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1. HIEJIX OCBOEHUA JTUCHUTIINHBI

11

OcHOBHast LeJIb IUCIMIUIMHBI — OBJIQJICHUE CTYACHTAaMH HEOOXOJUMbIM U IOCTATOYHBIM YPOBHEM KOMMYHHKATUBHON
MHOSI3BIYHOI KOMITETEHIIUH B 1eJI0BOH cdepe Ui pemmeHus mpodeccHoHanbHbIX 3a1a4, TPHOOpeTeHHe HABBIKOB JETI0BOTO
0OIIeHHs, YTEeHHS, TIEPEBOAA U COCTABJICHUS JISJIOBOM KOPPECIIOHICHIINH /ISl OOLIEHUS ¢ 3apyOeKHbIMU ITAPTHEPAMH U
JajbHeHIero camooopa3oBaHusl.

1.2

3agadaMu TACHIUTIIAHBI SIBIISIOTCS:

1.3

1. CoBepuieHCTBOBaHHE JIEKCHKO-TPaMMAaTHIE€CKUX HABBIKOB B PAMKaX YCTHOM M MICHMEHHOH 1€710BO KOMMYHHKAITHH;

1.4

2. lanbHeiiniee 00yuyeHre YCTHON MHOS3BIYHON peyn (CIyIlaHHe U TOBOPEHHE B YCIOBUSX Oyayiien cepsl
JIEATEIILHOCTH);

1.5

3. COBepI_HeHCTBOBaHI/Ie HaBBbIKOB YCTHOI'O Hy6J'II/I‘-IHOFO BBICTYIUJICHUS;

1.6

4. I[anLHei/’Imee COBCPUHICHCTBOBAHUE HABbBIKOB YTCHHS U ITIOHUMAaHUA ayTeHTH‘iHOfI JIATEPATyphbl 3aJlaHHOM
HaIpaBJICHHOCTH Ha AHTJIUHCKOM SI3BIKE;

1.7

5. Pa3BUTHE HaBBIKOB KPUTHUECKOTO aHaIM3a HHPOPMAIIUH Ha aHTIIMHCKOM sI3bIKe (IPECChI, HAYYHOH JIUTEPATYPHI,
OoHIHATBHBIX JOKYMEHTOB U JIp.), BKJIIOUasl Ie€YaTHbIC U AJIEKTPOHHBIC U3/IaHUs;

1.8

6. CoBepIIICHCTBOBAaHNE HABBIKOB MTMCbMEHHOTO MEPEBO/Ia (C aHMTTUICKOTO S3bIKa HAa PYCCKHH SI3BIK, C PYCCKOTO SI3bIKA HA
AHIIIMHCKUI);

1.9

7. CoBeplIeHCTBOBaHNE YMEHU HANMCAaHUs U 0()OPMIICHHSI JIEJIOBOI KOppECIIOHIeHIIUH (ITUCeM, 3asIBOK, aHHOTAIHH,
MIPOEKTOB);

1.10

8. CoBepIeHCTBOBaHNE HABBIKOB JEIOBOU MEPEITHCKH;

111

9. Pa3BuTHeE CITIOCOOHOCTH K HEMPEPHIBHOMY CaMOOOPa30BaHUIO B 00JaCTH HHOCTPAHHOTO sI3bIKa B c(hepe IeTOBOTO
001IeHNS.

2. MECTO JUCHUIITMHBI B CTPYKTYPE OOII

Huxon (pazgen) OOIT: |CDT21

2.1

TpeGoBaHus K NpeABAPUTEIbHON MOATOTOBKE 00y4alOUIerocs:

211

MuocTtpanHslii 361K

2.2

JucuMnInHbI ¥ TPAKTHKH, 118 KOTOPBIX 0CBOEHHE JAHHON AN CUMIJIMHBI (MOAYJIs1) HEOOX0AMMO KaK
npejliecTBYOIEE:

3. KOMIIETEHIIMX OBYYAIOIIEI'OCsl, @OPMUPYEMBIE B PE3YJIbTATE OCBOEHUS JUCITUIIJINHbI

MOLYJIsA)

YK-4.1: Cnioco6eH ocymecTBJIsITh KOMyHHKAIIMIO B YCTHOH M MMCbMEHHOM (h)OPMaxX Ha HHOCTPAHHOM SI3bIKe

3HaTh:

VYpoeenb 1 |nekcuyeckuii MuHUMYMa B 00bEMe 4000 yueOHBIX JTEKCHYSCKUX SHHUIIBI OOIIET0 U TEPMHHOJIOTHYECKOTO

XapakTepa; KyJIbTypy OOLIeHNs] Ha MHOCTPAHHOM $SI3bIKE; Pa3JInYHbIC BUJIBI JICITEIBHOCTH B 00JIaCTH TEOPHU U
MPAKTHKA MEXKYJIbTYPHOH KOMMYHHKAIMHU; KYJIBTYPY ¥ Feorpaduio CTpaH U3y4aeMoro si3bIKa; BUIBI peUeBOit
JIeSITeIbHOCTH Ha M3y4aeMOM MHOCTPAHHOM $I3bIKe (UTE€HHE, TOBOPEHHE, IINChMO, ayIUPOBaHHUE)

YMeTh:

YpoBeHb |  |4MTaTh OPUTHHANBHYIO JTUTEPATypy MO CHEHUATBHOCTH HAa aHITIMHCKOM SA3bIKE AJISI HOTyYeHUs] HEOOXO0AUMOM

uH(OpMaIH 13 3apyOeKHBIX HCTOYHUKOB

Baanernb:

ypOBeHB 1 ycTHOﬁ KOMMyHHKaHHeﬁ B BUIC nuajiora ¥ KOMMYHHUKATUBHOIO HAMEPEHU A, MOHOJIOTUYECKUMU BbICKA3bIBAHUSIMHA B

paMKax yKa3aHHBIX CUTyallui oOImeHus; pukcupoBaTh HHGOPMANHUIO, HONTy4aeMyIo IPH YTEHUH TEKCTa;
pedepupoBaHus, aHHOTUPOBAHMUS, IEPEBOIA U COCTABICHUS JEJI0BOIO U YACTHOIO NUCbMAa; KPUTHUECKUM
BOCHPHUATHEM HHGOPMALUH.

B pe3yabTaTe 0OCBOCHUA AU CHHUIIIMHBI oﬁyqamlum?icsl JOJIZKEH

3.1

3HaTh:

3.11

BUABI U CpEACTBA COBPEMEHHBIX KOMMYHUKATHUBHBIX TCXHOHOFHﬁ; npaBuiia 1 BOSMOXKHOCTU INPUMECHCHUA
KOMMYHUKaTHUBHBIX TEXHOOTHUH B YCIOBUAX l'IpOd)eCCI/IOHaHI)HOFO B3aHMOﬂCﬁCTBHﬂ Ha PyCCKOM U MHOCTPAHHOM SA3BIKAX;
METOAbI MOATOTOBKU K ACJIOBBIM IIEPETOBOPAM

312

TNICUXOJOT'HYCCKHUE OCHOBBI COLITMAJIBHOTO B33HMO}1€ﬁCTBH}I; IMpUEMBbI, HAIIPpABJICHHBIC Ha PCIICHUEC l'[pO(l)CCCI/IOHaJ'ILHBIX
3aa4 ¢ y4€TOM MEKKYJIbTYPHOT'O BSHHMOﬂeﬁCTBHﬂ

3.2

YMmeTnb:

321

UCII0JIb30BaTh KOMMYHHMKAaTHUBHbBIE TEXHOJIOTMH JJIs TOMCKa, 0OMeHa nH(pOopMaluei U yCTaHOBIICHUS TPO(eCcCHOHATBHBIX
KOHTAKTOB; IPEJICTABIIATE PE3yAbTATHI HAYYHOH U MPOoEeCCHOHANBHOM ASTEIBHOCTH Ha PyCCKOM M HHOCTPAaHHOM SI3bIKAX;
Yy4acTBOBaTh B aKaIEMUUECKUX M MTPOPECCUOHANBHBIX TUCKYCCHUSX; aHAIM3UPOBATh, CO3/1aBaTh, PEAaKTUPOBATH 1
MIePEeBOIUTH HayYHbIE H POPECCHOHATEHO-OPUEHTUPOBAHHBIE TEKCTHI




3.2.2|rpaMOTHO, IOCTYIHO M3JaraTh NPO(EeCCHOHANBHYI0 HH(POPMAIIHIO B IIPOLECCEe MEXKYIETYPHOTO B3aUMOICHCTBHS;
cOOMI0AaTh STHYECKHEe HOPMBI U IIPaBa 4eI0BeKa; aHAIH3UPOBATh 0COOCHHOCTH COLUANBHOTO B3aUMOIEHCTBHS C yIETOM
HallUOHAJIbHBIX, 3THOKYJIbTYPHBIX, KOH(PECCHOHAIBHBIX 0COOEHHOCTEH

3.3|Baagern:

3.3.1|HaBbIKaMHU aKaJIEMHUYECKOTO M MTPOPECCHOHAILHOTO B3aUMO/ICHCTBHS; HAYIHOU M MPOGECCUOHANIBHONW TEPMHHOJIOTHEN;
HaBBIKAMH PabOTHI ¢ HHPOPMAIIMOHHO-TOUCKOBBIMH CHCTEMaMHU

3.3.2|HaBBIKaMH OPTraHU3AIIH IPOJYKTHBHOTO B3aNMOACHCTBHAB NPO(HECCHOHANEHOM Cpelie ¢ yIeTOM HallMOHAIBHEIX,
STHOKYNBTYPHBIX OCOOCHHOCTEH; HABBIKAMH ITPEOI0TICHH KOMMYHUKATHBHBIX, 00pa30BaTENbHbIX, STHUUECKHX,
KOH(ECCUOHABHBIX U JPYrUX 6apbepoB B IPOLECCE MEXKKYIBTYPHOIO B3aUMOAEHCTBUS

4. CTPYKTYPA U COJIEP’)KAHME JUCIHUIIIMHBI (MOLY.JI5T)

Kon HanmeHoBaHue pa3nenos u TeMm /Buj | Cemectp / | Hacos | Komneren- | Jlutepatypa | Hute | Ilpumeyanue
| 3aHATHSA 3aHATHA/ Kvnc 000 DAKT.
Paznen 1. /lesioBoe 00IIEeHHE B
cpecTBa KOMMYHHKAIIMH
11 Busurt 3apy6exubix naptHepos /I1p/ 3 2 YK-41 [JI1.1JI1.2J12.1 0
2.2
1.2 Busur 3apybesxHbix naptHepos /Cp/ 3 16 YK-4.1 [JI1.1J11.2J12.1 0
2.2
1.3 JenoBas nepenucka /IIp/ 3 2 YK-41 [JI1.1JI1.2]12.1 0
2.2
1.4 JenoBas nepemnucka, /Cp/ 3 16 YK-4.1 [JI1.1JI1.2J12.1 0
2.2
15 Cogemtanus u eperosopsi /TIp/ 3 2 YK-4.1 0
1.6 Cogemanus u ieperoBopsi /Cp/ 3 16 YK-4.1 [JI1.1J11.2J12.1 0
2.2
1.7 JenoBoii kontpaxt /I1p/ 3 2 YK-4.1 0
1.8 JenoBoit koutpakt /Cp/ 3 16 YK-41 [JI1.1JI1.2J12.1 0
2.2

5. ®OHJ OHEHOYHBIX CPEJICTB

5.1. KonTpoJibHbIe BONPOCHI U 3aIaHUS

TunoBast KOHTpOJIbHAS

HOLDING A SUCCESSFUL MEETING

1. IIpounTaiiTe U NepeBEIUTE TEKCT.

Nowadays business people spend so much time in meetings that turning meeting time into effective
results is a priority for successful organizations. Actions that make meetings successful require management
before, during, and after the meeting.

What is done before the meeting is as important as the meeting itself. To ensure the only necessary

points will be covered it’s necessary to create an agenda. An agenda is a list of items and points which are
to be discussed during the meeting. When the agenda is ready it is usually distributed among everyone
concerned. It is important to get feedback from the meeting participants about the proposed agenda. The
organizers should also check the venue, making sure the room will be free, without interruptions, until the
end of the meeting.

The person who will chair the meeting must be appointed in advance. The chairperson should be a

good timekeeper. He should start a meeting on time, without waiting for latecomers. He should also appoint
somebody to take the minutes, making sure that opinions and action points are noted. He should

make sure that each point on the agenda is allocated the time it deserves and should keep to the timetable.
When the time allocated to one point is up, the chairperson should make sure that discussion moves on to
the next point, even if the issue has not been completely covered. The chairperson should make sure that
each participant has the chance to make the point, and should deal tactfully with disagreements. He
should also try to avoid digressions, where people get off the point. Finally, he should ensure the meeting
finishes on time or earlier.

After some meetings it’s necessary for the minutes to be circulated, especially if there are action

points that particular people are responsible for. At the next meeting the chairperson should ask for the
minutes to be read out and see if everybody agrees that it is an accurate record of what happened, and see
if there are any matters arising. He should also check what progress has been made on the action points




from the previous meeting.
Organizing a meeting it’s necessary to remember that running an effective meeting is more than
sending out a notice that your team is to meet at a particular time and place. Effective meetings need
structure and order. Without these elements they can go on forever and not accomplish their goals. With a
good agenda and a commitment to involving the meeting participants in the planning, preparation, and
execution of the meeting, it is possible to hold a great meeting.
2. 3amosHMUTE MPOIYCKHU MOAXOISIIMMHU 10 CMBICTY clloBaMu U3 pamku. Omnpenenure, kakue dpa-
361 OOBIYHO TIPOU3HOCHUT TIpEACeaaTeIb, a KAKUC — YYAaCTHUKHN COBCIIAHUS.
1. Steve, will you take the today? 2. Does everybody agree that the minutes are an accurate
of the last meeting? 3. In the points it says Sam is responsible for writing

the report. Is that right? 4. Now, we have 30 minutes to the discussion of point 1, so let’s
get started. 5. I want to make the that we are still two people short in the office. 6. Let’s

on to the next point or we won’t finish on time. 7. What is the of this meeting?
What do we hope to achieve? 8. I take your about the new advertisement, but it’s too
late to change anything. 110 9. | know what you about him, but he is very good with customers.
10. Sorry to you, but what you’ve said is against the company policy. 11. To go back
to what I was saying , We still need some money to solve this problem. 12. If |

you correctly, we won’t finish the project on time. Is that right? 13. Are you
that we have to close this parking on our company premises? 14. | know what you

but we have to look at the human factor as well as the numbers. 15. ’'m Ican’t
agree with you here. 16. | think you are . It’s impossible to meet this deadline. 17. You are
absolutely . We are to reduce prices.

right, mean, understand, interrupt, earlier, move, minutes, afraid, think, purpose, record, wrong,
action, point (2), sure, allocated

3. BeiOepuTe MoaXO0AIINE IO CMBICITY TJIAr0JIbI U 3aII0JIHUTE TPOITYCKH.

1. Can we up a meeting for Monday next week? (arrange/agree/set)

2. Something came up so they had to Monday’s meeting till Friday. (postpone/cancel/fix)
3. Monica is off sick so Michael will have to the staff meeting. (charge/chief/chair)

4. He has to the meeting in Berlin because his boss is in Spain. (go/attend/visit)

5. It’s a very important meeting so make sure you don’t it. (miss/lose/avoid)

6. She decided to the meeting because there was nothing to talk about. (cancel/arrange/fix)
7. | asked Jane to the meeting next week, but there were no rooms available.
(run/cancel/arrange)

8. They the meeting, but they didn’t hear anything interesting. (postponed/missed/attended)

4. 3amosHKUTE MPOIYCKH CIEAYIOIUMHE ciioBaMu: waste, find, make, chat, discuss, criticize, exchange
C KaKMMH yTBEPXICHUAMH BBl cornacHsr?
Meetings are...

a. an ideal opportunity to points of view

b. the best place to key decisions

c. a safe environment in which to important issues
d. arare chance to with other people

e. the only way to out what’s really going on

f. an open invitation to each other

g. the perfect excuse to some time.

5. HpOHMTaﬁTe 1 NEPEBEAUTE BbICKAa3bIBaHU, KOTOPBIC MOXKHO YCJIBIIIATE BO BPEMs COBCUIAHUS.
3armoTHUTE MPOITYCKH TIOIXOIAIIMMH 10 CMBICITY CiloBaMHu: right, mean, understand, interrupt, earlier,
move, minutes, afraid, think, purpose, record, wrong, action, point (2), sure, allocated.

OHpeZ[eJII/ITe, KaKue (1)[)33]:1 O0OBIYHO MIPOU3HOCUT NPEACCAATEIIb, 4 KAKUC — YHACTHUKH COBCIIAHUA.

1. Steve, will you take the today?

2. Does everybody agree that the minutes are an accurate of the last meeting?

3. Inthe points it says Sam is responsible for writing the report. Is that right?

4. Now, we have 30 minutes to the discussion of point 1, so let’s get started.

5. I want to make the that we are still two people short in the office.

6. Let’s on to the next point or we won’t finish on time.

7. What is the of this meeting? What do we hope to achieve?

8. I take your about the new advertisement, but it’s too late to change anything.

9. | know what you about him, but he is very good with customers.

10. Sorry to you, but what you’ve said is against the company policy.

11. To go back to what | was saying , we still need some money to solve this problem.
12.If 1 you correctly, we won’t finish the project on time. Is that right?

13. Are you that we have to close this parking on our company premises?

14. 1 know what you but we have to look at the human factor as well as the numbers.
15.'m I can’t agree with you here.

16. 1 think you are . It’s impossible to meet this deadline.

17. You are absolutely . We are to reduce prices.

6. O3HaKOMBTECH C MMOBECTKON JHS K IPOTOKOJIOM coBemanusi. OTBEThTE Ha BOIPOCHI.
1. What information about the meeting can the participants get from the agenda?
2. What issues are to be discussed at the meeting?




3

5

. What information can the participants get from the minutes?
4. What decisions have been made about each issue?
. Why is it important to take the minutes during the meeting?

5.2. TeMbl NUCbLMEHHBIX paboT

AN B W=

. KBamudukanus «Maructp» B MEPOBOM 00pa30oBaTeIbHOM IPOCTPAHCTBE
. 'moGanu3anus u ee BIUSHAE HA MEKKYJIbTYPHYIO KOMMYHHUKAIIUIO

. Tumsl opraHn3aOHHON KYJIbTYPHI

. OCOOGEHHOCTH MEXKYJIBTYPHOI KOMMYHHUKALIUHU B Pa3HBIX CTPaHaX

. [lenoBoe oOIIeHUE M CPEACTBa KOMMYHHKAIIUH

. Kommepueckas komnanus. @opmsl fenoBoit aktuBHocTH. Mctopus. Ilpoduns. CtpykTypa

5.3. ®oH1 OLIEHOYHBIX CPEACTB

http://polaruniversity.ru/sveden/education/eduop/

5.4. IlepeyeHb BUAOB OLIEHOYHBIX CPEACTB

CobecemoBanue
[IpesenTanus
KontponbHast paboTa

6. YHAEBHO-METO/JMYECKOE H HTHOOPMAIIMOHHOE OBECIIEYEHUWE JTUCHUIIJIMHBI (MOAY JIST)

6.1. Pexomenayemas aurepatypa

6.1.1. OcHoBHas JUTEpaTypa

ABTOPBI, COCTaBUTENIN 3arnaBue, pa3MelieHHe WznarenscTBo, rox | Komuu-Bo
JI1.1 |Cnenosuu B.C. Jenosoit anrnuiickuii s3pik. BUSINESS ENGLISH: yue6. MuHck: 2
nocobue JJisi By30B TerpaCucremc,
2010
JI1.2 |®ununmosa M. M. JlenoBoe 0oOIIeHHE HA aHTIIUICKOM sI3bIKE: yueO. mocodue M.: U3n-8o MI'Y, 1
2010
6.1.2. JlononHuTeIbHAS JIUTEPATYpPa
ABTOPBI, COCTaBUTENIN 3arnaBue, pa3MelieHHe WznarenscTBo, rox | Komuu-Bo
JI2.1 |Hazaposa T. b. AHTTIMIACKUH SI3BIK AETI0BOTO OOIICHUS: KYpPC JIEKLIUI 1 M.; Bnagumup: 3
MPAKTUKYM; yae0. mocoOue st By30B ACT; Acrpens;
BKT, 2009
JI2.2 |beiizepon B. A. JlenoBo# aHTIMICKHIM S3BIK: TTOCOOHE Pocros v//1; 2

denuke, 2009

6.3.1 [lepeyenb MporpaMMHOro odecrevdeHust

6.3.1.1{MS Windows 7 (Homep nunenszun 62693665 ot 19.11.2013)

6.3.1.2|MS Windows XP (Homep nuuensuu 62693665 ot 19.11.2013)

6.3.1.3]ABBYY Lingvo 12 (Kox nmosuuuu NeAL14-1S1P05-102 ot 14.12.2009)

6.3.1.4|ABBYY FineReader 10 (Homep nunenzun 94965 ot 25.08.2010)

6.3.2 Tlepeyenb HHGPOPMATMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1

. CoBeThI o HamcaHuio anHoTawu - http://old.utmn.ru/sec/2142

6.3.2.2

. Hayunsie sxxypuaisi, koadepenmmu - http://old.utmn.ru/sec/2240

6.3.2.3

. World Science - Science News - http://www.world-science.net/

6.3.2.5

. The Open University - http://www.open.ac.uk/skillsforstudy/index.php

6.3.2.6

. [Tpumepsr genoBoit okymenTaruu — http://owl.english.purdue.edu

6.3.2.7

. Academic degree http://en.wikipedia.org/wiki/Academic_degrees

1
2
3
6.3.2.4]4. DOAJ (Directory of Open Access Journal) - http://www.doaj.org/doaj?func=expand&uiLanguage=en
5
6
7

6.3.2.88. Visionlearning/Scientific Communication: The How and Why of Scientific Meetings -
http://www.visionlearning.com/library/module_viewer.php?mid=186&1

6.3.2.9]9. Kax npaBuibHO HanucaTsh 3¢ dextuBHOoe pestome. How to organize an effective resume -

http://www.ehow.com/how_5097328_organize-effective-resume.html

6.3.2.10]10. IMoxckasku juis Hanmcanus pestome. QuintCareers.Com - http://www.quintcareers.com/curriculum_vitae.html

6.3.2.11|11. Bauk BompocoB mpu cobecenoBanu. Interview Question Bank. - http://www.job-
interview.net/Bank/JobInterviewQuestions.htm

6.3.2.12]12. Cpencra kommynukarmmu. Communication tools. - http://www.myownbusiness.org/s3/index.html#1




6.3.2.13|13. MexKyIbTypHBIE KOMMYHHKAIMH B enoBoM mupe. World Business Culture. -

6.3.2.14|14. http://www.worldbusinessculture.com

6.3.2.15|15. Cupasounuk npocdeccuit. Occupational Outlook Handbook (OOH), 2010-11 Edition. - http://www.bls.gov/oco

6.3.2.16]29

6.3.2.17]|16. Wikipedia, the free encyclopaedia — http://ru.wikipedi

6.3.2.18

6.3.2.19|OneKkTpoHHbIE U OHJIAIH clI0Bapu

6.3.2.20[1. MynbTHTpaH OHJIAH cl0Baph. [ DNeKTpoHHBIH pecypc]| Pexum pocryma: http://www.multitran.ru. MHOTOS3bIYHBII
MIOTIOJTHSIEMBI OHJIANH CIIOBAPb, COMEPIKUT OOoJiee MATH MIJUTHOHOB TEPMHHOB M MPETOCTABISIET BO3MOKHOCTH
andaBUTHOTO, MOP(OIOTUIECKOTO U (PPa30BOTO MOKCKA.

6.3.2.21|2. Sunexc cnoBapu oHnaiiH. [OnekTpoHHkIH pecypce]| Pexxum nocryna: http://slovari.yandex.ru. MHOTOSI3bIYHBIIH
HOTIOJHSACMBII OHJIANH CIIOBAPh, BKIIOYACT OOIIIE U CIICHHATbHbIC CIIOBAPH Pa3HOi HAPaBieHHOCTH. COEPIKUT CCHUTKH
Ha JIPYTHe CIOBAPU M SHIHMKIONEIHH. ECTh BO3MOXKHOCTD MPOCIYIIATH CIOBO.

6.3.2.22|3. ABBYY Lingvo onmaiin cioBaps. [ DneKTpoHHBIH pecypc] Pexxum moctyma: http://www.lingvo-online.ru.
MHOTOS3BIYHBIN OHJIAWH CIIOBAPh, BKIIOYACT OOIIHE U CIIEIHANbHBIC CIIOBAPU PA3HOW HAIPABICHHOCTH.

6.3.2.23|4. Acronymfinder Online [DnexTponHsIii pecypc]| Pexxum nocryna: http://www.acronymfinder.com. Onnaiin cioBapb
COKpalIeHUI aHTJIUHCKOIO S3bIKA.

6.3.2.24(5. Cambridge Dictionaries Online. [9nexkrponHbIit pecypc] Pexxum mocrymna: http://dictionary.cambridge.org.
MHOros3bIYHbIN OHJIAHH CI0Baph, BKJIIOYACT TOJIKOBBIE CIIOBapH aHIIMiickoro s3bika: American English, Learner's, Phrasal
Verbs, Dictionary of Idioms u np.

6.3.2.25[6. Oxford Dictionaries Online. [DnexrponHslii pecypc] Pexum pocryna: http://www.oxforddictionaries.com.
MHOTOSI3BI9HBII OHIIAWH CIIOBAPbh, BKIIOYACT TOJKOBBIE CIOBAPH aHIIMHACKOTO SI3bIKA, YKA3BIBACTCS STUMOJIOTHS CIIOBA,
€CTh BO3MOXKHOCTB POCIIYIIATH CJIOBO.

7. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCIUIIJIMHBI (MOY JIST)

8. METOAUYECKHUE YKA3ZAHUSA JJIS1 OBYYAIOIUXCSA 11O OCBOEHUIO JUCHUTIIVIMHBI (MOZAY JIST)

Jl1st ycnemmrHOTo OCBOEHHST y4eOHOTO MaTepualia CTYIeHTY HEOOXOAUMO SICHO TIOHUMATh 3HAYUMOCTb U MECTO JUCITUTUINHEL B €70
po¢eCCHOHANBHOW OATOTOBKE U aKTMBHO Y4acTBOBAaTh BO BCeX BUAaX yueOHOro mnpouecca. [1o AucuuruimHe y4eOHbIM TUIaHOM
MpeyCMOTpEHa KOHTAKTHAS M CAMOCTOsITeNbHAs paboTa oby4atomierocs. KoHrakrHast paboTta BKIIFOYAET JICKITHOHHBIE U
NPAKTUYECKUE 3aHATHS, KOJUICKTUBHBIC U UHAUBUAYAJIBHBIE KOHCYJIBTALUHU.

Ha neKkuroHHBIX 3aHATHSIX HEOOX0ANMO BHUMATEIBHO CIYIIATh MPEIoIaBaTels, TOAPOOHO U aKKypaTHO BECTH KOHCIIEKT, KOTOPBIH
JIOMOJIHSIETCS] U KOPPEKTUPYETCS B MPOLIECCe CaMOCTOATENbHON NPopaboTku MaTepuaia. [IpakTuueckue 3aHATUS IPETYCMOTPEHBI
Jutst opMHUPOBaHUS YMEHHI M HABBIKOB IPUMEHEHUS TEOPUH Ha IIPAKTUKE JUIS peIeHNUs yIeOHbIX 3a1ad.

Ha npakTu4ecKux 3aHATUAX CTYIEHTAMU BBINOIHATCA TEMATUYECKHUE U KOMIIETEHTHOCTHO-OPUEHTUPOBAHHBIE 3aJaHHsI II0 TeMaM
kypca. CTy[eHTy He0OXONMO aKTHBHO Y4acTBOBaTh B yu4eOHOM Ipoliecce, MPH HEOOXOANMOCTH 33a1aBaTh BOMPOCHI MPETIOAaBATEIO.
Texyluii KOHTPOJIb IPOBOJUTCS B BUJE: YCTHBIX U MUCBMEHHBIX OTBETOB Ha BOIIPOCHI TEMBI 3aHATHS, 3aIUTHI JOK/IA10B-
Ipe3eHTanuii, pedeparos, TECTOBBIX 33aAaHHUH.

JIns peanu3ayy caMoCTOATENbHON pabOThI CO31aHbI CIICAYIONINE YCIIOBHS U IIPEANIOCHUIKU: 1. CTYICHTHI 00ecTIeueHbI
nH(OopMaOHHBIME pecypcamu B oudnroTeke 3I'Y (yuaeOHHKaMu, y4eOHBIMU MOCOOUAMH, OAaHKOM WHIMBUIYaIbHBIX 3aIaHUN); 2.
CTYZEHTHI 00ecredeHb! HHGOPMaMOHHBIMU pecypcaMy B JIOKanbHOI cetu 3I'Y (B 3IE€KTPOHHOM BHJE BHICTABIEHO METOANYECKOE
obecrneyeHne TUCIUIUINHBI); 3. OpraHU30BaHbI €KEHEIEbHbIE KOHCYIbTAIIH.

HpOMe)KyTO‘IHaSI aTrecTauus 1o JUCIHUILINHE. HOHFOTQBK& K HpOMe)KyTO‘IHOﬁ aTTeCTalli BKIIIO4YacT Hpopa60TKy TECOPETUYECCKOI'O
Marepuajia, OTBETbl Ha KOHTPOJIbHBIC BOIIPOCHI. BO]’IpOCI)I, BO3HHUKAIOIINE BO BPEMSA IMOATOTOBKH, MOKHO BBIACHUTH BO BPEMSA
KOHCYJIbTalluH. Z[J'If[ MOJIy4CHHUA NOIMYyCKa CTYACHT JOJIKCH BBIIIOJIHUTD, O(I)OpMI/ITI) " CAaThb BCC BU/IbI pa60T, npeaAyCMOTPCHHBIC
TEMATHUYCCKUM IIJIAHOM y‘{C6HOﬁ IporpaMmsbl JUCIHHUIIINHBI. HOHyCK BBICTABJIACTCA TOJIBKO B ClIydac MOJIOKUTEITLHON aTTeCTalm 110
BCEM KOHTPOJIbHBIM TOYKaM M MOCJIC BBITIOJHEHUA CTYACHTOM BCEX BHI0B CaMOCTOSITEJILHOM 1 ay,HHTOpHOPII pa6OTLI.
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@DOHJ OIIEHOYHBIX CPENICTB MO TUCIUIUINHE Je10BON MHOCTPAHHBIN SA3BIK ISl TEKYIIEH/
MIPOMEXKYTOUHOM aTTecTalluu pa3paboTaH B COOTBETCTBUU ¢ DelepalibHbIM TOCYAapCTBEHHBIM
00pa3oBaTe/IbHBIM CTAHJAPTOM BBICHIETO OOpa30BaHUS IO CICHUAIBHOCTH / HAIPaBICHHIO
noarotoBku 38.03.01 Dkonomuka Ha ocHOBe Paboueil mporpamMMmbl IUCHUILIMHBI JlenoBoid
MHOCTPaHHBIN S3BIK, YTBEPKACHHOW pemeHneM ydaeHoro coera ot 27.05.2022 r., [Tonoxenus o
dbopmupoBannn Ponja oneHouHbIX cpeacts no aucturiuHe (POC), [TomoxkeHus: 0 mpoBeaeHUN
TEKYIIET0 KOHTPOJS YCIEBAGMOCTH M TPOMEXYTOYHOH arrtectanuu oOydvaromuxcs 3IY,
[Tonoxenus o rocymapctBeHHON wuToroBo arrecraumu (['MIA)  BBITYCKHMKOB 11O
00pa3oBaresibHBIM MporpaMMam Boiciiero oopasosanus B 3['Y um. H.M. ®enoposckoro.

1. IlepeyeHs MJIAHHpPYEMBIX pe3yJbTATOB O0y4YeHHs] MO JUCHUILUINHE (MOIY.JI0),
COOTHECEHHBIX C IVIAHUPYEMbIMH pe3yJIbTATAMH 00pPa30BaTeIbHOM NPOrpaMMbl

Tabnuma 1. KomnereHuy 1 MHIUKATOPBI UX JOCTHIKEHUS

KOI[ 1 HAMMCHOBAHHEC KOMIICTCHLIM I/IH,Z[I/IKaTOpLI JOCTHIXKCHUA

VK-4 Crocoben ocymiectBIATh|YK-4.1 CrocoGeH ocCyIIecTBIsATh KOMYHUKALIUIO B
JICJIOBYF0 KOMMYHHUKAIIMIO B YCTHOM H|YCTHOW M MUChMEHHOW JopMax Ha MHOCTPAHHOM SI3bIKE
MUCbMEHHOM dhopmax Ha
rOCyIapCTBEHHOM si3bIke Poccuiickoit
denepanun u MHOCTPaHHOM(BIX )

A3bIKe(ax)
Tabnuua 2. ITacnopT hoHa OLIEHOUHBIX CPEACTB
Kox OueHoYHBbIE CpelICTBA OueHoYHBIE CpesICTBA
pesynbTaTa TCKyIHGﬁ arrecrannun HpOMG)KyTO‘IHOﬁ arrecranmunu
Ne | KoHTponupyemsle pa3aesnsl
n/n (TeMBI) AUCIUIIITHBI 00yuerms no H H
JII/ICI_II/IHJ'II/IHC/ ANUMCHOBAaHHU CDopMa ANUMCEHOBAaHN q)OpMa
MOJTYJIIO € ¢
3 cemecTp

2. TunoBble KOHTPOJIbHBbIE 3aJaHUS WJIH HHbIe MATepHAJbl, HEOOXOAUMBIE [JIsl
OLICHKH 3HAHWH, YMEHHH, HABBIKOB M (WJIH) ONBITa JAEATEJBHOCTH, XapaKTepHu3yloume
npouecc GopMUPOBAHNS KOMIIETEHMI B X0/1e 0CBOeHHs1 00pa30BaTeIbHON IPOrpaMMBbl.

2.1. Bapanusi VI TEKYIIEro KOHTPOJIsI yCIIeBAeMOCTH

TumnoBast KOHTpPOJIbHAS

HOLDING A SUCCESSFUL MEETING

1. [IpounTaiiTe u nepeBeAUTE TEKCT.

Nowadays business people spend so much time in meetings that turning meeting time into
effective

results is a priority for successful organizations. Actions that make meetings successful
require management

before, during, and after the meeting.

What is done before the meeting is as important as the meeting itself. To ensure the only
necessary

points will be covered it’s necessary to create an agenda. An agenda is a list of items and
points which are




to be discussed during the meeting. When the agenda is ready it is usually distributed among
everyone

concerned. It is important to get feedback from the meeting participants about the
proposed agenda. The

organizers should also check the venue, making sure the room will be free, without
interruptions, until the

end of the meeting.

The person who will chair the meeting must be appointed in advance. The chairperson
should be a

good timekeeper. He should start a meeting on time, without waiting for latecomers. He
should also appoint

somebody to take the minutes, making sure that opinions and action points are noted. He
should

make sure that each point on the agenda is allocated the time it deserves and should keep
to the timetable.

When the time allocated to one point is up, the chairperson should make sure that
discussion moves on to

the next point, even if the issue has not been completely covered. The chairperson should
make sure that

each participant has the chance to make the point, and should deal tactfully with
disagreements. He

should also try to avoid digressions, where people get off the point. Finally, he should
ensure the meeting

finishes on time or earlier.

After some meetings it’s necessary for the minutes to be circulated, especially if there are
action

points that particular people are responsible for. At the next meeting the chairperson
should ask for the

minutes to be read out and see if everybody agrees that it is an accurate record of what
happened, and see

if there are any matters arising. He should also check what progress has been made on the
action points

from the previous meeting.

Organizing a meeting it’s necessary to remember that running an effective meeting is
more than

sending out a notice that your team is to meet at a particular time and place. Effective
meetings need

structure and order. Without these elements they can go on forever and not accomplish
their goals. With a

good agenda and a commitment to involving the meeting participants in the planning,
preparation, and

execution of the meeting, it is possible to hold a great meeting.

2. 3amoJIHUTE MPOITYCKU TMOIXOISIIAMHI 10 CMBICITY CIOBaMH U3 paMku. Ompejenure,
Kakue pa-

35 OOBIYHO IMPOU3HOCUT IMMPEACEAATECIIb, 4 KAKME — YYACTHUKHU COBCIIAHUSA.

1. Steve, will you take the today? 2. Does everybody agree that the minutes
are an accurate

of the last meeting? 3. In the points it says Sam is
responsible for writing
the report. Is that right? 4. Now, we have 30 minutes to the discussion of
point 1, so let’s
get started. 5. | want to make the that we are still two people short in the

office. 6. Tet’s



on to the next point or we won’t finish on time. 7. What is the of this

meeting?
What do we hope to achieve? 8. | take your about the new advertisement,
but it’s too
late to change anything. 110 9. | know what you about him, but he is very
good with customers.
10. Sorry to you, but what you’ve said is against the company policy. 11.
To go back
to what | was saying , we still need some money to solve this problem. 12. If |
you correctly, we won’t finish the project on time. Is that right? 13. Are
you
that we have to close this parking on our company premises? 14. | know
what you
but we have to look at the human factor as well as the numbers. 15. I’'m
| can’t
agree with you here. 16. I think you are . It’s impossible to meet this deadline.
17. Youare
absolutely . We are to reduce prices.
right, mean, understand, interrupt, earlier, move, minutes, afraid, think, purpose, record,
wrong,
action, point (2), sure, allocated
3. BLI6epI/IT € NOAXOAIINEC ITO CMBICITY I'JIaroJibl ¥ 3aIIOJIHUTE ITPOITYCKHU.
1. Can we up a meeting for Monday next week? (arrange/agree/set)
2. Something came up so they had to Monday’s meeting till Friday.
(postpone/cancel/fix)
3. Monica is off sick so Michael will have to the staff meeting.
(charge/chief/chair)
4. He has to the meeting in Berlin because his boss is in Spain.
(go/attend/visit)
5. 1It’s a very important meeting so make sure you don’t it.
(miss/lose/avoid)
6. She decided to the meeting because there was nothing to talk about.
(cancel/arrange/fix)
7. | asked Jane to the meeting next week, but there were no rooms
available.
(run/cancel/arrange)
8. They the meeting, but they didn’t hear anything interesting.

(postponed/missed/attended)

4. 3amonHMTE TPONMYCKH cienyrommmu croBamu: Waste, find, make, chat, discuss,
criticize, exchange

C xakuMu yTBEpKIeHUAMU Bbl cornacHel?

Meetings are...

a. an ideal opportunity to points of view

b. the best place to key decisions

c. asafe environment in which to important issues
d. arare chance to with other people

e. the only way to out what’s really going on

f. an open invitation to each other

g. the perfect excuse to some time.

5. IlpouwnraiiTe U mepeBeANUTE BHICKA3bIBAHUS, KOTOPHIE MOXKHO YCIBINIATh BO BpPEMs
COBEIIAHWSL.
3ano HKUTE MPOITYCKH MOIXOASAIIMMHE 110 CMBICTY cioBamu: right, mean, understand,



interrupt, earlier,
move, minutes, afraid, think, purpose, record, wrong, action, point (2), sure, allocated.
Onpenenure, kakue (Gpaszbl 0OBIYHO MPOUZHOCUT TPEICENaTeNhb, a KAKHEe — YIYaCTHUKHU
COBCIIaHUA.

1. Steve, will you take the today?

2. Does everybody agree that the minutes are an accurate of the last
meeting?

3. In the points it says Sam is responsible for writing the report. Is that
right?

4. Now, we have 30 minutes to the discussion of point 1, so let’s get started.

5. I want to make the that we are still two people short in the office.

6. Let’s on to the next point or we won’t finish on time.

7. What is the of this meeting? What do we hope to achieve?

8. | take your about the new advertisement, but it’s too late to change
anything.

9. I know what you about him, but he is very good with customers.

10. Sorry to you, but what you’ve said is against the company policy.

11. To go back to what | was saying , We still need some money to solve this
problem.

12, 1f | you correctly, we won’t finish the project on time. Is that right?

13. Areyou that we have to close this parking on our company premises?

14. | know what you but we have to look at the human factor as well as the
numbers.

15.’'m | can’t agree with you here.

16. I think you are . It’s impossible to meet this deadline.

17. You are absolutely . We are to reduce prices.

6. O3HaKOMBTECH C ITIOBECTKOMN JHSA U TPOTOKOJIOM COBCIIAHUSA. OTBeThTE HA BOITPOCHI.
1. What information about the meeting can the participants get from the agenda?

2. What issues are to be discussed at the meeting?

3. What information can the participants get from the minutes?

4. What decisions have been made about each issue?

5. Why is it important to take the minutes during the meeting?

2.2. 3aganusi 1Jis IPOMEKYTOYHOM aTTecTalluu

2.2.1. KoHTpOJIbHBIE BOMPOCHI K IK3aMeHY(3a4eTy)
CobecenoBanue

[Ipe3enTanms

KonTponpHas pabota

2.2.2. TunoBbIe JK3aMeHAlMOHHDBIE 321241

2.2.3. Tembl/3a1aHus1 KYPCOBBIX IPOEKTOB/KYPCOBBIX PadoT

1. Kpanuduxamus «Maructp» B MUpOBOM 00pa30BaTeIbHOM ITPOCTPAHCTBE

2. 'mobanu3anus v ee BIUsSHUE Ha MEKKYJIBTYPHYIO KOMMYHUKAIIUIO

3. Tunsl OpraHU3auOHHON KYIbTYPHI

4. Oco0eHHOCTH MEKKYJIBTYPHON KOMMYHHUKAITUU B Pa3HBIX CTPAHAX

5. JlemoBoe oO1IeHNE U CPEACTBA KOMMYHHUKAITUN

6. KomMmepueckas kommanus. @opmel aea0Boi aktusHocth. ctopust. [Tpoduis.



Crpykrypa



