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1. INTAHUPYEMBIE PE3YJIbTATHBI OBYUEHUA

1.1. lean 1 3axa4y JUCHUILIHHBI

Llenp nucHMIIMHBI — O0OYYUTh CTYAEHTOB OCHOBAaM CIIEIHAIBLHOTO OOIIEHHS HAa MHOCTPAaHHOM
A3bIKE B YCTHOM M TNHChMEHHOH (opMe B THINHUYHBIX CUTyanusx. HayduTb CTyIeHTOB
CHEeHUATBHOMY SI3BIKY, IPUMEHUMOMY BO BCEX BUAAX MPO(ECCHOHANTBHON A TETbHOCTH.

3amayn IUCHUTUIAHEL:

O3HakoMJIEHHE CTYJEHTOB C OCHOBAMH JIEJIOBOIO OOLIEHUSI HA HHOCTPAHHOM si3bIke. OBlajieHue
npoeCCHOHATBPHON JICKCUKOW M S3BIKOBBIMH KJjHIIe. l3yueHue BONPOCOB, CBSI3aHHBIX C
NOHMMaHHEM HallMOHAJILHO-UCTOPUYECKHX 0COOEHHOCTEH OM3HEeC-KynbTyphl BenukoOpuranum,
CIIA, Kananei, ABctpamuu u HoBo#t 3enanmuu. IlpuoOpeTeHre CTyneHTaMU IOCTAaTOYHO
MIOJTHOTO MIPEJCTaBICHUS 0 Ou3HeC-peanusix. CTUMYIUPOBAHHE CAMOCTOSITEIBHOM JEATEIIbHOCTH
10 OCBOCHMIO COJIEPKaHMsI JUCLUIUIMHBI U (POPMHUPOBAHUIO HEOOXOAUMBIX KOMIETEHIIUH.

1.2. [Inanupyemble pe3yabTaTbl 00y4eHHS

B pesynbTaTe OCBOCHHS TaHHOW JUCIUILIMHBI Y 00ydaromuxcst GOPMHUPYIOTCS CICIYIOIIHE
KOMITETECHIINH

V-4, Cnoco0eH OCyIIECTBISATh IEIOBYI0 KOMMYHHKAIIMIO B YCTHOW M MUCHBMEHHOU (popmax Ha
rocynapcTBeHHOM si3blke Poccuiickoit denepanuu 1 HHOCTPaHHOM(BIX) sI3bIKE(ax).

CIIK-3. CnocobeH ocymecTBIsITh AUANor B oOuieil u mpodeccnoHanbHoil chepax oOmeHus u
MPOBOANTH KOHCYJIbTAIIMM 110 BONPOCAM OpPTraHU3alUU MEXKYIBTYPHBIX U SI3BIKOBBIX
MEPOTPHUSITHIA Ha OCHOBE TIOJYYCHHBIX JIMHTBOKYITBTYPOJIOTHYESCKIX 3HAHUH.

2. MECTO JUCIUILINHBI B CTPYKTYPE OBPA30OBATEJIBHOM ITPOT'PAMMBI

JuctuniauHa BXOJUT B 4acTh, (HOPMUPYEMYIO YYaCTHHKAMU OOpa30BaTEIbHBIX OTHOIIEHUMN
bnoka 1 «/luctumivael (MOIyNIN)» U SBISETCS SJIEKTUBHOMN TUCIUTUTMHOM.

JlaHHas AMCUUIUIMHA HampaBieHa Ha (OpMHpOBaHME Yy OOy4aroIIMXCs HAaBBIKOB B 00JacTH
BEJCHUS [ICJIOBBIX IIEPErOBOPOB M JIEJIOBOM TEPENUCKM Ha aHIVIMHCKOM SI3BIKE, Ha
COBEpPUICHCTBOBAHUE YMEHMM HCIIOJI30BAHUS JIEJIOBOM JIEKCMKOM W YMEHHUS IPAaBUIBHO
MCIIOJIb30BaTh 3TUKETHbIE (OPMYJIbI U pa3MyHble PErucTpbl oOmeHus. JucuumimHa «SI3bIk
JIEJIOBOTO  OOIIeHUsT (aHTJIMHCKUN)» TECHO CBs3aHa C JUCIHUIUIMHOW ©0a30BOM  4acTH
«[IpakTHyeckuii Kypc MNEpBOro HHOCTPAHHOIO fA3bIKa», T.K. Yydalluecs ITOJKHBI 00JanaTh
TBEPABIMU 3HAHUSIMHU B OOJIACTH aHIVIMHCKOW T'paMMaTHKH, TPAMOTHO CTPOHUTH BBICKA3bIBAHUS
KaK B NHCBMEHHOW, TaK M B YCTHOM pe€YM, BIAJECTh IOBCEIHEBHOW JIEKCUKOM s3bika. [locime
IPOXOXKICHUS IUCIMIUIMHBI CTYACHTHI YK€ MOATOTOBIIEHBI JUI BOCHPUATHUS Oojee CIOXKHON
UHPOPMALIUU JUCHUILTUHBI «OCHOBBI TEOPUU MEXKYIbTYPHOH KOMMYHMKALIUU», MOCKOJIBKY
OHM 00JaIal0T 3HAHUAMU OO0 OCOOEHHOCTSX JENOBOM KOMMYHMKALIUM B AHTJIOTOBOPSIIMX
CTpaHax, a TaKKe O JEeJIOBOM KOMMYHHUKAIlMM B MEXKYJIbTYpHOM acmnekrte. Ilommmo 3toro,
M3y4YeHUE TUCHUTUINHBI «SI3BIK JEOBOTO OOIICHUS (QHTJIMICKUIN)» 3HAYUTEIHHO OOJerdaer
nanpHennee uzydeHue «lIpakTudeckuii Kypc NEpBOro MHOCTPAHHOIO s3bika» U «lIpaktmka
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YCTHOH M TUCHBMEHHOW peYH MEPBOrO0 WHOCTPAHHOTO S3bIKa», T.K. CTYACHTHI YK€ YBEPEHHO
BBIPQ)KAIOT CBOM MBICJIM HAa HHOCTPAHHOM SI3bIKE M 00JI/Ial0T TBEPABIMH 3HAHUSMU O PA3ITHIHBIX
perucTpax oOIICHHUS.

3 ObBbEM U COAEP)KAHUE JTUCIUITJIMHbI

3.1. O0beM JUCHUIIINHBI

IToxa3zaTenp 00beMa TUCHUIIIINHBI ®opma 00yueHust
Ounas
KosauyecTBo yacoB
O0bEM AUCHUILIMHEI B 3aUE€THBIX €IUHUIIAX 2
OO0BbeM TUCIUIIINHEBI B Yacax 72
KonrakTHas padora: 28.2
T
Jlekuun 12
[TpakTHueckue 3aHATHS 16°
U3 HHX, B (DOpME MPAKTUICCKOMN TOATOTOBKH 16
KoHTakTHBIE Yachl HA TPOMEKYTOUHYIO aTTECTALIUIO! 0.2
3auer 0.2
CamocrosTenbHas pabora 36
KonTponb 7.8

dopma NpOMEKYTOUHON aTTeCTAllUU: 3a4eT B 4 cemMecTpe.

3.2. ConepxxaHue QJMCUMILTHHBI

HaumeHoBaHue pa3ie/ioB (TeM) Ounasn
AU CIMIIJIMHBI
Jlexnu [IpakTrueckue 3aHATHS
Obu1ee KoJ-BO U3 HUX, B opMe
MPAKTHYECKON
MOJATOTOBKH

1 o
PeaJII/ISyeTCH B (bopMaTe 3JIEKTPOHHOT'O 06yqu1/I$[ C IPUMEHCHUEM NUCTAHIITMOHHBIX 06pa30BaTe.HBHBIX TCXHOJIOTUH
2 o
PeaJII/ISyeTCH B (bopMaTe 3JIEKTPOHHOT'O 06yqu1/I$[ C IPUMEHCHUEM NUCTAHIITMOHHBIX 06pa30BaTe.HBHBIX TCXHOJIOTUH



Tema 1. O0menue B aesioBoil cdepe.

CounanbHbie HaTTEPHBI J€JI0OBOTO
OOWICHUs:  BCTPEYH,  IPEICTaBIICHUS,
V3BHHCHUS, KOMIUTHMEHTHI,
NpUTJIAIICHUS, Omaro1apHoCTb,

npomanue. GopMbl U KaHaJIbl JEITOBOTO
obmenusi. OOIME TPUHIUIBI JIETOBOTO
oO01IeHus.

Tema 2. KoHuenrtsl [1e10BOi
kKoMMyHukanuu. OOpa3  nesioBOro
yeJioBeKa B neperopopax. CoBpeMeHHbIE
TEHCHIINH BEJICHUS MIEPETOBOPOB.
SI3BIKOBOM  3THUKET B  IE€PEroBOpax.
MeXKyIbTypHOE oO1ieHune B
neperoBopHoM mpouecce. HanmonanbHele
CTUJIM BEJIEHUSI TIEPEroBOpOB. BiusiHue
UMUDKA  TpeANpUHUMATEs  (JIeT0BOTO
YeJloBeKa, 4eoBeKa, BEYLIETO
neperoBopsl) Ha AP(HEKTUBHOCTD JEIOBOM
KOMMYHHKAIIH.

Tema 3. ®opMbI YCTHOIO H
NUCbMEHHOI0  [IeJIOBOTO  OO0LIeHH.
Pasrosop mno TenegoHy u jaesoBoe
nucbmMo. GopmMbl YCTHOTO ¥ TUCBMEHHOTO
JIEIIOBOTO OOIIEHHUS, UX OCOOEHHOCTH U
pasnyusl. Huckypc JIEJI0BOTO
Tene@oHHOTro pasroBopa. TenepoHHbII
stukeT. CTuib JenoBoro nuckMa. OCHOBBI
oopmIeHHs JOKYMEHTAIUH.

Tema 4. SI3bIK pekJaMbl H
cpeacTs mMaccoBoil mHpopmanuu. Poib
pEKIIaMBbl B J€JI0BOM OO0IIIEeHUH.
HannoHanbHble KyIbTypHBIE U SI3BIKOBBIE

0COOEHHOCTH BEJICHUS peKIaMHON
KaMITaHUH. TepMI/IHOHOFI/IH PEKIIaMHOT'O
oO1eHus. SI3pIKOBBIC 0COOEHHOCTH
PEKIIAMHOTO JIMCKypca. Css3u c

OOIIeCTBEHHOCTRIO.  J[MCKypc — Tekcrta
00BSIBIICHUS.

Tema 5. KyabTypa peuu 1e/i0BOro
o0menus. [loHsiTue sTHKETa B JEIOBOM
obmennn.  KynbTypHO-00yCIOBIICHHBIH
ATUKET. JTUKET B YCTHOM U MHUCbMEHHOM




JIeTI0OBOM 0OIeHnH. IBPEMU3MBI, )KapTOH,

CJIEHT B IIETTOBOM 0oO1IIeHNH.
Cornmanuzaius u oomienue B xanpe small
talk. [Moanepkanue pasrosopa.

[TpuBercTBHE rocTeil B odrice KOMIAHHH.
[IpencraBienue rocredl U COTPYAHUKOB.
Henpunyxnénnas Gecena B pecTopaHe.

Tema 6. Ilouck padoTbl H 2 2 2
NOCTyIJIeHHe Ha paoory.
CobecegoBanme. Ilouck coTpyqHuka u
TpeOOBaHUs, MpPEIbABIIEMbIE K HEMY.
YcnoBus pabotsl B kKoMnanuu. CTpyKTypa
KOMITAaHWH,  HMepapXus, JOJDKHOCTHBIC
0053aHHOCTH. [Moaroroska K
coOecenoBanuto. IloBenenne BO Bpems
cobecenoBanus. Hammcanme  pestome.
Hanmcanue compoBOAMTENBHOTO MUCHMA.
Hanmcanue pexoMeHIaTenbHOTO MUChMA.

Tema 7. JenoBasi KyJabTypa B 2 4 4
pPa3HBIX cTpaHax. [loHATHE KYJIbTYpHI U
JIETIOBOW KYyJbTYpBl. YPOBHH KYJIBTYPHI B
MEKKYJIbTYPHOM OOLIEHUH: OOIIEHHE II0
TeneoHy, TNPHUBETCTBUE, 3HAKOMCTBO,
BE/ICHHE NIepErOBOPOB, TaiM-
MECHCI’KMCHT, HY6HI/I‘IHOC BBICTYIIJICHUC,
A3BIK, oapku. KynpTypHbIE KOHLIENITHI B
JIEJIOBOM OOILIEHUH.

Tema 8. [lesoBasi mpe3eHTanus. 2 4 4
HNHpopmManMoHHBIE  TEXHOJOTMM B
OouzHece.  [lpuBercTBHE  ayJUTOPHH.
Kectukynanus u SI3BIK Tena.
HNHCcTpyMEHTBI JUISL IIPE3EHTALHH.
OddexTuBHOE MPE/ICTABICHUE.
BusyansHble cpencTBa.  3aBepluaromas
yacTh mnpeseHTanuu. Craaus «Bompoc —
oTBeT». Pemnenne npoOieMHBIX CUTyalui
(mpepbIBaHUS, 3aMUHKH 51 T.IL).
[IpencraBineHne KOMIAHUHM, MPOAYKTa
KOMITaHHUH, OW3HEC-TIPOEKTA.

Hroro 12° 16* 16

3 o
PeaJII/ByeTCH B (bopMaTe 3JIEKTPOHHOT'O 06yqu1/I$[ C IPUMEHCHUEM NUCTAHIITMOHHBIX 06pa30BaTe.IH)HBIX TCXHOJIOTUH
PeaJII/ByeTCH B (bopMaTe 3JIEKTPOHHOT'O 06y‘IeHI/I}I C IPUMCHCHUEM JUCTAHIIUOHHBIX O6pa30BaTeJILHLIX TEXHOJIOT Ut



IIpakTnyeckasi HOArOTOBKA

Tema 3ajaHne HA NPAKTHYECKYIO MOATO0TOBKY Kosn4yectBo
(IMHIBHCTHYECKAS 1eSITeIbHOCTD) 4acoB
JlelicTBus o dbopmaimzanuu | 1
JMHTBUCTUYECKOTO MaTepuasia B COOTBETCTBUU

Tema 1. OOuieHnEe B A€JI0BO C TOCTAaHOBJICHHBIMHM 3aJlayaMH M C YYETOM

chepe KOMMYHHKATUBHOM 00CTaHOBKHU
(KOMMYHHUKAIIHMSI BHYTPH KOMITAHHH ).

Tema 2. KoHuentsl 1enoBoit Jencreus 1o dopmanuzanun | 1

KoMMyHuKaruu. O6pa3 JUHTBUCTUYECKOTO MaTepuaia B COOTBETCTBUU

JIEJIOBOT'O YE€JIOBEKA B C IIOCTaHOBJIEHHBIMU 3aJjayaMUd U C YYETOM

neperoBopax KOMMYHHKAaTUBHOM  0OCTaHOBKM  (BeldeHHE
MIEPErOBOPOB).

Tema 3. @opmbI YCTHOTO U HevictBus o dbopmaimzaruu | 1

IMUCBbMEHHOTO JIEJIOBOTO JMHTBUCTUYECKOTO MaTepralla B COOTBETCTBUU

obmienus. Pasrosop mo C TOCTAaHOBIEHHBIMU 3aJja4aMd M C Y4YETOM

TeneQOHy U JEI0BOE MUCbMO. | KOMMYHUKAaTUBHOM  OOCTaHOBKU  (J1€J10BOM
pas3roBop 1o Tenedony).

Tema 4. SI3bIK pexsiaMbl U JeiicTBust 1o dopmanuzanym | 2

CPEIICTB MacCOBOM JUHTBUCTUYECKOTO MaTepuana B COOTBETCTBUU

uH(popMauu C IOCTaHOBJEHHBIMU 3aJayaMUd U C Y4YETOM
KOMMYHHKATUBHOM OOCTaHOBKHU (COCTaBJICHHE
PEKIIAMHOTO TEKCTa).

Tewma 5. Kynberypa peun HenicTBust o dbopmaimzanuu | 1

JIEJIOBOTO O0ILIEHUs JMHTBUCTUYECKOTO MaTepralla B COOTBETCTBUU
C TOCTAaHOBIEHHBIMU 3aJja4aMUd M C Y4YETOM
KOMMYHHMKAaTUBHOM OOCTaHOBKHU (COCTaBJIEHHE
CIIPaBOYHHUKA 10 OU3HEC-ITHKETY).

Tema 6. Ilouck paboTsl u JeiicTBus 1o bopmanuzanym | 2

HOCTYIUIEHUE Ha PaboTy. JIMHIBUCTHYECKOTO MaTepuaia B COOTBETCTBUU

CobecenoBanue. C TOCTaHOBJIEHHBIMU 3aJjayaMUd M C Y4YETOM
KOMMYHHUKATUBHOU 00CTaHOBKHU
(cobecemoBanue pu yCTPOIMCTBE Ha padoTy).

Tema 7. JlenoBast KyJbTypa B [evictBus o dbopmanuzanuu | 4

Pa3HbIX CTPaHAX JIMHIBUCTHYECKOTO MaTepuana B COOTBETCTBUU
C TOCTaHOBJIEHHBIMU 3aJjayaMUd M C Y4YETOM
KOMMYHUKAaTUBHOH OOCTaHOBKM (OIMCaHUE
HAIIMOHAILHOM JICTIOBOM KYJIBTYPBI).

Tema 8. [lenosas Hencreus 1o dopmanuzanuu | 4

TIpe3CHTAIHS.
HNudopmanimoHHbie
TEXHOJIOTUH B OU3HECE

JIMHTBUCTHYECKOIO0 MaTepHUaia B COOTBETCTBUU
C IMOCTAHOBIIEHHBIMHU 33Ja4aMd U C Y4E€TOM
KOMMYHHMKATUBHOM OOCTaHOBKHU (COCTaBJICHHE
J€TI0BOM TPE3SHTAIIMN O KOMIIAHUH).

4. Y4EBHO-METOJUYECKOE OBECNIEYEHUE CAMOCTOATEJBbHOM PABOTHI

OBYYAIOLUXCS




Tembl a5 | U3yuaemble Koua-Bo DopMBblI MeTtoanueckoe | @opma
BOIIPOCHI 4aco0B OTYETHOCT

caMocT. CaMOCTOSITEJbHOI oGecneueHune "

H3y4YeHUs padoThI

Tema 1. Communicatio 4 Brinonnenue YuebHbIe [TpakTuye
n in the PaKTHYECKHUX mocoowus, CKHE
company 3aganuii  (OmnucaHue | ClPaBOYHKMKH, | 33JaHHS

bopMm oOmIeHus | clioBapu
KOMIIAaHUU BHYTPH H
BHE €€).

Tema 2. The influence 4 Brinonnenue YuebHbIe [TpakTuye
of a NPaKTUYECKUX nocoowus, CKHUe
businessman’s 3aJaHul CIPAaBOYHHKH, | 3aJaHHS
image on the (PazpaboTka CIIOBapu
efficiency  of JIeTI0BOM UTPbI
business «JlenmoBbie
communication HIEPETrOBOPBI: Kak

Business BBIXOJIUTH u3
meetings and TYIMHKOBOM
negotiations. CHUTYaIHH»)

Tema 3. Business talks, 4 Brinmonuenue VueOHbIE [IpakTnue
telephone PaKTHYECKHUX mocoowus, CKHE
conversation. 3aganuii (Pabora ¢ | CIpaBOYHUKH, | 3aJaHHS

KOPPECIIOHICHIIUEN | CIOBapu
Ha AHTJIIMHACKOM

SI3BIKE.

Hwnanor

«YperyiaupoBaHue

KOOI 1o
TeseoHy».

Tema 4. Advertising a 4 Pexnamubrii  munH- | Bugeopunem | [Ipaktude
firm’s product. MPOEKT) bI IO TEME CKHE

3aJaHHs

Tema 5. Introductions. 4 Boinonnenue VYy4eOHble [IpakTuue
Free and easy MPAKTHYECKUX mocoowus, CKHE
talk. 3a1aHnil CIPaBOYHHKH, | 3a/IaHUS
Negotiations. (Monmnepxanue CclIOBapH

Oecelbl  CBETCKOTO
XapakTepa.

Pazpabotka nenoBoit
nrpsl  «MckyccTBO

MIEPErOBOPOBY)




Tewma 6. Business deals. BrimonHenue VueOHbIe [MpakTiue
Job interview. MPaKTHYCCKUX mocoowus, CKHE
Research into 3aJaHU I CIPAaBOYHHKH, | 3aJaHHS
the company (PaspaboTka MHUHH- | CIIOBapu

EJIOBOU UTPBI
«OTKpBITHE (UPMBI:
Ha0oOp COTPYAHHUKOB
U KOMIUIEKTOBAaHHE
IITATa)

Tema 7. Cultural factors Brinonaenue YueOHbIe [TpakTuye
and HPAKTHYCCKUX nocoowus, CKHE
misunderstandi 3aJlaHU I CIPABOYHHKH, | 3aJaHHS
ngs in (Ompenenenue cTuiis | cioBapu
(non)verbal oOIIeHUS c
communication HPE/ICTABUTEIISIMH

Pa3HBIX KYJIbTYP).
Tewma 8. Presenting a 6 Brimonnenue Buneodpunem | [Ipaktuue
business idea. PaKTHYECKHUX Bl [0 TEME, | CKHe
3ajIaHuit yueOHbIE 3a7aHus
rmocoous,
CIIPaBOYHUKH,
CIIOBapH

5. ®OHJ OLEHOYHBIX CPEACTB JJs1 MNPOBEJEHUSI TEKYIIEHA U
MPOMEXYTOUYHOM ATTECTALIUU 1O TUCIUTIJINHE

5.1. IlepedyeHb KOMIIETCHIMH ¢ YKa3aHHWeM JTanoB uX (opMHpPOBaHMA B mpouecce

OCBOEHHSI 00pa30BaTeILHON MPOrpaMMbl

KOHIIH&HMGHOB&HHGKOMHBTGHHHH

Oransl GopMUpOBaHUS

V-4. CnocobeH ocylecTBIATh JEI0BYI0 KOMMYHUKALIUIO B
YCTHOM U MUChbMEHHON (opMax Ha rocylapCTBEHHOM SI3bIKE
Poccuiickoit @enepanuu 1 HHOCTPaHHOM(bIX) s3bIKe(ax).

1. PaGora Ha  yueOHBIX
3aHATUAX

2. CamocTtosTenbHas pabota

CIIK-3. CrnocoOeH OCyIIeCTBIATh JHAJIOr B OOmeHd |
chepax
KOHCYJIBTAIIMH 110 BOIIPOCAM OpPraHU3ALMHN MEKKYIbTYPHBIX
U SI3BIKOBBIX MEPONPUSTHM Ha OCHOBE IOJYYEHHBIX
JUHTBOKYJIBTYPOJIOTUUECKUX 3HAHUMU.

podeCCHOHATBEHON oOmeHnss W TPOBOJUTH

1. PaGora Ha  yueOHBIX
3aHATUAX

2. CamocrosTenbHas pabora
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5.2 Onucanue nokasareJieil 1 KpuTepyeB OLCHUBAHUS KOMIIETEHIMI HA Pa3IHYHbIX
jranax ux (popMHpoBaHUsA, ONIMCAHME LKA OLlCHUBAHUA

OuenuBae | YpoBeHb Oran Onucanue Kpurepun | Ilkana
MbI€ chopmupoBan | (OpMUpPOBaHH | TIOKa3aTenen OLICHHMBAaH | OLICHMBA
KOMIIETEH | HOCTH b ust HUS
002078
YK-4 [ToporoBssiii 1. Pabora Ha | 3HATB: dTHYECKHE Brmonuen | Hlkana
y4eOHBIX HOPMBI KYJIbTYP ue ONCHHBA
3aHATHAX U3Yy4aeMbIX A3bIKOB, | mpoBepou | HWA
POBEPO
2. 0OIIEeKyIbTYpHBIE HBIX
C YHBIX
aMOCTOSITENb | YHUBEPCAJIUH, TECTOB TECTOR
Has pabota MPUHIUIIBI YCTHOTO Ixana
Iloaroros
Y TTMCbMEHHOTO OLICHHUBA
Ka
oO1eHus HUS
T
YMeTh: HaXOOUTh pedrepara pedepar
a
MyTH K
COTPYIHUYECTBY Ha HIpaKTitie | llhkaa
PyA y CKOC OLICHHUBA
OCHOBE IIPHUHIIUIIOB 3anaHHe IS
YBaKCHHUA MpaKkTU4
cBOeoOpasus €CKOro
WHOSI3bIYHOMN 3alaHusA
KYJIbTYPHI U
IIEHHOCTHBIX
OpUEHTALINI
MHOSI3BIYHOTO
coruyma
YK-4 [IponBunyteiii | 1. Pabora Ha | 3HATh: dSTUYECKHE Brmosnuen | Hlkana
y4eOHBIX HOpPMBI KYJIBTYp ne OLCHHUBA
3QHATHUSX M3y4aeMbIX S3bIKOB, | mpoBepou | HHA
IPOBEPO
2. OOIIEKyIbTYpHBIE HBIX POBCP
C YHBIX
aMOCTOATEINb | YHHUBEPCAIIUH, TECTOB TECTOR
Hasi paboTa MPUHLUIIBI YCTHOTO Ixana
IToaroros
Y IUCbMEHHOTO < OlICHIBA
o01meHus e
pedepara
YMeTh: HaXOIUTH pedepar
IyTH K [Toxroros | a
COTPYIHUYECTBY HA | 1q "
Kana
OCHOBE TIPUHITUTIOB NOKJIaza
YBaKECHUSA OLCHUBA
CBOeO6pa3I/IH Kommnekc | HUsA
HUHOS3BIYHOM HbIH JoKJIaaa
aHaIu3
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KYIbTYPBI U TEKCTa [Ixana
LIEHHOCTHBIX OLICHUBA
o IIpakTuue
OpHEHTALNI HUSA
cKast
MHOS3BIYHOTO KOMILIIEK
IIOJIFOTOBK
couyma CHOTO
a
Biajgernh: HaBBIKaMU aHalm3a
B3aUMOJICUCTBUS  C TEKCTa
MHOSI3BIYHBIMU
[xana
KYJIbTYpaMu c
. OLICHMBA
MTO3ULINN
HUSA
KYJIbTYPHOI'O
MpaKkTu4
pensTuBU3Ma u B
ecKoil
TOJIEPAaHTHOCTHU
MOATrOTO
BKH
CIIK-3 [Toporossiii 1. PaGora Ha | 3HaTh: Bremonuen | Ilkana
y4eOHBIX KYJIBTYPOJIOTUYECCKHUE | HE ONCHMBA
3aHATHAX acreKThl o0menus 1 | mposepou | HAA
IIPOBEPO
2. 0COOCHHOCTH HBIX
C YHBIX
aMOCTOSITENIb | KOHCYJIIbTUPOBaHUSI | TECTOB TECTOR
Has pabora 10 BOIIpOCaM kana
Iloaroros
OpraHu3aluu OLICHHUBA
Ka
MEXKYJIbTYPHBIX HUSA
. edepara
MEPONPUATHI pecep pedepar
a
pa3Horo craryca
HpakTuye | r1eama
YMeTb: MPUMCHSTE | (1o
OLICHMBaA
Ha IIPAKTHKE 3a1aHne HUSA
KOHCYJIbTallHOHHBIE PaKTHY
HaBBIKU B 001acTu €CKOro
JUHTBOKYJIBTYPOJIOT 3a/laHus
WYECKUX OTHOIIECHUH
CIIK-3 [IponBunyteiit | 1. Pabora Ha | 3HaTh: Beimonnen | [Ikana
y4eOHBIX KYyJIbTYPOJIOTHYECKHUE | HE OLCHHUBA
3QHATHUAX acIeKThl obmenus U | mposepou | HAA
IIPOBEPO
2. O0COOCHHOCTH HBIX
C YHBIX
aMOCTOSITEeNIb | KOHCYJIIbTUPOBAHMSI | TECTOB TECTOR
Has pabota 10 BOIIpOCaM Ikana
IToaroron
OpraHu3aluu OLICHHBA
Ka
MEXKYIbTYPHBIX e
. pedepara
MEpONPUATHIA pedepar
pa3HoOro craryca [oxrotoB | a
YMeTb: IPUMCHSTD | g -
KaJa
Ha MpPaKTHUKe OKTaIa
OLICHMBa

KOHCYJIbTAITHOHHBIC

12



HaBBIKH B 00J1aCTH Kommiiekc | Hus

JUHTBOKYJIBTYPOJIOT | HBIN JOKJIaga
MYECKUX OTHOIICHUH | aHAJIN3
Ixama
Baanern: TEeKCTa
OLICHUBA
CTpaTerusiMu u
[IpakTnue | HUA
TaKTUKaMU B
cKast KOMILIEK
YCIIOBHSIX

IIOATrOTOBK | CHOI'O
MCXKINYHOCTHOIO H

a aHann3a
MEXKYJIbTYPHOI'O

TEKCTa
MH(OPMALMOHHOTO

oOMeHa Ixana

OlLICHHMBA
HUA
MpaKTU4
€CKOH
IMOATOTO
BKH

Ika/sa oueHMBAHUS NPAKTUYECKON MOATOTOBKH

Bajbl Kputepuu ouennBanus

16-20 €CIM W3 BCEX 3aJaHWi CTYISHT BBIMOJHUI Kak MuUHUMYM 80%
(yBepeHHBIC AEUCTBHS MO (OPMAIM3AIMK JTMHIBUCTHYECKOTO MaTepuaia
B COOTBETCTBUM C IIOCTAHOBJICHHBIMH 3a/a4yaMd ¥ C y4ETOM
KOMMYHHUKATHUBHOM 00CTaHOBKH).

6-15 €ClIi W3 BCeX 3aJaHMi CTYIEHT BBIMOJHUI Kak MUHUMYM 60% (He
JIOCTaTOYHO YBEpPEHHBIC NEHCTBUS MO (OpMaTH3aIUi JIMHTBUCTHICCKOTO
MaTepuaia B COOTBETCTBUU C MOCTAHOBIEHHBIMU 33Ja4YaMU U C YYETOM
KOMMYHHKATHBHOW 00CTaHOBKH).

0-5 €CJIM U3 BCEX 3aJaHuil cTyaeHT BoInonHuI 40% (He yBepeHHbIE NeHCTBUS
no ¢opManu3aluy JMHIBUCTUYECKOTO MaTepuala B COOTBETCTBUHM C
MIOCTAHOBJICHHBIMA ~ 33Jla4aMd M C  y4eTOM KOMMYHHUKATHBHOMH
00CTaHOBKH).

1-3 €CJIM U3 BCEX 3aJaHUN CTYJEHT BbINOJIHNI MeHee 40% 3ananuit
(oTcyrcTBUE AecTBUM MO (opManu3aluy JIMHIBUCTUYECKOIO MaTepuasia
B COOTBETCTBMM C IIOCTAaHOBJIECHHBIMH 33aJa4aMH M C Y4E€TOM
KOMMYHHUKaTUBHOM 0OCTaHOBKH).

MIkajna oueHUBAHUSA JOKJIAAA

Bbanbl Kputepuu ouenuBanus

8-10 JloKJTa; COOTBETCTBYET 3asiBIICHHOM TeMe, BBITIOJHEH C MPUBJICUCHUEM
6OJ'IBHIOFO KOJIM4YeCTBA Hay‘-IHBIX nu HpaKTI/I‘—IeCKI/IX HCTOYHHUKOB IIO TEMCEC,
MarMCTPaHT B COCTOSTHUU OTBETHTDH Ha BOIPOCHI 110 TEME JIOKJIa/Ia.

4-7 I[OKJ'I&,I[ B ILCJIOM COOTBCTCTBYCT 3asIBIICHHOM TEMC, BBIIIOJIHECH C
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MIPUBJICYCHUEM HECKOJbKUX HAYYHBIX M MPAKTUYECKUX MCTOYHHUKOB IO
T€Me, MaruCTPaHT B COCTOSIHUM OTBETUTH HA YacTh BOIMPOCOB IO TEME
JOKJIaza.

Joknag He COOTBETCTBYET 3asBJICHHOM TEM€, BBINOJIHEH C
UCIIOJIb30BAaHUEM TOJBKO | MM 2 MCTOYHUKOB, MAaruCTPaHT JOMYCKaeT
OIMMOKK TPHU HW3IOKEHWU MaTepuana, HE B COCTOSHHHM OTBETUTh Ha

BOIIPOCHI ITO TEMC OOKJIaaa.

IIxana ouenuBanus pedepara

Baxasl

Kpurepun ouennBanust

16-20

Pedepar cooTBeTCTBYET 3asBICHHOW TEME, BBIIOJHEH HA XOPOIIEM
HAyYHOM YpOBHE, O(OpMIIEH B COOTBETCTBHH C TPEOOBAaHUSIMHU,
MUChMEHHAs pedb rPaMOTHAs.

6-15

Pedepar B 1enoM COOTBETCTBYET 3asBICHHOW TeMe (BO3MOXKHEI
HeOOJIbIINE OTKJIOHEHUS), BBIIOJHEH Ha XOpOILIEM HayyHOM YpPOBHE,
MOJKET COJIep)KaTh HE3HAYUTeNlbHble OHmHNOKH B  OQOpMIICHHUH,
MUCHbMEHHOU peun

Pedepar He COOTBETCTBYET 3asBICHHOW TeME, HEHAy4YeH, HE
COOTBETCTBYeT  TpeOOBaHHSAM  O(OPMIICHUS, COACPKHT  MHOTO
rpaMMaTHIeCKHX, ophorpaduIecKiX U COJACPKATEIBHBIX OINOOK

IIxana oneHUBAaHUA KOMIIJIEKCHOI'0 aHAJIN3Aa TEKCTAa

Bamwinl

Kpurepun onennBanus

6-10

Texkct MNOABEPTHYT IIOJIHOMY AQaHAJIM3Yy C O3 I/ISYLIaeMOI\/’I
AUCHUIUIMHBI, aHaJIn3 OXBATBIBACT BCC YPOBHU SI3BIKOBOM CUCTCMBEI,
A0IMYCKAOTCA HEMHOT'OYHUCIICHHBIC HC3HAUYUTCIILHBIC OIINOKH.

0-5

TekcT MOABEPrHYT HENOJIHOMY aHAIU3y C IMO3MIMM H3y4aeMOu
JUCLUIIJIMHBI, aHAJIIN3 OXBAaThIBAET HE BCE YPOBHHU SI3BIKOBOM CHUCTEMBI,

B aHAJIM3C COACPKATCA HEMHOI'OYMCJICHHBIC CYIIICCTBCHHBIC OIITHNOKH.

IIIxana omeHUBAHUSA MMPOBEPOYHLBIX TECTOB

Bananl

Kpurepun onennBanus

8-10

[IpaBunbHOCT, OTBETOB cocTaBisier Ooiee 80 % ot obmiero
KOJIMYECTBA TECTOBEIX 3aJaHUI

6-7

[IpaBuibHOCTH OTBETOB cocTaBisger Oonee 61 -80 % ot obmiero
KOJIMYECTBA TECTOBEIX 3aJaHUI

4-5

[IpaBunbHOCTH OTBeTOB coctaBisier oT 41 g0 60 % ot obumiero
KOJINYECTBA TECTOBBIX 3aJaHUN

1-3

[IpaBunbHOCT, OTBETOB cocTaBisger MeHee 41 % oT obmero

KOJIMYECTBA TECTOBBIX 3aJlaHuH
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Ikajna oueHMBaAHUA NPAKTHYECKUX 3aJaHUH

Bana IToka3zaTenn

8-10

[IpaBunabHOCTH OTBETOB cocTaBisier Oosnee 80 %
KOJINYECTBA BCEX KOHTPOJIBHBIX 3aaHUI

OT 00IIero

[IpaBunbHOCTH OTBeTOB cocraBiser Oonee 61 -80 % ot obmero
KOJIMYCCTBA BCCX KOHTPOJIBHBIX 3aIIaHPII>'I

45

ITpaBuiibHOCTH OTBETOB cocTaBiigeT oT 41 1o 60 %
KOJINYECTBA BCEX KOHTPOJIBHBIX 3aaHUI

oT 00111ero

1-3

[IpaBuiibHOCTH OTBETOB cocTaBisieT MeHee 41 %
KOJINYECTBA BCEX KOHTPOJIBHBIX 3aaHUI

OT 0011ero

5.3.

OLlCHKU 3HaHWil, YyMeHHUH,

Tunosble KOHTPOJIbHBIC 3aJaHus WJIH HHBIC MaTepHaJbl, HEOﬁXOZ[I/IMbIe JJISA
HAaBbIKOB Hu

(uaM) onbITa JIEATEJIbHOCTH,

XapaKTepU3yIOIIUX 3Tanbl (OPMUPOBAHUS KOMIIETEHIUH B Ipolecce OCBOEHHS

o0pa3oBaTe/IbHOM NPOTrPaMMBbI

HpnMeprle 3aJaHudA 1JId HpaRTquCKOﬁ MMOoATrOTOBKH

1.IToaroroBbTe AMAIOr HA AHTIUHUCKOM S3bIKE, WHCIEHUPYIOIIMN WHTEPBBIO MPHU MpPUEME Ha

pabory. Mcnonp3yiite opuianbHbIA perucTp peuu

2.IToaroToBbTE IMANOT HA aHTIUICKOM SI3bIKE, MHCLIEHUPYIOIIUI pa3roBop Mo TenedoHy.

A Personnel Manager calls the Reception Manager of the Belvedere Hotel to arrange
accommodation for a Swedish visitor.

You are the reception Manager of the
Belvedere Hotel. You will receive a call
from someone confirming a hotel
reservation. Note the caller’s name,
company and telephone number. Note
also the name of the guest and all other
details concerning the booking e.g. how
the caller will pay, and any special
requirements of the guest. Your restaurant
closes at 10 pm each evening, but other
restaurants in the area stay open later.
You do not normally hold a room later
than 8 pm, as in the past several guests
have failed to arrive.

You are a Personnel Manager of a publishing
company. Your telephone number is 01753 320492,
extension 1209. Call the Belvedere Hotel to confirm
a reservation for your overseas visitor, Malin
Johansen for 3 nights from Friday 22 April —
Sunday 24 April. She will be arriving late on Friday
(approximately 11.30 pm), so ask the hotel to hold
the room for her until that time. She may also want
to have a late meal at the hotel. However, she will
not require breakfast or any other meals. She will
want coffee-making facilities in her room, a fax-
machine and a safe for keeping valuables. You will
pay the accommodation with your Visa Card, #
4209 1802 3853 8620.

One of you is a company employee who has arranged to meet a colleague (your partner) from
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one of your subsidiaries) Explain that you cannot keep the appointment, and give a reason.
Suggest an alternative time.

3. Hamucarp/HanedaTaTb Ha KOMIIBIOTEpPE PE3IOME Ha AHTJIMICKOM SI3bIKE, MPABHIIBHO €ro
0(OPMUB U UCIIONB3YS CIACAYIONINE BRIPAKEHUS:

Personal statement

Work experience

Skills

Qualifications

4. Hanucarn/Hamedarars, Ha KOMIIBIOTEPE COMMPOBOJUTCIBHOEC IMHCHMO Ha aHTIINHACKOM SA3BIKEC,
UCIIOJIB3YS MPAaBHIIBHBIC (DOPMBI OOpAIIEHUS U CIEAYIONTNE BBIPAKCHUS

I am writing to apply.../l am writing in answer to...

I look forward to.../l am looking forward to...

Consideration

5. PaccraBbTe maparpadsi (a-€) B 1eJIOBOM ITHUChbME B IIPABUIIBHOM MOPSIKE

(@) We are a Turkish company exporting to the EU, and need a firm of lawyers in France to
represent us on some legal matters.

(b) I am emailing you off your website, which | found through Google.

(c) An early reply would be greatly appreciated.

(d) We would be grateful for some information about the legal services that your firm offers. In
particular, we would like to know your experience in dealing with disputes between companies
involved in import/export

6. lononHUTE A€I0BOE MUCHMO TpomyiieHHbIMU ciioBamu: addition, hesitate, further, separate,
custom-made, enquiry, pleased, your.

Dear Mr. Caracciolo:

Thank you for (1) e-mail of December 1. We, too, are excited about our line of
Memphis furniture reproductions.

I am (2) to tell you that all reproductions are labeled and cannot be confused
with the original Memphis furniture we produced in the 1980s. In (3) , each
reproduction

is stamped with the date it was produced.

I am so sorry that we cannot fulfill your request for custom orders of fabric or wood at this time.
Perhaps we will do this in the future. Our Roma line of fine furniture can be (4)

A Rome catalogue will be sent to you under (5) cover.
If you have any (6) questions, please do not (7) to contact me
directly.

Again, thank you for your (8)
Sincerely yours,

Jouris Knockaert

President, Memphis Design
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7. BoiGepuTe nmpaBUIIbHBIA BapUaHT

1. We expect payment by/within May 31.

2. Invoices are sent on/no later than 14 days after we ship the order.

3. The check should be there on/within the week.

4. We will turn this matter over to a collection agency on/within March 3rd if we have not heard
from you.

5. Please contact me by/on the end of the week to discuss this matter.

6. We sent your first invoice by/on April 22nd.

7. This is a/the fourth reminder we have sent.

8. An/The amount of $5,699 is still due on this account.

9. We look forward to serving you in a/the future.

10. We received an/the empty envelope from your accounting department.

11. We must receive payment by the end of a/the week.

12. At this point, a\the partial payment would be better than no payment at all.

8. IlogbepuTe HaYaNoO M KOHIIOBKY JI€JI0OBOTO MUChMA

Beginnings ...

1. I am writing in response to your advertisement in yesterday’s Daily Scope concerning a
vacancy in your sales department.

2. 1 am writing in reply to your letter requesting information about our products.

3. I am writing in my capacity as chairman of the residents’ association to draw your attention to
the problem of excessive noise levels in our neighborhood.

4. | am writing to request permission to use the company premises for a meeting which will be
held during the holidays.

5. I am writing to advise you of the changes in the schedule for the forthcoming seminar on
“Safety in the Home”.

... Endings

A) I hope that these changes will not cause you too much inconvenience and that you still will be
able to attend.

B) We feel confident that you will find something in our range that meets your requirements and
look forward to receiving your order.

C) I am available for interview any weekday between 9 am and 5 pm, and | look forward to
meeting you in person to discuss the possibility of my employment.

D) We trust that you will give this matter your urgent consideration and look forward to
receiving any suggestions you might have to help overcome the problem.

E) We would be extremely grateful if you were to allow us to use the facilities for the duration of
our meeting. Thank you in anticipation of your kind cooperation.

9. HOI[6epI/ITe CHUHOHHWMBI, IIPUHAAJICIKAINUEC K PA3HBIM CTHUIIAM JIEI0BOM pcun

Box A Box B

1 assistance a) ask

2 due to b) ask for

3 enquire ¢) because of
4 further d) book (v)

5 inform e) check/prove
6 information f) facts

7 obtain/receive ) fix (v)

8 occupation h) get
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9 possess

10 provide

11 repair

12 request

13 requirements
14 reserve

15 verify

i) give

J) have

K) help (n)
1) job

m) more

n) needs (n)
o) tell

10. [omonHAUTE ACTOBOM JUANIOT 110 TeIehOHY

Secretary: Good morning, ABC Company, how (1) I help you?

Mr. Thomas: Hello, this is Bill Thomas. May | speak with Ms. Tanaka, please.
Secretary: I'm sorry, she is (2) of the office right now. May | take a message?
Mr. Thomas: Yes please. This is Anthony Thomas.

Secretary: And how can he (3) you, Mr. Thomas?

Mr. Thomas: At 438-3498.
Secretary: Was that (4)?
Mr. Thomas: Yes, that's right.

Secretary: Okay. | will give him the message as soon as he (5).

11. IToxOepute 4acTH MpeIOKESHUS

1 International negotiations are

a) can mean confidence in one culture, but disrespect
in another.

2 Differences in approach reflect
national culture, but also

b) generally different from negotiations in your own
country.

3 Direct eye contact

c) often incorrect.

4 The handshake or verbal agreement is

d) expected to be a formal, written, legal document.

5 In some cultures, a contract is

e) seen in some cultures as objective and impersonal,
focused on business-to-business relationships rather
than personal ones.

6 Personal relationships in business are

f) far more important in some cultures than business-
to-business ones.

7 Business is

g) company culture, gender or even the level of
international negotiating experience.

8 Cultural preconceptions and
regional generalisations are

h) very useful things to bring to any negotiation.

9 Flexibility and an open mind are

i) more important than the written contract in some
cultures.

10. A business philosophy is a set of
principles

j) that a company uses to decide how to handle
different areas of operation.

12.11epeBeanTe HA AHTJIMIICKUIi A3BIK

1. [IeperopapuBaroIIvecs CTOPOHBI MOTYT HC MIPUNTHU K COTJIAIICHUIO.

2. bnaromapst mognepkke KOMIETEHTHOW M MpodecCHOHATbHONH KOMaHABI MbI CIIOCOOHBI

CKOHIICHTPHUPOBATH HAIIIK PECYPCHI HA BEACHHUU YCIICIIHOTO OousHeca.

['moGanbHbIN (PMHAHCOBBIN KPU3UC BBI3BAJ 3HAUUTENbHOE M PE3KOE NaJICHHE IIEH.

YV MeHs HazHadyeHa BcTpeya Ha 11 gacoB, HO g HE MOTY ITPUITH.
N3BuHuTE, MOH rpadiK HAMPSHKEHHBIN, 1 HE MOTY_Ha3HAYUTh BCTPEUY Ha 3TO BPEMS.

o ok w

PCHICHUTIO PCAJIBHBIX 3a1a4.

HCO6XOI[I/IMO BKJIaJbIBaTh OCHBI'U B HOI(60p OCpCcoHaJIa M NOATOTOBKY BBIITYCKHHKOB K
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7. Huzkuii ypoBeHb 0e3pa0OTHIIbI BBIHYKJA€T KaapOBBbIC OTHENbl MPEeANpUATHI

IMPUKIAABIBATE YCUIINA K COXPAHCHUIO TICPCOHAJIA.
8. Om OTHpaBUJI_pPE3IOMC H_ COMPOBOAUTEIBHOC TIMHUCbBMO C 00BsACHECHHEM IIpHU4YUH, I10

KOTOPBIM OH OBl XOTEJI OJYYUTh 3TY JOHKHOCTD.
9. Ero exxeroaHslii J0X0/1, BKIIOYas 3apILIaTy U npeMuH, yBeauamics Ha 20008.

10. Pexnama 3Toro CTHUPAJILHOT'O IMOPOIIIKA OPUCHTHPOBAHA HA POCCUMCKUN PHIHOK.

I[IpuMepHbIe NpaKTHYECKHE 3aaHUS

Onucanue Gpopm o01IeHUST KOMIAHUHU BHYTPU U BHE €e.
Pa3pabotka nenoBoit urpel «JlenoBble MeperoBOpbl: Kak BBIXOAUTH W3 TYMUKOBOM

N

CUTYaIluN»
Pabora ¢ koppecrnoHACHIINEH Ha AaHTITMICKOM SI3BIKE.

Juanor «YperyiupoBaHue Kano0bl 0 TeIeGOoHy».

[Monnep>kanue Gecepl CBETCKOTO XapakTepa.

Pazpabotka nenoBoit urpsl «MICKyccTBO EPEroBOpOB»

Paspabotka penoBoii MHHH-UTPBI «OTKpbITHE GUPMBL: HA0Op COTPYAHUKOB U

No o ko

KOMIIJICKTOBAHUC IIITaTa»
8. OnpeﬂeneHHe CTHUJIA O6H.I€HI/IH C IIPEACTABUTCIIAIMU PA3HBIX KYJIBTYP

IIpumepHbIe TeMBbI 10KIA10B

[IpencraBienne KOMIAHUU (110 BEIOOPY CTY/IEHTA)
[IpencraBieHne MpoIyKTa KOMIAHUHU (TI0 BBIOOPY CTYICHTA)

[IpencraBnenne OpeHa KoMIaHuu (10 BHIOOPY CTY/IEHTA)

HowbhE

[TpencraBieHne NpoeKkTa KOMIAHUU (110 BEIOOPY CTYEHTA)

IIpumepHbIe TeMbI pedepaToB

D yHKIMOHAIBHBIE CTHIIN.

Pa3HoBHIHOCTH N1€710BOTO OOILIEHNUS

Benenue neperosopon

SI3BIK peKIambl

OcHOBHBIE OCOOEHHOCTH JI€JI0BOT'O PETUCTPA.
VYcTHOE U MUCbMEHHOE JIETI0BOE O0IIeHNE
[TucemenHOe Ae0BOE OOIIECHNE

['pammaTiyueckue (CTPyKTYpHbIE) KaTETOpUH TEKCTa.
SI3BIK JIEKTPOHHBIX COOOIIEHHH

©CoN R WDNE

[EN
o

. OcoOGeHHOCTH JIeTIOBOM MPE3CHTAIINH
. Pe3rome.

R
N

. IHTEpBEIO.

[EN
w

. lenoBoii aTUKET

[EEN
SN

. Bu3Hec-KynbTypa B pa3HbIX CTpaHax
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HpuMepﬂoe 3aJaHue 1J1d KOMIUVICKCHOI'O aHAJIN3a TEKCTa

TexcTt AJIF KOMIJICKCHOI'O aHaJIu3a.
HpoanaiflTe TEKCT U BBINNOJIHUTE YIIPAKHCHUA MMOCJI€ TEKCTA

Office Etiquette

Learn the rules of business etiquette
All you want is a room somewhere... but there's a code of conduct to follow
In today's so-called 'classless society', worrying about etiquette may seem as outmoded as tipping
your top hat to a lady. Few of us care which knife and fork we use, or even if they match.
Etiquette is dead. Long live etiquette.
Like it or not, in the world of business etiquette remains important. The way you behave, the
way you dress, even the way you speak can make the difference between a promotion and a
letter of notice. But you won't find the rules of business etiquette in your company handbook and
they certainly don't teach them at university. The result: when you start your first job or move
from one company to another, you're a naive Eliza Dolittle, desperate for guidance and
mentorship.
David Robinson, management consultant and author of Business Etiquette “Your Complete
Guide to Correct Behaviour in Business”, which has been translated into a dozen languages,
says: "My own definition of business etiquette is 'the unwritten code of good behaviour in
business. It's the universal underpinning of the way people expect others to behave, the
commercial application of acceptable personal behaviour. In my view, etiquette actually helps
people to be themselves more. "It takes the irritation out of the system and helps you
communicate more effectively. Familiarity with the code gives you the ability to handle
demanding business situations with confidence and allows your real talents to be recognised. It's
particularly important for young professionals to follow the code if they want to fit into their
organisation harmoniously. The way you act will be noticed and assessed by the people who
determine your prospects.”
Andrew West, business psychologist at West Associates, says if you're in any doubt as to what is
considered acceptable behaviour, ask. You may feel stupid, but it will save you - and others -
from embarrassment.
David Robinson believes the golden rules can be summarised by the mnemonic 'impact’: "I’
stands for integrity. 'M' is for manners: never be selfish, boorish or undisciplined. 'P' is
personality: communicate your own values, attitudes and opinions. 'A' is appearance. 'C' is
consideration. See yourself from the other person's standpoint. Finally T' is for tact. Think
before you speak and when in doubt, say nothing."

A. Find the English words and phrases for the following:
- YCTapeBLINi;

- CHATH IUIAIY Mepen ...

- [la 3apaBcTBYyeT... !

- U3BellleHre 00 YBOJIbHEHHH;

- Hy’)KJIaThCSl B PYKOBOJICTBE U HACTABHHUYECTRBE;
- KOHCYJIBTAHT 10 BOTPOCAM YIPaBICHUS;

- JIe)KAIIUH B OCHOBE;

- IPUHSATOE TIOBEICHUE;

- BeCTH ce0s B JICIIOBOI CUTYaIlH YBEPEHHO;

- FTApMOHHWYHO BCTPOUTHCA B CUCTEMY,

- OLICHUTb;

- HEBOCIIUTAHHBIN;
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- HCHHCHHHHHHHPOB&HHbIﬁ.

B. Explain the following phenomena
Etiquette

Business etiquette

Classless society

Promotion

Guide

Acceptable behaviour

Consultant

integrity

C. Talk on the issues of the text:

1. Is etiquette essential in modern business society?

2. What are the main issues of the business etiquette?

3. Who is Eliza Dolittle and why does the author mention her?

4. What definitions of etiquette can you spot in the text?

5. What are the functions of business etiquette, according to David Robinson?
6. Do you find Andrew West’s advice useful?

7. Dwell on the elements of the mnemonic ‘impact'.

D. Analyse

* the genre of the text

* the register of the text

* the lexis of the text

* the structure of the text

* the grammatical structures used in the text
* the message of the text

E. Prepare the summary of the text.

IIpumepHbIe NpoBepOYHbIE TECTHI

1. Iloadepure oTBETHI K BONPOCAM

1. s this your first visit to the Far a. Inthe UK, in Oxford.
East? b. Nearly ten years.
2. Oh really. What do you do? c. No, | come here quite often.
3. Where are you based? d. No, actually this is my first trip.
4. How long have you been there? e. I’'m the Marketing Director for a small import-
5. Have you been to Hong Kong export company.
before? f.  Till tomorrow night.
6. How long have you been here? g. A week.
7. How long are you staying? h. 1really like it. There is a lot to do.
8. Is it comfortable? i. It’s good, but eating in the Peninsular can be
9. What’s the food like? quite expensive.
10. So, what do you think of Hong j. Very! And it has a great view over the harbor.
Kong? k. At the Peninsular Hotel
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2. OTMeTbTe BONPOCHI, KOTOPbIEe A0COJTIOTHO He CTOMT 32/1aBAaTh /1eJIOBLIM IapTHepaM u3
APYTUX KYJbTYP

1. How much do you earn?

2. What do you like most about (living in .../ your job/ this event)?

3. What’s your opinion on (this restaurant/ event/ place)?

4. Do you come here often?

5. What do you recommend | do/ see (in your town/ country / region)?

6. What’s the weather like in your country/city/region at the moment?

7. What do you think of the new boss?

8. What’s the political situation in your country/city/region at the moment?
9. How old are you?

10. Is this your first visit to Moscow?

3. BbiOepuTe 00/1€e BeKJIMBbIH BAPHAHT

1 a) This invoice should be paid immediately. ... b) You must pay this invoice immediately. ...
2 a) You have not paid invoice JK387. ... b) We note from our records that invoice JK387 has

not been paid. ...

3 a) This outstanding balance is now overdue. ... b) Your outstanding balance is now overdue.

4 a) Please send a bank transfer to clear this amount. ... b) Please send a bank transfer to clear
this amount. If you have already dealt with this matter, then please disregard this email. ...

4. BpblOepuTe NpaBUIbHBIN 0TBET

1. If you are working as a receptionist. It is important that you:

A. Always have a pen and notepad nearby.

B. Be familiar with your organization.

C. Smile.

D. All of the above.
2. How should you respond when introduced to someone?

A. Hi! Nice to meet you!

B. You mispronounced my name, it's Smythe, not Smith.

C. A pleasure meeting you, Mr. Monroe.

D. Hey Timmy, nice to meet ya!
3. How should you react if someone forgets to introduce you when you are in a group of people
you have not met?

A. Take offense, how dare they forget to introduce you!

B. Stand quietly and never say anything.

C. Push your way into the conversation.

D. Wait for a convenient time to introduce yourself.
4. Cell phones have become a huge part of our lives. However, there are times when their use
can be annoying, and inappropriate in a business setting. All of the following are good rules
when it comes to cell phone use, except one.

A. Do not speak loudly when using your cell in public places.

B. If you must drive and use your cell, use hand-free equipment.

C. It's fine to take pictures of whoever you wish.

D. Be sure ring tones are not offense, or are songs that contains lyrics that may be
offensive.
5. If you are answering the phone in a business setting, which of these statements is an example
of poor phone etiquette.

A. He is not in the office at the moment. Would you like to leave a message?
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B. I don't know where he is.

C. I expect her shortly. Would you like to leave a message on her voice mail?

D. She is unavailable at the moment. Would you like to leave a message?
6. The handshake or verbal is more important than the written contract in some
countries.

A. Agreement

B. Contact

C. Arrangement

D. Contract

7. When breaking the ice with a contact at the beginning of a meeting it is appropriate to discuss

such things as the weather, politics and traffic.
A. True
B. False

8. When corresponding with a business contact by email you should:
A. Be as formal as if you were writing an actual letter on paper

B. Be a little more informal to appear up-to-date with technology and the trend towards a

relaxed work atmosphere
9. In formal letters, what should you write as a salutation when you do not know the person?
A. Dear Sir or Madam
B. Dear Sir and Madam
C. Dear Sirs or Madams
10. You have been asked to reply to a letter ASAP. What do these four letters mean?
A. Any Say Any Place
B. As Soon As Possible
C. All Said And Paid
11. You receive a cell phone call while you're in an important meeting. What do you do?
A Answer it and excuse yourself to have the conversation in the hall.
B Let it ring until it stops.
C Answer the phone and turn your back for conversation privacy.
D Turn off the phone before the meeting and check for messages when the meeting is
over.
12. You pass a co-worker in the hallway and he asks «How are you?». You respond by:
A. Telling him that your back has been hurting you and you have a cold
B. Saying «Fine, thanks»
C. Explaining that you are tired and stressed out in your job
13. What would you say to someone on their 28th birthday?
A. Congratulations.
B. Happy birthday.
C. Joyous birthday.
D. Happy anniversary.
14. The taxi fare is £8.30 so you give the taxi driver £10. What do you say?
A. The tip is yours.
B. Keep the tip.
C. The change is yours.
D. Keep the change.
15. The hostess says, «Thank you for the flowers, they're beautiful». What do you say?
A. Don't mention them.
B. It's a pleasure.
C. They're OK.
D. Please.
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IIpuMepHBIii NepedYeHb BONPOCOB K 3a4€eTy

1. VYerHas penmoBas pedb M €€ PasHOBUAHOCTU: HENOJATOTOBIEHHAs, YacTUYHO
IIOATOTOBJICHHAS, IOArOTOBICHHAsA. [[puéMbI MOATOTOBKH.

2. CoOBbITHEe<TEKCT<VIMYHOCTHh B YCTHOH JENIOBOM KyJbType. Pacmmpenue KyabTypHOTO
I10JIsI COBPEMEHHOM S3BIKOBOM TMYHOCTHU. HOBBIE SIBIIEHUS B YCTHOM peyH.

3. C10BO>MBICIB>TIOCTYIIOK B YCTHOM peYH AEIOBBIX KOMMYHHUKATOPOB. Y CTHas peub —
IJIABHBIM MHCTPYMEHT B3aUMOJCUCTBUS MEHEIKEpa C IMOAYMHEHHBIMHU, YIIPABICHUE
Ha BCEX yPOBHSX.

4, PeueBbie 0COOEHHOCTH YCTHOTO CIIyKeOHO-ZeIoBoro ooOmenus. TpeOoBaHHMs K
peueBOl KOMMYHHKAIIMH B JICJIOBOH Cpee.

5. JlenoBbie TUAIOTH ¥ MOHOJIOTH, POJIb INYHOCTH, KYJIBTYPhI U 3TUKH B JIEJIOBOI peuu.

6. JenoBbie Oecenbl, WX BUABL. PeueBble cpelcTBa HauOoJee PETYISIPHBIX TEM B

JIeNI0BOM Oecerie, pojib M TUIIBI BOIIPOCOB U MPU3BIBOB.

7. JlenoBeie coBemanusi, UX BUAbL. SI3bIKOBbIE pa3anuusi, 00YyCIOBIEHHbIE MACIITA0OM U
cnenn (UKo MPUBICYEHHBIX YIaCTHHKOB.

8. [TpobnemHbIe coBEeMaHus: JUCKYCCHH U 1e0aTbl. Poib KIF0UEBBIX CIIOB U JOMHUHAHT B
dbopMHpOBaHUY TIETIeH U 33134 MPOOJIIEMHBIX COBEIIAHMI; B OOCYKIEHHH BOIPOCOB,
0o0OMeHe MHEHUSIMH, NIPEHUSIX, CIIOpax.

9. JenoBsle pa3roBophl. S3BIKOBBIE XAPAKTEPUCTHUKM KOMMYHHUKATHBHBIX U POJIEBBIX
YCTAHOBOK Te€NE(OHHOTO ITHKETA.

10. [TeperoBops! kak ogHa U3 (HOpPM YCTHOIO J1eJI0BOro oOiieHus. Buasl neperoBopos u
UX peyeBble OCOOCHHOCTH.

11. OTnuyMs NeperoBOpHOM U MOBCEIHEBHOM KOMMYyHMKanMU. OCOOEHHOCTH PEYeBOro
NOBEICHNsl YYacTHHMKAa IieperoBopoB. OBlaJeHUE HaBBIKAMU IIEPETOBOPHOTO
npolecca.

12. KpeartuBHBIi acnekT COBpEMEHHOW JelloBoM peud. PeueBas arpeccuss u
KOMMYHMKaTHBHAasi 0€3011aCHOCTb.

13. IIponsHocuTENbHAs KyJIbTypa YCTHOM p€4M: MHTOHALMS, TEMII, PUTM, JIOTHYECKOE
yZapeHue, palMoOHaNbHOE Iay3UPOBAHUE.

14. BoszneiictBue ycTHbIX (opM OOIIEHHS Ha NMUCHMEHHBIM BapuUaHT JEJIOBOM peun.
JIoKyMeHTBI JUisl (pUKCAIIMN U BOCIIPOU3BEIEHUSI YCTHOM peyuH.

15. [TpeumyiiecTBa U HEAOCTATKU YCTHOW U MUCbMEHHOU (hOpM JETOBOTO OOIEHUS U UX
A3bIKOBOTO BoruiomeHusd. Ilytu u Qopmbl mpeoponeHuss HeIOCTaTKOB B JIEIOBOM
peun.

5.4.Meroauyeckue MaTepHaJbl, ONpeAeIsIIOIIMEe MPOUEAYPbl OLUECHUBAHUSA 3HAHUH

b 9
YMeHHi, HaBBIKOB M (WIH) ONbITA [AeATEJbHOCTH, XAPAKTEPHU3YIOIIUX ITalbl
(opMupoBaHus KOMIETEHIMA

B pamkax ocBoeHHS TUCHUIUTHHBI MPETyCMOTPEHBI CIeayIomye GopMbl TEKYIIETO KOHTPOJIS:
TeCTHUpOBaHue, pedepar, J0KIaa, KOMIUIEKCHBIA aHAJIN3 TeKCTa, IPaKTHYecKast MOATOTOBKa,
MPAKTUYECKHE 3a/1aHusl.

O061ee kommuecTBO O0awIoB o aucrumuinge — 100 0aos.
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MakcumanbHOE KOJUYECTBO 0aIOB, KOTOPOE MOXKET HAOpaTh 00Y4aIOMUNUCS B TEUCHUE
ceMecTpa 3a TeKYIIH KOHTPOJIb, BKIIIOYAst MPAKTUYECKYIO TIOJTrOTOBKY, paBHseTcs 80 Oayam.
N3yueHne NUCHUIUTUHBI «SI3bIK Jem0oBOro OOIIeHHUs (QHTIHICKHIA)» MpeaycMaTpuBaeT

dbopMy O0TUETHOCTH — 3a4€T, KOTOPBIN BKIIIOUAET B €05l TCOPETHUUECKYIO U PAKTHUECKYIO YacCTh.

3auyer — 20 OawI0B.

Pacnipenenenne 6amioB mo BujgaM padboT

Tecr 1o 10 6anos
Pedepar 10 20 6annoB
[IpakTyeckoe 3a1anue 1o 10 6anos
Joxman 1o 10 oamioB

KoMmiiekcHbIN aHaIn3 TEKCTA

1o 10 6amwnos

HpaKTI/I‘{eCKaH IIOArOoTOBKAa

1o 20 oatoB

3aueTr

o 20 damoB

IIIxana oneHNBaHUA 3a4Y€Ta

IToka3zaTein

KoaunuecTtBO
0aJ110B (BKJIA B
PEeHTHHTI)

00Hapy>XMBAET MOHUMaHUE BOIIPOCOB;

YMEET BUACTH MC)KIAUCHUIINIMHAPHBIC CBA3U IMTPECAMETOB;
BJIQJICET OCHOBHOW TEPMHHOJIOTHYECKOHN 0a301;

YMCCT JIOTUYHO BBICTPOUTH CBOU OTBCT,

W3JIaraeT CyTh BOINPOCOB TPAMOTHO C TOYKHU 3PEHUS
SA3BIKOBOH HOPMbI U MCTasA3bIKa HAYKH,

3HaeT aBTOPOB-HCCIIeI0BaTENEH M0 JaHHOH ITpodiieme;
YMEET JIeJIaTh BBIBOJIBI 110 U3JIAraEMOMY MaTepuay.

7-20

JIEMOHCTPUPYET Pa3pO3HEHHBIE OECCUCTEMHBIC 3HAHNS,
JIOTyCKaeT rpyOble OMMOKH B ONPEIETICHUH MOHATHIA,
u3JlaraeT MaTepuail HEyBEpEeHHO U HEUETKO;

WCIIBITBIBAET CEPHhE3HBIE 3aTPYJAHCHHUS TPU OTBETE Ha
BOIPOCHI HK3aMEHATOPA.

0-6

Hrorosas mkaJjia 1o JucuunInHe
HToroBast olleHKa CKJIAIbIBA€TCA U3 OLEHKHU 32 BBINOJHEHUs BCEX MPEIYCMOTPEHHBIX B
nporpaMMe JAUCHUILUIMHBI (POPM OTEUHOCTH B paMKaxX TEKYILIEro KOHTpPOJIS, a TaKKe OLEHKH Ha
IIPOMEKYTOYHOM aTTECTAIUN.

EaJ'IJ'IBI, MOJIYUYCHHBIC CTYACHTOM I10 TCKYIICMY

KOHTPOJIIO M IPOMEKYTOYHON aTTeCTAllUN

OI_ICHKa B TpaﬂHHHOHHOﬁ CHUCTEMC

41 - 100 3aureHo

0 -40 He 3auteno

6. YYHEBHO-METOJUYECKOE U PECYPCHOE OBECIIEYEHHUE JUCHUITVIMHbI

6.1. OcHOBHas JIUTEpATYpA:
CeBoctpsiHOB, A. Il. Business English: yuebnoe mocobue. - MockBa: Jlupexkr-Menua,

1.
2019.

- 743 C. - Tekcr: AIEKTPOHHBIMN. -
https://www.studentlibrary.ru/book/ISBN9785447595135.html

URL:
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https://www.studentlibrary.ru/book/ISBN9785447595135.html

2.  Taparyxuna, FO. B. [lenoBble W MEXKYJIbTypHblE KOMMYHUKAIlUU @ Y4eOHUK U
npakTtukym 1iiis By30B / FO. B. Taparyxuna, 3. K. ABgeeBa. — Mocksa : FOpaiir, 2023. — 324 c.
— Tekcr : anextponnsiii. — URL: https://urait.ru/bcode/511159

3. Smmua, T. A. English for Business Communication. AHrmiicKuii S3bIK IS JI€JI0BOTO
obmenus : y4e6. mocooue / Ammuna T. A. , XKatkun [I. H. - 3-u371. - Mocksa : ®JIMHTA, 2021.
- 110 c. - Teker : anexrponnsiid. - URL: https://www.studentlibrary.ru/book/flinta20122568.html

6.2. lonoiHUTeILHAS JIUTEpaTypa:

1.  Asngpuenko, A. C. Business English : yue6. moco6ue. — PoctoB-na-/lony : FO®VY, 2019.
- 146 c. - Tekcr: AJICKTPOHHBIH. - URL:
https://www.studentlibrary.ru/book/ISBN9785927531318.html

2.  I'punukyn, B. B. CoBpemenHnas nudpoas obpazoBarenbHas cpelia : peCypchl, CpeliCcTBa,
ceppucel / B. B. I'punmkyn, I'. A. KpacHoBa. - Mocksa : [Ipocnekt, 2021. - 216 c. - TekcT :
anexktpoHHbii. - URL : https://www.studentlibrary.ru/book/ISBN9785392337446.html

3.Konecnukosa, H. JI. [Tumiem 1 roBopuM Ha J1eJIOBbIC TeMbl IO-aHMicKku. Tips for Business
Writing and Speaking Skills : yaueOnoe nocobwue. - Mocksa : ®JIMHTA, 2018. - 136 ¢. - Tekct
: anekTpouHbIi. - URL: https://www.studentlibrary.ru/book/ISBN9785976534421.html

4. Myprazuna, O. W. T'ymanmsauus npodeccuoHaIbHOro 00pa3oBaHUsA: pPa3BUTHE
TOJIEPAaHTHOCTH Y CTY/IE€HTOB Ha 3aHATHUAX aHIJIMIcKoro si3bika . - Kazans : KHUTY, 2019. - 144
c. - Tekcr: anexrponnsiii. - URL: https://www.studentlibrary.ru/book/ISBN9785788226927.html

5. Crynnuxosa, JI. B. Adrnumiickuii s3bIk B MexIyHapoaHoMm OusHece. English in

international business activities : y4e0. mocobue s By30B. — 2-¢ m3A. - Mocksa : FOpaiir,
2023. — 216 c. — Tekcr : anextponnsiit. — URL: https://urait.ru/bcode/517594
6. Tpydanora, H. O. English in Academic Context = AHMImMiCKHIl 53K B cdepe

akajeMuueckoro obmienus : ydebnoe mocoodue / H. O. Tpydanosa, H. H. Hukomnaesa, K. M.
Nuoszemuesa. - Mocksa : M3narensctBo MI'TY nm. H. O. baymana, 2019. - 129 c. - Tekcr:
anektponHsIit. - URL: https://www.studentlibrary.ru/book/ISBN9785703852149.html

7. Allison John, Townend Jeremy, Emmerson Paul. The Business. Student’s book. (B2).
Macmillan, 2013

8. David Cotton, David Falvey, Simon Kent. Market Leader 3d edition Intermediate.
Coursebook, 2013.

6.3. Pecypchbl uH(pOpMAIMOHHO-TEJIEKOMMYHUKALMOHHOM ceTH « AHTEepHET»

1. WWW.QOOQ|e.rU — IIOUMCKOBas CUCTCMaA.

2. Www.yandex.ru — mouckoBasi CHCTEMA.

3. www.classes.ru — cioBapu, pecypchl 10 JTHHIBHCTHKE.

4. www.themoscowtimes.com — Moscow Times.

5. www.ft.co — Financial Times
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7. METOAUYECKHUE YKA3AHMUSA 11O OCBOEHUMIO JUCHUTIJIMHBI

1. MCTOI[I/I‘ICCKI/IG PEKOMCHAAIWH 110 IMOATOTOBKE K ITPAKTUYCCKUM 3aHATHUAM.
2. Mertoauueckue PECKOMCHAANH IO OpraHu3anuu CaMOCTOSTEILHOMN pa6OTBI 110 JUCHUIIIIMHAM.

8. NHOOPMALMOHHBIE TEXHOJIOI'NH JJIA OCYHECTBJIEHUA
OBPA3OBATEJIBHOI'O ITPOLECCA 110 JUCHUIIJIMHE

JInneH3noHHoOe MporpaMMHoe odecrieyeHune:
Microsoft Windows

Microsoft Office

Kaspersky Endpoint Security

NudopmaninoHHbie CIPABOYHbIE CUCTEMBbI:
Cucrema TAPAHT
Cucrema «Koncynprantl iroc»

ITpodeccuonanbabie Oa3bl JAHHBIX

fgosvo.ru — IMTopran PeepanbHLIX TOCYAAPCTBEHHEIX 00pa30BaATENBLHBIX CTAHIAPTOB BEICIIIETO
o0pasoBaHus

pravo.gov.ru - OguuuaibHbIM MHTEPHET-IIOPTAJI IPABOBOM HH(MOPMALIUU

www.edu.ru — ®eaepanbHbiii mopTain Poccuiickoe oOpa3oBaHue

CB0001HO pacnpocTpaHsieMoe NPOrpaMMHoOe o0ecriedeHne, B TOM YHucJie 0Te4eCTBEHHOI 0
NMPOU3BO/JCTBA

OMC IIneep (s Bocripou3BeAeHHs DNEKTPOHHBIX Y4ueOHbIX Motyneit)

7-zip

Google Chrome

9. MATEPUAJIBHO-TEXHUYECKOEOBECIHHEYEHUE JTUCIHUITIJIMHBI

MarepuanbHO-TEXHHUECKOE 00eCTIeYeHNE TUCIUITUHBI BKIIOYAET B ce0:

- yueOHbIE ayAUTOPUH JUTS TIPOBEICHUS YU€OHBIX 3aHSATHIA, OCHAIIEHHBIE 000pyI0BaHNEM
U TEXHUYECKHUMM CpPEJCTBaMU OOYYeHHUs: YydeOHOH MeOelnblo, JTOCKOH, JI€MOHCTPAI[MOHHBIM
000pyI0BaHNEM, TIEPCOHATLHBIMU KOMITBIOTEPAMHU, TPOEKTOPOM;

- IOMEUICHUS JJIS1 CAMOCTOSITETIbHON pabOThl, OCHALIIEHHbIE KOMIIBIOTEPHON TEXHUKOM C
BO3MOKHOCTBIO TTO/IKIIIOYEHHEM K ceTh «HTepHeT» n o0ecTieyeHreM JOCTyIa K SJIeKTPOHHOM
UH(POPMAaLIMOHHO-00pa30BaTEIbHOM cpefe.
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