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1. HIEJIX OCBOEHUA JTUCHUTIINHBI

1.1|OcHoBHas 1eNb TUCUMIUIMHBI — OBJIIEHUE CTYACHTaMH HEOOXOMMBIM U JIOCTATOYHBIM 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|3amauamMu JUCIUIIIMHEL SBIISIOTCS:

1.3]1. CoBepiuieHCTBOBaHHUE JICKCHKO-TPAMMATHYECKUX HABBIKOB B paMKaX YCTHOW M MHCHhbMEHHOM JIEJIOBOW KOMMYHHUKAIUH;

1.4]2. NanbHeitmee o0ydeHne YCTHOM MHOS3BIYHON pevn (CIyIaHHEe U TOBOPEHHE B YCIOBUIX Oyayiie cdepsl
JIEATEIILHOCTH);

1.5(3. COBepH_IeHCTBOBaHI/Ie HaBBbIKOB YCTHOI'O l'[y6J'II/I‘-IHOFO BBICTYIUJICHUS;

1.6|4. I[anLHeI‘/’Imee COBCPUHICHCTBOBAHUE HABbBIKOB YTCHHS U ITIOHUMAaHUA ayTeHTH‘iHOfI JIATEPATYypPhI 3aJJaHHOU
HaIpaBJICHHOCTH Ha AHTJIUHCKOM SI3BIKE;

1.7|5. Pa3BuTHe HaBBIKOB KPUTHYECKOTO aHAIM3a HHPOPMAIIUK Ha aHTJIMHCKOM sI3bIKE (PECCHI, HAYYHOH JIUTEPaTypHI,
o(UIHATBHBIX TOKYMEHTOB U JIp.), BKITFOUYasl IEYaTHBIC U AICKTPOHHBIC U3/IAHNU;

1.8]6. CoBepilieHCTBOBaHNE HABBIKOB ITMCbMEHHOTO MepeBo/a (C aHTIIHMHCKOTO s3bIKa HA PYCCKUH SI3BIK, C PYCCKOTO SI3bIKA Ha
AHIIIMHCKUI);

1.9]7. CoBepiieHCTBOBaHNE YMEHUH HanKcaHUs U 0(hOpMIICHHS JETIOBOI KOPPECIIOHACHINH (TIHCEM, 3asBOK, aHHOTALIUHA,
MIPOEKTOB);

1.10(8. CoBepIieHCTBOBaHIE HABBIKOB JICIOBO MTEPEIHCKH;

1.11{9. Pa3Butne ciocOOGHOCTH K HETIPEPHIBHOMY CaMOOOpPa30BaHUIO B 00JIACTH HHOCTPAHHOTO SI3bIKA B chepe JeI0BOT0
oOrieHus.

2. MECTO JUCHUIITMHBI B CTPYKTYPE OOII

Huka (pazngen) OOIT: B1.0

2.1|TpebdoBaHus K nMpeABAPUTEIbHOI MOATOTOBKE 00y4a0LIEr0Cs:

2.2| JnCHUIUIMHBI U PAKTHKH, JUISI KOTOPBIX 0CBOEHHE JIAHHOM THCHHIINHBI (MOIYJI51) HEOOXOUMO KaK
npejliecTBYOIIEE:

2.2.1|OcHOBBI HAYYHBIX HCCIIEIOBAHHIMA

2.2.2|IIpoeccnonanbHO-OPUEHTHPOBAHHBIN IEPEBOJ

2.2.3|YueOHas IpaKTUKA: O3HAKOMUTEIIbHAS IPAKTUKA

3. KOMIETEHLMY OB YYAIOIETOCS, ®°OPMUPYEMBIE B PE3YJIbTATE OCBOEHMS JUC LI TAHBI
(MOJILYJIST)

YK-4: CnocodeH NpuMEeHAITH COBpeMeHHbIe KOMMYHUKATHBHbIE TEXHOJIOTHH, B TOM YHCJIe HA HHOCTPAaHHOM(BIX) si3bIKe(ax),
AJ1S1 aKaeMHYeCKOro ¥ npogeccuoHaJIbLHOro B3auMo/IeiicTBHSA

YK-4.1: BoioupaeT NpHHIMIBI IOCTPOEHHUSI YCTHOTO U MUCbMEHHOI0 BbICKA3bIBAHMS HA PYCCKOM U HHOCTPAHH OM SI3bIKaX;
NPaBUJIa H 3aKOHOMEPHOCTH /1€JI0BOi YCTHOH M MMCbMEHHOH KOMMYHUKAIUU

YK-4.3: leMoOHCTPHpYeT HABBIKH YTEHHS U NepPeB0/Ia TEKCTOB HA HHOCTPAHHOM SI3bIKe B MPO(ecCHOHAIBLHOM 00LIeHNH;
HABBIKH /1€JI0BbIX KOMMYHUKAIUI B YCTHOM M MUCbMEHHOH ¢opMe Ha PyCCKOM M HHOCTPAHHOM SI3BIKAX

YK-5: CnocobeH aHaIu3upoBaTh M YYUTHIBATH Pa3HO00pa3ue KyJbTYP B MpoIecce Me:KKYJILTYPHOTO B3aNMO/IeiiCTBUSI

YK-5.2: U3naraet rpaMOTHO M JOCTYITHO NPO(hecCHOHATBbHYI0 HH(POPMALMIO B MIpoIecce Me:KKYJIbTYPHOT0 B3aNMO/AeiiCTBUS

4. CTPYKTYPA H COJEP KAHUE JUCHUIIJIMHBI (MOLY JIA)

Kon HaumenoBanmue pa3nesioB u TeM /Buj | Cemectp / | Yacos | Komneten- | Jlutepatypa | Uute | Ipumeuyanue
| 3aHATH 3aHATUs/ Kvbne 11070 DAKT.

Pa3znen 1. /letoBoe o0menue u
CpeacTBa KOMMYHHUKAIUH

11 Ipuem Ha padory /TIp/ 2 1 YK-4.1 [JI1.1J11.2]12.1 0
2.2

1.2 Ipuem Ha pabdoty /Cp/ 2 16 VK-4.1 [JI1.1J11.2J12.1 0
2.2

1.3 Henoas mepenucka /Ip/ 2 1 YK-4.1 [JI1.1J11.2]12.1 0

J12.2




14 Jenosas nepenucka /Cp/ 16 YK-41 |JI1.1J11.2J12.1
J12.2

15 Busur 3apybexnbix naptHepos /TIp/ 1 YK-4.1 |JI1.1J11.2J12.1
2.2

1.6 Busur 3apy0exxusix naptaepos /Cp/ 16 YK-4.1 |JI1.1J11.2J12.1
J12.2

1.7 Cogemtanusi, neperosopst /TIp/ 1 YK-4.1 |JI1.1J11.2J12.1
2.2

1.8 Cogemanusi, neperoopst /Cp/ 18 YK-4.1 |JI1.1J11.2J12.1
2.2

1.9 JenoBoii kontpaxt /IIp/ 1 YK-4.1 |JI1.1J11.2J12.1
2.2

1.10 JenoBoit koutpakt /Cp/ 18 YK-4.1 |JI1.1J11.2J12.1
J12.2

111 Jenosoii atuket /I1p/ 1 YK-41 |JI1.1J11.2J12.1
J12.2

112 Henogoit sTuker /Cp/ 18 YK-4.1 |JI1.1J11.2J12.1
J12.2

5. ®OHJ OHEHOYHBIX CPEJICTB

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

6. YHAEBHO-METO/JMYECKOE H HTHOOPMAIIMOHHOE OBECIIEYEHUWE JTUCHUIIJIMHBI (MOY JIS)

6.1. PexomMenayemas qutepatypa

6.1.1. OcHoBHast 1UTEpPaTYypa

ABTODEBI, COCTaBHTEIH 3arnaBue, pa3MenieHue UznarenscTBo, rox | Kommu-Bo
JI1.1 |Cnenosuu B.C. JenoBoit anrnuiickuii si3pik. BUSINESS ENGLISH: yue6. MuHnck: 2
nocooue Ui By30B TerpaCucremc,

2010

JI1.2 |®wmmmnmnosa M. M. JlenoBoe 0oOIICHNE HA aHTIIUICKOM sI3bIKE: yueO. mocooue M.: U3n-Bo MI'Y, 1
2010

6.1.2. JlonoTHuTeIbHAS TUTEPATYPA
ABTOpBI, COCTaBUTEIH 3arnaBue, pa3MelieHHe WznarenscrBo, ron | Komnu-Bo
JI2.1 |Hazaposa T. b. AHTTIMIACKUH SI3BIK AETI0BOT0 OOIICHUS: KYpPC JIEKLIUH 1 M.; Baagumup: 3
MPAKTUKYM; y4e0. ITocoOue Isl By30B ACT; Acrpens;

BKT, 2009

JI2.2 |Beiizepos B. A. JlenoBoii aHTIIMHACKUN S3BIK: TOCOOHe Pocros v//1; 2
®ennkc, 2009

6.3.1 Ilepeyens NporpaMMHOro odecrnevyeHuns

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

6.3.1.2|MS Windows XP (Homep nuuen3un 62693665 ot 19.11.2013)

6.3.1.3|ABBYY Lingvo 12 (Kox no3uun NeAL14-1S1P05-102 ot 14.12.2009)

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

6.3.2 Ilepeyenb HHPOPMAMOHHBIX CIIPABOYHBIX CHCTEM

6.3.2.1|1. CoBerthI 10 HamUcaHUIO aHHOTaLWH - http://old.utmn.ru/sec/2142

6.3.2.2|2. Hayunsle xypHaisl, KoHbepeHuun - http://old.utmn.ru/sec/2240

6.3.2.3]3. World Science - Science News - http://www.world-science.net/

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

6.3.2.5]5. The Open University - http://www.open.ac.uk/skillsforstudy/index.php

6.3.2.6]6. ITpumeps! memoBoii mokymerTtarmu — http://owl.english.purdue.edu




6.3.2.7

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

6.3.2.8

8. 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. Kak npaBuibHO HanucaTb 3¢ dextuBHOE pe3tome. How to organize an effective resume -
http://www.ehow.com/how_5097328_organize-effective-resume.html

6.3.2.10

10. Toxckasku s Hanmcanus pestome. QuintCareers.Com - http://www.quintcareers.com/curriculum_vitae.html

6.3.2.11

11. Bark BornpocoB npu cobecenoBanuu. Interview Question Bank. - http://www.job-
interview.net/Bank/JoblnterviewQuestions.htm

6.3.2.12

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

6.3.2.13

13. MexKynbTypHbIE KOMMYHHKAIUH B AeaoBoM Mupe. World Business Culture. -

6.3.2.14

14. http://www.worldbusinessculture.com

6.3.2.15

15. Cnpasounnk npodeccuit. 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

DONeKTpOHHBIE U OHJIAIH CI0Bapu

6.3.2.20

1. MynsTHTpaH OHIalH clI0Bapb. [DnekTpoHHBIN pecypc] Pexum noctyna: http://www.multitran.ru. MHOTOS3bIYHBII
MIOTIOJTHSIEMBI OHJIANH CIIOBAPb, COMEPIKUT OOJIee MSITH MUJUTHOHOB TEPMHHOB U MPETOCTABISIET BO3ZMOKHOCTH
an(aBUTHOTO, MOP(OIOTUIECKOTO U (PPa30BOT0 MOKCKA.

6.3.2.21

2. SInpekc cioBapu OHJAWH. [DneKTpoHHbIH pecypc] Pexxum nocrymna: http:/slovari.yandex.ru. MHOTOSI3bIYHBIN
HOTIOIHSACMBII OHJIAWH CIIOBAPb, BKIIOYACT OOIIIE U CIICHHAIbHbIC CIIOBAPH Pa3HOi HAPaBIeHHOCTH. COMEPIKUT CCHUTKH
Ha JIPYTUe CIOBAPU M SHIUKIONEeIHH. ECTh BO3MOKHOCTD MPOCIYIIATH CIIOBO.

6.3.2.22

3. ABBYY Lingvo omaiia cioBapb. [ DneKTpoHHbIH pecypc] Pexxum moctyma: http://www.lingvo-online.ru.
MHoOros3bIYHbII OHJIAMH CIIOBAPh, BKIIFOYAET O0LIME U CHICIUAIbHBIC CIOBAPH PA3HOM HAPaBJICHHOCTH.

6.3.2.23

4. Acronymfinder Online [9nexrpoHHbIi pecypc] Pexum nocryna: http://www.acronymfinder.com. Onnaiin cioBapb
COKpalIeHUI aHTJIMHCKOIO S3bIKA.

6.3.2.24

5. Cambridge Dictionaries Online. [QnexrponHslii pecypce] Pexxum nocryna: http://dictionary.cambridge.org.
MHOTOsA3bIYHBII OHJIAIH CIIOBAPh, BKIFOYACT TOJKOBBIC CIIOBapHU aHTIIHICKOTO si3bika: American English, Learner's, Phrasal
Verbs, Dictionary of Idioms u ap.

6.3.2.25

6. Oxford Dictionaries Online. [DnekTponnsiii pecype] Pexxum noctyna: http://www.oxforddictionaries.com.
MHoOros3bI4HBINH OHJIAHH CIIOBAph, BKIIOYAET TOJIKOBBIE CIIOBAPU aHIJIMHCKOTO SI3bIKa, YKA3bIBAETCSI STUMOJIOTHS CIIOBA,
€CTh BO3MOXKHOCTH IIPOCITYIIATH CIIOBO.

7. MATEPUAJIBHO-TEXHUYECKOE OGECIIEYEHHME JJUCIIUIIJIMHBI (MO Y JIST)

7.1

Ayn. 209 - ayauTopus AJ1s IPOBEACHUS JICKIIMOHHBIX, IPAKTUYECKUX, CEMUHAPCKUX 3aHATHH, MyJIbTUMEIUUHBIN KI1acc,
«Myz3eitHas ayaqutopus» (ocagouHbIX MecT — 45)

7.2

KomnbrorepHas TexHuka

7.3

1 mpoexTop Panasonic PT-LB60NTE

7.4

JInnensunonnoe 110

7.5

MS Windows XP (Homep nunensun 62693665 ot 19.11.2013)

7.6

MS Access 2007 (Homep nuniensun 62693665 ot 19.11.2013)

7.7

MS Office Standard 2007 (Homep sutiensun 62693665 ot 19.11.2013)

7.8

CorelDraw Graphics Suite X5 (Homep nunenzuu 4069593 ot 28.07.2010)

7.9

7.10

Ayn. 503 - aynuTopus Aisl MPOBEAEHUs JTEKIIMOHHBIX, IPAKTUUYECKUX, CEMUHAPCKUX 3aHATUH, KOMIBbIOTEPHBIH,
MyJIbTUMEANUNHBIH K1acc

7.11

(mocamounbIx MecT — 33)

7.12

Kommerorepras Texarnka




7.13|9 xommsrorepos (Intel Core 2 Duo E7200 2.53GHz, 3I'6 O3Y, HDD 320 I'6), 1 mpoekTop acer p1265

7.14|JIuneunsuonnoe I10

7.15|MS Windows XP (Homep nuuensuu 62693665 or 19.11.2013)

7.16|MS Office Standard 2007 (Homep nunien3uu 62693665 ot 19.11.2013)

7.17|MS Access 2007 (Homep nuuen3un 62693665 ot 19.11.2013)

7.18|Mathlab R2010b (Homep mumensuu 622090 ot 23.12.2009)

7.19|Kommac-3D v12 (Homep muuensnonHoro cormnamenus Kk-10-01126)

7.20|Bbecmatuoe I1O

7.21|Koncynpsrant Ilntoc (Bepcus Uit 00pa3oBaTeIbHBIX YIPEKICHHN )

7.22|AutoCAD Education 2012 (Bepcust 11 00pa30BaTeIbHBIX YUPEHKIACHUI)

7.23

7.24|Ayn. 309 - aynuropus AJ1s IPOBEACHHUS JICKIIMOHHBIX, MPAKTHISCKUX, CEMUHAPCKUX, HHTEPAKTUBHBIX 3aHSITHUH,
MYJIbTUMEINHHBIN Ki1acc

7.25|(mocagounsix mect — 36)

7.26|KommbroTepHas TEXHUKA

7.27(1 xommetorep (Intel Pentium G620 2.60GHz, 2I'c O3V, HDD 250 I'6), 1 untepaktuBnas nocka iRU, 1 npoexrop NEC, 1
mpoektop Panasonic pt-Ib60nte

7.28|JInnensnonnoe I10

7.29(MS Windows XP (Homep nunensun 62693665 ot 19.11.2013) MS Office Standard 2007 (Homep nunienszuu 62693665 ot
19.11.2013) MS Access 2007 (Homep nunensun 62693665 ot 19.11.2013) RMeasiteach Next Generation (Homep
mnersun 1SV-367)

8. METOAUYECKHUE YKA3ZAHUA JJIA OBYYAIOIIIAXCA 11O OCBOEHUIO JUCHUIIVIMHBI (MOY JIS)

Jns ycnemrHoro ocBoeHus yueOHOro MaTepuaia CTyA€HTY He0OX0AUMO SICHO IIOHUMATh 3HAYMMOCTh M MECTO TUCHIUIUINHBI B €T0
npo¢ecCHOHANBLHON TIOATOTOBKE U aKTHMBHO Y4acTBOBATh BO BCeX BUAAX ydeOHOTo mporiecca. [To qucuurniiae y4eOHbIM IIJIaHOM
IpeyCMOTpeHa KOHTAKTHAsI H CaMOCTOsITeNbHas padoTta oOydatomierocs. KonrakrHast paboTa BKIIOUAET JISKIIMOHHEBIE U
MIPAKTUYECKUE 3aHATH, KOJUIEKTUBHBIC U MHIUBHyaJIbHbIE KOHCYIbTALIUH.

Ha nexIoHHBIX 3aHATUSIX HEOOXOANMO BHUMATEILHO CIIYHIATh IIPENOAaBaTelIs, HOAPOOHO U AKKypPaTHO BECTHU KOHCIIEKT, KOTOPBIH
JIONOJIHSAETCS U KOPPEKTUPYETCS B MPOLIECCE CaMOCTOATENBHON NPOpaboTku MaTepuaina. IIpakTuueckue 3aHATHS IPESYCMOTPEHBI
Juist GopMHUPOBaHUS yMEHUN U HaBBIKOB MPUMEHEHUs TEOPUH Ha IPAKTUKE UL pelIeHus yueOHbIX 3a1au.

Ha npakTu4eckux 3aHATHIX CTYIEHTaMH BBITIOJIHATCS TEMATHYECKUE U KOMIIETEHTHOCTHO-OPUEHTHPOBAHHBIC 33aHUS 110 TEMaM
kypca. CTyeHTy He0OXOAMMO aKTUBHO Y4acTBOBATh B yUeOHOM ITpoliecce, P HEOOXOANMOCTH 3aJaBaTh BOIIPOCHI IIPETIOJABATEIO.
Texymmii KOHTPOJIb IPOBOAUTCS B BUJIE: YCTHBIX M TMCHbMEHHBIX OTBETOB HAa BOIPOCHI TEMBI 3aHSATHS, 3aIIUTHI JTOKJIAI0B-
npe3eHTanuii, peeparos, TECTOBBIX 3aTaHHN.

Jlnst peanm3aniy caMOCTOSTENIBHON PabOThI CO3JAaHBI CIIEAYIONINE YCIOBUS M MPEITOCBUIKH: 1. CTYEHTHI 0OecIeeHbI
nH(opMaIoOHHEIMU pecypcamu B 6ubnnoTeke 3I'Y (yueOHuKaMu, ydeOHBIMU OCOOUAMH, OAaHKOM UHIUBUAYAJIbHBIX 3aaHUl); 2.
CTYJEHTHI 00ecTiedeHs! HH()OPMAOHHBIMHI PeCypcaMH B JIOKansHOU ceTr 3I'Y (B 31IeKTPOHHOM BHIE BBICTABICHO METOJHIECKOE
obecrieueHue AUCIMILINHEL); 3. OPraHU30BaHbI €XKEHECIbHbIE KOHCYIbTAIUH.

HpOMe)KyTO‘IHaSI aTrecTauus 1o JUCIHUILINHE. HOHFOTQBK& K HpOMe)KyTO‘IHOﬁ aTTeCTallii BKIIIO4YacT Hpopa60TKy TECOPETUYECCKOI'O
Marepuaia, OTBETbl Ha KOHTPOJIbHBIC BOIIPOCHI. BOHpOCI)I, BO3HUKAOIINE BO BPpEMS IMOATOTOBKHU, MOXXHO BBIACHUTH BO BPEMA
KOHCYJIbTallUH. JIJ'[}I TIOJIYYCHUA JOIMYCKa CTYACHT JOJDKCH BBIIIOJIHUTD, OCbOpMHTL " caaThb BCC BUbI pa60T, npeayCMOTPEHHBIC
TEMATHUYCCKUM ITIJIAHOM y‘IG6HOI>i nporpaMmbl JTUCHHUIIIIMHBI. IIOHyCK BBICTABJIAICTCA TOJIBKO B Cliy4ae MOJIOKUTEITLHOU aTTeCraluu 1o
BCEM KOHTPOJIbHBIM TOYKaM M IOCJIC BBIIIOJIHECHUA CTYACHTOM BCEX BUI0B CaMOCTOSITEJILHON U ayJIHTOpHOﬁ 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 38.04.02 MenemxmeHT Ha ocHOBe PabGoueil mporpaMMbl TUCHMIUIMHBI JlemoBoid
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

Koz n HaumeHoBaHKe KOMIIETEHIIUN WNuankaTopsl JOCTHKEHUS
YK-4 Crniocoben npuMmeHaTb|YK-4.1 BeibupaeT npuHIUIBI TOCTPOSHUSI YCTHOTO U
COBPEMECHHEIC KOMMYHHKATHBHBIC|[THICEMEHHOTO ~ BBICKa3bIBAaHUSI HAa  PYCCKOM U
TEXHOJOTMM, B TOM  YHCI€  HA|UHOCTPAHHOM SI3bIKaxX; MpaBHJIA M 3aKOHOMEPHOCTH
WHOCTpPAaHHOM(BIX)  si3bIKe(ax),  JUJISI|JIEJIOBOM YCTHOM M MMCbMEHHOW KOMMYHHUKAIIUH
aKaJeMHYECKOro 1 MpodeCCHOHATBHOTO
B3aUMOJICVCTBHUS

VYK-4.3 JleMOHCTpUpYeT HABBIKM UYTEHHS U IEpeBOJa
TEKCTOB Ha MHOCTPAHHOM $3bIKE B MPO(ecCHOHATIEHOM
OOIIIEHUH; HABBIKU JIEJOBBIX KOMMYHHMKALIUH B YCTHOU
U THChMEHHON (opMe Ha PYyCCKOM M MHOCTPAHHOM
SI3bIKAX

YK-5 Crnocoben anamusupoBath u[YK-5.2 W3naraer  rpaMOTHO U JOCTYIIHO
YUUTBHIBaTh pa3zHooOpa3ue KyjiabTyp B|OpodecCHOHaIbHYI0  HH(pOpMalKi0O B  Ipolecce

mporecce MEKKYJIBTYPHOI'O|MEXKYJIBTYPHOT'O B3aUMOCHCTBUSA
B3aMMOJICHCTBUS
Tabnuma 2. [Tacopt GoH/1a OIICHOYHBIX CPEJICTB
Kox OlneHOYHBIE Cpe/iCTBa O1nieHOYHBIE CPENICTBA
pesylbTara TEKyIllel aTTecTaluu MIPOMEKYTOYHOM aTTeCTalluu
KonTtpomupyemsie pa3ieibt

New/n (TeMBI) AUCIUILTIHEI 00yuenus no

JUCIAILTHEE/ Haunmenoranu ®opma HaumenoBanu Dopma

MOIyJIIO ¢ ¢
2 cemMecTp

2. TunoBble KOHTPOJIbHbIE 33JaHUS WJIH HMHbIe MATepHAJbl, HEOOXOAMMBIE [JIsl
OLCHKM 3HAHWI, YMEHUI, HABBIKOB M (WJIH) ONbITA JAEATEIbHOCTH, XapaKTepu3ymolue
npouecc GopMUPOBAHNUSI KOMIIETEHIIUI B X0/1¢ 0CBOEHHS 00pa30BaTe/IbHOI IPOrpaMMBbI.

2.1. 3aganus 1Jisl TEKYIIEro KOHTPOJISl yCIIeBAeMOCTH

Tunoas KOHTpOJIbHAS
HOLDING A SUCCESSFUL MEETING




1. [IpounTaiite 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. RAMTOTHUTE TINOTTVCKW TTOTXOTITITUMUF TT0 CMRICITV CITORAMY TR haMku. Ohenenure.



Kakue pa-

361 00BIYHO IMPOU3HOCUT IIPEACEAATECIIb, 4 KAKME — YYAaCTHUKHU 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. | 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. 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 € NOAXOAAIINEC TTO CMBICITY I'JIAroJibl U 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. 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. 3amonHMTE TPONMYCKH cienyrommumu croBamu: Waste, find, make, chat, discuss,
criticize, exchange

C kakumu yTBEpKIeHUSIMU BbI corytacHbI?

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. HquHTafITe U IEPEBCAUTC BBICKA3bIBaHUSA, KOTOPBIC MOXHO YCIIBIIIATH BO BPEMA
COBCIIAaHUAA.

3amosHUTEe MPOMYCKH MOAXOISIIMMH II0 CMBICTYy ciaoBamu: right, mean, understand,
interrupt, earlier,

move, minutes, afraid, think, purpose, record, wrong, action, point (2), sure, allocated.

Onpenenure, kakue (Gpaszbl 0OBIYHO MPOUZHOCUT TPEICENAaTeNh, a KAKHEe — YIYACTHUKHU
COBCIIaHNA.

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 [TIOBECTKON 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 aTTecTallnu

2.2.1. KOHTpOJIbHBIE BONMPOCHI K IK3aMeHY(3a4eTy)
KoHcmekT, cobeceoBaHme, TECTOBOE 3aJJaHNe, HTOT'OBBIA TECT



2.2.2. TunoBbIe JK3aMeHAIMOHHDBIE 321291

2.2.3. Tembl/3a1aHHusI KYPCOBBIX IPOEKTOB/KYPCOBBIX padoT



