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®OoH T OIICHOYHBIX CPEACTB M0 TUCIHUILINHE JleT0OBON MHOCTPAHHBIH SI3bIK JUTS TeKyIei/
IIPOMEXYTOUHOH aTTecTtanuu pa3padoTaH B cooTBeTCTBUM ¢ DenepanbHbIM rocyapCTBEHHBIM
00pa3oBaTeNIbHBIM CTAHAAPTOM BBICHIETO OOpa30BaHMS IO CIEIHMATBHOCTH / HAIpPaBICHUIO
noarotoBku 38.03.02 MenemxmeHT Ha ocHOBe Paboueil mporpamMmbl JAUCHUILTHHBI J[e10Boi
WHOCTPAHHBIH SI3bIK, YTBEPXKICHHOM pemieHreM yueHoro coBeta oT 24.04.2025 r., [Tonoxenus o
dopmupoBannu Oouna oneHoYHbIX cpeAcTs no aucimminbe (POC), [TonoxkeHus o mpoBeIeHUN
TEKYIIEro KOHTPOJSl YCIIEBAEMOCTH M NPOMEXYTOYHOW arrecTauuu oOywarommxcs 3[Y,
[Monoxxenuss o rocymapcTBeHHOW wuroroBoi arrectaimud ([MA)  BBIMYCKHUKOB 110
00pa3oBaTeNbHBIM MpOrpaMMam Beiciiero oopazosanus B 3['Y um. H.M. denoposckoro.

1. lepevyeHb NMJIAHMPYEMBIX Pe3yJabTATOB O0y4YeHHS] MO TUCHHILIMHE (MOMYJIIO),
COOTHECEHHBIX € INIAHNPYEeMbIMH pe3yJibTaTaMu 00pa30BaTeJbHOM MPOrPaMMbI

Tab6muna 1. KomneTeHIny 1 HHAUKATOPHI KX TOCTHKEHUS

KOZI 1 HAMMCHOBAHHMEC KOMIICTCHIIUU I/IHIII/IKaTOPBI JOCTHOKCHU A

YK-4 Crnocoben ocymecTBIsATh | YK-4.2 [IpuMensieT NpuHIHIBI TOCTPOSHHUS YCTHOTO U
JICTTIOBYI0 KOMMYHHKAIIMIO B YCTHOW M | MMCBMEHHOTO BBICKA3bIBAaHHS HA MHOCTPAHHOM SI3BIKE
MUCbMEHHON dopmax Ha
rOCyIapCTBEHHOM s3blke Pocculickoit
denepani ¥ MHOCTPAHHOM(BIX)
si3bIKe(ax)

VYK-4.3 IlpumeHser Ha  TpakTUKE  JCIIOBYIO
KOMMYHHUKAIIMIO B YCTHOM M MUCBMEHHOU (popmax

VYK-4.4 Vicnonb3yer METOIbI AEIOBOTO OOIICHUS Ha
I/IHOCTpaHHOM SA3BIKC

Tabnuua 2. [TacnopT ¢hoHa OLIEHOYHBIX CPEICTB

Koapesynsra Onenounbie Oreriotikie .
Ner/ Kontpompyembie TaoGyuenus | CPEACTBATeKyei atTectaiym | CPACTBANPOMEXYTOUHON
o
0 pasenbi(TeMbl) 1o
JCIUIIUHBI nucnunune/ | HauMeHoBauu Dopma HanmeHnoBanu Dopma
MO/IYJTIO € €
3 cemecTp

2. TunoBble KOHTPOJIbHbIE 3aJaHUS MM HHbIE MATepUaIbl, HEOOXOAUMBbIE IJs
OIlEHKHM 3HAHWIii, YMEHHUIi, HABLIKOB W (HWJIM) OMbITA JAESITEJILHOCTH, XapaKTepu3ylolue
npouecc GopMUpPOBaAHUS KOMIIETEHIIHI B X0/1¢ 0CBOCHHUS 00Pa30BaTeJIbHOM MPOrpaMMBbl.

2.1. 3apanus 1JIA TEKYILEro KOHTPOJIs yCIeBaeMOCTH
TuroBast KOHTpOJbHAS







HOLDING A SUCCESSFUL MEETING

1. I[IpounTaiite u nepeBeIUTE TEKCT.

Nowadays business peopl e spend so much timein meetings that turning meeting timeinto
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 agendaisalist of items and
pointswhich are

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

concerned. Itisimportant to get feedback from the meeting parti cipantsabout the proposed
agenda. The

organizers should aso 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 bea

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 surethat each point on the agendaisallocated thetimeit deserves and should keep to
the timetable.

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

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

finishesontimeor earlier.

After some meetingsit’s necessary for the minutesto be circulated, especially if there are
action

pointsthat particular peopleareresponsiblefor. 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 ameeting it’s necessary to remember that running an effective meetingismore
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 ispossibleto hold agreat meeting.









2. 3anoTHUTE MPOIYCKH MOIXOISIIMMU IT0 CMBICTY CIIOBaMH U3 pamku. OnpenenuTte, kakue (pa-
3bI OOBIYHO MPOU3ZHOCUT MPEJICEAATENb, A KAKUE — YYACTHUKU COBEIIIAHMS.

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

arean 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, solet’s

get started. 5. | want to makethe that wearestill two peopleshort intheoffice.
6. Let’s

ontothenext point or wewon’t finishontime. 7. What isthe
of thismeeting?

What do we hopeto achieve?8. | takeyour about the new advertisement, but
it’stoo
lateto change anything. 110 9. | know what you about him, but heisvery good
with customers.
10. Sorry to you, but what you’ve said is against the company policy. 11.
To go back
towhat | was saying , we still need some money to solvethisproblem. 12. If |
you correctly, we won’t finish the project on time. Isthat 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
agreewithyou here. 16. | think you are . It’simpossibleto meet thisdeadline.
17.Youare
absolutely . Weareto reduce prices.
right, mean, understand, interrupt, earlier, move, minutes, afraid, think, purpose, record,
wrong,
action, point (2), sure, allocated
3. BBI6epI/ITe MOAXOAAIIUE IO CMBICTY I'JIaroJibl ¥ 3alIOJIHUTC IIPOITYCKHU.
1. Canwe up ameeting 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 Michae 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’savery important meeting so make sureyou don’t it. (miss/lose/avoid)
6. She decided to the meeting because there was nothing to talk about.
(cancel/arrangeffix)
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. 3amoyHUTE MPOINyCcKH cienyromumu cioBamu: waste, find, make, chat, discuss,
criticize, exchange
C KaKuMH yTBEpKACHUAMU BbI cornacHb1?









Meetingsare...

a. anideal opportunity to points of view

b. the best placeto key decisions

c. asafeenvironment in which to important issues
d. ararechanceto with other people

e. theonly way to out what’sreally going on

f. an openinvitation to each other

0. the perfect excuseto sometime.

5. [IpounTaiitTe U TIepeBeIUTEe BBICKA3BIBAHUS, KOTOPHIE MOXKHO YCJIBIIIATh BO BPEMS
COBCIIAHUS.

3armoyHUTe MPOIYCKH MOAXOAIIMMHU IO CMBICTY cioBamu: right, mean, understand,
interrupt, earlier,

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

Omnpenenure, kakue Gppa3pl 0OBIYHO MPOUZHOCHUT MPEICEAATeNb, a KAKUE — YIaCTHUKHU
COBCIIAHUS.

1. Steve, will you takethe 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 minutesto the discussion of point 1, so let’s get started.

5. | want to makethe that we are till two people short in the office.

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

7.What isthe of thismeeting? What do we hope to achieve?

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

9. | know what you about him, but heis 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. Isthat 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 asthe
numbers.

15.1’m | can’t agree with you here.

16. | think you are . It’simpossible to meet this deadline.

17. Y ou are absolutely . We areto reduce prices.

6. O3HaKOMBTECH C ITOBECTKOM AHA 1 MTPOTOKOJIOM COBCIIIAHU. OTBeThTE HA BOIIPOCHI.
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 isit important to take the minutes during the meeting?

2.2 TeMbl NHCbMEHHBIX PadoT (3cce, pedepaThl, KypcoBbie padoThI H 1p.)

1. Keanudukamus «bakanaBp» B MUpOBOM 00pa30BaTEILHOM ITPOCTPAHCTBE
2. 'moGanm3anus v ee BIMSIHAE HAa MEXKKYJIbTYPHYIO KOMMYHHUKAITHIO

2 TUumnr nAraTuRATIUNTENT TV TLTUNLT



4. OcoOeHHOCTH MEXKYJIBTYPHONH KOMMYHHUKAIIUHU B pa3HbIX CTPaHaX






5. [lenoBoe oOu1ieHNE U CpeICTBa KOMMYHHUKAIIUU
6. Kommepueckass kommanusi. ®opmbl nenoBoii aktuBHOCTH. Mcropus. Ilpodwuis.

Crpykrypa

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

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

0 B) As Soon AsPossible (+)

0C) AsSimpleAsPie

oD) All Systems Are Perfect

2. Which of theseisaformal way to start abusiness email?
0A) Hey!

0 B) Hi, [Name],

0 C) Dear Mr./Ms. [Last Namg], (+)

oD)Yo!

3. What isa“pitch” in business?

0A) A sales promotion technique

0 B) A presentation of anideato potential investorsor clients (+)
0 C) A typeof sportsfield

o0 D) A complaint from a customer

4. What does “ROI” stand for?

0A) Rate of Interest

0 B) Return of Investment (+)

0 C) Risk of Income

o D) Rulesof Incorporation

5. Which of theseisasynonym for “revenue”?

0A) Expenses

o B) Profit

0 C) Income (+)

oD) Loss

6. What isa‘“deadline”?

0A) A long line of peoplewaiting for something

0 B) Thefinal date to submit or complete something (+)

0 C) A typeof legal document

0 D) A tool for measuring length

7. What is “networking” in abusiness context?

0 A) Connecting computersto theinternet

0 B) Building professional relationships with other peoplein your industry (+)
0 C) Fishing with anet

0 D) Designing computer networks

8. What does “CC” mean in an email ?

0A) Copy Center

0 B) Carbon Copy (+)

0 C) Computer Code

0 D) Closing Comments

9. What is “market share”?

0A) Thetotal value of all sharestraded on astock exchange
0 B) The portion of amarket controlled by a particular company or product (+)
0 C) The cost of advertising in aparticular market

0 D) The number of customersin aparticular market

10. What isa“brainstorming” session?

0A) A solo activity focused on deep thinking

0 B) A group activity where people suggest ideas to solve aproblem (+)









0 C) A lecture on the human brain

oD) A test of intelligence

11. Which of these phrasesis appropriate for ending aformal business email?

0A) Cheers,

0 B) Bye!

0 C) Sincerdly, (+)

0D) Seeya

12. What is“due diligence”?

0 A) Paying your billsontime.

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

0 C) Being polite and respectful in business dealings.

0 D) Thecost 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 acompany to another country

0 D) Shutting down a department

15. What does “P& L stand for?

0A) Plansand Logistics

0 B) Productsand Liabilities

0 C) Profit and Loss (+)

0 D) Personnel and Learning

16. What is a““stakehol der”?

0A) A person who sells steaks

0 B) A person who holds stakesin acompetition

0 C) Anyonewith aninterest in the success of abusiness, including employees, customers,
and investors (+)

0 D) A person who gambles

17. What does “B2B” stand for?

0A) Back to Basics

0 B) Businessto Business (+)

0 C) Buy to Buy

0 D) Budget to Budget

18. What isa‘“‘negotiation”?

0A) Anargument

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

0 C) A typeof contract

oD) Anauction

19. What isa““brand”?

0A) A mark made by burning

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

0C) A typeof cattle

o D) A typeof logo

20. What isa“consultant?

0 A) Someone who works on acompany’s|T systems.

0 B) An expert who provides professional adviceto acompany (+)

0 C) An entry-level employee.









0 D) A salesperson.

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

0A) End of Discussion

0 B) End of Day (+)

0 C) Expect Our Delivery

0 D) Email Overload Day

22. What is “market research”?

0A) Buying and selling stocks

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

o C) Developing new products.

o D) Managing abudget.

23. What isa“warranty”?

0A) A guarantee that aproduct will meet certain standards (+)

0 B) A typeof contract.

0 C) A salespromotion technique.

o 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
manufacturersto distributorsto retailers to consumers (+)

o C) Managing the company’s marketing efforts.

o D) Managing the company’s empl oyee 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

o D) Systems, Web, Organization, Time
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