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Ileav ponoa ouenounwvix cpedcmes. OlieHOUHBIE CPENICTBA TTPEIHA3HAYECHBI 111 KOHTPOJIS U
OIIEHKM 00pa30BaTEIbHBIX AOCTHKEHHI OOyYaloIIUXCs, OCBOMBIIMX MPOrpaMMy y4eOHOU
aucuuiuivibl «b1.0.02 MHoCcTpaHHBIi S3bIK B MPOMECCUOHANBHON AesTelIbHOCTU». [lepedenb
BUIOB OLICHOUHBIX CPE/ICTB COOTBETCTBYET paboueil mporpaMme AUCIUILINHBL.

DOHO OUEHOUHBIX cpedcma8 8K.Alouaem KOHTPOJIbHBIE MaTepHasbl sl MPOBEACHUS
TEKyIIero KOHTpoJs (B cieayonux ¢opMax: TecT, MpakKTUYECKoe 3aJaHue, pelleHue 3a7ad,
JeJI0Basi Urpa, II0CCapyii 1o MpeMeTy, KOHTPOJIbHAsL paboTa, 3cce) U MPOMEKYTOUHOH aTTecTalluu
B (hopMe BOMPOCOB U 3aJaHUM K 3a4eTy U 3a4eTy.

Cmpyxmypa u codepoicanue 3a0anuil — 3a1aHUs pa3padOTaHbl B COOTBETCTBUU € paboueit
niporpamMmoit qucuuruinHbl «b1.0.02 MHocTpaHHbIN 3bIK B TPO(ECCHOHATIBHON AESTEILHOCTU .

1. ITacnopT hoHIA OLIEHOYHBIX CPEICTB

Nuaukaropsl
Komnerenuus o PesyabTaThl 00yuyeHust
KOMIIeTeHII
VK-4 VK-4.1 [IprimeHsieT coBpeMeHHbIE
CnocobeH npuMeHsITh KOMMYHUKATUBHbIE TEXHOJIOTUH TSI
COBPEMEHHBIE YCTAQHOBJIEHUS M pa3BUTHUSA
KOMMYHUKATUBHbIE poheCCUOHATIHBIX KOHTAKTOB B
TEXHOJIOTMH, B TOM YUCJIE Ha COOTBETCTBUH C MOTPEOHOCTSMHU
MHOCTPAaHHOM(BIX) SI3bIKE(aX), COBMECTHOM JIeSITeJIbHOCTH, BKJIIOUast OOMeH
IJ151 aKaJJeMUYECKOro 1 nH(popMaIyei 1 BHIpabOTKy eMHOM
1poeCCUOHATIBHOTO CTpaTeruy B3auMOJICHCTBHS
B3aNMO/ICHCTBHS YK-4.2 IIpencraBiser pe3yabTaThl aKaJeMUYECKOM
1 NpOopeCcCUOHAIBHOM JIeATEIbHOCTH Ha
Pa3IMYHBIX MyOJTMYHBIX MEPOTIPUSITUSIX,
BKJTIOYasi MEKIyHapOJHBIE, BHIOUpast
HanOoJIee MOaXoAAIri hopMar

2. Iloka3areau 1 KPpUTEPUH OlEHNBAHUS KOMIIETEHINH, IKAJIbI Olle HHBAHUS

2.1. IToka3zaTe/id M1 KPUTEPHH OIeHUBAHUS KOMIIEeTeHIIHI

Ne Kon WHAMKATOpa HaumenoBanue OC
Pa3nen, Tema
m\nn KOMIIETEeHI[MH TK IIA
1 JlennoBoe OOIIEHHE: CIIOCOOBI VK-4.1, YK-4.2 Tecrt, II3, |Tecr,
MpeJcTaB/IeHns U 3HaKoMcTBa. Small P3 HenoBas
talk. IloHumaHue KyJbTypHBIX urpa

pa3nuyMii IpyU NOCTPOSHUU
KOPPEKTHBIX MEXKKYJIbTYPHbBIX

KOMMYHMKAITAH.

2 CpencTBa v BUIIBI AEJIOBOM VK-4.1, YK-4.2 Tect, I'nm, |Tect, KP
KoMMYyHHUKaimu: TenedoH, I3
KOMITBIOTEP, IEKTPOHHAS M0YTa.

3 Crnenuduxka padots B chepe IT YVK-4.1, YK-4.2 Tect, KP, |Tect

I3, I'n




Ne Ko nnaukaropa Haumenosanue OC
Pa3nen, Tema
m\nn KOMIIEeTeHIMH TK 1A
4 AxageMHn4ecKkoe MMCbMO, IIOUCK VK-4.1, YK-4.2 Tecrt, II3, |Tecr, KP
uHdopmarmu. PedpepupoBanue crartei. I'n, Dcce

2.2. Kpurepuu onieHUBaHHs Pe3yJbTAaTOB 00yUYeHHUsI IJISI TEKYIIEro KOHTPOJISI

ycreBaeMoOCTH U POMEKYTOYHOH aTTeCcTalun

Ornenounoe
CpeJICTBO

Kpurepun ounenuBanus

IIIkajaa oneHNBaHUSA

Tect

CryaeHToM JaHbl paBuiibHblE OTBETH Ha 91-100%
3aJJaHui

OTIn4HO

CryneHToM JaHbl IpaBUiIbHBIE OTBETH HA 81-90%
3aJaHUN

Xoporo

CryaeHToM JaHbl paBuibHbIE OTBETH HA 71-80%
3aJaHui

yI[OB)'ICTBOpI/ITCIIbHO

CryzeHTOM JaHbl IPAaBUIIbHBIE OTBETH MEHEe YeM Ha
70% 3aganuit

HeynosnerBopurensHo

IIpakTueckoe
3aJaHue

3aj1aHKe BBINOJIHEHO BepHO. BhIOpaH onTuMasbHbIi
nyThb perienus. [IpucyrcByer pa3sBepHyTOE OnMcaHue
QIrOpUTMa peLEHUs

OTIUYHO

3aj1aHue BBINOJIHEHO BepHO. [lonyIeHsl Herpyobie
JIOTMYECKUE OMIMOKM TIPH ONMCAHUH aJITOPUTMA
petienusi. OTCYTCTBYIOT MOSICHEHUS K PEIICHUIO
3a/1aHuUs

Xoporo

Xop pelieHus 3a/1aHusl BEPHBIN, HO JIOMYIIEHbI
OIIMOKY MPUBEIINE K HEMTPABUILHOMY OTBETY

YHOBHCTBOPHTCHLHO

B pabote noyueH HeBEepHBIN OTBET, CBS3AHHBIN C
rpyOBIME OLTMOKAMH JIOMYIIIEHHBIMU B XOJIe PellIeHM S,
00 pelIeHre OTCYTCBYET MOTHOCTHIO

HeynosnerBopurensHo

Pemenue 3amau

Perienue 3amauu BBIMOTHEHO BepHO. BriOpan
ONTUMAJIbHBIN MyTh peleHus. [Ipucytcpyer
pa3BepHYTOE ONKCAHKUE AJITOPUTMA PEILICHUS

OTIMYHO

Perienue BhIoTHEHO BepHO. JloMyIeHbl HerpyOble
JIOTUYecKHe OIMOKU MPU OMMCAHUU aJITOPUTMA
pemennsi. OTCYTCTBYIOT MOSICHEHHUS K PEIEHUIO
3a/1a4u

Xoporo

Xop pelieHus 3aja4u BEpHbIi, HO JOMYIIEHbI OIMOKN
MpPUBEAILINE K HENTPABUIBHOMY OTBETY

yIIOBIICTBOpI/ITCJILHO

B 3a1aue nosyyeH HEBEPHBIN OTBET, CBSA3AHHBIN C
rpyObIMH OLIMOKaMH JIOMYIIIEHHBIMU B XOI€ PelIeHMs,
MO0 pelIeHrne OTCYTCBYET MOTHOCTBIO

HeynosnerBoputesibHO




Ornenounoe
CpeJICTBO

Kputepun oneHuBanmsi

IITkajaa oneHNBAHUS

HlenoBasi urpa

CryneHTamMu IEeMOHCTPUPYETCS BLICOKOE KaueCTBO
aHaJIM3a BapUAHTOB apryMeHTOB. BrICOKMil ypoBeHb
3aIUTHl N30PaHHOTO BApUAHTA: OCHOBHBIE TTOJIOKEHUS
M3J1araloTcsl YeTKO M KOPPEKTHO, TOUKA 3peHusI
apryMeHTUpPOBaHa, OTBEThl HA BOIIPOCHI OMIIOHEHTOB
TIOJIHBIE U pa3BepHYyThIE. PernamMeHT TOYHO COOMIONEH.
Huckyccusi BeieTcst ymeso. AKTUBHOE yyacTHe B
KOMaH/Ie KaK OIIOHEHTA MpU 00CYKAEHUM BapUaHTOB
ApYyrux KoMaH[. AKTHBHas1 paboTa B KOMaH/ie BO
BpeMs IPyMIIOBOI paboOThI

OTINYHO

CryageHTamu npeAcTaB/ieH aHAJIM3 BAPUAHTOB
apryMeHToB. 3aImra n30paHHOTO BapHUaHTa: OCHOBHBIC
TOJIOXKEHU S U3JIAraloTCsl He YETKO U HE KOPPEKTHO,
TOYKA 3peHUsI HE apryMEHTUPOBAaHA, OTBETHI Ha
BOITPOCHI OIIIOHEHTOB HE MOJIHbIE U HE pa3BEPHYTHIE.
Pernament He coomopeH. CTyaeHTamMu
JEMOHCTPUPYETCSI MOMBITKA YYACTUS B AUCKYCCHUM.
JleMOHCTpUpYeTCs MOMbITKA YJacThs B KOMaHAe Kak
OIIMOHEHTA MPU OOCYkKJICHUU BAPUAHTOB JPYTHX
KoMmaHj1. JleMoHCTpupyeTcs paboTa B KOMaH e BO
BpeMsI TPYMIIOBON pabOTHI

Xoporuo

CryneHramu NpeCcTaB/IeHbl BAPUAHTHI ApTYMEHTOB.
3amuTa n30paHHOTO BApUaHTA: OCHOBHBIE MOJIOKEHHS
W3JIaraloTCs He YETKO U HE KOPPEKTHO, TOUKA 3PEHUS
HE apryMEHTHUPOBaHa, OTBETHl HE Ha BOITPOCHI
OIMOHEHTOB. PernameHt He coOmoneH. CTyaeHThl He
y4yacTBYIOT B AucKyccuu. He ydacTByer B KoMaHze Kak
OIMMOHEHT IMpY 00CYKIEHIUH BApUAHTOB JPYrUX
KoMaHzI. JleMoHCTprpyeTcst paboTa B KOMaH/ie BO
BpeMs IPyIIIOBOI paboOThI

Y I0BIETBOPUTENBHO

CryneHTtamu He Ipe/ICTaBJIeHbl BAPUAHThl ApTyMEHTOB.
3ammura n30paHHOTO BapUaHTa: OCHOBHBIE MOJIOKEHHS
HE U3JIaraloTcs, TOUKa 3peHNs He apryMEHTHUPOBaHa, He
OTBEYAIOT Ha BOIPOCHI ONIIOHEHTOB. PernameHT He
coomoneH. CTyeHThl He Y4acTBYIOT B TUcKyccuu. He
y4JacTBYeT B KOMaH/Ie KaK OIMOHEHT MPH 00CYKIeHUH
BapUaHTOB JIpyrux komana. He yuacteeyT B padbote
KOMaH/Ibl BO BpeMsI TPYIIIOBOI pabOThI

HeynosnersopurensHo




Ornenounoe
CpeJICTBO

Kputepun oneHuBanmsi

IITkajaa oneHNBAHUS

['moccapwmii mo
npeaMeTy

B pesysbTare paboThI CTyAEHTa MPEICTABICHBI
OCHOBHbIE COOTBETCTBYIOIIME TepMUHBL. [IpucyTcTBYyeT
MHOT'0aCIIeKTHOCTh MHTEPIPETALIMY TEPMUHOB U
KOHKPETU3alMsl UX TPAKTOBKU B COOTBETCTBUU CO
crneuuUKoil u3ydeHus Aucturuineel. OpopmieHue
PE3yJIbTaTOB COOTBETCTBYET TPEOOBAHUSAM U
IIPE/ICTABJIEHO B CPOK

OTINYHO

CryneHToM mpopaboTaH MaTeprat UCTOYHUKOB,
BBIOpaHbI [TIABHBIE TEPMUHBI, HEMOHSTHBIE CJIOBA,
NoI0OpaHbI M 3aITMCaHbl OCHOBHBIE OTIPEIENICHU ST WU
pacimgpoBKa MOHATHIA, KPUTUUECKU OCMBICIIEHBI
NoI0OpaHHBIE ONpe/IeIeHNS U TIPEAPUHSATA TIOTBITKA
uxX MoauGUIIMPOBaTh, padoTa opopmiieHa U
MIPE/ICTaBIIEHA B CPOK

Xoporo

CrynHeToM mpopaboTaH MaTeprat UCTOYHUKOB,
BBIOpaHbI ITIABHBIE TEPMUHBI, HEMIOHSITHBIE CJIOBA,
paboTa opopmiieHa 1 TpecTaBieHa B CPOK

YHOBHGTBOPI/ITGHLHO

CryneHTOM He ObLT MPOPabOTaH MaTepua
MCTOYHUKOB, BHIOpAaHbI HE BCE ITIaBHbIE TEPMUHBI (B
MaJIOM KOJIMYeCcTBe), padoTa He ohopMIIeHA 1/UJTH
IIPE/ICTABJIEHA HE B CPOK

HeynosneTBopUTeIbHO

KonrponbHas
pabota

3ananue mo padboTe BHITIOIHEHO B MOJTHOM OObeMe.
CTyeHT TOYHO OTBETHJI Ha KOHTPOJIbHBIE BOIIPOCHI,
CBOOOJIHO OPUEHTUPYETCSI B TIPESUIOKEHHOM PEIIICHUH.
Pemenist ohopMiIeHbl aKKYPaTHO M B COOTBETCTBUH C
MpEabABIACMbIMA Tpe6OBaHHHMH

OTIMYHO

3ananue Mo padboTe BBHITIOIHEHO B MOJTHOM OObeMe.
CTyneHT OTBETHJI Ha TEOPETHUYECKHE BOIIPOCHI,
UCTIBITBIBAsT HeOObIIHe 3aTpyaHeHns. KadecTBo
oopMIICHUsT Pe3yJIbTaTOB padOThI HE TOJTHOCTHIO
COOTBETCTBYET TPeOOBAHUAM

Xoporo

CTyneHT MpaBUIIbHO BBHITIOIHIII 3a/IaHKe K padore.
Hanucain pemenus 3aga4y B ycTaHOBJIEHHOU (popMme,
MIPE/ICTABIJI pellieHusT OONBIITMHCTBA 3a/JaHUH,
NPeyCMOTPEHHbIX B padote. CTYJEHT He MOXKET
TMOJIHOCTBIO OOBSICHUTD TIOTyYeHHbIE Pe3y/IbTaThl

Y IOBIETBOPUTEILHO

CryzeHT He BBIITOJTHII BCe 3aJaHus paOOTHI U HEe
MOET OOBSICHUTH MOMYYEHHBIE PE3YIbTAThI

HeynosnerBopurenbHO




Ornenounoe

Kputepun oneHuBanmsi IIIkana oneHuBaHusI
CcpeacTBO

Scce Pesynbrarsel pabOTHI HAIIMCAHBI B COOTBETCTBUU CO OmyHO
CTPYKTYpOU aHATM3UPYEMOU TEOPUHU, IPU HATTMCAHUU
UCITIOJIb30BAaHbI JOINOJIHUTEIIbHBIC NICTOYHUKU. CTYIICHT
JIeMOHCTPUPYET ITyOOKOe 3HAHKE TEMBI,
chopmyIHpoBal 1 0OOCHOBAJI COOCTBEHHYIO TOUKY
3peHus Ha TpoOieMsbl. Py3y/bTar IOrMuecKy BHICTPOEH,
CTUJIUCTUYECKU I'PaMOTHO OIMTUCaH

Pesynbrarsl pabOTHI HAIIMCAHBI B COOTBETCTBUU CO Xoporo
CTPYKTYpPOU, PY HAMMMCAHUU UCIIOIb30BaHbI
pa3HooOpa3Hble UCTOYHUKU. CTYAEHT TIOKa3al
HE/IOCTATOYHO MOJIHOE BJIA/IEHUE TEMO, B
(bopMynmpoBKe COOCTBEHHON TOUYKH 3pEHUS
MPUCYTCTBYIOT OT/AEJIbHBIE HEIOCTAaTKU. Pe3ysbrar
JIOTUYECKH BBICTPOEH, CTUJIMCTUYECKU IPAMOTHO
OIUCaH

IIpucyrcTByeT HapylIeHHe CTPYKTYpHI B VY aoBneTBOpUTEILHO
MIPE/ICTABJICHHBIX pe3ynbTrarax padboTsl. CTymeHT
JEMOHCTPUPYET MOBEPXHOCTHOE 3HAHUE Y [IOHUMaHHE
TeMBI; He c(hopMYITMpPOBal COOCTBEHHYIO TOUKY
3peHust. Pe3ynbrar paboThl COAEPAKUT CTUIIMCTUYECKUE
u opdorpaduyueckrie ommOKH

OnucaHHbII pe3ysbTaT padOThl HE PACKPbIBAET HeynosneTBopHUTeIbHO
coziepkaHue MpoOIeMbl U/UIK SIBJISIETCS TIAaruaToM

2.3. OueHoYHbIE CpeACcTBa IS TEKYlIero KOHTPOoJisi (IpuMepbl)
2.3.1. MaTtepuaJjbl JJisi KOMOBIOTEPHOTO TECTHPOBAHUS 00yYaIOIIHXCSI

O01mue KpuTEPUN OI€eHUBAHUS

IIponeHT NpaBUILHBLIX OTBETOB Ouenka
91% — 100% 5 (OTAMYHO)
81% — 90% 4 (xoporio)
71% — 80% 3 (yAOBIETBOPUTEIILHO)
Menee 70% 2 (HEey/IOBJIETBOPUTEIIHHO)

CooTBeTCcTBHE BONPOCOB TeCcTa MHAUKATOpaM (popMHPYeMbIX H Oll€eHUBAaeMbIX
KOMII€TeHI[UI

Ne Bonmpoca B Tecre Koa mnaukaropa KoMneTeHIun
VK-4.1, YK-4.2
VK-4.1, YK-4.2
VK-4.1, YK-4.2
VK-4.1, YK-4.2
VK-4.1, YK-4.2
YK-4.1, YK-4.2
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Ne Bonmpoca B Tecre Koa maaukaropa KoMneTeHIun

7 VK-4.1, YK-4.2

VK-4.1, YK-4.2

VK-4.1, YK-4.2
10 VK-4.1, YK-4.2
11 VK-4.1, YK-4.2
12 VK-4.1, YK-4.2
13 VK-4.1, YK-4.2
14 VK-4.1, YK-4.2
15 VK-4.1, YK-4.2
16 VK-4.1, YK-4.2
17 VK-4.1, YK-4.2
18 VK-4.1, YK-4.2
19 VK-4.1, YK-4.2

Kiro4 otBeTOB

Ne Bonmpoca B Tecte Homep oTBeTa (1in 0TBET, WJIN COOTBETCTBHE)

1 c

2 a

3 Write your reply here:
4 c

5 a

6 a

7 b

8 a

9 a

10 b

11 c

12 b

13 c

14 b

15 b

16 a

17 a

18 c,d

19 C

IlepeyeHb TeCTOBBIX BOIIPOCOB
Ne 1. 3adarue ¢ eOuHuuHbIM 86100pOM. Boibepume ooun npasunvhvlii omeen.

James Smith is a doctor. Which one of these is the most formal way he could introduce
himself?



a. I'm James.

b. My name is James Smith

¢. My name is Dr. James Smith

Ne 2. 3adarue ¢ eOuHUUHbIM 8b100POM. Boibepume o0un npasunvhsiii omeen.
Maria's not here just now. Would you like her to your call?

a. return

b. answer

c. take

Ne 3. Baoarnue omxpoimoii ghopmwi. Beeoume omeem.

[IpounTaiite nuceMo-3anpoc U Hanumute orBeT: Letter of enquiry Dear Sirs, With
reference to your advertisement in yesterday’s Times, would you please send me full details,
prices and samples of your promotional gifts. I would gratefully appreciate your answer. Yours
faithfully, S. Bowen Marketing Manager

Ne 4. 3aoanue ¢ eOuruunbim 86100pom. Boloepume 00ur npasunbHblii Omeem.
When you answer the phone, you need to say your name and...?

a. Hello!

b. How are you today?

c. The name of the company.

Ne 5. 3aodanue ¢ edunuuHbiM 86100poM. Bolbepume ooun npasunvHulii omeem.
Paraphrasing a text means:

a. changing a lot of the vocabulary

b. making it shorter

c¢. adding more detail

Ne 6. 3adanue c eduruuHbiM 8b100poM. Bvibepume 00un npasunvhbslii omeen.
The difference between a project and an essay is:

a. students choose projects' topics

b. projects are longer

c. essays are longer

Ne 7. 3aodanue ¢ eQuHuuHbIM 86100poM. Bolbepume ooun npasunvHulii omeem.

You are introducing an important guest to your team. Choose the most formal way of
introducing him.

a. This is James Smith.

b. I would like to introduce Dr. James Smith from WordBurger Medical

c. Hi everybodys, this is Jim from WordBurger Medical

d. I say nothing, he can introduce himself

Ne 8. Baoanue ¢ eduruunvim 86100pom. Boloepume 00ur npasunbHblii Omeem.
An in-text citation looks like:

a. (Manton, 2008)

b. (Richard Manton, 2008)

c. (Manton, R. 2008)

Ne 9. 3aodanue ¢ edunuuHbIM 86100poM. Bolbepume ooun npasunvHulii omeem.

9



Plagiarism is:

a. an academic offense

b. a dangerous disease

c. an academic website

Ne 10. 3aoanue ¢ eOuHuuHbIM 8b100pOM. Bvibepume 00UH npasunbHblIL omaeen.
a device used for data storage, usually removable and rewritable

a. calibration

b. USB flash memory

c. touchscreen

d. attachment

Ne 11. 3aoanue ¢ eOunuuHbIM 8b100pOM. Bvibepume 00UH npasunbHblii omeen.
When you leave a message in someone’s voicemail, what is most important?
a. Say the date and time.

b. Ask to call back

c. Say your telephone number

Ne 12. 3adanue ¢ eOunuutbim 6b100pom. Bvibepume 00un npasunviulii omeent.
The best time to write an introduction is often:

a. first

b. after writing the main body

c. last

Ne 13. 3aoanue ¢ eOunuuHvIM 8b100pOM. Bvibepume 00UH npasunbHblii omaeen.
The main difference between academic writing and normal writing is that academic writing
a. is harder to understand

b. uses longer words

c. tries to be precise and unbiased

Ne 14. 3a0anue ¢ eOuHuuHbIM 8b100pOM. Boloepume ooun npasunvHbili omeem.

an open wireless technology standard for transmitting fixed and mobile electronic device
data over short distances

a. attachment
b. Bluetooth
c. USB flash drive
d. touchscreen
Ne 15. 3aoanue ¢ eOuHuuHbIM 8b100pOM. Bvibepume 00UH npasunbHblii omeen.
I'm sorry, but I really have to take this
a. phone
b. call
c. ring
Ne 16. 3adarue ¢ eOunuurbiM 6b100poM. Bvibepume 00un npasuaviulii omeen.
I'm busy right now. Can you later?
a. call back
b. hang up
10



c. call through

Ne 17. 3adanue ¢ eOuHuuHbIM 8b100pOM. Bvibepume 00UH npasunbHblIl omaeen.

Paragraphs always contain:

a. a topic sentence

b. an example

C. siX or more sentences

Ne 18. 3aoanue ¢ mHodCECMBEHHBIM BbIOOPOM. Buibepume 2 npasunvHulx omeema.

You have just been introduced to a new colleague. Choose the two phrases that best suit the
situation. (Remember, you don't want to frighten the new colleague!) "This is James Smith, who's
joining us today."

a. Nobody told me we were getting a new team member!

b. Hello, James. Pleased to meet you.

c. Hello. It's nice to meet you.

d. Good afternoon, Dr. Smith. How do you do?

Ne 19. 3adanue ¢ eOuruuHbiM 86100pOM. Boloepume ooun npasunvHbili omeem.

When taking a caller off hold, what should you say?

a. I apologise for the inconvenience

b. I told you it was not going to be long

c¢. Thank you for holding

2.3.2. 3agaum nug oneHKH komneneronun «YK-4.1»

Ne 1. 2. Umenue, nepesoo ghpazmenmos mekcmoa.
Look at the conversations and highlight the three
questions which are useful for ‘breaking the ice’
(starting a friendly conversation).

Dialogue 1

Michael: Good morning. My name’s Michael Robertson.
P.A.: Good morning, Mr. Robertson. How can | help you?
Michael: | have an appointment with Ms. Adams.

P.A.: Ah, yes. Mr. Robertson. Ten fifteen?

Michael: That's right. Sorry I'm late.

P.A.: No problem. Please follow me. It’s this way.

Dialogue 2

11



Jessica: Mr. Robertson? How do you do?

Michael: Fine, thank you, Ms. Adams. And you?
Jessica: I'm fine. Please, call me Jessica.

Michael: OK, Jessica. And I’'m Michael.

Jessica: So, how was the trip, Michael?

Michael: Not too bad. But the plane was late. I'm sorry.

Jessica: That's OK. How was the traffic from the airport?
Michael: Pretty bad!

Dialogue 3

Jessica: Oh, that’ll be Dave. Come in. Michael Robertson,
this is Dave Scott, our Canadian representative.

Michael: Good to meet you, Dave.

Dave: It's good to meet you too, Michael.

Jessica: Michael is the Purchasing Manager at AlphaCom
in Toronto.

Dave: Yes, | know AlphaCom ... Tell me, is this your first
trip to Chicago, Michael?
Michael: Yes. Yes, it is ...

2.3.3. 3agaum nug oneHKH komnenernun «YK-4.2»

Ne 2. 2. Ymenue, nepesoo ¢ppazmenmos mekcmoa.

Look at the conversations and highlight the three
questions which are useful for ‘breaking the ice’
(starting a friendly conversation).

Dialogue 1
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Michael: Good morning. My name’s Michael Robertson.
P.A.: Good morning, Mr. Robertson. How can | help you?
Michael: | have an appointment with Ms. Adams.

P.A.: Ah, yes. Mr. Robertson. Ten fifteen?

Michael: That’s right. Sorry I'm late.

P.A.: No problem. Please follow me. It’s this way.

Dialogue 2
Jessica: Mr. Robertson? How do you do?
Michael: Fine, thank you, Ms. Adams. And you?
Jessica: I'm fine. Please, call me Jessica.
Michael: OK, Jessica. And I’'m Michael.
Jessica: So, how was the trip, Michael?
Michael: Not too bad. But the plane was late. I'm sorry.

Jessica: That's OK. How was the traffic from the airport?
Michael: Pretty bad!

Dialogue 3

Jessica: Oh, that’ll be Dave. Come in. Michael Robertson,
this is Dave Scott, our Canadian representative.

Michael: Good to meet you, Dave.

Dave: It's good to meet you too, Michael.

Jessica: Michael is the Purchasing Manager at AlphaCom
in Toronto.

Dave: Yes, | know AlphaCom ... Tell me, is this your first
trip to Chicago, Michael?

Michael: Yes. Yes, it is ...
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2.3.4. I'noccapwuii no npeaMeTy sl OleHKA KomneHeTunu «YK-4.1»
Ne 3. Tenegbon: ghpa3zwi, ucnonv3yemvie npu menegpoOHHvIX NEPE20BOPAX, NPUEM COOOULEHULL.

Make sure you know the phrases:

Hello, thisis ... from ... .

Hello, my name’s .... calling from

Please tell him/her ...

Please ask him/her to ring me on

sk him/her

Ne 4. 1.Jlexcuko-epammamuueckue 3a0aHUsl: KOMNbIOMep 8 Hauell HCU3HU.

Learn the words:
Paste - BcraButh
Cut - Beipesarsb
Copy - Konnposatnb
Format Painter - ®opmar no oopasuy
Font - Illpudt
Font Size - Pazmep mpudra
Bold - Tlouy:xupHbiii
Italics - Kypcus
Underline - IToguepKkHyTbIil
Subscript - IToacTpo4Hblil 3HaK
Superscript - HaacTpouHblii 3HaK
Grow Font - YBeaunuuts pazmep
Shrink Font - YMenbmuTh pazmep
Change Case - Peructp
Clear Formatting - Ouucrturhb popmar
Text Highlight Color - IIBeT BbIjesieHHsI TEeKCTa
Font Color - IIBeT Bblie/ieHNsI TEKCTa
Paragraph Group - I'pynna A63an
Bullets - Mapkepbi
Numbering - Hymepanus
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Multilevel List - MHOroypoBHeBbIil CIIHCOK

Decrease Indent - YMeHbIINTH OTCTYID

Increase Indent - YBeau4uutb oTCTYI

Sort - CopTupoBKa

Show All - OTo6pa3uTh Bce 3HAKH

Align Text Left - BbIpoBHATH TeKCT 10 JieBOMY Kpalo
Center - Ilo nenTpy

Align Text Right - BLIpOBHSITH TEKCT 10 MPaBOMY Kparo
Justify - Ilo mupune

Line and Paragraph Spacing - MexaycTpouHbIii HHTEPBaJI
Shading - 3anuBka

Borders and Shading - I'pannnp! u 3ai1nBka

Styles Group - 'pynna Ctuan

Quick Styles Gallery - 'asiepest a3xcnpecc - cTujei
Change Styles - U3MeHnTh cTHIN

Editing Group - I'pynna Penakruposanue

Find - Haiitu

Replace - 3amenurtnb

Select - Beigesmnth

Ne 5. 3. Cocmagnenue mepmuHON02ZUMECKO20 CAOBAPS NONPOPECCUOHANLHOL MeMAMUKE.
1. Ha ocHoBe cTareii 1 TEKCTOB cocTaBbTe Iioccapuid o teme IT

Ne 6. 2. Read academic articles connected with your research and write down phrases you can
use in your article.

2.3.5. I'noccapwuii no npeaMeTy sl OleHKHA KoMneHeTnu «YK-4.2»
Ne 7. Tenegbon: ghpa3zwi, ucnonv3yemvie npu menegpoOHHbIX NEPE20BOPAX, NPUEM COOOULEHULL.

Make sure you know the phrases:

Hello, my name’s .... calling from

Please tell him/her ...

Please ask him/her to ring me on

Can | take a m

Can I help you perhaps?
Would you like to speak to his assistant?
Shall I ask hi

Asking f

Sorry, I didr

I see, thank you
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Ne 8. 1.Jlexcuko-epammamuueckue 3a0aHUs: KOMNbIOMEP 8 HAULEI HCUSHU.

Learn the words:
Paste - BctaButh
Cut - Boipesarsb
Copy - Konnposatsb
Format Painter - ®opmar o oopasiy
Font - HIpudr
Font Size - Pazmep mpudra
Bold - IToJsy:xupHbIit
Italics - Kypcus
Underline - IloguepKkHyTbIi
Subscript - IToacTpoyHbIil 3HAK
Superscript - HaacTpouHblii 3HaK
Grow Font - YBesnuuthb pazmep
Shrink Font - YMenbmuts pazmep
Change Case - Peructp
Clear Formatting - Ouuctursb popmar
Text Highlight Color - IIBeT BbI1e/1eHIsI TEKCTa
Font Color - IIBeT BbljIejieHHsI TEKCTA
Paragraph Group - I'pynna A63an
Bullets - Mapkeps1
Numbering - Hymepanus
Multilevel List - MHOroypoBHeBbIil CIICOK
Decrease Indent - YMeHbIINTH OTCTYID
Increase Indent - YBeanunth oTcTyn
Sort - CopTupoBKka
Show All - OTo6pa3uTh Bce 3HaKH
Align Text Left - BbIpoBHATH TeKCT 10 JieBOMY Kpalo
Center - Ilo nentpy
Align Text Right - BLIpDOBHSITH TEKCT 10 MPaBOMY Kparo
Justify - Ilo mmpune
Line and Paragraph Spacing - MexaycTpouHblil HHTePBaJI
Shading - 3anuBka
Borders and Shading - I'pannub! u 3a1mBka
Styles Group - 'pynna Ctuan
Quick Styles Gallery - I'anepesi 3xcnpecc - cTuien
Change Styles - U3mennTh cTHIN
Editing Group - I'pynna Penakruposanue
Find - Haiitu
Replace - 3amenurtnb
Select - BeigesmTh

Ne 9. 3. Cocmaenernue mepmuHoN02UUECKO20 CAOBAPSI NONPOPECCUOHANLHOL MeMamuKe.

1. Ha ocHoBe cTareii 1 TEKCTOB cocTaBbTe Iioccapuid o teme IT

Ne 10. 2. Read academic articles connected with your research and write down phrases you

can use in your article.
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2.3.6. IIpakTnueckue 3aganus 1Jjs1 OeHKU KomneHeTiun «YK-4.1»
Ne 11. 2. Umenue, nepesoo cppazmernnog mexcmos.
Company Structure

Most organizations have a hierarchical or pyramidal structure, with one person or a group
of people at the top, and an increasing number of people below them at each successive level.
There is a clear line or chain of command running down the pyramid. All the people in the
organization know what decisions they are able to make, who their superior (or boss) is (to whom
they report), and who their immediate subordinates are (to whom they can give instructions).

Some people in an organization have colleagues who help them: for example, there might
be an Assistant to the Marketing Manager. This is known as a staff position: its holder has no line
authority, and is not integrated into the chain of command, unlike, for example, the Assistant
Marketing Manager, who is number two in the marketing department.

Yet the activities of most companies are too complicated to be organized in a single
hierarchy. Shortly before the First World War, the French industrialist Henry Fayol organized his
coal-mining business according to the functions that it had to carry out. He is generally credited
with inventing functional organization. Today, most large manufacturing organizations have a
functional structure, including (among others) production, finance, marketing, sales, and
personnel or human resources departments. This means, for example, that the production and
marketing departments cannot take financial decisions without consulting the finance department.

Functional organization is efficient, but there are two standard criticisms. Firstly, people are
usually more concerned with the success of their department than that of the company, so there
are permanent battles between, for example, finance and marketing, or marketing and production,
which have incompatible goals. Secondly, separating functions is unlikely to encourage
innovation.

Yet for a large organization manufacturing a range of products, having a single production
department is generally inefficient. Consequently, most large companies are decentralized,
following the model of Alfred Sloan, who divided General Motors into separate operating
divisions in 1920. Each division had its own engineering, production and sales departments, made
a different category of car (but with some overlap, to encourage internal competition), and was
expected to make a profit.

Businesses that cannot be divided into autonomous divisions with their own markets can
simulate decentralization, setting up divisions that deal with each other using internally
determined transfer prices. Many banks, for example, have established commercial, corporate,
private banking, international and investment divisions.

An inherent problem of hierarchies is that people at lower levels are unable to make
important decisions, but have to pass on responsibility to their boss. One solution to this is matrix
management, in which people report to more than one superior. For example, a product manager
with an idea might be able to deal directly with managers responsible for a certain market
segment and for a geographical region, as well as the managers responsible for the traditional
functions of finance, sales and production. This is one way of keeping authority at lower levels,
but it is not necessarily a very efficient one. Thomas Peters and Robert Waterman, in their well-
known book In Search of Excellence, insist on the necessity of pushing authority and autonomy
down the line, but they argue that one element - probably the product - must have priority; four-
dimensional matrices are far too complex.

A further possibility is to have wholly autonomous, temporary groups or teams that are
responsible for an entire project, and are split up as soon as it is successfully completed. Teams
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are often not very good for decision-making, and they run the risk of relational problems, unless
they are small and have a lot of self-discipline. In fact they still require a definite leader, on whom
their success probably depends.

Explain the difference:

line structure matrix structure functional structure staff position

Ne 12. 1. Iloozomoska k akademuueckomy nucbmy.

Follow the links and study how each website can help you in academic writing:
Cambridge Online Dictionary

https://dictionary.cambridge.org/

Thesaurus Synonym Search

http://www.thesaurus.com

Google Synonym Search

https://www.google.co.uk

Ozdic Collocation Search

https://www.ozdic.com

Grammarly-proofreading grammar checker

https://app.grammarly.com

Cite this for me - reference creation software
http://www.citethisforme.com

2.3.7. IIpakTudeckne 3aaHus 1Jsl OlleHKU KoMneHeTunu «YK-4.2»

Ne 13. 2. Ymenue, nepesoo gpazmennos mexcmos.
Company Structure

Most organizations have a hierarchical or pyramidal structure, with one person or a group
of people at the top, and an increasing number of people below them at each successive level.
There is a clear line or chain of command running down the pyramid. All the people in the
organization know what decisions they are able to make, who their superior (or boss) is (to whom
they report), and who their immediate subordinates are (to whom they can give instructions).

Some people in an organization have colleagues who help them: for example, there might
be an Assistant to the Marketing Manager. This is known as a staff position: its holder has no line
authority, and is not integrated into the chain of command, unlike, for example, the Assistant
Marketing Manager, who is number two in the marketing department.

Yet the activities of most companies are too complicated to be organized in a single
hierarchy. Shortly before the First World War, the French industrialist Henry Fayol organized his
coal-mining business according to the functions that it had to carry out. He is generally credited
with inventing functional organization. Today, most large manufacturing organizations have a
functional structure, including (among others) production, finance, marketing, sales, and
personnel or human resources departments. This means, for example, that the production and
marketing departments cannot take financial decisions without consulting the finance department.

Functional organization is efficient, but there are two standard criticisms. Firstly, people are
usually more concerned with the success of their department than that of the company, so there
are permanent battles between, for example, finance and marketing, or marketing and production,
which have incompatible goals. Secondly, separating functions is unlikely to encourage
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innovation.

Yet for a large organization manufacturing a range of products, having a single production
department is generally inefficient. Consequently, most large companies are decentralized,
following the model of Alfred Sloan, who divided General Motors into separate operating
divisions in 1920. Each division had its own engineering, production and sales departments, made
a different category of car (but with some overlap, to encourage internal competition), and was
expected to make a profit.

Businesses that cannot be divided into autonomous divisions with their own markets can
simulate decentralization, setting up divisions that deal with each other using internally
determined transfer prices. Many banks, for example, have established commercial, corporate,
private banking, international and investment divisions.

An inherent problem of hierarchies is that people at lower levels are unable to make
important decisions, but have to pass on responsibility to their boss. One solution to this is matrix
management, in which people report to more than one superior. For example, a product manager
with an idea might be able to deal directly with managers responsible for a certain market
segment and for a geographical region, as well as the managers responsible for the traditional
functions of finance, sales and production. This is one way of keeping authority at lower levels,
but it is not necessarily a very efficient one. Thomas Peters and Robert Waterman, in their well-
known book In Search of Excellence, insist on the necessity of pushing authority and autonomy
down the line, but they argue that one element - probably the product - must have priority; four-
dimensional matrices are far too complex.

A further possibility is to have wholly autonomous, temporary groups or teams that are
responsible for an entire project, and are split up as soon as it is successfully completed. Teams
are often not very good for decision-making, and they run the risk of relational problems, unless
they are small and have a lot of self-discipline. In fact they still require a definite leader, on whom
their success probably depends.

Explain the difference:

line structure matrix structure functional structure staff position

Ne 14. 1. [loozomoska k akademuueckomy nUcbmy.
Follow the links and study how each website can help you in academic writing:
Cambridge Online Dictionary
https://dictionary.cambridge.org/

Thesaurus Synonym Search
http://www.thesaurus.com

Google Synonym Search
https://www.google.co.uk

Ozdic Collocation Search

https://www.ozdic.com
Grammarly-proofreading grammar checker
https://app.grammarly.com

Cite this for me - reference creation software

http://www.citethisforme.com
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3. [IpoMe:xyTOUHAS aTTeCTAMS

3.1. MeToanueckne MaTepuaJbl, olipeae isomie Npoueaypy olleHNBaHNsI 3HAHNI,

yMeHI/Iﬁ, HABBbIKOB U OIIbITA A€ATECJbHOCTH

3ader ABIAETCA 3aKJIOUYUTEJIbHBIM 3TAlloM Ipolecca (pOpMUPOBAHMSA KOMIETEHUUMI
oOyyaouierocsi mpu U3y4eHUU AMCHUIUIMHBL U MMEET LeJbl0 MPOBEPKY M OLIEHKY 3HAaHUM
oOyyalouierocsi Mo TeOpuu, U IPUMEHEHHUIO MOJYyYEHHBIX 3HAHWW, YMEHUN U HABBIKOB IPU
pELIEHNH PAKTUYECKUX 3aay.

3aueT MPOBOAMTCS MO PACIUCAHUIO, C(DOPMUPOBAHHOMY YU4EOHO-METOIUIECKUM YIIpaB-
JICHUEM, B CPOKH, MPEAYCMOTPEHHbIE KaJCHIAPHBIM yU4eOHbIM I'papuKoM. 3aueT NMpUHUMAETCS
MperofaBaTesieM, BeLyUM JIEKIIMOHHbIE 3aHATHSI.

3a4yeT IPOBOAMUTCS TOJIBKO MPU MPEABSIBICHUN 0OyUalOMMUMCs 3a4€THONW KHUKKHU U TIPU
YCJIOBUM BBHITIOJTHEHHSI BCEX KOHTPOJBHBIX MEPOIPUSITUM, MTPEAYCMOTPEHHBIX YU€OHBIM IJIAHOM U
paboueit mporpaMMoi JUCHUILTMHBL. OOyJaommMces Ha 3a4eTy MPeACTaBiIseTcs MPaBoO BHIOpaTh
ovH 13 O6usetoB. Bpems moarotoBku k otBeTy coctapisieT 30 MuHyT. 1o ncTeueHun ycTaHOBI-
€HHOTO BPeMEHH OOYYalOIIUIiCs JOJKEH OTBETUTh Ha BOITPOCH! Omiieta. Pesynbrarsl 3ayera oLeHu-
BAIOTCS MO YEThIPeXOaUIBHOM CUCTEME M 3aHOCATCS B 3a4€THO-IK3aMEHAIIMOHHYIO BEIOMOCTb U
3a4ETHYI0O KHUXKKY. B 3a4€THYI0 KHUXKKY 3aHOCATCS TOJIBKO IIOJIOKUTEIIbHBIE OLeHKU. [lonmu-
CaHHBIY TPENnoAaBaTesIeM K3eMIUIAP BEJOMOCTH CAAETCA HE MO3AHEE CIIEIYIONIETO AHS B IEKaHaT.

B cnyvae HesBKM oOydaiomierocsi Ha 3a4eT B 3a4€THO-IK3aMEHAIIMOHHYI0 BEJOMOCTh
JenaeTcsl OTMeTKa «He siBKa». OOydaromiyecs, He MpolIeae TPOMeXyTOUHYI0 aTTECTAIUIO TT0
OUCUUILIMHE, JOJIKHBI JIMKBUIUMPOBATh aKaJeMUYECKYI0 3aJ0JIKEHHOCTb B YCTAHOBJIEHHOM
JIOKQJIbHBIMU HOPMATUBHBIMU aKTaMH TOPSIIKE.

3.2. Bonipocsl k 3aueTty

Ne Bonpoc Ko komMneTeHImn

1. |Introduce yourself: a.to a new colleague; b. to the attendees of a VK-4.1, YK-4.2
business training; c. to a fellow passenger

2. | What topics can be not safe for a small talk in the US, Turkey, China | YK-4.1, VK-4.2
and Russia?

3. | What cultural differences should be considered in communication VK-4.1, YK-4.2
with business partners from different countries?

What do you say first when you receive a call from your client? VK-4.1, YK-4.2
How does a business email differ from a traditional letter? VK-4.1, YK-4.2

Ask your partner what software he/she uses. Ask about spreadsheets | YK-4.1, YK-4.2
programmes, databases, word processors and browser.

7. | What is academic writing? VYK-4.1, YK-4.2
Name the two main reasons for writing a paragraph. VK-4.1, YK-4.2

9. | What are the qualities of a good abstract? VK-4.1, YK-4.2

10. | Which key elements does an abstract of a scientific research paper VK-4.1, YK-4.2
contain?

11. | What is the difference between an abstract and an introduction? VK-4.1, YK-4.2

3.3. TemaTuka KypcoBbIX padoT

[To naHHO¥ IUCIMIUIMHE BHIMOTHEHUE KYPCOBBIX MPOEKTOB (padoT) He MpeaycMaTpUBaeTCsl.
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3.4. MaTepuaJjsl AJisi KOMIOLIOTEPHOT0 TECTHPOBAHUSI 00YYAIOLIUXCS

O01mue KpuTEPUN OIeHNBAHUS

IIponeHT NpaBUJILHBIX OTBETOB Onenka
91% - 100% 5 (OTIMYHO)
81% — 90% 4 (xopomwio)
71% — 80% 3 (yAOBJIETBOPUTEIILHO)
Menee 70% 2 (HEyIOBJIETBOPUTEIILHO)

CooTBeTCcTBHE BONMPOCOB TeCTa MHAUKATOPaM (hopMHPYEeMbBIX H OI[e HHBAaeMbIX
KOMIIeTeHI[HM I

Ne Bonmpoca B Tecte Kon ungukaropa KoMneTeHIHI

1 VK-4.1, YK-4.2

2 VK-4.1, YK-4.2

3 VK-4.1, YK-4.2

4 VK-4.1, YK-4.2

5 VK-4.1, YK-4.2

6 VK-4.1, YK-4.2

7 YK-4.1, YK-4.2

8 YK-4.1, YK-4.2

9 VK-4.1, YK-4.2

10 VK-4.1, YK-4.2

11 VK-4.1, YK-4.2

12 VK-4.1, YK-4.2

13 VK-4.1, YK-4.2

14 VK-4.1, YK-4.2

15 VK-4.1, YK-4.2

16 VK-4.1, YK-4.2

17 VK-4.1, YK-4.2

18 VK-4.1, YK-4.2

19 YK-4.1, YK-4.2

Kiwou oTBeTOB
Ne Bonmpoca B Tecre Homep oTBeTa (Mim 0TBET, WJIN COOTBETCTBHE)

1 c

2 a

3 Write your reply here:
4 c

5 a

6 a

7 b
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Ne Bonmpoca B Tecre Homep oTBeTa (Wim 0TBET, WJIN COOTBETCTBHE)

8 a
9 a
10 b
11 c
12 b
13 c
14 b
15 b
16 a
17 a
18 c,d
19 c

IlepeyeHb TECTOBBIX BOIIPOCOB

Ne 1. 3adanue ¢ eduHuuHbIM 86100poM. Bolbepume ooun npasunvHulii omeem.

James Smith is a doctor. Which one of these is the most formal way he could introduce

himself?

a. I'm James.

b. My name is James Smith

¢. My name is Dr. James Smith

Ne 2. 3aodanue ¢ eOuHuuHbIM 86100pOM. Bolbepume ooun npasunvHulii omeem.
Maria's not here just now. Would you like her to your call?

a. return

b. answer

c. take

Ne 3. Baoarnue omxpoimoii ghopmwt. Bseoume omeem.

[IpouuTtaiite nmucpbmo-3anmpoc u HanumuTe orBeT: Letter of enquiry Dear Sirs, With

reference to your advertisement in yesterday’s Times, would you please send me full details,
prices and samples of your promotional gifts. I would gratefully appreciate your answer. Yours
faithfully, S. Bowen Marketing Manager

Ne 4. 3adarue ¢ eOuHUUHbIM 8b100pOM. Boibepume o0un npasunvhbvlii omeen.
When you answer the phone, you need to say your name and...?

a. Hello!

b. How are you today?

c. The name of the company.

Ne 5. 3adanue ¢ edunuunvim 86100pom. Beibepume ooun npasunvHulii omeem.
Paraphrasing a text means:

a. changing a lot of the vocabulary

b. making it shorter

c¢. adding more detail
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Ne 6. 3adarue ¢ eOUHUUHBIM 8bIOOPOM. Boibepume o0urn npasunvhbvlii omeemn.
The difference between a project and an essay is:

a. students choose projects' topics

b. projects are longer

c. essays are longer

Ne 7. Baoanue ¢ eOuHuuHbIM 86100pOoM. Bbloepume 00ur npasunbHulii Omeem.

You are introducing an important guest to your team. Choose the most formal way of
introducing him.

a. This is James Smith.
b. I would like to introduce Dr. James Smith from WordBurger Medical
c. Hi everybody, this is Jim from WordBurger Medical
d. I say nothing, he can introduce himself
Ne 8. 3adarue ¢ eduruuHbiM 8b100pOM. Boibepume o0un npasunvhbviii omeen.
An in-text citation looks like:
a. (Manton, 2008)
b. (Richard Manton, 2008)
c. (Manton, R. 2008)
Ne 9. Baoanue ¢ eduruunbim 86100pom. Boloepume 00ur npasunbHulii Omeem.
Plagiarism is:
a. an academic offense
b. a dangerous disease
c. an academic website
Ne 10. 3adarue ¢ eOuHUUHBIM 8b100POM. Bbibepume 00uH NPasUNbHbIL Omeen.
a device used for data storage, usually removable and rewritable
a. calibration
b. USB flash memory
c. touchscreen
d. attachment
Ne 11. 3aoanue ¢ eOuHUMHBLIM 8b100pPOM. Bbibepume 00uH NPasUNbHbIL Omeen.
When you leave a message in someone’s voicemail, what is most important?
a. Say the date and time.
b. Ask to call back
¢. Say your telephone number
Ne 12. 3aoarue c eOuruurbim 6b100pom. Bvibepume ooun npasunvivlii omeen.
The best time to write an introduction is often:
a. first
b. after writing the main body
c. last
Ne 13. 3adanue ¢ eOUHUMHBIM 8b100POM. Bblbepume 00uH NPasuUNbHbIL Omeen.
The main difference between academic writing and normal writing is that academic writing
a. is harder to understand
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b. uses longer words
c. tries to be precise and unbiased
Ne 14. 3aoanue ¢ eOunuurbim 6b100pom. Boibepume 00un npasuvivlii omeen.

an open wireless technology standard for transmitting fixed and mobile electronic device
data over short distances

a. attachment

b. Bluetooth

c. USB flash drive

d. touchscreen

Ne 15. Badanue ¢ eOuHUUHBIM 8b100pPOM. Bblbepume 00uH NPasuNbHbIL Omeen.

I'm sorry, but I really have to take this

a. phone

b. call

c. ring

Ne 16. 3aoarue ¢ eOuruutbiM 6b100poM. Bvibepume 00un npasunvivlii omeen.

I'm busy right now. Can you later?

a. call back

b. hang up

c. call through

Ne 17. 3adanue ¢ eOuHuuHbIM 8b100poM. Bvibepume 00UH npasunbHblii omeen.

Paragraphs always contain:

a. a topic sentence

b. an example

C. siX or more sentences

Ne 18. 3adarnue c MHodMCECMBEHHBIM 8b100POM. BblOoepume 2 npasunvhvlx omeema.

You have just been introduced to a new colleague. Choose the two phrases that best suit the
situation. (Remember, you don't want to frighten the new colleague!) "This is James Smith, who's
joining us today."

a. Nobody told me we were getting a new team member!

b. Hello, James. Pleased to meet you.

c. Hello. It's nice to meet you.

d. Good afternoon, Dr. Smith. How do you do?

Ne 19. 3aoarue c eOuruurbim 6b100pom. Bvibepume 00un npasunvivlii omeen.

When taking a caller off hold, what should you say?

a. I apologise for the inconvenience

b. I told you it was not going to be long

c. Thank you for holding

3.5. [lenoBble UrphI 1Jis1 OlleHKH KomnieHeTun «YK-4.1»

Ne 1. 4. Pazvizpaiime ouanoe, ucnoav3ys caedyrouiue OaHHble.

Student 1
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You have information about Dave Scott. Your partner has
information about Julie Morrison. Ask and answer questions
and complete the table. e.g.

Where was he / she born? / brought up?

Who does he / she work for?

What does he / she do?

Where does he / she live?

Dave Scott Julie Morrison
Nationality American
Place of birth Springfield, lllinois
Date of birth 25 January 1978
Brought up in Springfield
Works for Chicago Associated Industries, Chicago, lllinois
Job description Sales Representative for Canada
Lives Evanston, near Chicago

Student 2

You have information about Julie Morrison. Your partner has
information about Dave Scott. Ask and answer questions
and complete the table. e.g.

Where was he / she born? / brought up?

Who does he / she work for?

What does he / she do?

Where does he / she live?

Julie Morrison Dave Scott
Nationality Australian
Place of birth Brisbane
Date of birth 2 July 1979
Brought up in Melbourne
Works for NSW Media, Sydney
Job description Program Buyer
Lives downtown in Sydney
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3.6. [le1oBbI€ UTPHI 1JIs1 OlleHKH KoMIleHeTHuH «YK-4.2»

Ne 2. 4. Pazvizpaiime ouanoe, ucnoav3ys caedyrouiue OaHHble.
Student 1

You have information about Dave Scott. Your partner has
information about Julie Morrison. Ask and answer questions
and complete the table. e.g.

Where was he / she born? / brought up?

Who does he / she work for?

What does he / she do?

Where does he / she live?

Dave Scott Julie Morrison
Nationality American
Place of birth Springfield, lllinois
Date of birth 25 January 1978
Brought up in Springfield
Works for Chicago Associated Industries, Chicago, lllinois
Job description Sales Representative for Canada
Lives Evanston, near Chicago

Student 2

You have information about Julie Morrison. Your partner has
information about Dave Scott. Ask and answer questions
and complete the table. e.g.

Where was he / she born? / brought up?

Who does he / she work for?

What does he / she do?

Where does he / she live?

Julie Morrison Dave Scott
Nationality Australian
Place of birth Brisbane
Date of birth 2 July 1979
Brought up in Melbourne
Works for NSW Media, Sydney
Job description Program Buyer
Lives downtown in Sydney
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3.7. KoHTpoJIbHBIE PA0OTHI JJIsl ONleHKN KoMneHeTun «YK-4.1»

Ne 3. Haiioume u cnpagome 15 owubox 8 nucome:.

February 21th

Dear Alan Green

Thanks you for your letter from February 18 and for your interest in our products.

I am sorry to hear that you won’t be able to attend our presentation on March but I hope we
can to arrange a later date. We’re planning another presentation for April 11. I attach a copy of
our latest catalogue & prize list.

Contact me again if you need any more informations.

I'look forward to hear from you.

Your faithfully

Paul Kominsky

Ne 4. 4. Write an abstract for your future academic article.

3.8. KoHTpoJibHbIE PadOTHI JAJis1 OlleHKN KoMneHeTun «YK-4.2»

Ne 5. Haiioume u cnpasvme 15 ouubok 6 nucome:.

February 21th

Dear Alan Green

Thanks you for your letter from February 18 and for your interest in our products.

I am sorry to hear that you won’t be able to attend our presentation on March but I hope we
can to arrange a later date. We're planning another presentation for April 11. I attach a copy of
our latest catalogue & prize list.

Contact me again if you need any more informations.
I look forward to hear from you.

Your faithfully

Paul Kominsky

Ne 6. 4. Write an abstract for your future academic article.
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