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@DOHJ OIIEHOYHBIX CPENICTB MO TUCIUIUINHE Je10BON MHOCTPAHHBIN SA3BIK ISl TEKYIIEH/
MIPOMEXKYTOUHOM aTTecTanuu pa3paboTaH B COOTBETCTBUU ¢ DenepalibHbIM IOCyAapCTBEHHBIM
00pa30BaTe/IbHBIM CTAHIAPTOM BBICHIETO O0OPa30BaHUS IO CIEUUAILHOCTH / HAIPaBICHUIO
noarotoBku 38.04.02 MenemxmeHT Ha ocHOBe PabGoueil mporpaMMbl JTUCHMIUIMHBL 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,
[Tonoxenuss o rocymapctBeHHOM wuToroBo arrecrauuu (['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 00pa30BaTeIbHOM 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 MMChbMEHHOW KOMMYHHUKAIIUH
aKaJeMHYECKOro 1 MpodeCCHOHATBHOTO
B3aUMOJICVCTBHUS

VYK-4.3 JleMOHCTpUpYeT HABBIKM UYTEHHS U IEpeBOJa
TEKCTOB Ha MHOCTPAHHOM S3bIKE B MPO(ECCHOHATTLHOM
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 MEXKYJIbTYPHOT'O[MEXKYJIBTYPHOTO B3aUMOJICHCTBUS
B3aUMOJICVCTBHUSI
Tabnuma 2. [Tacopt GoH/1a OIICHOYHBIX CPEJICTB
Kox OlneHOYHBIE Cpe/iCTBa O1nieHOYHBIE CPENICTBA
pesylbTarta TEKylIeH aTTeCTaluu IIPOMEXKYTOUHOH aTTecTaluu
KonTtpommpyemsie pa3neist

Nen/n (TeMBI) TUCITUTUTHHBI 00yueHus 1o

JMCIIATLTHEE/ HaumenoBanu dopva 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 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. Ran(mm/rTe TINOTIVCKW TIOTXOTATITUMU TTI0 CMRICITV cITORAMU nR naMku. Orhenenure.



Kakue pa-

361 00BIYHO IMPOU3HOCUT IMPEACEAATECIIb, 4 KAKME — YYAaCTHUKU 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 |
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. 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 ciexyrommumu croBamu: Waste, find, make, chat, discuss,
criticize, exchange

C xakuMu yTBepKAeHUAMU Bbl cornacHbl?

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 Tembl NUCHMEHHBIX PadoT (3cce, pedepaThl, KYpcoBbie padoThI U AP.)
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