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INOACHUTEJIBHASA 3ATINCKA

Meronnueckue PpEeKOMEHJALMKM 10 BBINOJIHEHUIO NPAKTUYECKUX 3aJaHUM NpeIHa3HA4YeHbl s
opraHu3anyy paboThl Ha MPAKTHYECKUX 3aHATHAX MO ydeOHOU AucuuIuimHe «IHOCTpaHHBIHN SA3BIK», KOTOpas
SBJIIETCSl BAKHOM COCTABHOM 4acThiO B CUCTEME MOJATOTOBKH CIELIMATIMCTOB CPEAHET0 MpodeCcCUOHAIBLHOTO
obpa3zoBanus. MeTOIMUECKUE PEKOMEHIAMK pa3padOTaHbl s OO0yYaroIUMXcs C IENbI0 OKa3aHUs UM
IIOMOILM TIpY BBIIOJHEHUH IPAKTHYECKUX 3adaHuil. [IpakTuueckue 3amaHus SBISIOTCA HEOTHEMIIEMbBIM
3TarlOM M3Y4€HHUs y4eOHOW JUCIUIINHBL.

CopaeprxaHue NPakTUYECKUX 3aJaHUI HaIlpaBJI€HO Ha:

. ¢dbopMHpOBaHUE TMPAKTHYECKMX YMEHHH B COOTBETCTBHH C TpPEOOBAaHUSAMH K YpPOBHIO
MOJIrOTOBKH O00YyYaroIIUXCcs, YCTAHOBJICHHBIMU paboydell mporpaMMoi y4eOHOW AUCIUILIUHBI: — ONUCHIBATH
SIBJIGHUS, COOBITHSA, U3JaraTh (GakThl B MUCbME JIUYHOTO U JIEJIOBOTO XapaKTepa;

o YMEHUE 3aI0JIHATH Pa3IMYHbIE BU/IBI aHKET, COOOIIATh CBEIEHH 0 cede B popMe, MPUHSATOH B
CTpaHe/CTpaHax U3y4aeMoro s3bIKa, JeNIaTh BHITHCKH U3 WHOS3BIYHOTO TEKCTa
. YMEHHUE YUTATh AyTEHTUYHbIE TEKCThI Pa3HbIX CTUJIEH (IMyOIMLIUCTHYECKUE, XY10)KECTBECHHBIE,

HAyYHO-TIOMYJISIPHBIE M TEXHUYECKUE), UCIIOJIb3Ysl OCHOBHbBIE BU/IbI YTEHUS (03HAKOMUTEIHHOE, U3Yy4alolllee,
MIPOCMOTPOBOE/TIOMCKOBOE) B 3aBHCUMOCTH OT KOMMYHHUKATUBHOMN 3a]1a4K;

o IIOHHMMAaHHUEC OTHOCHUTCIBHO IIOJIHO (06H_[I/II71 CMLICJ'I) BBICKA3bIBaHHUA Ha H3Yy4YacMOM
HHOCTPAHHOM A3BIKC B PA3JIMYHBIX CUTyallUAX O6HICHI/I$I;
o AYIUPOBAHUC AYTCHTUYHBIX ay/JUO- UJIK BUJACOTCKCTOB ITIO3HABATCIILHOTO XapaKTEPa Ha TECMBI,

IpeJularaeéMble B paMKax Kypca, BHIOOPOYHO M3BJIEKaTh M3 HUX HEOOXOIUMYIO MH(OpMAIUIO, OLIEHUBAThH
BaXHOCTH/HOBU3HY HH(POPMAIINH, ONIPEEIISTH CBOE OTHOIICHUE K HEH;

o YMEHHUE BECTU JAMAJIOT B CUTyalUsAX O(UIHATBLHOIO U HEO(DHUIMAILHOTO OOLIeHNs B OBITOBOM,
COLMOKYJIBTYPHOH M y4eOHO-TpYAOBOM c(epax, UCHOJb3ysl apryMEHTAIUI0, SMOLMOHAIBHO-OLIEHOYHbIE
CPEACTBa;

o YMEHHUE paccKa3blBaTh, pacCykaaTb o ce0e, CBOMX IUIaHaX, CBOEM OKpPYKEHHHM B CBS3U C
M3Y4YEHHON TEeMaTHKOW, NMpOoOJIeMaTUKON NPOYUTAHHBIX/IPOCIYIIAHHBIX TEKCTOB; OMHUCHIBATH COOBITHS,
u3naraTh (pakTel, JeIaTh COOOLIICHHUS;

o HOBBIC 3HAUEHUS U3YUYEHHBIX IPAMMATHUECKUX SIBICHUH B pPaCIIMPEHHOM 00beMe (TI1aroabHbIX
¢opM (BUIOBPEMEHHBIX, HEIWYHBIX), CPEICTBA M CHOCOOBI BBIPAKEHUS MOJAIBHOCTH; YCIIOBHS,
MIPENIOJIOKEHNS, TPUUUHBI, CIECTBUS, TOOYXACHUS K IEHCTBUIO);

o JMHTBOCTPAHOBEIYECKYIO,  CTPAHOBETYECKYHD U COLMOKYJIBTYPHYI  HH(pOpMAIHIO,
paclIMpeHHYl0 3a CYeT HOBOM TEeMaTUKW M NpoOJEeMaTHKU pedyeBOro OOIIEHUs, MOHUMATh TEKCTHI,
IIOCTPOCHHBIE Ha SI3BIKOBOM MaTrepHajieé MOBCEAHEBHOIO U MPO(ecCHOHATBHOIO OOIIEHHUS, B TOM YHCIE
MHCTPYKLIUU U HOPMATUBHBIE TIOKYMEHTHI 1O cnenuansHocTsM CITO

leabio BBINONHEHUS] MPAKTHUECKUX padOT SBISETCS 3aKpelyieHHe TEOPEeTUYECKHX 3HAHUN MU
npuoOpeTeHne CTYACHTaMH MPAKTUYECKUX HABBIKOB YHOTPEOJIEHUS! TPaMMaTHYECKUX MPaBUJI aHTJIMHCKOTO
S3bIKA.

[TpakTuyeckue pabOTHl MPOBOAATCA B yueOHOM KaOuHeTe, B 00beMe, IMpeayCMOTPEHHOM paboueit
yueOHOM MporpaMMoi, 00s13aTEIbHBIM 3TAIIOM SIBIISIETCS CAMOCTOSITENIbHAS JESITEIbHOCTh 00Y4arOIINUXCS.

ITPABHJIA BBIITIOJIHEHUA ITIPAKTHYECKHUX PABOT

AymuTopHas mpakTHdeckas paboTa BBINOJHAETCS MO 3aJaHUI0 Ipernojasarens, c/0e3 ero
HENOCPEACTBEHHOIO y4acTHSI.

[Ipy mnpeabsBieHWH BUAOB 3aJlaHUN Ha AayAMTOPHYIO MpPAaKTHYECKYyl0 paboTy IMpenojaBaTelb
uCroib3yeT IudepeHIMPOBaHHbIM MOAX0A Ha WHAMBHUIYAIbHOM YpPOBHE K cTyaeHTaM. IIpakrtuueckas
paboTa MOXET OCYLIECTBIATHCS MHIMBUIAYaIbHO MO TpynmaMm oO0y4arouuxcs B 3aBHCUMOCTH OT LIeJu,
00beMa, KOHKPETHOH TeMaTUKH, YPOBHS CJI0KHOCTH, YPOBHS YMEHHI 00yUaroMIuXcCsl.

[lepen BBIMOJIHEHHEM CTYIEHTOM AayAUTOPHOM MPAaKTHUYECKOH paboThl MpemnojaBaTeslb MPOBOJUT
MHCTPYKTaX I10 BBIIIOJIHEHUIO 3aJaHMsl, KOTOPBIM BKJIIOYAET: LEJb 3aJaHMsl, €ro COJAEP)KAaHUE, CPOKU
BBITIOJTHEHUS, OPUEHTHUPOBOYHBIN 00BbeM pabOThI, OCHOBHBIE TPEOOBAHUS K pe3ysibTaTaM paboThl, KPUTEPUH
OLIEHKHM. B mporecce MHCTpyKTa)xka MpenojaBaTesb NPeayNnpeka1acT CTYAEHTOB O BO3MOYKHBIX THIIMYHBIX
omnOKax, BCTPEYAIOLUXCsl TPU BBITOJIHEHUH 3aJaHUsl.

B kauectBe (opM U METOIOB KOHTPOJIA ayJUTOPHOH MpakTHUECKOW padoThl CTYJIEHTOB
HCIIOJIb30BaHbI: OIIEHKA PE3YJIbTaTOB BBIIIOJHEHUS MMPOBEPOUHBIX padoT, 3amuTa pedepara, yCTHBIN omnpoc,
IIMCbMEHHAs IPOBEPKaA.



C 1enpio MOMYyYEHHUsI BBICOKMX PE3YJIbTATOB HMCIOJBb30BaHbl CIEAYIOIINE BUABI 3a/laHUM, KOTOPbIE
JTanayT TIONHOIIEHHBIN pE3yNbTaT: MpaKkTHYeckas paboTa ¢ KHUTOM, >KYpHAJIOM, Ta3eTOW; IOIATrOTOBKA
COOOIIIeHUH, TOKIaI0B, pedepaTos.

[Tpu BeIMOTHEHUN PabOT CTYACHT JOJDKEH U3YYUTh METOJIUYECKUE PEKOMEHIAIUU 10 BBITOTHEHHUIO
MPAKTUYECKOW pabOThI, MOJATOTOBUTH OTBETHI HAa KOHTPOJBHBIC BOIMPOCHL. Bce 3amaHus BBITOJIHSIOTCS
MMUCbMEHHO (WJIM YCTHO), OTBETHI Ha TEOPETHYECKUE BOMPOCHI JAIOTCSA YCTHO (CI1a00yCIIeBAIOIIUM CTYICHTaM
MOXHO JaThb OTBETUTh Ha KOHTPOJIbHBIE BOMPOCHI MUCBMEHHO [UJIi TOTrO, YTOOBI JIydllle 3alOMHUTh
TEOPETHYCCKUN MaTepHal).

W3yuass TeopeTndeckoe OOOCHOBaHHE, CTYIEHT JOKEH 3HATh, YTO OCHOBHOW IETBI0 W3YYCHUS
TEOPHH SABJISETCS YMECHUE IPUMEHSTH €€ IIPH BBIMOTHEHUU TUChMEHHBIX 3aaHHH.

[Tocre BbIOMHEHUS PAOOTHI CTYAEHT JODKEH MPEACTaBHTh OTYET O TPOJETaHHOW padboTe ¢
MOJTYYEHHBIMH PE3yJbTaTaMU U YCTHO €€ 3aIUTHUTD.

OO0uue KpUTEPUHU OLIEHKH NMPAKTHYECKOIl padoThI CTY1€HTOB:

Onenka «5» cTaBUTCA TOTAa, KOTAa:

° CTYJCHT CBOOOTHO MIPUMEHSICT 3HAHUSI HA TIPAKTHKE;

° HE JIONyCKaeT OMMUOOK B BOCIIPOU3BEICHUH H3y4YEHHOTO MaTepHaa;

° CTYJICHT BBIJICIISICT IJIaBHBIC MOJIOKEHHS B U3YYCHHOM MaTepuase U He 3aTPYIHSICTCA B
OTBETaxX Ha BUJIOM3MEHEHHBIE BOMPOCHI,

° CTYJCHT YCBaUBaeT BECh 00HEM NMPOTrPAMMHOI0 MaTepuaa;

° MaTtepuan ohopMIIeH aKKypaTHO B COOTBETCTBHH C TPEOOBAHUSIMU;

Ounenka «4» cTaBUTCS TOTAA, KOra:

° CTYICHT 3HAeT BeCh U3YUCHHBIN MaTepua;

° oTBeuaeT 0e3 0COOBIX 3aTPYAHEHUI Ha BOMPOCH! PEIO1aBaTels;

° CTYJCHT YMEET PUMEHSTh OTyYCHHbIC 3HAHUS HA MPAKTHUKE;

° B OTBETAX HE JIOMYCKAET CEPbE3HBIX OUINOOK, JIETKO YCTPaHSET ONpeaeeHHbIE HETOYHOCTH C
ITOMOIIIIO JOTIOTHUTEIBHBIX BOIIPOCOB MIPETI01aBaTEIIs;

° Matepuan ohopMIIeH HETOCTATOYHO aKKYPATHO M B COOTBETCTBUU C TPEOOBAHUSIMH,

Onenka «3» cTaBUTCA TOTAa, KOTAa:

° CTYJIEHT OOHapyKUBAET OCBOEHNE OCHOBHOI'O MaTepHayia, HO UCIIBITHIBACT 3aTPYAHEHUS MPU

€ro CaMOCTOATCIbHOM BOCIHPOU3ZBCACHHUU U Tpe6yeT AONOJIHUTCIIBHBIX  JOIIOJHAIOMINX BOIIPOCOB
npenoaaBaTesis;

o MPEANIOYNTAET OTBEYATh Ha BOMPOCKHI BOCIIPOU3BOIAIIEIO XapaKTepa 1 UCTIHITHIBAET
3aTPyAHEHHS TIPU OTBETAX HA BOCIIPOU3BO/ISIIINE BOIIPOCHI;

. Matepuai ohopmIieH He aKKypaTHO WJIM HE B COOTBETCTBUU C TPEOOBAHUSAMHU;

Ouenka «2» cTaBUTCS TOT/AA, KOT/Ia:

o y CTY/ICHTa UMEIOTCS OTJeNbHbIE MPECTAaBICHU 00 U3ydaeMOM MaTepHalie, Ho OoJbIIast
4acTb HE YCBOEHA;

. Matepuan ohopmIieH He B COOTBETCTBUU C TPEOOBAHUSIMH,

Tema 1.1. I'ocynapcrBennoe ycrpoiictBo Berukoopuranun u CIIIA
IIpakTnyeckue padornbl Nel-2
Heab: ®opMupoBaHHEe HABBIKOB MOHOJIOTHYECKOM U JHAJIOTMYECKON peuH U NmepeBoja.
Coaeprxanue 3aHATHIL:
BBenenne HOBOU JIEKCUKH
Pabora ¢ nuanoramu
becena o Teme
IIpoyuTaiiTe TEKCT ¥ BHINOJHUTE 3aAHUA:




TEXT A. MONARCHY IN BRITAIN

Macl+ »rond tho tovt: tranclato it intn Pruccinm in mnritton

Gre_ .. _ . . L, U
absolute but constitutional. Her powers are limited by the
Parliament. The Parliament is the supreme legislative authority in
Britain. Queen’s power is hereditory and not elective.

In practice the Monarch has no actual power: they say' the
Monarch reigns but does not rule. The Prime Minister is the
virtual ruler of the country. The Prime Minister is usually the
leader of the party that obtains a majority in the House of
Commons. That party which has majority of seats in the House of
Commons is called the Government and the other is the
Opposition. The leader of the party in the opposition occupies a
salaried office of the Leader of the Opposition. The Government
may hold office for five years. .

All the affairs of the state are conducted in the name of the
Queen, but really the Prime Minister is responsible for every
measure submitted to Parliament.

The Queen summons, prorogues and dissolves Parliament2.
Normally she opens each session with a speech from the throne
outlining the Government’s programme. It is her duty to make
appointments to all important state offices, including those of
judges, officers in the armed forces, diplomats. She must, in
theory at least, see all Cabinet documents. The Queen has the
power to conclude treaties, to declare war and make peace.

The Queen has her own Privy Council®. The Cabinet developed
from this Council, which used to be body of advisers of English
monarchs. As the system of Cabinet developed the Privy Council
declined in importance. The Privy Council consists of members of
the royal family, the archbishops?, colonial governors and senior
ministers. There are about 300 of them altogether. The committee
of the Privy Council, the Judicial Committee, however, is the final
court of appeal for the British — a Royal court.

Queen Elizabeth II came to the throne in 1952 after the death
of her father, King George VI. She has four children: one
daughter and 3 sons. The Queen’s heir is Charles, Prince of Wales.
He was born in 1948, educated in Cambridge, served in the Royal
Navy®’. Now he is involved in various aspects of public life, in
particular industry and government.

The Royal family is the principal aristocratic house in Britain,
closely connected with other members of the hereditory aristocracy
and with big finance interests. The Queen is known to be among
the wealthiest women in the world.

Notes:

! they say — rosopsar
summons, prorogues and dissolves Parliament — cosmiBaeTr, npeprmisaer u pacnyc-
KaeT mapJjJaMeHT
Privy Council — TaitHgulit coBeT
archbishops — apxMenmckons: .
5 Royal Navy — Koponesckuii ¢aor, BMC Benuko6puraHun

Yup.1 3aganue Ha coOTHECEHHE:
Match English and Russian equivalents.

1. hereditary power a. Jujgep IapTUU ,
2. actual power ’ b. meficTBRTeNBHEIN [IPABUTEND
3. virtual ruler ¢. BOOpPY»KeHHBbIe CHUJIBI
4. armed forces d. mapTud, HaxoAAIaAcA B
. OIIIIO3U KU
5. party in the opposition e. HacJeJcTBeHHAs BJACTh
6. leader of the party f. neitcTBUTeNBHAA BJIACTD
7. in the name of the Queen g. DeJlaTh HaBHaUeHUA
8. responsible for all measures h. oT ©MeHU KopoJIeBsI
9. to make appointments i. oTBeTCTBeHHBIH 3a Bce MeDBI

Ynp.2 Beioepurte Hanbdo1ee NOAXOAAIIMI BADHAHT OTBETA:



1. The Queen’s power is ...
a) elective  b) hereditary ¢) unlimited

2. Prime Minister is the ... ruler of the country.
a) formal b) hereditary c¢) virtual

3. The Party which has majority in the House of Commons
forms ...
a) opposition b) parliament c) government

4. It’s the ... duty to make appointments to all important state
offices.

a) Queen’s b) Prime Minister’s c¢) Lord Chancellor’s

5. The Cabinet developéd from ...
a) Privy Council b) Judicial Committee c¢) House of Lords

Yup.3. OTBeTbTE HA BONPOCHI 110 TEKCTY:
Answer the questions on the text:

1. What kind of monarchy is Great Britain? 2. Is the Queen’s
power hereditary or elective? 8. Who is the virtual ruler of the
country? 4. What are the functions of the Queen of Britain?
5. The Privy Council consists of 300 members, doesn’t it? 6. What
is the final court of appeal in Britain?

Yup.4. [IpounTaiiTe 1 BbIpa3uTe OCHOBHYIO H/1€I0 TEKCTAa:

TEXT C. BRITISH PARLIAMENT

Task: read the text, get ready to render its contents in
Russian.

The legislative power resides in' Parliament, which, strictly
speakingl, consists of the Sovereign, the House ot: Commons and
the House of Lords®.

There are 635 members of the English House of Commons, or
MPs as they are usually called. They are elected by popular vote
and represent the counties and borough constituencies. The House
of Commons seems to have most of power within Parliament. It is
here that the Government is formed. The Prime Minister is
usually the leader of that party which has majority in the House
of Commons. Any member of the House may introduce a Bill. The
maximum life of the House of Commons has been resiricted® to 5
years since the Parliament Act 1911.

Each session of Parliament is usually opened in the House of
Lords. The House of Lords, or the Upper House®, consists of
hereditary and life peers and top church officials. In the full

- House of Lords there are some 650 members. The House of Lords
is not an elective body. The House of Lords like the Monarch has
now lost' most of its powers and cannot influence the process of
decision-making® in Parliament. In practice, the powers of the
House of Lords have been truncated® to limited revising and
delaying functions. It is the House of Commons which is the
dominant part of. the legislature. The Lords and the Commons
began to meet separately some five centuries ago. The House of
Lords consists of the Lords «Spiritual and Temporals’. The Lords -
Spiritual are the two archbishops (Canterbury and York) and
twenty-four bishops of the Church of England. The Lords
Temporal include peers by hereditary right, peers by virtue of
their office.(the Law Lords), and Life peers created under the Life
Peerage Act, 1958. ’

Notes:

L strictly speaking —~ cTporo rosops
the Sovereign, the House of Commons and the House of Lords — MOHapX, Ia-
JaTa OGIIMHE M NajaTa JopAaos

3 to restrict — OrpaHMYMUBAaTDb
Upper House — BepxHAA Nanara mapJiamMeHTa

s decision-making — npuuaTHe perrennii

% to truncate — COKpAaIaTh

" the Lords «Spiritual and Temporal» — Jopabl AYXOBHEIE M CBETCKME

Yup.1. IlpounTaiiTe TeKCT ¥ BHIIUIINTE HOBYIO JIEKCHKY:



[? The US Political System

1. United States of America, popularly referred ro as the United
States or as America, is a federal republic on the continent of North
America, consisting of 48 configuous states and the noncontiguous
states of Alaska and Hawaii.

2. The first European settlers who came to America wanted a po-
litical system that offered stability but limited the power of individu-
als, so they set up a democratic system. The Amencan democratic
government was established in March 1789 in the Constitution of
the United States. The Constitution has been changed twenty-six
times since 1789, Ten amendments i the Bill of Rights (1791) guar-
antead the basic rights of individual Americans. The other sixteen
amendments include ones banning slavery (1865) and giving women
the right to vote (1920).

3. The USA is a representative democracy. The nation Constitu-
tion defines the powers of national and state governments, the func-
tions and framework of all three branches of federal government
(legislative, executive, judicial) and the rights of individual citizens.

4. The form of government is based on three main principles:
federalism, the separation of powers, and respect for the Constitu-
tion and the rule of law. Americans are subject to two governments,
that of their state and that of the Union, and each has its own dis-
tinct functon. The states have, under the Constitution, the primary
functions of prowviding law and order, education, public health and

most of the things which concern day-to-day life. The Federal gov-
ernment at Washington is concerned with foreign affairs and with
matters of general concern to all the states, including commerce be-
tween the states.

5. At each level, in state and Union, there is a constitution
which defines and limits political power, and which provides safe-
guards against tyranny and means for popular participation. In each
state, power is divided between three agencies, with law-making
power given to a legisiature (usually of two houses, elected for fived
terms), an executive (the governor), and finally the judges of the
State Supreme Court. Each state is divided into counties, which have
their own powers, and there are also special-purpose areas for some
functions of local interest.

6. The Federal government also has three elements - execuuve
(the President), legislature (Congress} and judicial, and the three
clements are checked and balanced by one another. The President is
the gffective head of the executive branch of government as well as
head of state. In November of each leap year a President is elected
to serve for exactly four years from a fixed day in the following Jan-
uary. The four-year rhythm has never been broken. Together with
the President, a Vice-President is elected, and if the President dies
the Vice-President becomes President for the unexpired part of the
four years - which could be 3 vears or only three months,

8. All legislative powers are exercised by the Congress of the
United States. Congress consists of two houses, the Senate and the
House of Representatives. The Senate contains 100 senators, two
representing each state - a provision of the Constitution not subject
to amendment. The 435 members of the House are elected by the
different states on the basis of their population at the most recent
.S, census. California has the largest number of representatives,
52; several states, such as Delaware and Vermont, have only 1, Rep-
resentatives serve two-year terms, and senators six-year terms.
Every two years all 435 members of the House are elected, and one-
third of the senators.

9. The federal court system includes the Supreme Court of the
United States, established by the Constitution; and 12 courts of ap-
peal (someumes called circuit courts), 91 district courts, and special
courts such as the Tax Court and the Court of Veterans' Appeals, all
established by Congress. The federal courts perform two constitu-
tional functions. First, they interpret the meaning of laws and ad-
ministrative regulations; this is known as statutory construction.
Second, the courts determine whether any law passed by Congress
or state legislatures, or any administrative action taken by the na-
tional or state executive branches, violates the U.S. Constitution;
this is known as judicial review.




an2 OTBeTbTe Ha BOl'lpOCI:.I o TeKCTy!
= 45. QUESTIONS
@ 1. How old is the US Constitution?

2. How many states are in the USA? Are all of them conti
guous?
3. Each state has its own constitution, doesn't 1t?
4. What 15 the US nanonal government responsible {or?
5. The seat of the national government is New York, isn't it?
6. What is the purpose of creating a system of checks and balances?
7. How many members are chosen to the US Congress?

8. Do all states have the same number of members of the House of
Representatives?

9. Are all senators reelected every two years?

10. What is the structure of the federal court system?

11. Why are federal courts sometimes called constitutional courts?

Tema 1.2. 'ocynapcTBeHHOE ycTpoiicTBO Poccun
[pakTudeckas padora Ne3

Heab: ®PopMupoBaHHe HABLIKOB MOHOJIOTMYECKOH U JHAJOTHYECKON peun, pa3BUTHE JIEKCHYECKHUX
HABBIKOB, HABBIKOB YTEHUS U NepeBoIa
Conep:xaHue 3aHATHIA:
[Towrck TOMOIHUTEBHON HHPOPMAITUH T10 TEME
UreHune u nepeBos TEKCTOB
[Ipe3eHTanws MOArOTOBICHHBIX COOOIICHHMIA

Yup.1. IlpounTaiiTe TEKCT ¥ BHINHIIUTE HOBYIO JICKCHKY
=] 2.9.SCANNING

O The Russian Federation

1. Government ig a political organization which performs the
functions of the supreme administrative body of a country. Govern-
ments are classified in a great many ways: monarchic systems op-
pose republican governments; democratic governments are distin-
puizshed from dictatorships; federal states are distinguished from
unitary states, parflamentary or cabinet governments are distin-
puished from presidential ones.

2. The Russian Federation (RF) is a democratic federal state
with the republican form of Government. State power in our country
ig exercised on the basis of the separation of the legislative (the Fed-
ernl Assembly), judicial (courts of the RF), and executive (the Gov-
ernment) branches, The President as a head of the atate coordinates
the activity of all three branches. He is the guarantor of the Consti-
tution of the RF and of human and civil righta and freedoms of citi-
zens. The President is elected for a term of four years by the citizens
of the Russian Federation on the basis of general, equal and direct
rote by secret ballot. A citizen of the Russian Federation not younger
than 35, who has resided in the Russian Federation for not less
than 10 years, may be clected President of the Russian Federation
but not more than for two terms in syccession.

3. The legislative power is exercised by the Federal Assembly,
which consists of the Federation Council and the State Duma. The
State Duma hasg 450 seats which are allocated to the various politi-
cal partics based on national election results. The deputies are
elected for a four-year term, The Upper Chamber - the Federation
Council - reflects the federal nature of our state, whereby political
power ig divided between a central or national authority and small-
er, locally autonomous units — the Subjects of the Federation. There
are two deputies of the Council from each Subject of the RF: one
from the representative and one from the gxe ive bodics, The main
job of the deputies i8 to make laws,

4. The executive power in the RF is exercised by the Govern-
ment headed by the Chalrman. The Chairman (or Prime-Minister) is
appointed by the President of the RF with consent of the State Du-




ma. The Government of the Russian Federation manages federal
property and ensures:
o the implementation in the Russian Federation of a uniform fi-
nancial, credit and monetary policy;
o the implementation in the Russian Federation of a uniferm
state policy in the field of culture, science, education, health, so-
cial security and ecology;
o the country's defense, state security and the implementation of
the foreign policy of the Russian Federation.

The work of the Government of the Russian Federation shall be
regulated by federal constitutional law.

5. The judicial power belongs to the system of courts. It consists
of the Constitutional Court, the Supreme Court, the Higher Arbitra-
tion Court and inferior courts. All federal judges are appointed by the
President of the RF.

6. The Constitutional Court of the Russian Federation consists
of 19 judges. The Constitutional Court of the Russian Federation in-
terprets the Constitution of the Russian Federation. Legislative
enactments, executive bylaws and international agreements may not
be enforced and applied if they violate the Constitution of the Rus-
sian Federation.

7. The Supreme Court is the highest judiciary body on civil,
criminal, administrative and other matters friable by general juris-
diction courts, and shall effect judiciary supervision over their activi-
ty in line with federal procedural forms and shall offer explanations
on judicial practice issues.

8. The Supreme Arbitration Court is the highest judiciary body
resolving economic disputes and other cases considered by arbitra-
tion courts, and carries out judicial supervision over their activity.

Yup.2. OTBeTbTE HA BONPOCHI IO TEKCTY.

SN\ 2.12. QUESTIONS
1. What is a broad meaning of the term “government”?
2. How are governments classified?

. What state is the RF?
. How many branches of power are there?
. Who coordinates all of them?
. How are the deputies of both chambers chosen?
. Who is the executive power in the RF headed by?
. What is the composition of the judicial system in the RF?
. What are:
- the powers of the President?
- the powers of the legislative body?
- the powers of Government of the Russian Federation?
- the powers of the judicial branch?
10. What is the structure of the Federation Council and the State
Duma?
11. What is the jurisdiction of these two chambers?
12. How is the work of Government regulated?
13. What is the composition of the Constitutional Court?
14. What is the jurisdiction of the highest judicial bodies?

W= p W

2.15. DEBATES
1. Does Russian Federation need national symbols? What
do they symbolize?

2. Why does the democratic society allow everything that is not pro-

hibited by law? Give your grounds

3. Why is the parliament the main apparatus of the democracy?
Give arguments.

What problems of Russian democracy development are the most
urgent in your opinion? Why do you think so0?

5. What actions could you offer for the perfection of the efficiency of
state apparatus of Russia?

How do you understand the well-known idea: “The essence of the
democracy is not the majority power but the protection of the
minority”? How does this idea respond the main principle of
the democracy of munority subordination to the majornity?

-

6.

Tema 2.1. YcTpoiicTBo Ha paboTy. JlIoKyMEeHTAITMOHHOE OOCITYKUBAaHUE.
[TpakTdeckne paboTel Ne4-6
Heab: ®opmMupoBaHue HABLIKOB YTEHUs ¢ H3BJIeYeHUEeM Heo0XxoaumMoil nHgopMaunu
Coaeprxanue 3aHATHIL:




Pab6oTa ¢ J1eKCHKOH

PaboTa ¢ TekCTOM, BBINIOJIHEHHE 3aJaHUH

BrinonHenue IeKCUYeCKuX yrpaxHeHU!

3ananuel. [IpounTaiiTe 00bsIBIeHNS U BbIOEpHUTE, KAKas BAKAHCUS MO0M/IET 1151 Bac.

i Y Debate |

®: Look at these job ads. Which job is most
appealing to you in terms of schedule,

B Once you have chosen a job, what do you do
next? In groups, discuss the different steps to

salary or place of work. Why? follow.
is i for onnel
Sir 1Lt now branch. in Lhe Multinutional seeks sccretanies, male or
middle East. If you are _ﬁmh,toms!tnpm_wdmg Jos
gualified as an "“?C“"""‘S:‘hmu; LOCATION: London, UK
accountant, a computer l)illl"yd.vi!hua&mmll"tmlIin COMPANY: “aly's Fashon Deparinsnt)

operator, a bilingual
secretary or an
electrical engineer, we

both languages Must be able to work
with computers and willing to travel
most of the time.

RAYE: Excsliant hourly rate
JOB TERM: Part-trna

are interested in you. Facellent salary and fringe benefits. JOB CATEGORY: Salac Assistant
Send resume, recent SCHEDULE: Thres days per wesk. Inclacing Sundays
photograph and salary Send CV and recent 5

- » LEITTING CONCSsSsmsons &rdd 500 asSoouet
requirements to Mary amn photograph to BilSecr., 5388 BENEFITS: Clothing conceesns:ard sions e
Stewart, 58 Lincoln St., Prune Bivd,, START DATE: ASAF ireq
southville, Florida S S SN SETI0 WA CONTACT: moly_bricges@tapfashion.com
60176. bilsecjobsource.com.

n Read this CV and choose the best position for this person from the job ads on page 56.

Michael S. Danes
325 Malcolm Rd, London, MDX 234 UK

Tel: 44813634544

Personal Detatls
Age: 23
Marital status: Single
Education
Beginner courses: Visual Basic HTML, XML, Javascript Present
Advanced course in Windows XP 2003
Microsoft Office for the Advanced Learner 2002
General accounting 2001
Administration and Office Work at Clask Institute 2001
Experience
Secretary Export Department Manager, Lester & Lester Inc. 2003-2006

Dealt with enrrespond port, i

services to Latin American countries. Direct contact

with Latin American customers. Performed a turn-around

of the South American operation.
Typist Internatonal Communication Enterprise, San Juan,

Puerto Rico, 2002

Additional Information

Languages Fluent in Spanish. Secondary School in Santiago, Chile.

Interests Internet, reading travelling.

References Mr. Richard Burns (44 81 324 B675)

3ananne?. IlpounTaiite u nepeBeauTe 00bABICHUS

Qualified secretary/shorthand-typist required by importers
Photographic equipment, Tilport. Good pay and prospects
For suitable applicant. Five-day week. Write Box X. 1234.
3aganue 3. CocTaBbTe U paspirpaiite B JJMIAX cOOCTBeHHbIE THAJOrH. Bocnmoab3yiiTech cieay0mmmMu

IMOACKA3KaMM.

* As you see from my enclosed CV, I have been working for this company for ...



* [ had spent years taking a full-time diploma course ...

 I'm 29, unmarried, fit and healthy ...

* I've got all the qualifications and experience to make me the ideal.

* I'm sure I would be able to manage the department successfully ...

* I'm ambitious and my present job doesn't offer me the chance to expand.

« I enclose a CV, which gives full details of my qualifications and work experience.
* In support of my application, I should like to mention the following points ...

* I'm looking for a more rewarding and challenging post ...

* [ would be grateful if I could discuss the post available in person ...

* | have obtained the certificate from the University of Oxford ...

3ananue 4. I[lpeacraBbTe, YTO BbI coOHpaeTech NpoiiTH cobecenoBanue. CocTaBbTe IUAJIOTH,
HCNOJIb3ysl THNHYHBbIE BONMPOCHI, KOTOpPbIe 3a1al0T Ha colecenoBaHuu. [IMCbMEHHO OTBeTbTe HA
BOIPOCHI, YTOOBI MOJYYHJIOCH pe3loMe:

* Say a few words about yourself.

* What do you think are your strengths and weaknesses?

* We have a lot of applicants for this job, why should we appoint you?

* What has been your most valuable experience?

» How would you describe your personality?

» When did you last lose your temper? Describe what happened.

* Which is more important to you: status or money?

* How long do you think you'd stay with us if you were appointed?

* Why do you want to leave your present job?

» What makes you think you'd enjoy working for us?

* Are you an ambitious person?

» What would you like to be doing ten years from now?

» What are you most proud of having done in your present job?

» What was the worst problem you have had in your present job and you solve it?
* What is the best idea you've had in the past month?

» What is your worst fault and what is your best quality?

* Don't you think you're a little young/old for this job?

» What are your long-range goals?

* Describe your present job —what do you find rewarding about it?

* What do you do in your spare time?

» What excites you about the job you're doing now?

* What worries you about the job you're doing now?

* Describe your ideal boss.

» How would you rate your present boss?

Tema 2.2. Ha pupme

[TpakTrueckue pabotsl Ne7-9
Hean: ®opMupoBaHHEe HABBIKOB MOHOJIOTMYECKOM U JHAJOTMYECKON peuH U nmepesBoja.
Conep:xaHue 3aHATHIA:
Pabora ¢ mekcukoit
qTCHI/Ie, MEepeBOJ TCKCTA C U3BJICUCHUCM HCO6XOI{I/IMOI>1 I/IH(I)OpMaI_[I/II/I
BrinosiHeHue 3a1aHUM 110 TEKCTY.

1. TIpouuTaiiTe AMATOT U BHINOJHUTE 32JaHUS K HEMY

At the Company Office
Mr. Klimenko is at the office of Continental Equipment. He is having
an appointment with the managers of this company, Mr. Brown and Mr.
Cartwright.
Mr. K.: Good morning, gentlemen! How are you?
Mr. C.: Fine, thanks. And how are you getting on?
Mr. K.: Very well, thank you.
Mr. C.: Let me tell you about our company. As you know, Mr. Klimenko, we produce processing
equipment. Our firm consists of 6 departments: Production, Sales, Export, Financial, Personnel




and Research & Development. The last one is the newest at the company. It was created five years ago...
We are managed by the Meeting of Shareholders and the Board of Directors. Earlier the Chairman of the
Company was one of the senior partners, but now it is Mr. Rogers, as you know. Currently we employ
about1,600 people. Our turnover is more than & 300 million.

Mr. B.: You will work with our Export Department. We export our equipment to 5 countries. We also have
two subsidiary companies in Holland and Germany with headquarters in those countries.

Mr. K.: Are they your subsidiaries or branches?

Mr. B.: They are our subsidiaries. Each company trades under its own name. We are looking for new
partners in Eastern Europe as well, as we would like to expand our activities. That’s why Mr. Cartwright
went to Moscow to establish personal contacts with your company. Have you read all our correspondence
with your Director?

Mr. K.: Yes, | think so. We investigated your business proposal thoroughly.

Mr. B.: Have you got our price-lists and catalogues with you now or shall I ask Miss Elliot to bring a copy?
Mr. K.: Thank you, but I have them with me as well as copies of your letters. | expect to make the Draft
Contract here, maybe by the end of this week, and to conclude the Contract with you after discussing it with
my Director by phone.

Mr. C.: All right. Let us get down to business. Today and tomorrow we are going to talk about terms of
payment and delivery.

Mr. K.: Right. And the day after tomorrow we’ll be talking about packing and transportation.

Mr. C.: Then I plan to go to London for three days. As you know, there will be an exhibition. Will you join
me?

Mr. K.: Yes, with pleasure. It would be very helpful for the purpose of my visit.

Mr. C.: I hope so. And after that you’ll have enough time for a visit to our factory and to go sight-seeing.
Mr. K.: That suits me fine. | expect to submit the Draft Contract to my Director by fax not later than next

Wednesday.

Vocabulary Notes:

department oTes, oTaCIEHHUE, YITPABICHHE, pa3zpaboTka

JermapTaMeHT subsidiary company nouepusist ¢pupMma, rie
sales cOBIT XOJITUHTOBast/

sales manager MCHCKEP I10 C6BITy pPOAUTCIIbCKAasd KOMITIAHUA BJIAACCT
turnover 060pOT, TEKy4ECTh OoJiee 4YeM MOJTOBUHON HOMUHAIBHON
turnover of capital o6opoT kanurana CTOMMOCTH €€ aKI[MOHEPHOI'O
research uccrnenoBanue KaluTala U KOHTPOJIUPYET COCTaB
development pa3BUTHEC, POCT, OCBOCHUC, COBCTAa JUPECKTOPOB

2. Answer the questions:

1. What does the firm “Continental Equipment” produce?

2. What departments does it consist of?

3. When was it created?

4. Who is the chairman of the company?

5. How many people does the company employ?

6. Does the company have any subsidiaries?

7. Why did Mr. Cartwright go to Moscow?

8. What is Mr. Klimenko going to do during his business trip to the

company “Continental Equipment”?

3. Tell about:

a) the organization of the company “Continental Equipment”

b) the activities of the company

) Mr. Klimenko’s plans

4. Translate the sentences into English using your active vocabulary:

1. CymectByeT Tpu (hopMbl OpraHu3aIiy OU3HECa: HHANBUYaTbHOE MPEANPUHIMATENbCTBO, TOBAPUIIIECTBO
Y KOPIIOpAIIHs.

2. ITox ¢popmoit opranu3zanuu noapazymMmeBaercs (mean) THII COOCTBEHHOCTH.

3. ®opwmbl opranuzanuu ousHeca ornuyarorces mo (differ in) cmocoOHOCTH MPUYMHOXKATh KalUTall, pa3Mepy
Y TIPEEMCTBEHHOCTH MPEIPUATHS, paclipe/IeIeHUI0 MPUObUIN U ITPaBOBBIM 0053aTEIbCTBAM B CIIydae
OaHKpOTCTBA.



4. [IpennpuHuMaTens 00BIYHO HAYMHACT Jelo ¢ (start smth with) mokynku HeoOxoMuMOro ToBapa u
000pYyIOBaHUS U OTKPBITHS Mara3uHa.

5. YacTHBIH IpeanpuHIMATENb OBEPraeTCsl pUCKy (PMHAHCOBOTO Kpaxa U HECET OTBETCTBEHHOCTH 110 BCEM
JI0JITaM, €CJIA TEPIUT YOBITKH.

6. YacTHbIi IpeANpUHUMATEIb JOJDKEH (must) MIIaTUTh MOA0XO0IHBIN HAJIOT Ha MPUOBLIb.

7. llpeqnpuHUMATENH TODKEH (Must) UCIIOJIb30BATh JIMYHOE UMYIIECTBO, YTOOBI MOKPHITH JOJTH B CIIy4ac
OaHKpPOTCTBA.

8. [TapTHEPHI MOTYT (Can) UCIOJIB30BAThH JUYHOE UMYIIECTBO, YTOOBI MPUOOPECTH 3aliMbI H KPSIUTHI.

9. CoBeT 1MpPEKTOPOB HA3HAYAET IPE3UACHTA WIN UCIIOJHUTEIBHOIO IUPEKTOPA AJIsl PYKOBOACTBA
KOpIiopanuei.

10. CoBeT TUpEeKTOPOB OOBIYHO PE3EPBUPYET YACTh MPUOBLIH JUII PEUHBECTUPOBAHUS U PACIIPELIISET
APYT'YIO 4aCTh CPEAN aKIMOHEPOB B KAUCCTBC AMBUJACHIOB.

5. Look through the brief characteristics of some English and American businesses given below. Name
the types of these businesses:

a) it is easy to start; it is the cheapest type of business to organize; it has the most flexible structure because
all the powers are in the hands of its owner.

b) it is not easy to form; shareholders liability is limited by the amount of their shares; it is a legal entity;
directors are elected by share holders; its profits are taxed twice.

C) it is quite easy to organize; the owners share working hours, ideas and experience; additional sources of
financing are available; its owners don’t pay corporation taxes.

Tema 2.3. YopaBieHue komnanueil. MeHeI»KMEHT
[Ipaktrueckue padotsl Nel10-11

Heab: ®opMupoBaHHEe KOMMYHHMKATHBHBIX YMEHUI, BOCIPUATHS aHIJIMHCKON pe4u
Ha CJIyX, HABBIKOB )IHaJIOFH'leCKOﬁ M MOHOJIOTHYECKOM peuu.
Conep:kanue 3aHSATHIL:
becena no Teme
Pabora ¢ TekcToMm.
3aoanue 1. Ilocmapaiimece nouamo mexcm 0e3 cnosapa. Kpamko nepeckasricume ezo ocnognoe
cooepicanue.
The management of the company is called the Board of Directors (not Managers) headed by the Chairman (=
the President Am.). There is usually a Managing Director and in the case of big companies there may be several
Joint Managing Directors.
A Manager in British companies is the person who is head of pa department — Sales, Export, Works
(Production), Staff, etc. So there are Sales Managers, Export Managers, Works (Production) Managers, Staff
Managers, etc.
A general Manager has managers, working under his control, aid receives his instruction from the Managing
Director.
By British Company Law (the Companies Acts of 1948 and 1985) a limited company (public or private) must
have a Company Secretary whose duties are manifold. First he is the clerk to the Directors: he is to keep
Registers of Directors and Members, arrange for proceedings at Director's and shareholder's meetings, prepare
notices for the calling of these meetings, attend them and advise directors at board meetings on the legal,
accounting and tax implications of any proposed business move as well as keep minutes and write reports (the
minutes of a meeting are usually concise records of resolutions or decisions reached, and the reports are more
extensive and give details of discussions, arguments for or against the resolutions, and so on), Second he
represents his company and in this capacity he supervises the working of the staff and the
maintenance of staff records (if there is no special staff manager) finally he is often responsible for the
accounting and handling of contracts. Thus he is the link between the company and the members, between the
company and the staff and between the company and the public.
The Company Secretary must be a properly qualified person, and be able to fulfill his routine duties well. He
is supposed to have training in company law, accountancy and many other subjects. He is expected to be a
part-lawyer, part-economist, part-administrator and part-accountant.
But it takes a good deal more than professional qualifications to make a good company secretary: "he must be
businessman and humanitarian, lawyer and visionary" (as one of the English newspapers puts it).
3aoanue 2. Bvibepume Hyscnoe c1060 u3z pamKu u 3anoaHume nPONYCKu:




department management supervise

staff activities handling

head shareholders minutes

1. Accounting and advertising are important .

2. Most companies are made up of three groups of people (who provide the capital),
the and the workforces.

3. If the production plan is not met, then a manager must be penalized along with the workers he

4. shows the financial picture of the firm.
5. Senior managers the various or functions within a company.
6. Machinery packed in crates needs a special bottom of facilitate

Jadauue 5. Hzyunime cxeMy yHpasieH i qH2INTICKoT KaIan L.

President

Executive Vice-President

Chisf of The Marketing
Credit Department Research Manager

Eesg=zarch and Froduct Beskarch

Deftelopment Manage®

=3 Production Controller
ger Managerxr

Tema 3.1. JlenoBoe obmieHue B padbodee u CBOOOAHOE BpeMs.
IIpakTnyeckue padbotel Nel2-13

Henp: ®opMupoBaHne HABLIKOB PA0OTHI YTCHHS W MEPEBOIa TEKCTA CTPAHOBEAYECKOI0 XapaKrepa.

Coaeprxanue 3aHATHIL:

O6cyxenne mpo6IeMbl ¢ UCTIOTB30BAaHUEM HOBOM JIGKCHKHU
CocraBiieHune m1aHa pacckasa, HICTOPUYECKOM CcripaBKu
[Touck nnpopmanuu, noao0p UILTIOCTPATUBHOTO MaTepHrasa
1. HpO‘IHTaﬁTe TEKCT U BBINNOJHUTE 3aI1aHUEC K HEMY:
Planning and Participating in Productive Meetings

Call meetings only when ideas must be exchanged, and invite only key people. Businesses become more team
oriented and management becomes more participatory. In spite of employee reluctance and despite terrific

advances in communication and team technology, face-to-face meetings are not going to disappear.

Our task, then, as business communicators, is to learn how to make them efficient, satisfying, and productive.
Meetings, by the way, consist of three or more individuals who gather to pool information, solicit feedback,
clarify policy, seek consensus, and solve problems. But meetings have another important purpose for you.
They represent opportunities. Because they are a prime tool for developing staff, they are career-critical. At
meetings judgments are formed and careers are made. Therefore, instead of treating them as thieves of your
valuable time, try to see them as golden opportunities to demonstrate your leadership, communication, and
problem-solving skills. The following techniques for planning and conducting successful meetings will help

you make the most of these opportunities.
3anosHUTE TAOIHILY:
What is a face-to-face meeting for? Fill in the table:

advantages disadvantages

2. IpounTaiiTe TONOJIHUTEIbHYI0 HHGOPMALMIO U 3aNMUIINTE HECKOJIBKO T€3HCOB HA AHTJIHHCKOM

AA3bIKE:



Small talk: 6oab110€ HCKYCCTBO ''"MajieHbKOH Oecenbl"

VYnaunas cBerckas 6ecema (small talk) MoxeT okazarh 3HaYUTENHHOE BJIMSHUE HA YCTAHOBIICHHUE JIEJIOBBIX
KOHTakTOB. J[f000O! KOHTAaKT HAYMHAETCS WMEHHO cO CBeTckoi Oecenbl (small talk). Takum oOpasowm,
MIPOMCXOAUT Kak ObI TepBOe B3auMHOE ckaHupoBaHue. CBeTckas 6ecena (small talk) siBisieTcst oueHb BaKHBIM
(hakTopoM Kapbepsl, IOTOMY YTO YaCTO OHA 3aBUCHUT OT KOHTAKTOB M OTHOIIIEHUH C ONIPE/ICIICHHBIMU JTFObMH.
He nyxHO 3a0b1BaTh 0 TOM, 4TO cBeTckas Oecema (small talk) — 3To TOJNBKO CpeACTBO, MOITOMY €Tro
cojiepKaHue He JIOJDKHO CTOSITh Ha mepBoM iaHe. Ha camom gene, BaxxHa oOmias atmocdepa Oecensl. Bo
BpeMs cBeTckoi Oecennl (small talk) MBI mosicO3HATENBPHO aHATM3UPYEM OCAHKY YeJIOBEKa, €r0 HMHTOHAIIUIO,
o0muii HacTpoil. MBI MojlyyaeM O4€Hb MHOTO HeBepOanbHON MHpopMauuu. IMEHHO i 3TOTO M Hy)XHA
JIerKasi, Ha epBBIN B3IJIs1 HUYEro He 3Hauaras oecena.

UroOsl cBeTckas O6ecena (small talk) ymanace, pekoMeHayeTCs MpUIeP)KUBATHCS HECKOJIBKUX MTPABHLIL:

- [locTapaiiTech Kak MOXXHO CKOpee HailTh OOIIyI0 TeMy JJisi pa3roBopa, TOrja Balll HHTepec B becene Oyaer
HETO/1eJIbHBIM.

- BuumarenbsHoO ciymiaiiTe v mposBISHTE HHTEPEC K YCIIBIIIAHHOMY.

- 3aaBaiiTe OTKPBITHIE BOIIPOCHI, HA KOTOPBIE HE MOCIEAYET OJTHOCIOKHbBINA OTBeT "na" wiu "Her".

- Jlenaiite Bamemy coOeceqHUKY KoMmrummMeHTHl. Ho He mepecrapaiiTech. Bamra moxBana AoikHA OBITH
000CHOBAHHOM.

- PerynsipHo unraiite u 3aBeUTEe OpUTrHHAIBHOE X000U. DTO cAeNaeT Bac 3aHUMATEIbHBIM COOECETHUKOM.
Small talk — 3To rckyccTBO acconmaiyii, TO €CTh 3JCTAaHTHBIN MEPEXO0/1 OT OJHON TEMBI K APYTOil.

Emte cymecTByer psij Beleil, KOTOpbIE HE CTOUT JeNlaTh, YTOObI HEIPUHYXKACHHAs Oece/a yiaiach:

- He 3aTeBaiiTe Mpoa0KUTENILHOTO Pa3roBOpa, €CJIM Bbl BUAMWTE, YTO Balll COOECETHUK CHENIUT WX 3aHST
4EeM-TO JIPYTUM.

- He nmepeckasbiBaiite coep kaHus KHAT WK (PUITBMOB, €CJIH HUKTO, KPOME Bac, He 3HAKOM C HUMH.

- He 3aTparuBaiite TeM, KOTOpPbIE MOTYT CTaTh MPUYMHON KOH(MIMKTA WIH MOTYYUTh HEIPUITHOE Pa3BUTHE.
K takum Ttemam oTHOCsTCS monuTuka, penurus win 0onesnu. B CIIA cuuTaercs BIOJHE JOMYCTUMBIM
pasroBop o noxonax, B 'epmanun 3Ta Tema — 1a0y. Hackonbko npujIMyHa Ta WK HHas TeMa, UHOT1a 3aBUCUT
4acTo OT Hal[MOHaJbHOW MeHTallbHOCTH. Hampumep, Ha rore EBponbl coOece AHMKHU 4acTo MOYTH

Cpa3y HayMHAIOT pa3roBapuBaTh O cembe. B ['epManum e ¢ HE OUYeHb 3HAKOMBIMHU JIFOJbMHU 3Ta TeMa He
obcyxkmaercs. CaMu TOro He jKelas, Mbl MOXEM KOTO-TO 3aJeTh CBOMM BONPOCOM. MOXeT OBITh, HAI
co0eceTHUK OONE3HEHHO MEPeKUBAET pa3BoA. Min y Hero HeT JAeTei, TOTOMY UYTO OH HE MOXKET MX HUMETh.
Tema ceMbu — JOCTaTOYHO WHTUMHAsI, IOATOMY JIyUIlle O0XOJIUTh €€ CTOPOHOM.

Bot cnicok HauboJiee pacipoCcTPaHEHHBIX TEM CBETCKOM Oeceabl:

- CITOPT — TEKYIIME MaTYH WU UTPBI, JITIOOUMbIC KOMAHIbI, U T.T.;

- X000Wu;

- IOr0J1a — CKY4HO, HO MOXKET CABUHYTHCSI C MEPTBOM TOUKH!

- CeMbs — 00IIIe BOMPOCHI, HE CBSI3aHHBIE C JIMYHBIMU MTPOOIEMaMU;

- Meua — QUIbMBI, KHUTH, KYPHATBI U T.J1.;

- Ipa3JHUKU — TJe, Korjaa, u T.10.;

- paboTa — omsITh e, 0011IKe BOIPOCHI, HE CIUIIKOM KOHKPETHBIE;

- IOCJIETHSISL MOJIa ¥l TEHICHITHH;

- 3HAMEHUTOCTH — JIt00ast CIIJIETHSI.

Bot cniucok Tem, KOTOpbIE, BEPOSATHO, He 0YeHb XOPOILIH JIf1 CBETCKOM Oeceabl:

- 3apIiara;

- IOJIUTHKA;

- HIHTUMHBIC OTHOIIICHHS,

- penurus;

- CMEpTh;

- IPOJIAXKH.

Tema 3.2. OduruanbHbie ET0BbIE BCTPEUH U 3aceIaHusl.
IIpakTiueckue padorel Nel4-Nel6
Heab: ®opMupoBaHHe KOMMYHHMKATHBHBIX YMEHUI, BOCIPUATHSA AHIVIMHCKON pe4u
HAa CJIYX, HABBIKOB AHAJOTHYECKON U MOHOJIOTMYECKOM pPeyH.
Conep:xkanue 3aHATHIA:
becena mo Teme




Pabota ¢ TekcToM.

Hwuanoru mo teme.

IIpounTaiiTe TeKCT M MOATOTOBbTECH K YCTHOM Oecene:

Preparations

Deciding Whether a Meeting Is Necessary

No meeting should be called unless the topic is important, can't wait, and requires an exchange of ideas. Send
an e-mail, memo, or letter. Leave a telephone or voice mail message, but don't call a costly meeting.
Remember, the real expense of a meeting is the lost productivity of all the people attending. To decide whether
the purpose of the meeting is valid, it's a good idea to consult the key people who will be attending. Ask them
what outcomes are desired and how to achieve those goals. This consultation also sets a collaborative tone
and encourages full participation.

Selecting Participants

The number of meeting participants is determined by the purpose of the meeting. If the meeting purpose is
motivational, such as an awards ceremony for sales reps of Mary Kay Cosmetics, then the number of
participants is unlimited. But to make decisions, according to studies at 3M Corporation, the best number is
five or fewer participants. Ideally, those attending should be people who will make the decision and people
with information necessary to make the decision. Also attending should be people who will be responsible for
implementing the decision and representatives of groups who will benefit from the decision.

Distributing Advance Information At least two days in advance of a meeting, distribute an agenda of topics to
be discussed. Include any reports or materials that participants should read in advance.

For continuing groups, you might also include a copy of the minutes of the previous meeting. To keep meetings
productive, limit the number of agenda terns. Remember, the narrower the focus, the greater the chances for
success. A good agenda, as illustrated in Figure 1, covers the following information:

* Date and place of meeting

» Start time and end time

* Brief description of each topic, in order of priority, including the names of individuals who are responsible
for performing some action

* Proposed allotment of time for each topic

 Any pre-meeting preparation expected of participants




FIGURE 1: Typical Meeting Agenda
AGENDA

Quantum  Travel international  Staff
Meeting September 4, 2003
10to 11 am.

Conference Room

I Call to order; roll call

I Approval of agenda

I Approval of minutes from previous

meeting

IV Committee reports Person | Proposed Time

A Web site update Kevin 10 minutes

B. Tour packages Lisa 3 mimutes

Vv 01d business

A Equipment maintenance John 3 mimutes

B. Client escrow accounts Alicia 5 minutes

C Internal newsletter Adrienne | 5 minutes

VI New business

A New accounts Sarah 5 minutes

B. Pricing policy for trips Marcus | 15 minutes

VII Announcements

VIII Chair's summary, adjournment

Bonpocs! nu1s1 06cyxneHust:

Task: Speaking

What sets the collaborative tone and encourages full participation?

What number of participants should be? When may it be unlimited?

When must an agenda of topics be distributed?

What does a good agenda cover?

HpoquTaﬁTe TEKCT U 3aIIMIIIUTE OCHOBHbBIC TE€3UCHI:

Getting the Meeting Started

To avoid wasting time and irritating attendees, always start meetings on time— even if some participants are
missing. Waiting for latecomers causes resentment and sets a bad precedent. For the same reasons, don't give
a quick recap to anyone who arrives late. At the appointed time, open the meeting with a three- to five-minute
introduction that includes the following:

* Goal and length of the meeting

* Background of topics or problems

» Possible solutions and constraints

* Tentative agenda

* Ground rules to be followed

A typical set of ground rules might include arriving on time, communicating

openly, being supportive, listening carefully, participating fully, confronting conflict frankly, following the
agenda, and adhering to Robert's Rules of Order. At this point, ask if participants agree with you thus far. The
next step is to assign one attendee to take minutes and one to act as a recorder. The recorder stands at a flipchart
or whiteboard and lists the main ideas being discussed and agreements reached.

Moving the Meeting Along

After the preliminaries, the leader should say as little as possible. Like a talk show host, an effective leader
makes "sure that each panel member gets some air time while no one member steals the show." Remember



that the purpose of a meeting is to exchange views, not to hear one person, even the leader, do all the talking.
If the group has one member who monopolizes, the leader might say, "Thanks, Kurt, for that perspective, but
please hold your next point while we hear how Ann would respond to that." This technique also encourages
quieter participants to speak up.

To avoid allowing digressions to sidetrack the group, try generating a "Parking Lot" list. This is a list of
important but divergent issues that should be discussed at a later time. Another way to handle digressions is
to say, "Folks, we are getting off track here. Forgive me for pressing on, but I need to bring us back to the
central issue of ...." It's important to adhere to the agenda and the time schedule. Equally important, when the
group seems to have reached a consensus, is summarizing the group's position and checking to see whether
everyone agrees.

Ending With a Plan

End the meeting at the agreed time. The leader should summarize what has been decided, who is going to do
what, and by what time. It may be necessary to ask people to volunteer to take responsibility for completing
action items agreed to in the meeting. No one should leave the meeting without a full understanding of what
was accomplished.

One effective closure technique that encourages full participation is "once around the table.” Everyone is asked
to summarize briefly his or her interpretation of what was decided and what happens next. Of course, this
closure technique works best with smaller groups. The leader should conclude by asking the group to set a
time for the next meeting. He or she should also assure the group that a report will follow and thank participants
for attending.

Following Up Actively

If minutes were taken, they should be distributed within a couple of days after the meeting. It is up to the
leader to see that what was decided at the meeting is accomplished. The leader may need to call people to
remind them of their assignments and also to volunteer to help them if necessary.

IInceMeHHO OTBETLTE HA BOl'lpOCbl:

If some participants are missing what should you do?

What is the meeting started with?

What should the leader do if one member monopolizes?

What is a parking lot list? What is it for?

Who must summarize what has been decided?

What is the role of the chair during the meeting?

Tema 3.3. [leperoBopsl U opranuzanust NpoJax.
[Ipaktrueckue padotel Nel7-19

Heab: AKTUBH3ALMSA PeYeMbICIUTEIbLHON AeATeJbHOCTH 00y4YaloluXxcs, pa3BUTHE KPYro3opa.
Conep:xaHue 3aHATHIA:
Pabora ¢ nmekcukoii mo Teme
BrinmonHeHue TeKCHYEeCKUX ynpa)KHeHI/II\/'I
PaGota Hazx epeBoIoM ¢ PyCCKOro si3bIKa
3anmummTe OCHOBHBIE THIILI nmeperoBopos.
NEGOTIATION:
— (general) bargaining (give and take) process between two or more parties (each with its own aims, needs,
and viewpoints) seeking to discover a common ground and reach an agreement to settle a matter of mutual
concern or resolve a conflict. [1]
— a formal discussion between people who are trying to reach an agreement: an act of negotiating. [2]
— (also negotiations) discussion aimed at reaching an agreement. [3]
— [countable usually plural, uncountable] official discussions be-tween the representatives of opposing
groups who are trying to reach an agreement, especially in business or politics. [4]
Hpouumaﬁme meKcm u omeemovbme HA cnedylomue 80np0cw:
Read the text and answer the following questions:
1. Where and when do we enter into negotiations in our everyday life?
2. What is negotiation?
3. What skills do we need to make any negotiations successful?
4. What are the types of negotiations?
5. What are the characteristics of day-to-day negotiations?




6. Describe a usual procedure of commercial negotiations.

7. What is special about legal negotiations?

Daily life is full of negotiations that can drive you crazy. Over breakfast you get into an argument with your
spouse about buying a new car. You think it’s time, but your spouse says: “Don’t be ridicu-lous! You know
we can’t afford it right now”. At a morning meeting with your boss you present him with a carefully prepared
proposal for a new project, but he interrupts you after a minute and says: “We have already tried that and it
didn’t work”. During your lunch hour you try to return a defective toaster-oven, but the salesperson refuses to
refund your money because you don’t have the sales slip: “It is store policy”.

Negotiation is a dialogue between individuals to come to a common conclusion benefiting all. Negotiation
refers to the discus-sions among individuals evaluating the pros and cons of a situation and coming to an
alternative best suited to all.

Negotiation is a collection of behaviors that involves commu-nication, sales, marketing, psychology,
sociology, assertiveness and conflict resolution. A negotiator may be a buyer or seller, a customer or supplier,
a boss or employee, a business partner, a diplomat or a civil servant. On a more personal level negotiation
takes place be-tween spouse’s friends, parents or children.

Negotiation is a skill that anyone can learn and practice. The necessary skills required for successful
negotiations can be listed as:

(1 The ability to define a range of objectives and be flexible about some of them.

1 The ability to explore the possibilities of a wide range of op-tions.

(1 The ability to be well prepared.

(1 The ability to listen to and question other parties.

(1 The ability to set priorities.

These are useful abilities, not only in negotiations but in daily life as well. It is useful to remember that the
ability to influence and persuade is one of the most essential of all management skill — and influence and
persuasion are very much the stuff of effective negotia-tion.

Types of Negotiations in Organizations

1. Day-to-day negotiations. Such types of negotiations are done within the organization and are related to
the internal problems in the organization. It is in regards to the working relationship between the groups of
employees. Usually, the manager needs to interact with the members at different levels in the organization
structure. For con-ducting the day-to-day business, internally, the superior needs to al-lot job
responsibilities, maintain a flow of information, direct the record keeping and many more activities for
smooth functioning. All this requires entering into negotiations with the parties internal to the organization.
Negotiation is also essential among colleagues to reduce the chances of disputes and conflicts. Any
particular team member should not be overburdened while the other member is relaxing. One should
negotiate with his fellow workers and accept only those re-sponsibilities he feels he is best capable of doing.
The responsibility of achieving the targets should not rest on only one shoulder, but equally divided among
all.

2. Commercial Negotiations. Such types of negotiations are conducted with external parties. The driving
forces behind such ne-gotiations are usually financial gains. They are generally done in the form of contract.
Two parties sit face to face across the table, discuss issues between them and come to conditions acceptable
to both par-ties. In such cases, everything should be in black and white. A con-tract is signed by both the
parties and they both have to adhere to its terms and conditions.

3. Legal Negotiations. Legal negotiation takes place between individual and the law where the individual has
to abide by the rules and regulations laid by the legal system and the legal system also takes into account the
needs and interest of the individual.

Tema s o0cyKaeHHA:

SPEAKING PRACTICE

Practice 5. Top 10 Secrets to make a negotiation work out for you!

1. Watch the VIDEO [5].

2. Discuss with your partner which secret(s) is (are) the most (least) important. Why? What other secrets
can you add? Share your ideas with the class.

Tema 3.4. Befernne neoBbIX IEPETOBOPOB M0 TeNehOHY
ITpakTruueckue padotel Ne2(0-22




Heab: @®opMupoBaHUEe KOMMYHUKATHBHBIX YMEHHI IUCbMA, BOCIIPUATUS HHOA3BIYHOM peYH Ha CJIYyX,
HABBIKOB JHAJOTHYECKON U MOHOJIOTHYECKOH peun

Conep:xanue 3aHATHI

Pabota c nekcukoi

Urenue, nepeBoJ| TEKCTA 110 TEME

BrmmosiHeHNE TeKCUYECKHX ynpan(HeHHﬁ 110 TCKCTY

1.IlpounTaiite TeKCT

Telephones and Voice Mail

Telephones and voice mail are valuable business tools only when they generate goodwill and increase
productivity. Poor communication techniques can easily offset any benefits arising from improved equipment.
Making Productive Telephone Calls

Before making a telephone call, decide whether the intended call is really necessary. Could you find the
information yourself? If you wait a while, would the problem resolve itself? Perhaps your message could be
delivered more efficiently by some other means. Alternatives to telephone calls include e-mail, memos, or
calls to voice mail systems. If a telephone call must be made, consider using the following suggestions to
make it fully productive:

Plan a mini-agenda. Before placing a call, jot down notes regarding all the topics you need to discuss.
Following an agenda guarantees not only a complete call but also a quick one. You'll be less likely to wander
from the business at hand while rummaging through your mind trying to remember everything.

Use a three-point introduction. When placing a call, immediately

(1) name the person you are calling,

(2) identify yourself and your affiliation, and

(3) give a brief explanation of your reason for calling. For example: "May | speak to Larry Lopez? This is
Hillary Dahl of Sebastian Enterprises, and I'm seeking information about a software program called Power
Presentations.” This kind of introduction enables the receiving individual to respond immediately without
asking further questions.

Be cheerful and accurate. Let your voice show the same kind of animation that you radiate when you greet
people in person. In your mind try to envision the individual answering the telephone. A smile can certainly
affect the tone of your voice, so smile at that person. Moreover, be accurate about what you say. "Hang on a
second; I'll be right back™ rarely is true. Better to say, "It may take me two or three minutes to get that
information. Would you prefer to hold or have me call you back?"

Bring it to a close. The responsibility for ending a call lies with the caller. This is sometimes difficult to do if
the other person rambles on. You may need to use suggestive closing language, such as "I've certainly enjoyed
talking with you," "I've learned what | needed to know, and now | can proceed with my work," "Thanks for
your help,” or "I must go now, but may I call you again in the future if I need . . .?"

Avoid telephone tag. If you call someone who's not in, ask when it would be best for you to call again. State
that you will call at a specific time—and do it. If you ask a person to call you, give a time when you can be
reached—and then be sure you are in at that time.

Leave complete voice mail messages. Remember that there's no rush when you leave a voice mail message.
Always enunciate clearly. And be sure to provide a complete message, including your name, telephone
number, and the time and date of your call. Explain your purpose so that the receiver can be ready with the
required information when returning your call.

Receiving Productive Telephone Calls

With a little forethought you can make your telephone a productive, efficient work tool. Developing good
telephone manners also reflects well on you and on your organization.

Identify yourself immediately. In answering your telephone or someone else's, provide your name, title or
affiliation, and, possibly, a greeting. For example, "Larry Lopez, Proteus Software. How may | help you?"
Force yourself to speak clearly and slowly. Remember that the caller may be unfamiliar with what you are
saying and fail to recognize slurred syllables.

Be responsive and helpful. If you are in a support role, be sympathetic to callers' needs. Instead of "I don't
know," try "That's a good question; let me investigate.” Instead of "We can't do that,” try "That's a tough one;
let's see what we can do." Avoid "No" at the beginning of a sentence. It sounds especially abrasive and
displeasing because it suggests total rejection.



Be cautious when answering calls for others. Be courteous and helpful, but don't give out confidential
information. Better to say, "She's away from her desk™ or "He's out of the office™ than to report a colleague's
exact whereabouts.

Take messages carefully. Few things are as frustrating as receiving a potentially important phone message that
is illegible. Repeat the spelling of names and verify telephone numbers. Write messages legibly and record
their time and date.

Promise to give the messages to intended recipients, but don't guarantee return calls. Explain what you're
doing when transferring calls. Give a reason for transferring, and identify the extension to which you are
directing the call in case the caller is disconnected.

2.ITon6epute moaxoasiniue gpasspl.

These are some common and useful telephone questions. Match the endings with the question starters.
(More than one combination is sometimes possible.)

1. ... leave a message? a. Would you like to ...
2. ... take a message? b.Mayl..?

3. ... transfer me to his voice mail? c. Could you ... ?

4. ... have your phone number? d. Does s/he ... ?

5. ... know what this regarding? e. Isthis...?

6. ... help you?

7. ... ask what this is regarding?

8. ...speak to Stuart Tipps, please?

9. ...555-7434?

10.... ask who's calling?

11.... repeat that please?

12.... ask him to call John Donson?
13.... speak up a little, please?

14.... a good time?

15.... ask when he'll be back?

16.... call back later?

17.....something I could help you with?
3. 3anoJHNTE NPONMYCKH B IHAJIOrax MNOAXOASAIIMMH 110 CMBICITY (ppa3amMu
Use these expressions to complete the gaps in the mini-dialogues.

a) Certainly. It’s V-O-G-E-L . 1.

(b) Just a second . I’ll get a pen. RCL Electrique. Can I help you?

(c) Speaking.

(d) Yes. Could I speak to Denise Martin, Just a moment. I’ll put you through.
please?

(e) Yes, of course. It’s Karin Vogel. 2. Could I speak to Harry Pavlidis, please?
(f) Sorry, who did you want to speak to?

(9) Do you know his extension number? Harry Pavilidis. In the sales department.
(h) “Marsen” . With an “M”.

(1) “Marsen Electrics”. Could I speak to Ludmilla Korschka,

(j) Yes. But | got his answering machine. 3. please?

Ludmilla! I’ve been trying to ring you all
morning.

Sorry. Could you repeat the name of your
4. company?

Is that with “N” or “M”?

5. Did you manage to ring Phil?




Could I leave a message for Teresa?

Could you give me your name, please?

Sorry. Could you spell your surname.

Could you put me through Pete Lensky,
please ?

No, I’'m afraid I don’t.

4. 3anoaHUTE KApTOUKY TeIe(hOHHOTO Pa3roBopa

TELEPHONE CALL PREPARATION FORM

j Dare

| Contact person (fil name and title)

| Company name

| Address

| Telephorie numberis)

Script

Primary reason for call

Secondary reason for call

Introduction

Lead statement

Kev words

Concluston

|
Results/Comments

Follow-up actions 1o be taken

PoneBasi cutyanusi. O0bIrpaiiTe nNpeaioKeHHYIO CHTYaIUIO:

Sitnation 4

Student A

Student B

Selling Your Product

You are a salesperson for Red Inc, You are relephoning a
chient who you think mught be mterested m buymg yowr
new line of office supplies. Discuss the following mfor-
mation with your client
v New lme of office supphes icluding: copy-paper.
pens. stationary. mouse-pads and wiite boards
v You Know the customer hasn't ordersd any new prod-
ucts during this past year
v Spectal discount of 15% for orders placed before next
Monday
v Any owder placed before Monday will have its compa-
uy logo printed on the products at no exira charge
You work in an office and receive a relephone call from
vour local office supplier. As a matter fact, you need
some new office supplies so you ure defimtely wnterested
im what the salesperson has to offer. Talk about the fol-
lowing
v New pens. stationary and wiite boards
¥ Do they have any special offers
¥ You would like 1o place an order for 200 packages of
copy paper unmediately

Tema 3.5. KoH()IHUKTHI B IETOBBIX KOMMYHUKAIUSIX
[IpakTnyeckue padbotel No23-24

Heab: ®opMupoBaHHe HABBIKOB MOHOJIOTHYECKOM U JHAJIOTMYECKOHN peYH U NmepeBoja.
Conep:xaHue 3aHSITHIA:
Pabora ¢ nekcukoit

Urtenue, mepeBoj] TEKCTA C U3BJICUEHUEM HEOOX0IUMOM HHGOpMAITIH
BrinosiHeHuE 3a1aHUM 110 TEKCTY.




3aganue 1. [Tocmorpu Buaeo. 3anuiu B TeTpaab (ppas3bl AJ1s1 BeleHUs!

neperosopos. https://www.youtube.com/watch?time _continue=217&v=0xDn0gNxga4&feature=emb |

0go

3ananue 2. 3anumm ppa3pl HUKe B TeTPAJAb B BUJIe TA0JIMIbI, IepeBeId U BbIYYH UX HAU3YCTh

1. IIpuBeTcTBHE
MPOTUBOMOJI0KHOM
CTOPOHBI

«It’s my pleasure to welcome you to
o

«I would like to welcome you to ...

«1 pag mpuBETCTBOBATH BAC B...»
«51 xoTen Obl NPUBETCTBOBATH BAC B ...

2. Onpenenenue
MOBECTKH JIHA

1. IlpuBeTCTBHE NPOTHBOMOJIOKHOMH CTOPOHBI:

«It’s my pleasure to welcome you to ...»

«I would like to welcome you to ...

2. Onpenenenne NOBECTKH THS

«I would like now to begin by suggesting the following agenday;

«To start with, I think we should establish the overall procedure»;

3. Onucanue Bameii mo3unumn, 0003HaYeHHe YCIOBHIA:

«We’d like to propose that ...»

«We propose / suggest ...»

4. OTBeT HA NMpe/JI0KeHne ONMOHEHTA:

«Maybe it would be better to ...»;

«Perhaps a better idea would be ...»;

5. BelpakeHue corJiacusi:

«I think we can both agree that...»:

«I agree with you on that pointy.

«I think that would be acceptabley.

6. @pa3pl AJ5 BbIPAKEHUS BO3PAKEHUS]

«That’s not exactly how I look at it».

«If you look at it from my point of view...»

7. ApryMeHTHPOBaHHE B NEePeroBopax:

«The reason for thatis ...»

«This is because ...»

8. [IpuopuTH3anus UHTEPECOB:

«The most important issue for us is ...»

«Our intention is ...»

11. YTouHeHHe MO3UIIUH CTOPOHBI:

«If T understood you correctly ...»

«Are you suggesting that ...»

9. @pa3wpl AJs1 BHIPAKEHUS] KOMIIPOMHCCA:

«If you were prepared to ..., we might be able to...»

«We are ready to accept your offer; however, there would be one condition”
10. IlpuHsiTHe NpeJI0KeHNsI ONIMOHEHTA!

«This agreement is acceptable to us».

«I think we have reached an agreement here».

12. ®pa3bl 1J151 3aBepIIEHUS TIEPETOBOPOB:

«Let’s just summarize our agreement?»

«I think you’ve covered everythingy.

3ananme 3. Ilocmompu euoeo ““10 Ways of Preventing Conflict”. 3anuwu 6 mempaows 5 cnocobos
MPEIOTBPAMICHHUS KOH(PIIMKTOB, KOTOPHIE, II0-TBOEMY MHECHHIO, HanOoJiee ielicTBeHHBI. [lepeBenn nx
nucbMeHHo. https://www.youtube.com/watch?v=7Z8R2dHi44lo

3aganue 4. [lTocMOTpH BH/ICO W 3aITHINY IIIaTH, KOTOPBIE PEPHHSIIA DMUIH MPU Pa3pelieHNH KOH(IINKTA
mexay Aunoi u Cakonom. https://www.youtube.com/watch?v=iRg-HbgqBxI
3aganue 5. Mcnonb3ys ciioBa HIKE, Aail COBET, YTO JIIOJM JOJKHBI M HE JOJDKHBI JeNaTh, YTOOBI N30exkKaTh
KOH(DJTUKT.



https://www.google.com/url?q=https://www.youtube.com/watch?time_continue%3D217%26v%3DoxDn0gNxga4%26feature%3Demb_logo&sa=D&ust=1584886141209000
https://www.google.com/url?q=https://www.youtube.com/watch?time_continue%3D217%26v%3DoxDn0gNxga4%26feature%3Demb_logo&sa=D&ust=1584886141209000
https://www.google.com/url?q=https://www.youtube.com/watch?v%3DZ8R2dHi44Io&sa=D&ust=1584886141212000
https://www.google.com/url?q=https://www.youtube.com/watch?v%3DiRg-HbqqBxI&sa=D&ust=1584886141212000

1. To avoid a conflict we should ...
2. To avoid a conflict we should not ...
3. To resolve a conflict we should ...
4. To resolve a conflict we should not ...
. ask for advice from someone who is older than you
. listen attentively to other people
. punish unfairly - maka3zate HecnpaBemTHBO
. be optimistic
. be confident and relaxed - ObITh YBEpEHHBIM M CIIOKOWHBIM
. use words like “never” and “always”
. ignore someone’s opinion
. keep a sense of humour
. speak calmly
. tell people what makes you unhappy - paccka3aTh JIOsM, YTO JC/Ia€T BAC HECYACTHBIM
. respect someone’s opinion - yBakaTb MHEHUE

Tema 3.6. MexKynbTypHbIE aCIIEKThI B IEJIOBOM COTPYIHUYECTBE.
[TpakTudeckue padboTer Ne25-27
Heab: ®opMupoBaHHEe HABBIKOB MOHOJIOTMYECKOM U IHAJOTHYCCKOH peYH, pa3BUTHE
JIEKCHYeCKNX HABBIKOB, HABBIKOB UYTEHHUS U NepeBoja
Conep:xanue 3aHATHIL:
[Touck nOMOTHUTETHHON HH(OPMAITUH IO TEME
UreHue 1 nepeBo]] TEKCTOB
[Ipe3eHTanwms MOATOTOBICHHBIX COOOIICHHIA
1.3anummure onpeneseHue CJI0BY «KyJIbTypPa»
Cultures and culture

Alexandra Adler is an expert in doing business across cultures. She is talking to a group of
British businesspeople,

*‘Culture is the “way we do things here™. “Here™ may be a country, an area, a social class or
an organization such as a company or school. You often ralk about:
W company or corporate culture: the way a particular company works, and the things it
believes are important,
®m canteen culture: the ways that people in an organization such as the police think and
talk, not approved by the leaders of the organization.
m long-hours culture: where people are expected to work for a long time e¢ach day.
®m macho culture: ideas typically associated with men: physical strength, aggressiveness,
erc,

But you must be careful of stereotypes, fixed ideas that may not be true.”’

2. IlpouTHTe THNMYHbIE MOPTPETHl MEHeIKepoB U3 NSATH CTPaH, NMpeiacTaBieHHble HUKe. Kak Bl
AyMaeTe, M3 KAKOW CTPaHbI KaMXAbI U3 HUX?

1) Germany;

2) Poland;

3) Sweden;

4) The United Kingdom;

5) The United States.

a) Managers from this country:

- consider professional and technical skills to be very important; - have a strong sense of authority; - respect
the different positions in the hierarchy of their companies; - clearly define how jobs should be done;

- are very loyal to their companies and expect their subordinates to obey them; - are often older than in other
countries.

b) Managers from this country:

- receive a general education; - delegate authority; - take a practical approach to management;

- have relatively formal relationships at work; - encourage their employees to work individually; - believe it
IS important to continue education and training at work.

¢) Managers from this country:




- consider social qualities to be as important as education; - encourage their employees to take an interest in
their work; - pay close attention to the quality of working life; - do not use much authority as in other countries;
- appreciate low-level decision-making; - are often women.

d) Managers from this country:

- generally attend business schools; - communicate easily and informally at work; - admire the qualities of a
leader; - expect everyone to work hard. Individual performance is measured and initiative is rewarded,;

- have competitive and aggressive attitudes to work; - often accept innovation and change.

¢) Managers from this country:

- have either gained their experience in state-owned enterprises or are competitive self-starters; - older
managers hold technical degrees rather than business qualifications; - work very long hours and expect their
subordinates to do so; - are extremely innovative, optimistic and determined; - are quick to invest in the
development of new products, market techniques and methods of production and distribution.

3. lIpeacraBbTe, 4TO BO BpemMsi KOH(pepeH UM Bbl BnepBble BeTpedyaeTe CBOMX OM3HeC IapTHEPOB.
Kakue TemMbl 1JIsi cBeTCKOii Oeceabl siBasiioTces interesting, safe, conversational Killers, a bit risky,
taboo?

3amoJHuTe TA0JMILY, UCIIONB3Ys cienyromre ciaosa: family, the news, your country, religion, clothes, your
health, politics, sex, sport, the weather, food & drink, people you both know, how work’s going, the city you
are in, the hotel you’re staying at, you holiday plans.

mteresting safe conversational a bit nsky taboo

killers

Tema 4.1. S3bIK 1 CTHITB CITYyKeOHOTO JJOKYMEHTA
[IpakTrueckue padotsl Ne28-30

He.l'lb: (I)OpMI/IPOBaHI/Ie KOMMYHUKATHBHBIX yMeHI/Iﬁ nucbMa.
Conep:xaHnue 3aHSITHSA:
Pabora co cipaBoyHOM auTEpaTYypOn
Odopmrenue nucbMa
1. HpO‘IHTaﬁTe H 3aIIHIIHATE OCHOBHBIC IIPaBUJIa HANTUCAHUS 1€JI0BBIX ITUCEM:
How to write business letters
Rules to remember
1. Make clear the purpose, why the letter is being written.
2. Express your ideas in short sentences.
3. Use words everybody understands.
4. Avoid unnecessary words and phrases.
ITo3nakombTeCh ¢ (ppa3zaMu, KOTOPbIE HCIOJIB3YIOTCS B /1€JI0BOM O0IIICHUM:
I. Title
Messrs means Gentlemen, Sirs (used in an address before the name of the firm). Note, a limited company must
not be given the title of “Messrs”.
I1. Salutation
The normal form of salutation for letters addressed to organizations is “Dear Sirs”. “Dear Mr. Smith” has
tended to replace “Dear Sir”.
I11. How to sign your letter
The ending “Yours faithfully” is used after “Dear Sir”. “Yours sincerely” and other more personal salutations
are used after “Dear Mr. Smith”. Follow with the name of your company and your name and position.
If you are writing a letter on behalf of someone else, but not to be signed by him, sign your name “for Sales
Manager” or “for Chief Engineer”, etc.
2. 3aKoHCHeKTHPYHTE TA0JMIY U OTBEThTEe IHCbMEHHO HA BONIPOCHI 110 Teme:




Phrases to avoid Say instead

We enclose herewith I (we) enclose

‘We have received same ‘We have received it

Only too pleased to Very glad to

Ult, inst, prox same (as a pronoun) (give the month its name) it
‘We beg of you We ask you...

Assuring you of our best attention at all times | (omit entirely)

Trusting this matter will have the attention | Ditto
of your good selves

Awaiting a favourable reply Ditto

Use a shorter word

Longer word Shorter word

acquaint tell

assist help

commence begin

dispatch send

inform tell

Longer word Shorter word
proceed go
purchase buy
request ask
state say
terminate end
utilize use
Unnecessary phrases

in respect of in respect to
in relation to in relation with
with the object of in connection with
with regard to with a view to

Questions

1. What is the accepted form of salutation?

2. How should the letter be signed?

3. What are language requirements of letter writing?

4. Why is it important to make clear the purpose of writing a letter?

Tema 4.2. Buabl 1e10B0M KOPPECTIOHIEHIINH, UX CTPYKTYpa U NpeAHA3HAUYCHUE.
[MpakTraeckue padboTer Ne31-39
Hean: ®opMupoBaHHe KOMMYHHMKATHBHBIX YMEHHUH MUCbMA.
Conep:kanue 3aHATHUSA:
PaGora co cripaBouHOI aUTEpaTypOn
Odopmnenue nucrma

Ocnognas uacmo
[Tepenucka ¢ 1e10BBIM MAPTHEPOM SIBIISIETCS] BAXKHOM YacThiO JTF0O0T0 OusHeca. [TockonbKy aHTIuicKuit
SI3BIK SIBJISIETCS OOILIETPUHSATHIM SI3BIKOM JIEIIOBOTO OOIIEHHs, 0COOBIN HHTEpeC sl O(hUCHBIX PAOOTHUKOB
MPEACTABISIET MICHMO Ha aHTIUHCKOM si3bike. B BenukoOputanuu u CILIA cymiecTByIoT onpeesieHHbIE
Tpaauluy opOPMIICHHUS U HAIMCAHUS JIENIOBOTO MucbMa. O4eHb BayKHO MPABUIHLHO COCTABUTH U OPOPMHUTH
JIEJI0BOE MMCHMO, TaK KaKk MIMEHHO 110 HEMY y aJipecaTa CKJIaJbpIBacTCs BIleyaTIeHue 0 Bac, kak o 1emoBom
naptHepe. [ paMOTHO cocTaBIeHHOE TUCHMO SIBIISIETCS 3aJI0TOM ycIiexa B OU3Hece.
Crpykrypa nejoBoro nmucbma (Business Letter Structure)
JIro6oe 1enoBoe MUCbMO COCTOUT U3 CIEIYIOMUX 005S3aTeIbHBIX KOMIIOHEHTOB:



[Tanka 6;anka (The Notepaper), koTopast H3roTaBIUBacTCs Ha MUCYel OyMare TUIOrpauIecKiuM CriocoooMm.
B Helt momKHBI OBITH 0053aTENIFHO YKa3aHbl Ha3BaHWE KOMITAHWH, €€ MOJHBIA aJpec, HoMepa Tele(OHOB,
¢axca, Tenekca 1 aapec IEKTPOHHOH MOYTHI.

Anpecar win Juo, KoTopomy aapecoBaHo mucbmo (The Addressee). Ampec COCTOMT U3 CIIECAYIOIIMX
MOCJIeIOBATEIbHBIX KOMIIOHEHTOB U MTHUILETCS B JIEBOM YIITY:

Nwms agpecara.

JlomKHOCTh B KOMIIAHUM.

Homep nomMa v Ha3BaHUE YIIUIIBL.

HaszBanue ropoja, mocenka Win JepeBHH.

[TouToBOE yrpaBieHUeE.

CrpaHna.

Ccouika (The Reference). Ilepen ormpaBicHHEM MHCHMO OOBIYHO PETUCTPHUPYETCS B COOTBETCTBHH C
NPUHATBIMU B o(uce ctanmapramu. Yaiie BCero nmuchbMy NMPUCBAMBACTCS TaK HA3bIBAEMBIN ‘‘UCXOMISIIHIA
HoMep”. CchlTKa MOXKET TaK)Ke COCTOATh M3 OyKB, 00O3HAYAIONIMX WHUIIMAJIBI JIMIA, TOAMHACHIBAIONIETO
nuchMo, uin cexperapst. Hanpuwmep, JAS/DS-John Anthony Stevens/Dorothy Singleton.

Jlatra (The Date). B aHrimiickoM si3bIK€ IPUHATHI JBa BHIA OOO3HAYEHHUS [aThl, Pa3IMYarONIHECs
TIOCIIEI0BATENFHOCTBIO KOMIIOHEHTOB: MECSAI] — YHCII0 — FOJI MITH 9HCII0 — Mecall — rojl. Hampumep, March 8™
2003, 8™ March 2003.

Oopamenne wiu npusercteue (The Salutation). Tekcr mucbMa, Kak MPaBUIIO, HAYWHACTCS C OOpAIECHHUS K
anpecary tuma: Dear Sir,Dear Madam,Dear Mrs Jones, Dear Mr Brown. Crenenb (GopMaibHOCTH
00paIIeHus 3aBUCUT OT TOTO, B KAKUX OTHOIICHUSAX BBl HAXOUTECH ¢ aapecaTtoM. OOpalieHue pacnoaraeTcs
CJIeBa MO/ aAPECOM, OT KOTOPOTO JENACTCs OTCTYII B JIBE CTPOKH.

Texct mucema (The Body Text). JlemoBoe MUChMO JOHKHO OBITH KPAaTKUM U COCTOSITh M3 TPEX YaCTCH:
BCTYIUICHUSI, OCHOBHOW YacTH W 3aKitoueHus. B mepBoM ab3ame ciemyer cooOmuTh, modemMy Ber
oOpamraerech ¢ HUCHMOM, B MOCJIEIYIOIIMX a03amax, Kak IMpaBHJIO, Pa3BHBAETCS WIS NHCbMa, a B
3aKIIIOYUTEIPHOM a03alle MOJABOJIUTCS UTOT WM JeNIaeTCs BhIBO. [ paMMaTHuecKue coKpaiieHus Tuma 1’m,
don’t, we’ve B JenoBBIX MUChbMAax HEJONMYCTHMBI. Bce ykazaHHbBIC M 1MOJ00HBIC UM CIIOBAa HY)KHO MHCATh
MOJTHOCTBIO.

dopmyna BeXIMBOCTH, WM KoMIuimMeHTapHas koHioBka (The Complimentary Close). B dopmanbabix
nrchMax yaiie Bcero Bcrpedarorcst ¢passr Yours faithfully, Yours sincerely. Eciu nucemo HaunmHaetcs ¢
obparmenus Dear Sir, ero my4ie 3akoHunTh (paszoit Yours faithfully. Eciiu Ber HaunnaeTe nucbMo ¢ hamuinu
u tutyia Dear Mrs Jones, ero cnenyer 3aBepunth (pasoit Yours sincerely.

@amunusa u nognuck (The Surname & the Signature). Kak mnpaBuno, B BemuxoOpuranuu u CIIA
MOJIMMCHIBAET MUCHMO TO JIULIO, KOTOPOE €ro COCTAaBMIJIO WM MPOAUKTOBaN0. OJIHAKO, TOCKOJIBKY MOIMUCH
qaire Bcero ObIBat0T Hepa30opPUMBEI, (PaMIITHIO aBTOpA MHChMA MPHHSTO NedaTaTh. JJOIKHOCTh YKa3bIBaeTCs
noj hamunueii: Dr John Brown

Oopa3zen popmyisapa/daaHka 1eJ10BOr0 MUCHLMA:
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Address. Address
|
BUSINESSONLINI Date
#Musness Oning Leaming,
10un Na Mara
1Gatwmy
ke o ey S I
% Susarea Lobna "
Managng Deector
Expenence Sardava Lid |
Jerzu !
O RN RN e o, e 102013,
~ Reference
| 2lines
v
RITSIENCce: Your Request for on Lestore [
A
¥ 2 lines Introduction
Daar Ms Lobna,
/ Paragraph
Allached please find a copy of 8 tamplata for how [o wila a business
latter Usng the cammon fameak tachniques
Each fatlar has boen brokon down nto s coarrponants and foc each
componant we have supgested formats 10 use However, as each lettar
shoukd have ils own parsoaid note, this are not antirgly binang —— Details
Should you have any questons, please feel free to contact us. Indsed |
shoukd you have any othar quastions, we would be dalghtad to haar framy
YO \ Cn" TO
Thank you for yous time! | look forwnrd to heanng fram you! Ac“on
Kind Regards . r
Martha B Schade Final Any further
Mannger nrAc: Chief salmatlons contact
4 2 lines / details
Business Onine leamng Emall Madthadbuskess-cofneieaming tom [

C NMOMOIIBIO CIIPABOYHHUKA IO IleJIOBOﬁ KOPPECNOHACHIIUHU BBIMOJHHUTE CJICAYIOIHE YIIPAKHCHUA

1. Exercises

Exercise 1. Read the letter. Divide it into logical parts and name them. Identify the type of the letter.
Dear Mr. Bellows,

Thank you for taking the time to talk to me by telephone on Monday. As agreed, find enclosed a proposal for
our PZpay merchant account, which | believe will resolve all your online payment problems.

Your website currently generates five to ten orders per day. You expect this to increase steadily with the
introduction of a new range of products. You are looking for a flexible, inexpensive and transparent payment
system which will allow you to deal directly with your customers and control your cash flow.

We recommend the PZpay Pro small business merchant account, which can process up to 75 orders per day.
If your sales volume were to expand more quickly than anticipated, you would be able to upgrade to PZpay
Corporate with no additional set-up free.

We provide everything you need to set up PZpay on your website within 48 hours. Should you however
encounter any difficulties, our helpline is available 24 hours a day, seven days a week to assist you.

The monthly fee for PZpay Pro is just $12, with minimum transaction fees of only $10. You will find full
details of our terms and conditions in the attached quotation.

We look forward to having you as a member: to apply, simply fill out the application form at http://pzpay.com.
If you have further questions, please feel free to call me.

Sincerely yours,

Exercise 2. Put the paragraphs of a letter into the right order. Identify the type of the letter.

a. | have investigated your complaint in detail and you may be interested in the following explanation. The
problems with the flight were due to circumstances beyond our control. Unfortunately, on the day of your
departure the airline experienced serous technical problems in two of its charter flights. These had to be
substituted with alternatives which were not up to the same high standards.

b.Once again | would like to apologize for the unsatisfactory service you received. As a sign of goodwill 1
enclose a voucher for 20% off your next holiday should you book with Sunsearch Holidays again.

c. | can only apologize for the fact that airline staff were not polite to you. | have noted your point about a
company representative at the airport and 1 will suggest that at our next planning meeting.



d. Thank you for your letter of September 14th regarding your recent holiday with Sunsearch Holidays. |
was sorry to hear that you were disappointed with some of the arrangements for your flight and transfer, and
apologize unreservedly for the inconvenience you experienced.

e. Yours sincerely,

f. Please accept my sincere apologies for the problems you had on your return. These were due to local
difficulties with the coach company and with the airport baggage handlers.

g. Dear Ms. Haus,

Exercises 3. Writing Practice

Situation 1. Your customer has written complaining about late shipment. Reply apologizing for the situation
and offering some refund. (Customer: Jack Williams, Apartment 18H, 5 Washington Square, New York, NY
10012, USA).

Situation 2. You are unsatisfied with the work of hotel staff you stayed during your business trip. You’re
writing a letter of complaint to Customer Relation Manager. (Royal Oak Hotel, 14 Shepherds Street, Henford,
HN3 7PP, USA).

Situation 3. You’re applying to Arbol Company (Arbol, 27 Keats Road, London SE4 3KL) for the position of
project coordinator. Write a covering letter for your resume.

Situation 4. Request for shipment documents from your partner. You urgently need Packing List, Certificate
of Origin and Export Declaration.

Situation 5. You liked an applicant for a position in the company. As an HR Manager, write a letter offering
job. Work conditions, terms of salary, bonuses, perks should be discussed.

Situation 6. You would like to arrange a conference for specific dates in a business hotel for 100 participants.
Write a letter of enquiry.

Situation 7. Notify a customer about the delay in shipment for a week due to new Customs rules.

Situation 8. You want to complain about delay in shipment and demand a compensation.

Situation 9. You and your colleagues would like to arrange a business trip to Berlin for specific dates. Write
a letter of enquiry to a travel agent, providing full details of your anticipated trip.

Situation 10. You would like to make changes in the order. Specify them. Write a letter of enquiry to find out
whether changes are possible.

Tema 4.3. KonTpakr

[TpakTuyeckas padora Ne40
Ienn: PazBuTHe yMEHHUI YUTATh C H3BJICYCHHEM He00X0aMMOi HH(poOpManuu
Conep:xanue 3aHATHIA:
Pabota c nmekcukoi
UreHue u nepeBo MpodeccnoHalbHBIX TEKCTOB 110 TEME
BrimmonHeHue TeKCHYEeCKUX ynpa)KHeHI/II\/'I 10 TCKCTY
1. ITo3HakoMbTECH ¢ 00Pa3LOM KOHTPAKTA.
CONTRACT EXAMPLE:
Date: 03.01 2003
“Bags & more”, London, hereinafter referred to as the Seller, and “NIKA TRADING”, Omsk, hereinafter
referred to as the Buyer, hereby agree as follows:
1. The Seller has sold and the Buyer has bought 500 leather bags in 2 lots within the 1st quarter of 2003
starting in the first half of January.
2. The price is 5009 per unit and the total amount of the contract is 250,000$ including packing, marking and
loading on board the ship. The price is firm and not subject to any alterations.
3. Payment is to be made in US dollars against the following set of documents in the Buyer’s bank:
a) Bill of Lading,
b) the Seller’s invoice,
c) the Seller’s Certificate of Quality.
4. The bags should be delivered within the 1st quarter of 2003 after the date of signing the Contract.
5. In the event of delay in delivery the Seller is to pay to the Buyer the penalty at the rate 0.5% for every
calendar day of the delay.
6. After shipment of the bags the Seller should send by fax the following information to the address of the
Buyer:
number of Bill of Lading




gross weight

net weight

7. The quality of the bags must be confirmed by the Seller’s letter of Guarantee.

8. The bags are to be considered as delivered by the Seller and accepted by the Buyer according to the Seller’s
letter of Guarantee.

9. Should the quality of the bags be found not to correspond to the conditions of the Contract the Buyer shall
have the right to submit a claim to the Seller within 30 days from the date of receipt .

10. In case of disputes the Parties should settle them in any amicable way. If no settlement is achieved the
dispute is subject to consideration and final settlement by the Arbitration Court.

11. Neither of the parties shall have the rights to assign its rights to any third Party. The present contract has
been signed in two copies, one for each Party, in Russian and in English.

12. Legal addresses of the Parties:

Seller: “Bags & more”, 15, Gardens, London, UK

Buyer: “NIKA”, Omsk, Russian Federation, Nachimova str., 25.

[Signatures]

BoinoJiHuTe yNpakHeHUs HA 3aKpeIlieHne JIEKCHKH YPOoKaA.

EXERCISES

1. 3amosiHuTe Npomycku, moaxoasimumu ciaosamu. Fill in the gaps with the following words:

contract, quality, conditions, delay, referred, conformity, unit

1. The price is 100$ per .... .

2. “FAR” Itd. hereinafter .... to as the Seller.

3. The .... of the goods is to be in strict .... with the technical data.

4. The goods should correspond to the technical .... of the Contract.

5. In the event of .... the date of delivery is postponed.

6. The present .... will come into force when all conditions shall be complied.

2. CocTraBbTe TEKCT KOHTPAKTA, HCIOJIb3Ysl cenyionryo nadopmamuio. Make up a text of a contract in
English according to the following information:

Hara: 01.01.2014

[Toxynarens: pupma «Cupenb», MockBa

[Iponaser: «CMUT U CBIHOBBS», JIOHIOH

ToBap: myxckue nepuatku Mmoaenu A-500/m

Komnuectso: 5000 map

ena: 3000 py6seit 3a mapy ToBapa

Cpok nocraBkH: NEpBBIA U BTOpoi kBapTainsl 2007rona

VY ¢n0BUsA NOCTaBKM: MIOCTABKa OCYHIECTBIISAETCS ABYMS IApTUSAMU: II€pBas MapTUs B

3000 nap — B nepBom kBaptainie 2007 roaa, Bropas B 2000 map — BO BTOpOM KBapTajie

2007 roga

[Tnarex: miarex B gomnapax CILIA, ¢popma niarexa — 6€30T36IBHBIN

HOHTBGp)KI[GHHBIfI AKKPCIAUTUB; TJIATCIK NPOU3BOJUTCA 110 IPEAbABICHUN

HpO,[[aBI_[OM CJICAYIOMUX NOKYMCHTOB! cqu-(baKTypa, KOHOCAaMCHT, YIIaKOBKa,

cepTuduKaT KayecTna.

Tema 4.4. Vcnionb3oBaHNEe COBPEMEHHBIX KOMITBIOTEPHBIX TEXHOJIOTUN B JOKYMEHTO0O0POTE

YUPEKICHUN U OpraHU3aLui
[paktrueckue paboThl Ne41-42

1. 3anummure OCHOBHYIO MBICJIb TEKCTA HAa AHIJIMHCKOM SI3bIKE:
Computers Are Used to Produce Documents
Most businesses will need to produce numerous documents, either in the form of written documents or
spreadsheets. Computers provide word processors and spreadsheet software to help with this.
With these two types of software, a business can generate virtually everything, from memos to letters to
tutorials to reports to ads for the company’s services and products or company events.
With spreadsheet applications, a business has the power to manipulate alphanumeric data and organize it
into tables, charts, graphs, and reports. Another kind of software that businesses make use of is presentation
software. With presentation software, a business can make slides for presentations, either internal ones or




external ones meant for clients. Businesses can also make letters, memos, and reports, using word processing
software, either for disbursement to the client or for internal use.
In general, a computer has plenty of productivity software that a business can use to make its functions
easier; this is software that enables a business to be much faster and more efficient that it was only 20 or 30
years ago.
2. O¢pucHoe odopynosanue. CooTHecuTe PUCYHOK U Ha3BaHHe IIpeaMeTa:

% Office equipment and materials
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3. JaiiTe onpejesieHHe CJIOBY «TeJ1eKOMMYHUKALMI)

n Read the following text. In your notebook, write one sentence that summarises the main idea of
each paragraph. Then, put the paragraphs in order.

Telecommunications
A D

These many phene functions led to the invention of other
devices that have bacome anindispensable part of the
office. Telex and fax machines simplified the process of
orders and letters that otherudce had to ba sent by mall

B

The number of functions phones have now has also
changed. You ¢an keep numbers ina phone’s memory to
dial by just pushing a button. You can automatically give
and receive messages or transfer calls to other phone
numbers. Some models have sceens that et you see
either the number you are calling, or the 1D of person

calling you.

C

Telephones, gnce 1876 up to now, have experienced
enormous changes lust consder the size; shane and
function of the first phones comparad to the ones we use
now Not only have phanes themgabes avolved, but they
have contributed to a revelution in communication over the
past four or five decades.

And what comes next? New gadgets are on their way that
are even smaller, cheaper and faster. What would Alexander
Craham Bell say about how far his invention has gone?

E

At first, their main rofe was o aliow two people to talk
together when they were in places not toa far from one
another Nowadays, more thanone person can
communicate at a time. They may be in different countries;
contnents or hemispheres_ even in cuter space!

F

Now if we combine traditional telephony with other forms
of madern telecommunication such as call phoneg
computers, scanners, printers, photocopying machines,
satellites_, the result is almost incredible and certainly
unimaginable for people who performed office duties fifty
or ity years ago Now conferences and meetings taking
place miles away can be attendad in just the blink of an
eve. Likewlee, we can be I direct contact with banks,
libraries, and information gentres arcund the world.

CIIMCOK JIMTEPATYPBbI

OcCHOBHBIC HCTOYHUKHU:

1. Tony6es A.Il., bnok H.B., CmupnoBa U.b. - AHrmiickuii sS3bIK: Yy9eOHUK JUIsI CTYACHTOB CPEIHEro
npodeccuoHabHOTO 00pa3oBanus. —M.: «Akagemus», 2017.

2. Konecuuxosa H.H., Jlanunosa I'.B., /leBatkuna JI.H. — Aurnuiickuii 361k u1s1 MeHekepoB = English for
managers YI4eOHHK JIJIS CTYJICHTOB CpeHEro MpodecCHoHaIbHOro o0pa3zoBanus. —M.: «Akamemus», 2017.
3. Jlaspuk I'.B. — Planet of English Social & Financial Service Practice Book = AHrmiicKuii s3bIK.
[MpakTukym s mpodecCuii M CHEeNHMaTbHOCTEH CcomMalibHO-d3KoHOMIYeckoro mpoduns CITIO: ydeOHOE
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I[OHOJIHI/ITCJIBHBIG WCTOYHUKMU.

1. Marisella Toselly, Anna Maria Millan - English for Secretaries and Administrative Personnel Students
Book. — McGrow-Hill., 2016

2. Marisella Toselly, Anna Maria Millan - English for Secretaries and Administrative Personnel Workbook. —
McGrow-Hill., 2018

Humepnem-pecypcoi
www. lingvo-online. ru (6osee 30 aHITIO-PYCCKUX, PYCCKO-aHIIIMMCKHUX M TOJIKOBBIX CIIOBapeil 00meii u
OTpaciIeBOM JIEKCUKH).
www. macmillandictionary. com/dictionary/british/enjoy (Macmillan Dictionary ¢ BO3M0OKHOCTEIO
NPOCIYIIATh TPOU3HOIICHHUE CIIOB).
www. britannica. com (3HIUKIONEAUS «bprUTaHHUKAY).
www. ldoceonline. com (Longman Dictionary of Contemporary English).



