) a three-bedroomed flat at a price we can afford
(pay).
7. Stop (tease) him, he  doesn’t  enjoy
(laugh) at.
8. The dog appears (be) hungry — you’d better
(feed) it.
9. Her parents regret (allow) Tina
(stay) out late.
10.  Look! The wallpaper (come) off the wall! It’s
high time (we / do up) the flat.
11.  Always late? Try (set) your watch five minutes fast.
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12.  She certainly mentioned (see) Mark, but | don’t

remember (she/talk) about Vickie.
13. Martha (practice/play) the piano daily for
months, but she seems (make) little progress.
14.  Listen! The review (say): “Tastefully
(decorate), conveniently (locate), and with a wide
range of courses to suit all occasions, this is the perfect meeting place after a hard day’s work”.
Why (not/go) there for dinner?
15.  The witness said he (hear) two shots
(fire) before (see) two men (run) down the street.
16. There is  something  wrong  with  her  bicycle. It’s  time
(she/get/it/mend).
17. It makes (I/feel) really happy (see) old
people (hold) hands.
18.  JK Rowling is reported (receive) an award
in recognition of her achievements.
19. A Roman necklace, which (think/be) worth
over two million pounds, (find) last week by Audrey Perham who
(happen/walk) her dog in the park.
20. Now that we (lose) all the money, it's no use
(say) that it's only my fault.
21. | really hate (go) to the dentist but I don’t think I can
avoid (visit) him this time.

8.2. IlepeueHsb 3aAHMI 1151 MOATOTOBKHU K IK3aMeHY
Tema 5. Leadership. JIugepcTBo u IHACPCKUE Ka4ecTBa

3ananme 1.

Hanwmure pycckue aHaloryd JaHHBIX aHTIMHACKUX TepMUHOB 110 Teme Leadership:
to set objectives

to communicate objectives to smb

. to set short-term goals

. to set achievable goals

. to formulate clear goals (

. to attain objectives

. to encourage, motivate and inspire

. to monitor and measure the performance of employees

. to develop a strategy

. to manage with empathy, to have empathy with the staff

10. to take ownership of decisions

11. to be entitled to try out new ideas

12. to empower employees

13. to enhance (an enhanced sense of responsibility, an enhanced sense of involvement)
14. to praise and show recognition, to give praise

15. to concentrate on strengths, not weaknesses

©ONDUITOTAWN

3aganmue 2.
3arnoyHuTe MPOIYCKH MPaBMUIIbHOM (POpMOH IJ1arosa B MOAXOSAIIEM BpEMEHH (aKTUBHOU
WJIU TIACCUBHOM (hOPMBI):
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1. Joseph Ford, the politician who (kidnap)

last week as he was driving to his office, (release)
unharmed. He (examine) by a doctor last night, and is said
to be in good health. Mr. Ford (find) walking along a small
country lane early yesterday evening. A farmer (see) him,
recognized who (it/be), and (contact) the
police. When his wife (tell) the news, she said: “I’m delighted
and relieved that my husband (find).” Acting on
information received, the police (make) several arrests, and a
man (question/now) in connection with the kidnapping.
2. John expected to get a decent pay rise because he

(work) for the company for many years. He understood that more cars
(sell) by him then by any of his colleagues every year. He

(sell) cars all his life and (know)
exactly what approach to adopt with every customer who (come) in.
3. An Oxford amateur pilot has been proclaimed a hero. “ My son Max

(pester) me for ages to take him up. It was a nice day
so we decided to go sightseeing over Oxfordshire,” said Mr. Smallwood. “Everything

(look) rosy as we (turn) for
home, but then | (notice) that the propeller
(disappear).
4. (the clock/hardly/strike) 5 when
Peter (stick) his head around the door and

(say), “Tea, anyone?”

5. My car (repair) and 1 don’t know when it
(be) ready. | doubt if | (be able) to collect it
before the weekend. | wonder if John (give) me a lift to the party on
Saturday. — Well, ask him once he (get) here.
6. More and more similar cases (argue) in
the courts.

Tema 6. Recruitment. [Ton6op nepconana, peKpyTHHT

3ananme 1.

Hanwumiure pycckue aHaioryd JaHHbIX aHTIIMHCKUX TEPMHHOB 110 Teme Recruitment:

1. Candidates for this appointment is graduate, qualified accountant

2. a fully qualified experienced accountant

3. with an impressive record of success in senior finance appointments in commerce and
industry

4. with a good examination track record

5. with a proven track record in the financial management of an operating company

6. have a high level of professionalism

7. have a detailed knowledge of accounting systems

8. have in-depth experience in managing ...

9. with broad financial management experience

10. proven planning and analytical abilities gained at an operational level
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11. an ability to set up and effectively manage whole accounting functions

12. strong technical orientation developed initially within a practice environment
13. a pro-active and innovative approach to financial management

14. a hands on approach

3ananue 2.
3amonHuTe TabIKMIly TEPMHUHAMH M3 BOKaOyJIsipa Ha Temy Recruitment:
astute, bright, ealm; clever, easy-going, hard-working, moody, neurotic, punctual, quick-
tempered, reliable, responsible, sharp, slow

intelligence and ability emotional stability conscientiousness

bright calm reliable

Tema 7. Marketing. Mapketunr

3aganme 1.
IlepeBenuTe HA aHTJIMWCKUN SA3BIK JaHHBIC NPEAJIOKECHUS, UCITOJIb3Y I
TepMmuHOJOTHIO 110 TeMe Marketing:

1. JIrobo#t mpOMYKT, [axe TOMOBBIM, NPOXOAUT 4 CTaJAMHM KU3HEHHOTO IUKJIA!
MIPE/ICTABIICHUE HA PBIHOK, POCT, 3PEJIOCTh MPOIYKTA U CHaJ.

2. Ilepen Tem MpeACTaBUTH MPOAYKT HAa PBIHOK, J00ash KOMITAHUS HCCIEIyeT
HNOTEHUUATIbHBIA PBIHOK, CTapaeTcsi ONPENeNUTh HYXJbl NOoTpeOuTenel ¥ Ha3zHAYaeT TaKylo
IIEHY, YTOOBI JJOCTUYh OOJBIINX 00BEMOB MPOJIAK.

3. PykoBonctBo kommanmu ABC pemuno paciuMpuTh JIMHEWKY MpoaykTa. YToObl
OPOCTUMYJIUPOBATE CHOPOC, KOMITAHHSI COOHMPAETCS HCIOIb30BaTh «3BE31» B PEKIAMHOU
KOMIIaHUM HOBOro OpeHna. HeoOXoIMMOCTb pacHmiMpeHusi yK€ JaBHO BO3HHKIA, TaK Kak
CYUIECTBYIOIIMM ACCOPTUMEHT YK€ HE IPUBJICKACT IEINEBOM DPBIHOK. BeposATHO, KOMIIaHHHU
MPUAETCS UCKATh HOBBIE KaHAJIbl PACIPEICIICHHUS.

3aganue 2.
OOBeuTe PaBUJIbHBIN TepMUH(BI), OTBETUB Ha CIIEYIOIIE BOMpockl o Teme Marketing:
1.
What does a business adjust to create a brand image for a product?
i

i
i

2.
What is the most important element of the marketing mix?
C

r

The marketing mix
Price

Product

Price
Product

No single element is the most important
3.
What does the overall marketing mix of a firm determine?
C

i

Marketing strategy

Marketing objective
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'S
4

Profit from marketing

Who is protected by consumer protection laws?

i
i
i
5

Just customers

Just businesses

Businesses and customers

Which of the following is NOT an element in the marketing mix?

i
i
i
6

Price
Profit

Promotion

Where are premium products most likely to be sold?

In supermarkets

“ In designer stores
© On market stalls
;

When is a business most likely to adjust the marketing mix of a product?

If costs change

O If customer needs change
O If management changes
3ananue 3.
CormocTaBbTe TCPMHUHEI 11O TCMC Marketing CJICBA C €ro onpcacICHUCM cnpaBa:
1 | Market a | The company, product, or service with more sales than any other
opportunities company, product etc in its market
2 | Market b | The process of dividing a market into distinct groups of customers
research who have different requirements or buying habits
3 | Market c | A group of customers that share similar characteristics, such as age,
segment income, and social class
4 | Market d | The percentage of sales in a market that a company or product has
segmentation
5 | Market share e | The activities involved in obtaining information about a particular
market
6 | Market leader | f | Possibilities of filling unsatisfied needs in sectors in which a company
can profitably produce goods or services

Tema 8. Promotion.ITponBuxenne OpeHa Ha phIHKE

3ananue 1.
[TpouuTaiite cTaThio Mo Teme Promotion crateio U BEIOEPUTE IPABUIBHBIN TEPMUH,

9TOOBI 3aMOTHUTH KaxKAbIH Tipooden (1-11) uz A, B, C umu D.

Promotional Discounts are a form of discounts used primarily to 1 a new

product, to try to increase sales of existing products, or to reduce the inventory 2

of a particular product or products. They can also be employed to 3 customers to
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place an extra order, or increase the size of a regular order, so that the order will 4
for a price reduction. Many companies use this 5 if their products have seasonal
6 and troughs. A promotional incentive is a calculated risk that must generate
a higher level of orders from customers who don’t usually buy in those quantities. If the only
result is to encourage buyers to put a large 7 of discounted products in their
warehouse, and reduce the size of the next few orders until they have sold the discounted
product, then the promotion has failed to 8 the desired results.
When problems — particularly problems of communication regarding the 9

of the discount — occur during the 10 of a promotion, the person who is managing
the credit (whether the owner or a designated employee) will be spending too much extra time
responding to the oral and written questions of customers. At this point, the credit manager must
put on his or her customer relations hat and move into damage 11 before it
becomes a more serious problem.

1 A) launch B) declare C) install D) proclaim

2 A) point B) rank C) stage D) level

3 A) instigate B) motivate C) provoke D) initiate

4 A) quality B) merit C) attain D) rate

5 A) implement B) application C) movement D) tactic

6 A) peaks B) heights C) tips D) caps

7 A) capacity B) size C) volume D) scope

8 A) convey B) fulfil C) meet D) produce

9 A) characteristic B) nature C) disposition D) spirit

10 | A) course B) path C) route D) track

11 A) direction B) manipulation C) limitation D) handling
3ananmue 2.

CormocraBbTe TEPMUHBI 10 TeMe Promotion cieBa ¢ ero omnpeneieHueM CrpaBa:

1 | undercover marketing | a | using electronic media like email or SMS to promote products
2 | e-marketing b | promoting products to target customers, for example, through
addressed mail
3 | direct marketing c | persuading people to buy a product or service by announcing it
on TV, radio, or in other media
4 | product placement d | marketing that spreads from consumer to consumer, often
online
5 | viral marketing e | marketing which customers do not realize they are being
marketed to
6 | advertising f | putting products or references to products in media like films
or video games
3ananue 3.
OO6BeauTEe MPaBUIIHLHBIN MOJATBHBIN TJ1aro:
1. When Mr. Lee was younger, he work in the garden for hours.
a. was able to b. could c. might d. needn’t
2. The landlord take his responsibilities more seriously.
a. need b. should to c. ought to d. ought
3. When 1 finish the course next year | speak perfect French.
a. can b. will be able to c. could d. would be able
to
4, This company is awful to work for. We account for every minute of the
day.
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a. have to b. mustn’t c. are not to d. don’t have to

5. When she was riding in the woods last week, Helen fell off her horse but luckily
she get back on and ride home.

a. could b. would c. was able to d. had to

6. The newspaper the rumour without concrete evidence.

a. shouldn’t have printed c. oughtn’t have printed

b. needn’t have printed d. didn’t have to print

7. You often have to wait for a decision long, ?

a. haven’t you b. don’t you c. aren’t you d. won’t you

8. — Should we hurry? — No, you , We have plenty of time.

a. needn’t to b. haven’t to C. mustn’t d. needn’t

9. They spoke in very low voices but | understand what they were talking
about.

a. could b. might c. was able to d. was to

10.  With our new shampoo, you spend hours caring for your hair.

a. mustn’t b. needn’t c. haven’t to d. shouldn’t

Tema 9. International Trade.Bueurssist Toprosiis

3ananme 1.

ComocraBbTe TepMHHOIOTHIO 0 Teme International Trade u3 pamku ¢ onpeneneHus MU
HUXKE.

autarky balance of payments balance of trade barter or counter-trade deficit dumping
invisible imports and exports protectionism quotas surplus tariffs visible trade )GB) or
merchandise trade (US)

1.Trade in goods

2.Trade in services (banking, tourism, insurance and so on)

3.Direct exchange of goods, without the use of money

4.The difference between what a country receives and pays for its exports and imports of
goods

5.The difference between a country’s total earnings from exports and its total expenditure
on imports

6.The (impossible) situation in which a country is completely self-sufficient and has no
foreign trade

7.A positive balance of trade or payments

8.A negative balance of trade or payments

9.Selling goods abroad at (or below) cost price

10.Imposing trade barriers in order to restrict imports

11.Taxes charged on imports

12.Quantitative limits on the imports of particular products or commodities

3aganue 2.

ComocraBbTe TepMuHBI 10 TeMme International Trade ciesa ¢ ero onpeenieHrEM cipaBa:
1.Capacity A.the quality of being stable
2.Profits B.working via independent middlemen (agents and distributors)
3.Stability C.developing foreign-based assembly or manufacturing facilities
4.Distribution channel | D.the ability or power to contain, absorb or hold
5.Indirect exporting E.setting up an export department or even an overseas sales branch
6.Direct exporting which actively uses the company’s own employees
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7.Direct investment F.a network of organizations, including manufacturers, wholesalers
and retailers, that distributes goods or services to consumers

G.excess or revenues over outlays and expenses in a business
enterprise over a given period of time, usually a year

3aganue 3.
3anoiHMTE MpoIycku TepMuHamu 1o Teme International Trade:

1.The pinball machine has developed a
new market in the Middle East.
2. from video games and computers has hit small manufacturers.
3.Vincenti puts using a good at the top of his
lessons learned list.
4.When you’ve time, effort and money in making an export sale, you
want to get .
5.0ther lessons learned centered on :
6.You should be prepared to your product
to meet local :
7.Would-be exporters should make a firm to export.

8.A final lesson is to remember that appearances can be

8.3.Tunosmbie 3axaHus IJ9 OLECHKH 3HAHUHA

1. What does a business adjust to create a brand image for a product?

The marketing mix
Price

Product

2. What is the most important element of the marketing mix?

Price
Product

No single element is the most important

3. What does the overall marketing mix of a firm determine?

Marketing strategy
Marketing objective

Profit from marketing

8.4. TunoBble 3a1aHUA 1JIA OLEHKU YMeHUit

3aganue 1.

IIpounTaiite Tekecr Ha Temy @Popmbl OHM3Heca, codepuTe M NPOAHATH3MPYIiTE
HH(OPMALHIO O CJIeYIOLIeM:

1. Ckaxure, Kak1e BOIIPOCHl paCCMATPUBAIOTCS B TEKCTE.

2. Ckaxure, Kakas mpobjaemMa BbITEKAET U3 COJCPIKAHMS.
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3. IloctaBbTe K TEKCTYy HECKOJBKO BONPOCOB M 33JlaiiT€ MX BalleMy TOBApHILYy, 3aT€M
OTBETHTE Ha €TI0 BOIIPOCHI.

4. TloaTBepauTe TOUYKY 3pEHHs, M3JIOKEHHYIO B TEKCTE, HCIOJB3Yys COOCTBEHHBIN
HpHUMeEP.

5. BoickaxuTte MHeHHE O mpounTaHHOM. CoOOIIMTE M3BECTHBIE BaM JOMOJIHHUTEIbHBIC
ceenenus. [IpuBenute npuMepsl, (pakThl, M0TOOHBIE OMUCHIBAEMBIM B TEKCTE.

Success

Catherine Ng established an electronic watch company with 6 employees in 1979. The
company now has over 500 employees. Read the interview with the businesswoman.

What factors have made your business successful?

First of all, the advent of LCD watch technology in the 1970-s created a vast opportunity
for us. Although the Swiss were the first to develop a quartz watch, the support of the Swiss
manufactures was not strong as they overlooked the phenomenal growth potential of the market.
They believed their mechanical excellence would keep them leaders of the industry and that the
quartz watch was only a gimmick and it would soon fade out. In fact this poor judgment led to
the downfall of some companies. As demand was greater than supply, therefore it wasn't
difficult for me to get entry to the market when I first set up my company. At the end of the first
year the number of employees increased to 20 and we moved from office premises to a factory.
Our floor space increased from the original 600 sq. ft. to 2000 by the end of the first year and the
company grew more than tenfold in the next five years.

And then a few years later, prices started to become very competitive as the retail market
became saturated. So | had to think about certain strategies to tackle this problem. I had to think
up a short-term strategy and develop some long-term planning. Like all our competitors, we
developed new products such as giftware and luxury items. For example, we designed products
with a time device in them and customers could print their logo on the product for promotional
purposes. However competition became severe. It reached a point that any product which had a
time module in it became less valuable.

In the short term we had to cut our costs. However for certain customers who are less
price conscious, | was able to upgrade the quality of our products, for example by offering better
batteries, a longer warranty. We did not want our customers to think we were ripping them off of
course if we charged a higher price. For customers who were less focused on quality we had to
reduce our prices. In the end our customers thought that our company offered quality products,
which were value for money while most of our competitors struggled for survival and cut prices
in a very competitive market. Some were even forced out of the market.

On the other hand, we also switched our capacity to producing clocks, cutting our watch
production and training our workers to assemble clock product. Watch production was based on
an assembly line. Well we bought components from suppliers and assembled the watches. Clock
products involved more components and we had to make them in house and the company started
to install machinery, hire designers and the work flow became more sophisticated and today we
have become one of the best known manufacturers in the world, with 1SO 9001 certification.

What are the crucial factors behind your success?

The critical factors of our success, | would say, were our vision and our strategic
planning. From time to time we utilize management tools such as SWOT analysis to review our
situation and make necessary adjustments. Furthermore, we have made use of the Internet to
promote our products, for example we used an e-catalogue to start with, and lately we have
developed a customer relationship management system.

If I was asked what advice | would give to people looking for success in business, well, |
would say: be well prepared. Seize an opportunity ones it emerges and finally stay open-minded
as business can be developed by individuals, alliances, partnerships and joint ventures.
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3aganue 2.
IIpounTaiite TekcT Ha TeMy YpoBHM M cdepbl ynpabjieHHs, codepure H
NMPOoAHAJU3UPYHTE HHPOPMAIUIO O CJIeYIOLIeM:
1. Ckaxxure, Kakue BOIIPOCHI PaCCMAaTPUBAIOTCS B TEKCTE.
2. Cxaxure, Kakas rmpobsemMa BbITEKAeT U3 COJCPIKAHMUS.
3. ITocTaBbTE K TEKCTY HECKOJIBKO BOIIPOCOB U 3aaiiTe UX BallleMy TOBapHILy, 3aTEM
OTBETHTE HA €0 BOIIPOCHI.
4. IMonTBepauTe TOUYKY 3pEHHS, U3T0KEHHYIO B TEKCTE, UCTIONb3Yys COOCTBEHHBIN IPUMED.
5. Beickaxkute MHEHME 0 TpOoYUTaHHOM. COOOLINTE N3BECTHBIE BaM JI0IIOJIHUTEIbHbIE
ceenenus. [IpuBenute npuMepsl, (pakThl, M010OHBIE OMUCHIBAEMBIM B TEKCTE.

Peter Drucker, the well-known American business professor and consultant, suggests that
the work of a manager can be divided into planning (setting objectives), organizing, integrating
(motivating and communicating), measuring performance, and developing people.

First of all, managers (especially senior managers such as company chairmen and
directors) set objectives, and decide how their organization can achieve them. This involves
developing strategies, plans and precise tactics, and allocating resources of people and money.
Secondly, managers organize. They analyze and classify the activities of the organization and the
relations among them. They divide the work into manageable activities and then into individual
tasks. They select people to perform these tasks. Thirdly, managers practice the social skills of
motivation and communication. They also have to communicate objectives to the people
responsible for attaining them. They have to make the people who are responsible for performing
individual tasks form teams. They make decisions about pay and promotion. As well as
organizing and supervising the work of their subordinates, they have to work with people in
other areas and functions. Fourthly, managers have to measure the performance of their staff, to
see whether the objectives set for the organization as a whole and for each individual member of
it are being achieved. Lastly, managers develop people — both their subordinates and themselves.

Obviously, objectives occasionally have to be modified or changed. It is generally the job
of a company’s top managers to consider the needs of the future, and to take responsibility for
innovation, without which any organization can only expect a limited life. Top managers also
have to manage a business’s relations with customers, suppliers, distributors, bankers, investors,
neighbouring communities, public authorities, and so on, as well as deal with any major crises
which arise. Top managers are appointed and supervised (and dismissed) by a company’s board
of directors.

Although the tasks of a manager can be analyzed and classified in this fashion,
management is not entirely scientific. It is a human skill. Business professors obviously believe
that intuition and ‘instinct’ are not enough; there are management skills that have to be learnt.
Drucker, for example, wrote in his book “An Introductory View of Management” that
‘Altogether this entire book is based on the proposition that the days of the “intuitive” manager
are numbered,” meaning that they were coming to an end. But some people are clearly good at
management, and others are not. Some people will be unable to put management techniques into
practice. Others will have lots of technique, but few good ideas. Outstanding managers are rather
rare.
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8.5. TunoBwble 3axaHus IJA OLEHKH HABLIKOB

3ananme 1.
Onumure ypoBHH U cepbl ynpaBjieHUus1 BbIOpaHHOH BaMu koMmannu, ucnosb3ys
JekcHky o teme Levels and areas of management.

Company structure or organization structure refers to the way that a company arranges
people and jobs so that its work can be performed and its goals can be met. The structure of
every organization is unique and the structure of an organization evolves as the organization
grows and changes over time.

1. Top managers and executives:

2. Board of Directors, Chairman (Chairwoman) or President (Am.), Managing Director
(Executive Director) or Chief Executive Officer (CEO — Am.)

3. E.g. At the top of company hierarchy is the Board of Directors, headed by the
Chairman. E.g. A managing director is responsible for the day-to-day running of the company
(or oversees all aspects of business activity, or has overall responsibility for the running of the
business).

4. Middle (Senior) management (company officers):

5. Finance director (Chief financial officer — Am.), Marketing Director, HR Director
(Personnel), IT Director, R&D Director, Production Director, Sales Manager or Sales Director
(or Vice Presidents — Am.)

6. Departments: Finance, Sales and Marketing, Personnel (HR), Research and
Development (R&D), Production

7. to consist of, be made up of, be divided into

8. e.g. The company consists of five main departments. The marketing department is
made up of three units. The sales department is divided into two sections.

9. to be responsible for smth, to be in charge of

10. e.g. The marketing department is responsible for advertising, sales promotion and
market research. The Human Resources department is composed of two sections. One is
responsible for recruitment and personnel matters, the other is in charge of training.

11. Philip is in charge of our marketing department.

12. Finance director controls all aspects of finance and is responsible for allocating the
company's resources.

13. to be accountable to smb, to be responsible to smb, to report to smb

14. e.g. At the top of the company hierarchy is Mister Niegel who has overall
responsibility for the running of the business. Sales Director, Marketing Director, Finance
Director and HR Director report to him (maxoasrcst y HEro B HEMOCPEACTBEHHOM MO YNHEHHH).
Export Sales Director is responsible to Sales Director.

15. astrategy, to determine a strategy (or a policy), implement a strategy (or a policy)

16. E.g. Top managers determine the company's strategy and middle managers
implement the strategy and major policies handed down from the top level of the organization.

3aganue 4
IMoaroroBsTE pa3BepHyTHIE MUCHMEHHBbIE OTBETHI Ha Bompockl Mo Teme Levels and areas of
management:
What are the levels of management?
What are the responsibilities of a top manager?
What are middle managers responsible for?
Why is the position of a first-line manager important, especially in a company involved
in manufacturing business?
What are the most common areas of management (e.g. finance, sales, etc.)?
What is finance director (personnel manager, marketing director, R&D director)
responsible for?
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7. Over to you: what kind of companies require R& D department?
8. Do you think any company can afford to have its own PR department?

9. IlepeyeHb OCHOBHO¥ U IONOJTHUTEIbHOM Y4eOHOH JUTEPATYPbI, HEOOXOIUMOI 1J1s1
OCBOCHHS THCHUIIHHBI

9.1. OcHoBHas auTEpaTYypa

1. Jleruenko, B. B. Aurmmiickuii 361K 711 5KOHOMHCTOB (A2-B2) : yueOHUK 1151 By30B
/ B. B. JleBuenko, E. E. Jlonranésa, O. B. MemepsikoBa. — 2-e u3j., ucnp. u gon. — MOCKBa :
NznarensctBo FOpaiit, 2022. — 408 ¢. — (Bricmee o6pazoBanue). — ISBN 978-5-534-14780-
3. — Tekcr : anextponHsnd // OOpazoBarenbHas maatdopma IOpaiit [caiit]. — URL:
https://urait.ru/bcode/481858

2. CrorumeBa, O.H. Anrmmiickuii s3Ik uis skoHomuctoB (B1-B2). English for
Business Studies in Higher Education : yueOnoe mocobue mis By3oB/ O. H. Crornuera. —
Mocksa : M3natensctBo FOpaiit, 2022. — 197 ¢. — (Bricmiee obpazoanue). — ISBN 978-5-
534-10008-2. — Texct : snekTpoHHBbIH // OOpasoBarenbHas miuatgopma FOpalTt [caiit]. —
URL: https://urait.ru/bcode/475072

3. Hanmnenko, JI. I1. AHrmmiickuii s3Ik A7is 3KOHOMUCTOB (B1—B2) : yueOHHK u
npakTtukym aiis By30B / JI. I1. lanunenko. — 3-e us., ucrp. u gomn. — Mocksa : 3garenbcTBo
Opaiit, 2022. — 130 ¢. — (Bricmee obpa3oBanue). — ISBN 978-5-534-07990-6. — Tekcr :
anexkTpoHHbd  //  OOpasoBarenpHas  1uiarpopma  FOpaiit  [caiit] —  URL:
https://urait.ru/bcode/490932

9.2. JlonostHUTEIbHAS JIUTEpaTypa

1. Skymesa, W. B. Anrmmiickuii s3pik (B1). Introduction Into Professional English :
y4eOHUK U mpakTukyMm mns By3oB/ W. B. flkymesa, O. A. JlemyenkoBa. — 3-¢ H31., UCIpP. H
norn. — Mocksa : WznarensctBo [Opaiit, 2022. — 148 c. — (Bricmee oOpaszoBanme). —
ISBN 978-5-534-07026-2. — Tekcr : snekrponnslii // O6pazoBatenbHas miaardopma HOpaiit
[caitT]. — URL.: https://urait.ru/bcode/4901592.

2. Mensiino, B. B. Akanemudeckoe nucbmo. Jlekcuka. Developing Academic Literacy
: yuebHOe Tocobue st By30B / B. B. Mensiino, H. A. Tymskosa, C. B. Uymunkun. — 2-¢ u3n.,
ucrp. u gon. — Mocksa : UznarensctBo FOpaidt, 2022. — 240 c. — (Bricee ob6pa3oBanue). —
ISBN 978-5-534-01656-7. — Tekct : snextponnsiii / ObpazoBarenbHas miardopma HOpaiit
[caiiT]. — URL.: https://urait.ru/bcode/491693

3. Mowuceesa, T. B. AHIIMIACKUN SI3bIK IJI1 SKOHOMHCTOB : y4eOHOE mocoOue Jis
By30B / T. B. Mouceesa, H. H. Ilauna, A. 0. Hlupokux. — 2-e uzn., nepepad. u nom. —
Mocksa : UznarensctBo FOpaiit, 2022. — 157 ¢. — (Bwicmiee obpazoBanue). — ISBN 978-5-
534-08911-0. — Tekcr : anexTpoHHbIH // Obpa3zoBarenbHas miardopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/493923

4. Mouceesa, T. B. AHrnuiickuil s3bIK IS SKOHOMHUCTOB : yueOHOE mocoOue Jyist
By30B / T. B. Mouceesa, H. H. [larmuna, A. FO. llupokux. — 2-e u3A., mepepad. U mom. —
Mocksa : UznatenbctBo FOpaiit, 2022. — 157 ¢. — (Bricmiee o6pazoBanne). — ISBN 978-5-
534-08911-0. — Texkcrt : anexTponHbl // O6pa3zoBarenbHas matdopma FOpaiit [caiiT]. — URL:
https://urait.ru/bcode/493923
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10. ITepeyenn pecypcoB nH(GOPMAIMOHHO-TEJIEKOMMYHHKAIMOHHO# ceTH ""UHTepHeT",
HeO0XOAUMBIX JIJIS OCBOCHHSI JUCIHUIJIMHBI U HH(OPMALMOHHBIX TEXHOJIOTHH,
HCI0JIb3yeMbIX NPH OCyLIleCTBJIEHUHM 00pa30BaTeJILHOI0 NpoLecca no JUCHUILINHE,
BKJIIOYasl MlepevYeHb MPOrpaMMHOI0 o0ecrneyeHus 1 HHPOPMAUMOHHBIX CIPABOYHBIX
cucTeM (MpH HEOOXOAMMOCTH)

1. https://urait.ru - 3bC «O6pa3zoBarenbhas miathopma FOpaiim»

2. http://biblioclub.ru_- 3bC «YHuBepcuTerckas OMdIMOTEeKa OHIIANH»

3. https://elibrary.ru/org_titles.asp?orgsid=14364 - may4Has 3JICKTpOHHas OHOIHOTEKA
(H9b) «eLIBRARY.RU»

4. https://learnenglish.britishcouncil.org-  caiit Bpuranckoro CoBera ¢ 0GaHKOM
MaTepualioB Uil YPOKOB M CAMOCTOSATEILHOTO M3YYEHUs aHTJIHMHUCKOTO S3bIKA MO PA3IHYHBIM
TeMaM Kak oOOIIero, Tak W JeJOBOTrO Xapaktepa. OXBaueHbl BCE YPOBHH JIEKCHYECKOM
CIIOKHOCTH: OT Ha4aJIbHOTO JI0 CAMOT'O ITPOIBUHYTOTO.

5. https://ru.duolingo.com/- GecruaTHplil CEpBUC IS U3YyYCHHSI HHOCTPAHHBIX SI3BIKOB C
Hyns. [Iporpamma moctpoeHa B ¢opMe «aepeBa JOCTHKEHUI»: YTOOBI MEpeHTH Ha HOBBIH
YPOBEHb, HY)XHO CHadaja HaOpaTh ONpEAETICHHOE KOJIUYECTBO OYKOB, KOTOpBIC HArOTCS 3a
npaBuiIbHbIE 0TBETHl. EcTh mpumoxenus as i0S u Android.

6. https://www.real-english.com/new-lessons.htm - caiiT ¢ ypokamu, CTaTbIMH U BHICO
3apHCOBKaMHU ISl M3YYaIOUIMX AHTJIMHCKUN $3bIK, BCE MaTepUalibl YCIOBHO pa3ieieHbl Ha
JIEKCHYECKUE U TPAMMAaTHUYECKHE, IOCTYITHBI BCE YPOBHHU CIIOKHOCTH.

7. https://www.economist.com/ - 5KOHOMHYECKHI CAlT 1 (POPYM Ha aHTIUICKOM S3BIKE,
COJICp KAIIMI JeTTOBbIE HOBOCTH, SKOHOMHUYECKHE CTaThU Ha JEIOBYIO TEMAaTHKY, OOCYXKICHHE
npo0JIeM JIEIOBOTO XapaKTepa.

8. https://www.ft.com/- caiiT 5KOHOMHYECKON Tra3eThl Ha aHTITMUCKOM si3bike. COIEepPIKUT
JICTIOBbIE HOBOCTH, 3KOHOMHYECKHE CTaThH Ha JICJIOBYIO TEMAaTHKY, OOCYXKJEHHE NpoOiieM
JIEJIOBOTO XapaKTepa.

JINneH3noHHoe NporpaMMHuoe odoecrneyeHue:

- Windows (3apy0exHoe, BO3ME3THOE);

- MS Office (3apy0exHOE, BO3ME3THOEC);

- Adobe Acrobat Reader (3apyOexHO€, CBOOOTHO PacpOCTPaHIEMOE);

- Koncynpsrantllmoc: «Koncynprantllmoc: Ctynent» (poccuiickoe, cBOOOAHO
pacrpocTpaHseMoe);

- 7-zip — apxuBaTop (3apyOexHOE, CBOOOTHO PaCIPOCTPAHIEMOE);

- Comodo Internet Security (3apy0exxHoe, CBOOOTHO pacpoCTpaHsIeMoe).

11. MeToauyeckue yKa3aHusi JJIs1 00y4arOIMXCH M0 OCBOCHUIO U CHUIITHHBI

Opranuzanus o0pa3oBaTeIbLHOTO MPOLIEcca perJaMeHTHPYETCsl yueOHbIM TUIAHOM U pac-
NUCAHNEM YUEOHBIX 3aHATHI.

[Ipu popmMupoBaHUU CBOCH WHIWBHUIYyATHHOW OOpa30BaTEIbHON TPACKTOPHUH 00yUaro-
H.[HﬁCH HUMCECT IIPaBO Ha NEPC3a4€CT COOTBCTCTBYIOINUX AUCHUIIIIMH U HpO(beCCI/IOHa.HBHBIX MOAy-
JIel, OCBOCHHBIX B MPOIIECCE MPEAMICCTBYIONMIETO 00YUEHUs, KOTOPBIM 0CBOOOXKTaeT 00ydJaroIe-
rocqa OT HGOGXOI[I/IMOCTI/I HX TOBTOPHOT'O OCBOCHMUH.

OoOpa3oBaTte/ibHbIE TEXHOJIOTUH

VY4eOHbIi mpolecc MpH MPernoaaBaHuu Kypca OCHOBBIBAETCSI HAa UCIIOJIB30BAHUM TPaIu-
[IMOHHBIX, NTHHOBALIMOHHBIX U MH(POPMAIIMOHHBIX 00pa30BaTEIbHBIX TEXHOJOTUH. TpaauiuoH-
HBIC OGpﬁSOB&TGHBHBIG TCXHOJIOTMU MPCACTABJICHBI 3aHATUAMU CCMUHAPCKOI0 MU JICKIIMOHHOI'O
tuna. HHOBaIMOHHbIE 00pa30BaTeNbHbIE TEXHOJIOTUN HCIONb3YIOTCS B BUAE HIMPOKOTO MpPH-
MEHEHHUSI aKTUBHBIX M MHTEPAKTUBHBIX (OpM MpoBeneHus 3auaTuil. Mapopmarmonnsie oopazo-
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BaTeJIbHBIE TEXHOJIOTUN PEATU3YIOTCS IIyTEM aKTUBU3AIMH CAaMOCTOSATEIbHON PabOThI CTYJCHTOB
B MH(QOPMALIMOHHOW 00pa30BaTeNbHON Cpejie.
3aHATHS CEMMHAPCKOI0 THIIA

Cemunapckue (MpakTHYECKUE 3aHATHS) MPEICTABIAIOT COOO0M eTaln3aluio JEKIIMOHHO-
ro TEOPETUYECKOTO MaTepuaia, MPOBOJIATCS B IIENIAX 3aKPEIJICHUsS] Kypca U OXBaThIBAIOT BCE OC-
HOBHBIE Pa3/IEJIbl.

OcHoBHO# (hOpMOIi TTPOBEICHHS CEMUHAPOB U MPAKTUYECKUX 3aHITHH SIBISIETCS 00CYXK-
neHre HanOosee MPOOJIEMHBIX U CIIOKHBIX BOIIPOCOB MO OTJIENBHBIM TEMaM, a TAaKKe pelleHue
3aja4 ¥ paz0op NMPUMEPOB U CUTyalluil B ayIMTOPHBIX YyCIOBUAX. B 00s3aHHOCTH mpenojaBaTe-
JS1 BXOJAT: OKa3aHUWE METOJMYECKOM MOMOUIM M KOHCYJIBTHUPOBAHME CTYJEHTOB IIO COOTBET-
CTBYIOIIIMM TE€MaM Kypca.

AKTUBHOCTb Ha IPAKTUYECKUX 3AHITHUSAX OLIEHUBACTCS MO CICAYIOMIUM KPUTEPUSIM:
OTBETHI HAa BOIIPOCHI, IIpeJiaraeMble MpernogaBaTesem;
y4acTue B IUCKYCCHUSX;
BBITMIOJTHEHHUE MPOEKTHBIX U MHBIX 3aJaHHIi;
aCCHCTHPOBaHHE MPENOIaBaTENIO B IPOBEACHUN 3aHATUH.
Jloxkyiagpl U ONIIOHUPOBAHUE JOKJIAA0B IIPOBEPSIOT CTENEHb BIIAJCHUS TEOPETUYECKUM
MaTepuaioM, a TakKe KOPPEKTHOCTh U CTPOTOCTh PACCYKICHUH.
OueHnBaHuE MTPAKTUYECKUX 33/IaHUN BXOAUT B HAKOIUICHHYIO OLICHKY.
CamocTosiTesibHasi padoTa 00yYarOIMXCst

CamocrosTenbHas paboTa CTYJIEHTOB — 3TO INPOLECC aKTUBHOTO, IEJIEHAIPABICHHOTO
NpUOOpPETEHUs! CTYJIEHTOM HOBBIX 3HAHUU, YMEHUN 0€3 HEMOCPECTBEHHOIO y4acTHus Mpernoja-
BaTeNsl, XapaKTEepHU3YIOIIUNCS MPEAMETHON HAaMpaBICEHHOCTHIO, Y((EKTUBHBIM KOHTPOJEM U
OLICHKOM Pe3yJIbTaTOB JIEATEILHOCTH 00yYaroerocs.

Lenu camocTosTENEHON PaOOTHI:

® CHUCTEMaTHU3alMs U 3aKPEIJICHUE MOJTYYEHHBIX TEOPETUUYECKUX 3HAHUU M MPAKTUYECKUX
YMEHHUH CTYJEHTOB;

e yruyOJeHue U pacliipeHHe TEOPEeTUUECKUX 3HAHUM;

e (opmupoBaHHE YMEHUI HCIIOJNB30BaTh HOPMATHBHYIO M CIIPABOYHYIO TOKYMEHTAIUIO,

CIELUATIBHYIO JTUTEPATYPY;

® pa3BUTHE MO3HABATEIBHBIX CIIOCOOHOCTEH, aKTUBHOCTH CTYACHTOB, OTBETCTBEHHOCTH U

OpraHU30BaHHOCTH;

e (opMupOBaHHE CaAMOCTOSATEIHOCTU MBIIIJICHNUS, TBOPUECKOW WHHUIIMATUBBI, CIIOCOOHO-

CTeH K caMOpPa3BUTHUIO, CAMOCOBEPILIEHCTBOBAHHUIO M CAMOpPEaIn3alliu;

® pa3BHUTHE UCCIEIOBATEILCKUX YMEHUN U aKaJIeMUYECKUX HABBIKOB.

CamocTtosTenpHas padoTa MOXKET OCYIIECTBIATHCS WHAWBUIYATLHO WU TPYIIIAMHU CTY-
JIEHTOB B 3aBUCUMOCTH OT IIeJIU, 00beMa, YPOBHS CI0KHOCTH, KOHKPETHOM TEMaTHKU.

TexHOJOorHs OpraHU3aIi CaMOCTOSTENIbHONW paboThl CTYICHTOB BKJIIOYAET MCIIOJIb30Ba-
HUE HMH()OPMALMOHHBIX U MaTepUAIbHO-TEXHUYECKHX PECypCOB 00pa30BaTEIbHOIO YUpexkKie-
HUSL.

[Tepen BBITIOJIHEHHEM OOYYaIOIIUMHKCS BHEAYJIUTOPHOM CaMOCTOSTEIIBHOW paOOThI Tpe-
nmoaaBaTeCib MOKCT NPOBOAUTH MHCTPYKTAXK I10 BBIITIOJIHCHUTIO 3aJlaHUS. B HHCTPYKTAX BKJIIO4a-
eTcsl:

LeNb U COJIepKaHue 3aJaHus;

CPOKH BBITIOJTHEHHUS;

OPUEHTHPOBOYHBIA 00bEM PaOOTHI;

OCHOBHbIE TpeOOBaHUs K pe3ysibTaTaM pabOThl U KPUTEPUU OLICHKH;

BO3MOXHBIC TUIIUYHBIC OLHI/I6KI/I IIPpU BBIITOJIHCHUH.

HHucTpyKTax MpOBOIUTCS IMpernojaBaTesieM 3a cueT o0beMa BPEMEHM, OTBEIECHHOTO Ha
N3YUYCHUC NUCHHUIIIINHEI.
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KoHTposib pe3ynbTaTOB BHEAYJIUTOPHOM CaMOCTOSITEIHBHOM PabOTHI CTYJEHTOB MOJMKET
IPOXOJUTH B MMCbMEHHOM, YCTHOW WJIM CMELIaHHOH (opme.

CryneHTbl AOJKHBI MOJXOAUTh K CaMOCTOATENBbHOM paboTe Kak K HauBaKHEHIIeMy
CPEACTBY 3aKpEIJICHUS U PAa3BUTUS TEOPETUYECKUX 3HAHMM, BBIPAOOTKE €IMHCTBA B3IJIAJ0B Ha
OTJEJIbHBIE BOIPOCHI Kypca, MPUOOPETEHHsI OIIPEEICHHbIX HABBIKOB M MCIIOJIb30BaHUS Ipodec-
CHUOHAJIbHOU JINTEPATYPHI.

[Tomemenust uid caMOCTOSTENBHONM pabOThl O0yYaroIUXCs JOJIKHBI OBITh OCHAIIIEHBI
KOMITBIOTEPHOM TEXHUKON C BO3MOKHOCTBIO TIOJKITIOUEHUS K ceTH «HTepHeT» u o0ecrieueHrneM
JIOCTYIIA B 3JIEKTPOHHYIO MH()OPMAIIMOHHO-00Pa30BaTEIbHYIO CPEY OpraHU3aLIH.

[Ipu camocTosATENBHOM MTPOPaOOTKE Kypca 00ydaronuecs J0KHBIL:

® [IPOCMATPHUBATh OCHOBHBIC OMpPEACTICHUS U (PaKTHI;

® [IOBTOPUTH 3aKOHCIICKTUPOBAHHBIN HA JICKIMOHHOM 3aHATHHM MaTepuall U JAONOJIHUTE €ro

C Y4€TOM PEKOMEHAOBAHHOMU 110 JAHHOU TEME JIMTEPaTyphl;

® U3yYUTh PEKOMEHIOBAHHYIO JUTEPATYpPy, COCTABIATh TE3UCHI, AHHOTALIMA U KOHCIEKTBI

Han0oJiee BaKHBIX MOMEHTOB;

®  CaMOCTOSTENbHO BBINOJIHATH 3aaHMsl, AaHAJIOTMYHBIE [TPEIIaracMbIM Ha 3aHATHIX;

® UCIOJIb30BATH AJIS CAMOIIPOBEPKU MaTepUaibl (POHIA OLIEHOUHBIX CPEJICTB;

e  BBINOJHATH JOMAIIHKUE 3aJaHUS 110 YKA3aHUIO NTPEIOJaBaTEIIs.

MeTtoauyeckue peKOMEeHAAMH 110 HAIMCAHUIO eJI0BOI0 MUChMA

[TucbMO 1OMIKHBI OBITH SICHBIM, KPATKUM U BEXKIIUBBIM.

YnorpebsiiTe MpocThie CIOBA/BBIPAXKEHNUS BMECTO BBICOKOIAPHBIX M CTEPEOTUITHBIX, €CIIU
OHU MMEIOT OJTHO 3HAa4Y€HHUE, KOHKPETHbIE BMECTO a0CTPaKTHBIX. UeM mpolie Bbl TOBOPHUTE, TEM
obicTpee Bac moiimyT. OpHako He 3a0bIBaiiTe, yTO B OQUIMAILHON JENOBOM IMEpenucKe He
WCIIONB3YIOTCS HUKakue cokpamenus tuna "I'm" u cienr. Hampumep, BMecto ¢paser "We are
the recipients of", nmydmre ckazare "We received”. Bol qoObeTech KpaTKOCTH H SICHOCTH B CBOMX
NUCbMax, eciiu OyJleTe HCMO/Ib30BaTh KOPOTKUE WM CPEIHEW IIMHBI MPEUIOKEHUS BMECTO
JUIMHHBIX M CJOXHBIX 000pOTOB. I'paMoTHOE JeneHue Ha ab3ambl O0JIEerdaeT 3pUTENIBHOE
BOCIIPUATHE TEKCTA U 3a1a€T BCEMY IIPOLIECCY PUTM.

OnHUM U3 TOKa3aTreneil BeXIJIMBOCTH B JIEJIOBOM MEepeNnucKe sBISETCS JIMYHOE 00paleHne K
yenoBeky. He Hano 3a0bIBaTh PO BEXJIMBOCTD JaXe TOI'ZIA, KOIJIa BBl OYE€Hb HEJJOBOJIbHBI KEM-
TO WJIU YEM-TO.

IMonwITOXKUM:

1. Bribupaiite KOpOTKHE U CpeiHell ATUHBI MPEUIOKEHHs, YIOTPEOIIiTe IPOCThIe CI0Ba U
BBIPAKCHUS

2. He ynotpebnsiiTe pa3sroBOpHbIE COKPAICHUS U CJICHT

3. Jlenmnte HamMcaHHOE Ha a03aIlbI

4. ByapTe BEXIUBBI U JUIIOMATHYHBI

«Manka» nucbMa.
Kaxxnoe nemoBoe mucbMo medaTtaetcs (MUIIETCS) HA YXKE 3aTrOTOBICHHOM, (pUpMEHHOM OJIaHKe.
B BepxHeli wacTu OnaHkKa pa3MemiaeTcs Tak HasbiBaemas '"mamka" - 3aroyioBoK. OOBIYHO B
3aroJIOBKE JaHbl CJAeyIOIIHe CBeIeHUS:

e 3aPETUCTPUPOBAHHOE HA3BAHUE KOMIIAaHUH

e KPaTKHE CBEJICHUS O XapaKTepe €€ AesATEIbHOCTH,

* KOHTaKTHasi HUH(GOpMaLHs.

Teno nucbma. 3akiawuurenbHas popma BexanBocTu. [lognuce.

[TepBerii a03all OCHOBHOTO TEKCTa HA4YMHACTCA C MPEAJIOKECHUS, B KOTOPOM BHI
MOJATBEPXKJIaeTe TOJyuyeHHWE MUChMa OT Ballero KOPPECHOHJEHTa, WM CO CCBhUIKM Ha
MOCTYNMUBILICC ITUCBMO.

OOBIYHO 00BEM JIETOBOTO TTMChMa HE MPEBBIIAET OAHY cTpanuily. Ho, eciin o6beM nmucrMa
0oJbIIIe OAHON CTPAHMIIBI M €r0 MPOJODKCHHUE HaledaTaHo Ha oOpaTHON CTOpPOHE JTUCTa, TO B
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KOHIIE TIEPBOM CTpaHUIBl muimercs p.t.o., yto o3HadaeT Please Turn Over (Cmorpute Ha
oboporTe).

Ecnu BBI OTCBITIaeTE KOMMM MUChMA U JPYTUM ajpecaTamM, TOTJa B KOHIIE MUChMa CIeIaiTe
COOTBETCTBYIOIIYIO OTMETKY B BHJIE Cleayrolieii abopeBuarypsl: "c.c." - carbon copies (Tounbie
korun) uin Copy to...

I/IHOI‘,Z[a Bbl HC XOTHUTC, ‘ITOGBI moJjiy4yareyib BallCro nrucbmMa 3HAJ, YTO BbI CIIC KOMY-TO
oTocianyd Komuu. B aToMm ciydae BHM3Y muceM-Komuii Bbl ykasesiBaeTe "b.c.c." - blind carbon
copies. (CKpBIThIC KOITUH).

Ecnmu x muceMy MMeeTcs MpUIIOKEeHUe (KaTaior, KOHTPaKT, CYeT W T.J.), TO BHHU3Y, MOCIE
noanucu Jaenaerca ykazanue o0 srtom: "Enc:", "Encl:" - 3to cokpamenue ot Enclosure
(MpUIIOKEHUE, BIIOKEHUE).

HpnMeprIe fI3BIKOBBIC KJINIIIE 1Jd 1€JI0BOI'0 IMCbMA IO YaCTAM:

1. O0pamenue

|Dear Sirs, Dear Sir or Madam

H(ecnn BaM HE U3BECTHO UM ajpecara)

Dear Mr, Mrs, Miss or Ms

(ecu BaM M3BECTHO UMS ajpecaTa; B TOM
Cllyyae KOrJa Bbl HE 3HAECTE CEMEHHOe
MOJIOKEHNUE SKCHIIUHBI CIIEJyeT IHcarh
Ms, rpyooi OIIMOKOW  sIBIISETCS
ucronb3oBanue Pppassl “Mrs or Miss™)

|Dear Frank,

H(B oOpaIeHuu K 3HaKOMOMY Y€JIOBEKY)

2. Berynuienue, mpeapbiayiiee o0LIeHNe.

|Thank you for your e-mail of (date)...

”Cnacn6o 3a Ballle MUCbMO OT (YKCTIa)

|Further to your last e-mail...

”OTBeqaﬂ Ha Ballle TUCHLMO. ..

| apologise for not getting in contact with you
before now...

S mpoury mpouieHus, 4YTo 10 CHUX MOp He
HaIuCcall BaM...

|Thank you for your letter of the 5th of March.

‘CHaCI/I6O 3a Bale NucbMo oT 5 Mapra

With reference to your letter of 23rd March

23

OTHOCHUTEILHO Ballero IHUcbMa OT
Mapra

With reference to your advertisement in «The
Times»

OTHOCHUTENBHO Balel pekiambl B TaliMc

|3. Yxa3anue NPpUYMH HANKMCAHMUS HCbMA

|I am writing to enquire about

HH MUITY BaM, 4TOOBI Y3HATb...

[l am writing to apologise for

”H MUY BaM, YTOOBI H3BUHUTHCS 34...

|I am writing to confirm

”H MUIIY BaM, 4TO OBl MOATBEPAUTE. ..

|I am writing in connection with

”H IIHIILY BaM B CBSIBU C ...

We would like to point out that...

Mpg1 xoTenu ObI 0OpaTUTH Ballle BHUMaHWE
HA ...

4. IIpocuba

ICould you possibly...

”He MOTJIA OBl BEL. ..

I would be grateful if you could ...

4 Obln OB IPU3HATENICH BaM, €CJIA OBl BBI

[l would like to receive

”H OBl XOTEJ MOJIYYUTh

|Please could you send me...

”He MOTJIH OBI BBI BEICTIATEH MHE. ..
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5. Cornamenue ¢ ycJIOBHSIMH.

|
|I would be delighted to ... HH ObL1 OBI paf ... \
|I would be happy to ”5{ ObLT OBI CYACTIIMB. .. ‘
|I would be glad to HH ObLI OBI paf... \
6. Coo01meHnne n10Xux HOBOCTeI ‘
|Unf0rtunate|y ”K COJKaJICHUIO. .. ‘
|I am afraid that ... HBomcs, 4To. .. \
|I am sorry to inform you that HMHe TSDKEJIO COOOIIATh BaM, HO ... \

K COXKaJICHUIO, MbI BBIHYXXICHBI COO6I_HI/ITB

We regret to inform you that...
BaM O...

7. Hpnnome}me K MUCbMY TJOMOJHUTECJAbHBIX MATCPHAJIOB

|
|We are pleased to enclose ... ”MBI C YZIOBOJIbCTBHEM BKJIAIBIBACM. .. ‘
|Attached you will find ... HB IPUKpEIICHHOM (aiine BBl HaieTe. . ‘
|We enclose ... ”MBI TIPUJIATAEM. .. ‘
|Please find attached (for e-mails) ”BBI HalijieTe IPUKPEIICHHBIN (aii. .. ‘
8. Boicka3piBaHHe 0,1aroapHOCTH 3a NPOSIBJICHHbIN HHTEpeC. ‘
|Thank you for your letter of ”CHaCH60 3a Balle NUCbMO \
|Thank you for enquiring ”Cnacn6o 3a MPOSIBJIICHHBIN UHTEPEC. .. ‘
|We would like to thank you for your letter of ... ”MBI XOTeIH OBl T00JIaro1apuTh Bac 3a... \
|9. Ilepexon k apyroii Teme. ‘
|We would also like to inform you ... ”MBI TaK K€ XOTeIH Obl COOOIIUTH BaM O... ‘
|Regarding your question about ... ”OTHOCI/ITGHBHO BaIlleTo BOIPOCA O. .. \
|In answer to your question (enquiry) about ... HB OTBET Ha BaIll BOIIPOC O... \
|I also wonder if... ”MGHH TaK)Ke UHTEPEeCyeT. .. ‘
|10. JlonoJHuTEIbHbIE BONPOCHI. ‘
|I am a little unsure about... HH HEMHOT'O HE YBEPEH B ... \
|I do not fully understand what... HH HE JJ0 KOHIIA MOHSIL. .. \
|Cou|d you possibly explain... ”He MOTJIN OBbI BbI OOBSICHUT. .. ‘
|11. Ilepenaya nnpopmanuu ‘
I’m writing to let you know that... H}I MUIITY, 9TOOBI COOOIITUTH O ... \
|We are able to confirm to you... ”MBI MOJKEM MTOATBEPIHT ... \
|I am delighted to tell you that... ”MBI C YAOBOJILCTBHE COOOIIAEM O ... ‘
We regret to inform you that... Ea;O(})ITE.l?ICHI/IIO, MBI BBIHY/I€HbI COOOLIUTH
12. IIpensio:xkeHue cBoeil MOMOIIH
|W0u|d you like me to...? ”Mory 7 s (caenarts)...? ‘
|If you wish, 1 would be happy to... HEcnn XOTHUTE, S C PAIOCTBIO. .. \

CooOuiure, eciu BaM ITOHAZOOMTCA MOS

Let me know whether you would like me to...
IIoMOIb.

|13. HanomuHaHue 0 HAMEYEeHHOH BCTpe4ye WIN OKUAAHUe 0TBeTa ‘
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|I look forward to ... ”H C HETEPIICHUEM KTy,

|
|hearing from you soon onrna CMOT'y CHOBA yCJIBIIIIATh BAac ‘
|meeting you next Tuesday HBCTpqu/I C BaMH B clieayromnuii Bropuuk ‘
|seeing you next Thursday HBcrperm ¢ Bamu B UerBepr \
|14. Hognuck ‘

Uckpenne Bam (ecnu ums yenoseka Bam

Yours faithfully, HE M3BECTHO)

|Y0urs sincerely, H(ecnu nMs Bam n3BecTHO) \

KpuTepunm omeHKHM NHCeM: JOTHYHOCTh COJACPIKAHMS, HAJIWYUE S3BIKOBBIX KIIHUIIIE,
yOeIUTEIbHOCTh apTyYMEHTAIINH, TPAMOTHOCTh, OopMIIeHHE PAaOOTHI.

MeTtoauyeckue peKOMEHAALUH 110 MOATOTOBKE H 3alUTe NPe3eHTAIUH
Omnpenenure TeMy, LENb U IUIaH BBICTYIIJICHUSL.
YcTaHOBHTE IPOJOJKUTEIBHOCTD ITPE3CHTALINH;
OOparuTe BHUMaHUE Ha OCOOCHHOCTH CITyIIaTelNeH;
IIpenycmoTrpute BKIIOUYEHUE ClylaTenaed B 00CykAeHUE TEMBI-IIPOOIEMBI;
Crnenute 3a MaHEpOW MPECTABICHUS NMPE3ECHTALMHU: COOIOICHUE 3PUTEIILHOTO KOHTAKTA C
ayIUTOpUEH, BBIPA3UTEIIBHOCTb, JKECTUKYJIALNA, TEIOABUKEHUS;
v' TlpemycMOTpUTE WILTIOCTPAIMH (HO HE TIeperpy X aiiTe HMHU CIai/ipl), KJII0YEBbIe CI0BA,
v OO0s3aTenbHO  MPEAYCMOTPUTE PEMETHIMIO BBICTYIUICHHSI B CONPOBOXICHHU C
IIPE3CHTALUCH.
TpeOoBaHMsl K NPe3eHTALMH:

NENENENN

4. 7-12 cnaiinos B PowerPoint
5. [Tnan npe3eHTanuu:
v Berymenue (mouemy BeIOpaHa aHHasi TeMa Mpe3eHTanun) (2 ciaiina)
4 OcCHOBHas 4acTh
v 3akmroueHue (BbIBOABI) (2 crnaitna)
6. Crnukep Npe3eHTyeT CBOI0 TEMY M OTBEYAET Ha BOMPOCHI YHACTHUKOB.
IIpuMepHbIe KnIe 1Js 3aIMThHI Pe3eHTAIMU:
Hauago

Starting
Formal Meeting Informal Meeting

Okay everybody. Please take a seat.
Good morning/afternoon/evening ladies and Let’s get started. If you have any
gentlemen..... My name is ... and I'm head of the questions, please feel free to ask me
marketing department. Ourpurpose this morning is to at the end of the presentation. We’ll
hear a presentation, and to discuss it with all of you. hear a presentation and discuss it to

see if there are any fresh ideas.
take a seat— mpucaxkuBalTeCh, pUrPOSe — menb, get  started —  wHagate, discuss —

obcyxath, feel free to ask — ceoboaHO cniparmmBaiite, fresh ideas — ceexue unen.
I'naBHast yacTh
Introduction

Formal Meeting

As you already know, today’s presentation is

Informal Meeting
All right, let me start by saying thanks to all
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designed to present some important points of

'.I'.r.lis first slide shows our agenda for the day.

First, | will begin with an overview of ...
Then, Ms. Smooth will present the data that
she gathered and her ideas for ... She will be
followed by Mr. Hanson, who will discuss
adapting our product to meet market needs,
and at last we'll make a conclusion with the

of you for the interest in this presentation.
I would like to talk to you today about ....
for... minutes.

First I would like to talk about....

Then | would like you to take a look at...
Following that we're going to talk about...
Then I'm going to wrap things up with our
team’s recommendations.

main recommendations. Lastly we are going to discuss...
Since we have very limited time today,

please hold your questions until the end of the
presentation.

Any questions so far? Please feel free
to interrupt me at any time.

be designed — ObITh 3amymannbivM, Slide — cnaiin, agenda — mosectka nus, let me start —
103BOJIbTE HauaTh, Say thanks — 61aromaputs, Overview — o63op, present the data —
NpeCTaBIIATh qaHHbIe, at last — nakoner, conclusion — 3akirouenue, wrap things up —
3aBepmium, hold the questions — nepats (He 3a0bIBaTh) BOmpockl, SO far — moka, interrupt -
IpephIBaTh

Hexortopsie ¢hpasbl, TaHHBIE HIXKE, TOMOTYT HE pacTepAThCs U CPOKYCHPOBATH BHUMAHHE
ayJIMTOpUHU B HanOOJIee BaXKHBIX TOYKAX Mpe3eHTaruu. @pa3sl OAMHAKOBHI 7S JIFOOOTO THITA
Mpe3eHTanH — (HOPMATBHOTO ¥ HEPOPMATILHOTO.

English

Now we will look at...

I’d like now to discuss...

Let’s now talk about...

Let’s now turn to...

Let’s move on to...

That will bring us to our next point...
Moving on to our next slide ...

Russian

Teneps B3rJIsiHEM Ha ...

Teneps MHE XOTEI0CHh ObI OOCYIHTh. ..
JlaBaiiTe Teneps NOrOBOPUM O ...

Teneppb naBaiiTe NepenieM K ...
[Ipomomxumc ...

OTO OTCBIIACT HAC K CIEAYIOLIEMY IIYHKTY ...

3aKJa4eHue

English Russian

Let's sum it up.

Let's wrap it up.

I would like to sum up the main points again...
So, in conclusion...

Finally let me just sum up today’s main

JaBaitte cyMMHpyeM.

3aBepuInM.

Emte pa3 xoten 661 CyMMHPOBATH TJIABHOE. . .
Hrak, B 3aKiIrodcHME. . .

Hakoner, moaseeM UTor CeroHsIIHAM

topics... [JIABHBIM MOMEHTAM. . .
OTBeTbI HA BONIPOCHI
English Russian

51 nymaro, st oTBeTHII YK€ Ha Bam Bonpoc
paHee.

Pan, uto Bel cipocmiiu 06 3TOM.

Nrak, kak g y»e 1 TOBOPHIL. ..

Ouenp xopomuuii Bonpoc (KoTopslii Bel
3a/1aim).

Hrak, Bel cipamuBaere o ...

Ecnu s npaBuisHO noHsn Bac, Bel
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I think 1 answered your question earlier.

I'm glad you asked that.

Well, as | already said...

That's a very good question (of you to ask).

So you are asking about...

If I’ve understood you correctly you are asking
about...

JBuraemcs K Haliemy CIeAyIOIIeMy claiay ...



CIIpalInMBacTEC O ...

OueHka npe3eHTanmii:

1. ECJII/I Hpe?)eHTaI_[I/I}I OILICHCHA Ha «KOTJIUYHO» CTy,Z[eHT UMECT npaBo Ha OTBCT U3 ABYX ACIICKTOB
Ha dK3aMeHe

2. OneHka Tpe3eHTAllui CKIIAIbIBACTCS U3 TOJOCOBAHHS YYaCTHUKOB M MPO(ecCHOHAIBHOTO
MHEHHUS MpernoiaBaTenei

PexomMengauum no o0y4eHuro HHBaJIUA0B 1 jun ¢ OB3

OcBoeHune TUCHMIUIMHBI HHBaNMUAamMu U JunamMu ¢ OB3 mMoxeT ObITh OpraHu30BaHO Kak
COBMECTHO C JPYTUMHU OOydYalolIMMHCA, TaK W B OTHENbHBIX Tpynmnax. [Ipenmomaraiorcs
CHIeIMalIbHBIE YCIOBUS IS MOJTydeHus 0Opa3oBaHus nHBaIMaamMu u auiiamu ¢ OB3.

[Tpodeccopcko-nienarorn4eckuii cocTaB 3HAKOMHUTCS C TICUXOJOT0-(PU3UOTOTHIECKUMU
0COOCHHOCTSIMU 00Oy4Jaromuxcss uHBanuaAoB U null ¢ OB3, uHAMBUAYyaIbHBIMU MPOrpaMMaMU
peabunuTanuu  WHBAMUAOB (mMpu  Hamuuuu). [Ipy  HEOOXOAMMOCTH  OCYIIECTBIISICTCS
JOTIONTHUTENIbHAS TOAJCPXKKA TMPENoJaBaHusl THIOTOPaMH, TICHXOJIOTaMH, COIMATbHBIMH
pabOTHUKAMU, TPOLIECIIMMH MTOATOTOBKY aCCUCTEHTaMHU.

B cootBercTBHM ¢ MeTOAMYECKMMHU peKoMeHAanusMu MunoOpHayku P® (yTB. 8 anperns
2014 1. Ne AK-44/05BH) B Kypce MpeaIonaraeTcs HCIOJIb30BaTh COLUAIBHO-aKTUBHBIC H
pedIeKCUBHBIE METOIbl OOyUYeHUS, TEXHOJOTHH COLMOKYJIBTYPHOH peaOWINTAllUd C IENBIO
OKa3aHHs MOMOILIM B YCTAHOBJICHUU IOJHOLEHHBIX MEXKIWYHOCTHBIX OTHOUIEHWH C APYTUMHU
CTYJEHTaMH, CO3JaHHH KOM(OPTHOTO TCHXOJIOTUYECKOTO KJIMMAara B CTYJICHYECKOH TpyTIIe.
[Tonbop m pa3paboTka ydeOHBIX MaTEPHAIOB MPOU3BOIATCA C YYETOM TIPEIOCTaBICHUS
MaTepuana B pa3TUYHbIX (popMax: ayauanbHON, BU3YAIbHOH, C MCIOIB30BaHUEM CIEIHATBLHBIX
TEXHUUYECKUX CPEACTB U NH(POPMAILIMOHHBIX CHCTEM.

Meaunamarepualibl  Takke CIEIyeT HWCIOJb30BaTh U aNalTUPOBaTh C  Y4ETOM
WHIUBUTyATBHBIX OCOOECHHOCTEH 00ydeHust nHBauI0B 1 jull ¢ OB3.

OcBoeHue AUCHUIUIMHBI UWHBanugamMu U Juuamu ¢ OB3  ocymectBisieTcss ¢
WCITOJIb30BAaHUEM CPEJICTB OOyUEHHMsI OOIIET0 M CIECIHAIBHOTO Ha3HA4YCHHS (IIEPCOHAIBHOTO U
KOJUIEKTUBHOTO HCIIOJIb30BaHUs). MaTepuanbHO-TEXHUYECKOEe OOECTieueHre MpeaycMaTpruBaeT
MPUCTIOCOOJICHUE ayIMTOPUM K HY>KJaM WHBaIUI0B 1 Jinil ¢ OB3.

dopma TPOBEACHUS AaTTECTAlMM JUIsl CTyACHTOB-mHBanugoB u jun ¢ OB3
YCTaHABIMBAETCS C YYETOM HHAMBUAYAIbHBIX Icuxodu3nuyeckux ocobeHHocred. Jlns
uHBanuaoB u nuiy ¢ OB3 mpenycmarpuBaercs noctynmHas ¢opma NMpeAoCTaBICHUS 3alaHUi
OLICHOYHBIX CPEJICTB, @ UMEHHO:

— B IIEYaTHOM WJIU AJIEKTPOHHOHU (hopme (IU1sl JIUIl C HAPYIIEHUSIMU OMOPHO-BUTATEIHLHOTO
amnrmnapara);
— B mTeyaTHOH (¢opmMe WM OSJIEKTPOHHOH (opMe C YBETMUYEHHBIM MIPUPTOM U

KOHTPACTHOCTBIO ([UIsI JIUI] C HAPYLICHUSIMU CITyXa, peUH, 3pEeHus);

— METOJOM YTEHHMsI aCCUCTEHTOM 3aJIaHusl BCIYX (IJIs JIHI] C HAPYLICHUSIMH 3PEHUs).

CryneHTaM ¢ MHBATUIHOCTHIO W JnnaM ¢ OB3 yBennuuBaeTcs BpeMs Ha TOITOTOBKY
OTBETOB Ha KOHTPOJbHBIE BOMPOCHL. [l Takux CTYIEHTOB MpeayCMaTpHUBAeTCs IOCTYIHas
¢dbopMa mpeocTaBIeHUS OTBETOB HA 33/1aHUsI, @ IMEHHO:

— THUCBMEHHO Ha Oymare uiu HabOpoM OTBETOB Ha KOMITbIOTEpE (ISl JTUI] C HAPYIICHUSIMH
ciIyxa, peun);
— BbBIOOPOM OTBETa U3 BO3MOXHBIX BApPUAHTOB C MCIIOJIb30BAHHEM YCIYyT acCUCTEHTa (IS

JIUI] ¢ HAPYIICHUSIMH OMTOPHO-BUTATEILHOTO alllapara);

— YCTHO (ISl TUI] C HAPYIIICHUSMH 3PSHHUSI, OTIOPHO-ABUTATEIHHOTO arapara).

[Ipn HEOOXOAMMOCTH ISl OOyYarommxcs ¢ WHBaIMAHOCTHI0 U jmi ¢ OB3 mpomemypa

OLICHUBAHMSI PE3YJIbTaTOB O0YUYEHUSI MOXKET MPOBOIUTHCS B HECKOJIBKO ATAIOB.
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12. Onucanue MaTepuaIbHO-TEXHHYECKOI 0a3bl, HEOOXOAMMOI /151 OCYLECTBJIEHUSA
00pa30BaTeIbLHOIO NMpPoUecca MO0 JMCUUILIHHE

YueOHas ayauTopusi, TpeAHA3HAYCHHAs JUIsl TPOBEICHUS YYCOHBIX 3aHSATHH,
NOPEIYyCMOTPEHHBIX  HacTosmied  pabouyeil  mporpaMMoil  JUCHMIUIMHBI,  OCHAIlleHHAs
000OpyZIOBaHHEM M TEXHUYECKUMHU CpEACTBAMU OOy4YeHHUsS, B COCTaB KOTOPBIX BXOJST:
KOMIUICKTBI CIIEHUANIN3UPOBaHHONW Yy4yeOHOW MeOenu, JOocKa KiaccHasi, MYJIbTHUMEIHIHBIN
MIPOEKTOP, FKPaH, KOMIIBIOTEP C YCTAHOBJIEHHBIM JIMIICH3MOHHBIM MPOTPaMMHBIM 00€CTIEYEHUEM,
C BbIXOZOM B cerb «VHTepHET» M JOCTYIOM B 3JIEKTPOHHYIO HH(POPMALHUOHHO-
00pa3zoBaTeNbHYIO Cpemy.

ITomemenne a1 caMOCTOATEJBHOM padoThl 00y4YamwIIMXCsl —  ayAUTOpPHS,
OCHAIIIEHHAs! CIEIYIOIIMM 000pYy/I0BaHUEM U TEXHUUYECKUMHU CPEICTBAMU: CIIELUAIN3NPOBAHHAS
meOenb As MpernoaaBatesiss U o0ydyaromuxcs, Jocka ydeOHasi, MyJIbTUMEIUHHBIN HpPOEKTOp,
9KpaH, 3ByKOBbIE KOJOHKH, KOMITBIOTEP (HOYTOYK), MEPCOHAIbHBIC KOMITBIOTEPHI JJIsi PabOThI
00yYaromuxcs ¢ YCTAaHOBJICHHBIM JIMLEH3MOHHBIM IPOTPAMMHBIM OOECIIEYEHHUEM, C BBIXOJOM B
ceTh «ITHTEpHET» U TOCTYIIOM B JIEKTPOHHYIO HH()OPMALIMOHHO-00pa30BaTENIbHYIO CPELY.
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