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®DoH/T OLICHOYHBIX CPEACTB IO AUCIUILUIMHE J[eTOBO MHOCTPAHHBIN SI3BIK ISl TEKYIICH/
MIPOMEXYTOYHOM aTTecTaluu pa3padoTaH B cooTBeTcTBUM ¢ DenepanbHbIM rocydapCTBEHHBIM
00pa3oBaTebHBIM CTAHAAPTOM BBICIIET0 OOpa30BaHMs IO CIEIHAIBHOCTH / HANpaBICHUIO
noarotoBku 38.04.02 MenemkMeHT Ha OocHOBe Paboueil mporpaMMbl TUCHUILIMHBI JlemoBoit
WHOCTPAHHBINA SI3BIK, YTBEPXKIEHHOM pELICHHEM YYEHOrO0 COBETa OT r., Ilonoxenus o
dhopmupoBannu PoHa oreHoUHbIX cpeAcTB no aucuuiumae (POC), [TonoxkeHus: 0 IpoBeICHUH
TEKYIIero KOHTPOJIS YCIEBAEMOCTH M MPOMEXKYTOUHOM arrectanuu oOywatommxcsa 31V,
[Tonoxkenuss o rocymapcTBeHHOW wTOoroBor arrectaruu (I'MIA)  BBITYCKHHUKOB IO
o0pa3oBaTesbHBIM MMPOrpaMMaM Beiciiero oopasoanus B 3I'Y um. H.M. denopoBckoro.

1. llepeyeHb IIAHUPYEMBIX Pe3yJbTATOB O0y4YeHHMsl MO JAUCHUIIMHE (MOAYJI0),
COOTHECEHHBIX € IVIAHUPYEMbIMH pe3yJibTaTaMM 00Pa30BaTe/IbHOI MPOrpaMMbl

Tabmuna 1. KomneTeHny 1 MHAUKATOPBI HX TOCTHKEHUS

Kox 1 HauMeHOBaHUE KOMIICTCHITH WHauKaTopel TOCTHIKECHUS
YK-4 Crnocoben npuMeHsTh | YK-4.1 BeibupaeT npuHIUNIBI TOCTPOSHUSI YCTHOTO U
COBPEMECHHBIC KOMMYHUKATHBHBIC | TUCbMEHHOTO ~ BBICKAa3bIBAaHMS Ha  PYCCKOM U

TEXHOJIOTUM, B TOM YHCJIE HA|WMHOCTPAaHHOM S3bIKax; MpaBWa U 3aKOHOMEPHOCTH
MHOCTpaHHOM(BIX)  s3bIKE(aX), JUIs | I€TOBOM YCTHOW M MUCHbMEHHON KOMMYHUKAIIUU

aKaJIEeMUYECKOTO u
npoecCHOHATBEHOTO B3aUMOICHCTBHS

VYK-4.3 JleMOHCTpHpYET HABBIKM UYTEHHS U IEpeBOja
TEKCTOB Ha HHOCTPAHHOM $I3bIKE B MPOQPECCHOHATHHOM
OOIIICHNH; HABBIKH JIEJIOBBIX KOMMYHHUKAIIUN B YCTHOM
U TMHCBMEHHOHN (hopMe Ha PYyCCKOM M HHOCTPAaHHOM
SI3BIKAX

YK-5 Cnocoben anamusupoBath u|YK-5.2 W3naraer IrPaMOTHO u JOCTYITHO
YUUTBHIBaTh pa3zHoOOpasue KyIbTyp B|mpodeccHoHambHyr  HHGOpPMAlNHUIO B MpoIecce

npouecce MCKKYJIBTYPHOTO | MCKKKYJIBTYPHOTO B3aHMOI[eI>’ICTBI/IH
BSaHMOHCﬁCTBHﬂ
Tabmuma 2. [TaciopT (oH/1a OIEHOYHBIX CPEJICTB
Kox OueHOYHBIE CPEACTBa OLeHOYHBIE CPEACTBa
KoHTpoanpyembie pesyisTaTa TEKyUIeH aTTecTalun MPOMEKYTOYHOM aTTeCTaIuH
Neri/mt paszenbi(TeMbl) 00y4eHus 1o
AHUCLIHUILIAHBL JWCIMTUTHHE/ | HapmeHoBaHMe ®opma | Haumenosanue dopma
MO/IYJIIO
1 cemecTp

2. TunoBble KOHTPOJIbHBIE 3aJaHUS WJIM MHbIE MAaTepHaJbl, HEOOXOAUMBIE [JIsl
OLICHKM 3HAHWM, YMEHHH, HABBIKOB U (WJIH) ONBITA JEATEJbHOCTH, XapaKTepU3yolue
npouecc GopMupoOBaAHUS KOMIIETEHIIM B X0/1e¢ 0CBOCHUS 00pa30BaTeJIbHOI NPOrPaMMbl.

2.1. 3aganus 1Jisl TEKYIIEro KOHTPOJISl YCIIeBAeMOCTH
TurmoBast KOHTPOJIbHAS

HOLDING A SUCCESSFUL MEETING
1. [IpounTaiite 1 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. 3amoyHUTE TMPOIYCKH TOIXOMAIIUMU TI0 CMBICTY CJIIOBaMH M3 paMku. Omnpeaenure,
Kakue ¢pa-



361 00BIYHO IMPOU3HOCUT MMPEACEAATECIIb, 4 KAKHNE — YUaCTHUKHU 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. 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

I
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. | 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. BBI6epI/ITC noAXOAAIIHE MO CMBICITY TJIaroJjibl ¥ 3all0OJIHUTE IIPOITY CKU.
1. Canwe 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. 1 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. 3amoiHUTEe MPOINYCKH cieayomumu ciaoBamu: waste, find, make, chat, discuss,
criticize, exchange

C kakuMu yTBEpKAeHUAMH Bbl 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 " MEPCBCAUTE BBICKA3bIBAHHA, KOTOPBIC MOXXHO YCJIbIIIATH BO BPEMA
COBCIIAHMHA.

3armogHUTE MPOIYCKH MOAXOIAIIMMHU 10 CMBICITY cioBamu: right, mean, understand,
interrupt, earlier,

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

Onpez[eJmTe, KaKue (bpaBBI 0OBIYHO IIPOU3HOCUT NPEACCAATCIIb, A KaKUC — YUYaCTHUKU
COBCIIaHMHAA.

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

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

6. O3HaKOMBTECH C IIOBECTKOM JHS U MIPOTOKOJIOM coBelanusi. OTBETHTE HA BOMPOCHI.
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 Tembl NUCbMEHHBIX padoT (3cce, pedepaTbl, KypcoBbie padoThI U JP.)

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

1. What does “ASAP” stand for in business communication?
0 A) Always Say a Prayer

0 B) As Soon As Possible (+)



0 C) As Simple As Pie
o D) All Systems Are Perfect
2. Which of these is a formal way to start a business email?
0 A) Hey!
0 B) Hi, [Name],
0 C) Dear Mr./Ms. [Last Name], (+)
oD) Yo!
3. What is a “pitch” in business?
0 A) A sales promotion technique
0 B) A presentation of an idea to potential investors or clients (+)
0 C) A type of sports field
0 D) A complaint from a customer
4. What does “ROI” stand for?
0 A) Rate of Interest
0 B) Return of Investment (+)
0 C) Risk of Income
0 D) Rules of Incorporation
5. Which of these is a synonym for “revenue”?
0 A) Expenses
o0 B) Profit
0 C) Income (+)
o D) Loss
6. What is a “deadline”?
0 A) A long line of people waiting for something
o0 B) The final date to submit or complete something (+)
o0 C) A type of legal document
0 D) A tool for measuring length
7. What is “networking” in a business context?
0 A) Connecting computers to the internet
o B) Building professional relationships with other people in your industry (+)
0 C) Fishing with a net
0 D) Designing computer networks
8. What does “CC” mean in an email?
0 A) Copy Center
0 B) Carbon Copy (+)
0 C) Computer Code
0 D) Closing Comments
9. What is “market share”?
0 A) The total value of all shares traded on a stock exchange
0 B) The portion of a market controlled by a particular company or product (+)
0 C) The cost of advertising in a particular market
0 D) The number of customers in a particular market
10. What is a “brainstorming” session?
0 A) A solo activity focused on deep thinking
0 B) A group activity where people suggest ideas to solve a problem (+)
0 C) A lecture on the human brain
0 D) A test of intelligence
11. Which of these phrases is appropriate for ending a formal business email?
0 A) Cheers,
0 B) Bye!
o C) Sincerely, (+)
0 D) See ya!
12. What is “due diligence™?



0 A) Paying your bills on time.

0 B) A thorough investigation before signing a contract or making a purchase (+)

o C) Being polite and respectful in business dealings.

0 D) The cost of legal services.

13. What is “KPI” in business?

0 A) Keep Promoting Innovation

0 B) Key Performance Indicator (+)

0 C) Know Practical Information

0 D) Keep People Interested

14. What is “outsourcing”?

0 A) Hiring employees from within the company

0 B) Hiring outside the company to perform certain tasks (+)

o C) Moving a company to another country

o0 D) Shutting down a department

15. What does “P&L” stand for?

0 A) Plans and Logistics

0 B) Products and Liabilities

o0 C) Profit and Loss (+)

0 D) Personnel and Learning

16. What is a “stakeholder”?

0 A) A person who sells steaks

0 B) A person who holds stakes in a competition

o C) Anyone with an interest in the success of a business, including employees,
customers, and investors (+)

0 D) A person who gambles

17. What does “B2B” stand for?

0 A) Back to Basics

0 B) Business to Business (+)

o C) Buy to Buy

0 D) Budget to Budget

18. What is a “negotiation”?

0 A) An argument

0 B) A formal discussion between parties trying to reach an agreement (+)

0 C) A type of contract

0 D) An auction

19. What is a “brand”?

0 A) A mark made by burning

0 B) A name, term, design, symbol, or other feature that identifies one seller’s goods or
services as distinct from those of other sellers (+)

0 C) A type of cattle

0 D) A type of logo

20. What is a “consultant”?

0 A) Someone who works on a company’s IT systems.

0 B) An expert who provides professional advice to a company (+)

0 C) An entry-level employee.

0 D) A salesperson.

21. What does “EOD” stand for in business emails?

0 A) End of Discussion

0 B) End of Day (+)

0 C) Expect Our Delivery

0 D) Email Overload Day

22. What is “market research”?

0 A) Buying and selling stocks



0 B) The process of gathering information about consumers’ needs and preferences (+)

0 C) Developing new products.

0 D) Managing a budget.

23. What is a “warranty”?

0 A) A guarantee that a product will meet certain standards (+)

0 B) A type of contract.

0 C) A sales promotion technique.

0 D) A product review.

24. What is “supply chain management”?

0 A) Managing the company’s cash flow.

0 B) Overseeing the flow of goods, information, and finances from suppliers to
manufacturers to distributors to retailers to consumers (+)

0 C) Managing the company’s marketing efforts.

0 D) Managing the company’s employee benefits.

25. What does “SWOT” stand for in business analysis?

0 A) Sales, Wages, Operations, Technology

0 B) Strengths, Weaknesses, Opportunities, Threats (+)

o C) Strategy, Workforce, Objectives, Tactics

0 D) Systems, Web, Organization, Time
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