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COIEPXAHUE

[osicuurensHas 3anucka
[Inan mpakTHUecKuX (CEMUHAPCKUX) 3aHATHH
Pexomennyemas nurepatypa



1. [losicauTenpHAS 3amMKCKa

MeTtoanyeckne yKa3aHWsl TpeJHA3HAYEHBI JJIsi CTY/ICHTOB 1 Kypca MarucTpatrypbl O4HOM/OYHO-
3a04yHOH (POpMBI OOYYEHHUSI, KOTOPHIMH OHH MOTYT IOJIb30BATHCS MPH MOATOTOBKE K MPAKTHUYECKUM
3aHsaTHAM. [IpakTrdeckne 3aHATHS 3TO IUTaHUpyeMas ydeOHas, y4eOHO-HCCIIeoBaTebCcKas, a TaKkKe
Hay4YHO-HMCCIIeZloBaTeNbCcKass paboTa CTyIEHTOB, KOTOPas BEHINIONHSAETCS B ayJUTOPHOE BpEeMs TMOI
PYKOBOJCTBOM IpemnoaBaTens. B cocraBe METOIWYECKHUX YKa3aHUM K MPAKTUYECKUM 3aHATUSM
NpeayCMOTPEHbl PEKOMEHAAINH M0 MOATOTOBKE K MPAKTUYECKOMY 3aHTHIO. [IpH BhIMOMHEHUH pabOTHI
CTYZIEHTbl MOTYT MCIOJIb30BaTh HE TOJBKO METOAMYECKHE YKa3aHHs IO PELICHHIO 33Jad, HO U Apyrue
MaTepuaitbl y9eOHO-METOUIECKOTO KOMITIEKCa.

OCHOBHOH LENBI0O METOIUYECKUX YKa3aHUH MO BBINOJIHEHUIO MPAKTUYECKUX pabOT SBISETCS
MOBBIIIIEHUE HCXOAHOTO YPOBHS BIAJACHHA WHOCTPAHHBIM SI3BIKOM, JOCTHUTHYTOTO Ha MpeablIyliei
CTyIleHH OOpa30BaHWsA, M OBIQJCHWE CTyINeHTaMH HEOOXOAMMBIM M JIOCTaTOYHBIM YPOBHEM
KOMMYHUKATHBHOM KOMIIETEHIIMM JJI1 pPELEHUs 3aJad MEXIMYHOCTHOTO U MEXKYJIbTYPHOTO
B3aUMOJICHCTBUSL.

Lenmsto ocBoeHHMS MUCHMILIAHBI «MHOCTpaHHBIA sI36IK B cdepe  mpodeccroHaIbHOM
KOMMYHUKalUW» sBIsieTcs (opmmpoBaHme y CTyIdeHTOB kommereHImn YK-4 kak cpexncrtsa,
MIO3BOJIAIONIETO 00ECTIeYNTh KOMMYHHUKAaTHBHO-TI03HABATENbHBIC IOTPEOHOCTH B cpepax aKaJIeMHUECKOH,
poheCcCHOHANBHON U CONMATbHO-TYMAHUTAPHOH IEATEIBHOCTH, YYacTBYS B MEXKKYJIBTYPHOM OOIIIEHHUH.

3agaud OCBOEHUS JUCLUUIUIMHBI: OBJaJCHHE MOHOJIOTMYECKOW M JIHAJOTUYECKOH pEUblo,
OBJIa/ICHUE OCHOBAMH MTUCbMEHHOW PeYH, OBJIaIcCHIEe OCHOBAMHU CAMOOIICHKH YPOBHS c(POPMHUPOBAHHOCTH
S3BIKOBOM, PEYEeBOM M COLHOKYIBTYPHOH KOMIIETEHIHH W (OPMHUPOBAHHS MOTPEOHOCTH B SI3BIKOBOM
caM000pa3OBaHUM.

B pesynbraTe ocBoeHUs AUCIUILTHHBI 00YYarOIUACs TOJIKEeH
3HATh!

- OCHOBHI ITIEPEBOJIa C MTHOCTPAHHOTO SI3bIKa B MPO(hecCHOHANBHOH cepe;

YMETh:

- BBINOJIHATh KOPPEKTHBIN MHUCbMEHHBIN NIEPEBOJ, ¢ HHOCTPAHHOIO S13bIKA HAa IOCYJAAPCTBEHHBIN sA3bIK PO
U C TOCYJIapCTBEHHOT O si3bika PD Ha MHOCTpaHHBIN A3BIK;

BJIAJETh:

-)KaHpaMHU TUCBMEHHOM peun B poQeCCHOHANIBHOM cdepe.



2. ILTAH IPAKTUYECKHX (CEMUHAPCKHUX) 3AHATHIA
IIpakTHyeckoe 3aHsiTHe. JlekcMueckne M CHHTAKCHYECKHe OCOOCHHOCTH O(GHIMAJIBLHO-EJI0BOI0
CTHJISI AHIVIMICKOrO SI3bIKA.
OpranunzanuoHHas popma 3aHATHA: TPAAULUOHHBINA CEMHUHAP.
Llens: dopMupoBaHue y CTYICHTOB PEUYEBOH, S3BIKOBOH M KOMMYHHKATHBHON KOMIIETCHLUH IS
OCYIIIECTBIICHHS IEIOBBIX KOHTAKTOB.
B pesynbraTe 0CBOCHHE TEMBI CTyAIEHT TOJDKEH
3HATh: OCHOBHBIE TPAMMATHYECKHUE SIBICHHS, XapaKTepHbIE A7l MPO(ECCHOHANBHON PeUH; JEKCUIECKHE 1
CHUHTaKCHYECKHE 0COOCHHOCTH O(PHIIUATBEHO-/ICIIOBOTO CTHIIS B @HTJIMHCKOM SI3BIKE;
YMETh: ONPEIEISTh CTHIEBYIO NPHHAJICKHOCTh AHIVIMHCKUX TEKCTOB O(HLMAIbHO-IEI0BOIO CTHII,
BUJIETh XapaKTepHBIE CTHJEBBIC YEPTHI; YUTATh OQPHIMANBLHO-AETIOBBIE TEKCTHI DPA3IHMYHON CTEIEeHU
CIIO’)KHOCTH; CTPOUTH JAHAJIOTHYECKYI0 M MOHOJIOTMYECKYI0 pedb C MHCIONb30BaHHEM Haubolee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHUECKUX CPEICTB B OCHOBHBIX KOMMYHHMKATHUBHBIX CHTYalLlUsIX
oULMaNBEHOrO OOLICHUS; TOHUMATh JTUAIOTMYECKYI0 1 MOHOJIOTHUECKYIO PEUb 10 U3YUCHHON TeMe.
AKTyaJIbHOCTb TEMBI: 00yCIIOBIeHa HEOOXOAUMOCTHIO OBNaaeHus: Y K-4.
Teopernyeckas 4acTh:

OdunmansHO-AeTOBONM  S3BIK  KaK OCOOBIA  ()YHKIIMOHANBHBIM CTHJIb PEYH XapaKTephu3yeTcs
HN3BCCTHBIMU HHTCPHAIMOHAJIBbHBIMHU 4YCpTaMH, KOTOPBIC ABJIAIOTCA CICACTBUEM YHUBECPCAIBHOCTU
pemia€MbIX UM 3ada4 — CIYXUTb MHCTPYMCHTOM [€JI0BOI'O O6H.[CHI/I}I, CpCACTBOM JOKYMCHTUPOBAHUA
OQUIMANTBFHOW YIpaBlIeHYeCKOH U cioyxeOHoil wHbopmamuu. OmHa #3 CaMBIX MOPA3UTENBHBIX
0CcOOEHHOCTEH 3TOr0 CTWIS — HCIONB30BaHHE CJIOB B HMX HCTHHHOM CIIOBapHOM 3HadeHWHU. He
CYHECCTBYECT BO3MOXHOCTU IJIA KOHTCKCTHBIX 3HAUCHUN WJIHN JJIsA O[IHOBpCMCHHOﬁ pcaim3anu IBYX
3HadeHuil. ClioBa C 3MOLMOHAJIBHBIMUA 3HAYCHUSAMH HE MOJDKHBI OBITh HAHJEHHBIMH B JOKYMEHTE.
Kax b1l THII JeTT0OBBIX JOKYMEHTOB MMEET COOCTBEHHBIN HA00p (pa3 U KIIHIIE, KOTOPbIE MOTYT Ka3aThCs
CTPaHHBIMH B Pa3rOBOPHOM aHTJIMICKOM s3bIKE, HANpUMEp €.g. invoice, book value, currency clause,
promissory mnote, assets (BBICTABISATh CYET, CTOMMOCTb OCHOBHOTO KamHTana, MYHKT BaJIOTHI,
00s13aTeNBCTBA IO BEKCEIII0, AKTUBBI, H T.11.).

Hampumep,

O(UIMATILHBINA CTHIIh HeodunmanbHpiii CTHIL

Formal style Informal style

commence (HAaYnHATD) begin, start (HauaTh, Ha4YaIO)

conclude (3aKOHYUTH MOJIBITOKHTD) end, finish, stop (KoHel1, OCTaHaBIMBATHCS)

B pasroBopHOM aHMIMHCKOM sI3bIKE MOXHO HAOJIOJaTh MHOXECTBO BBOJHBIX CJIOB: «XOpPOINO, BbI
BUJINTE, CBOETO POJIa», KOTOPhIC HE MOTYT MCIOJIb30BaThCS B MUCbMEHHOM JICJIOBOM aHTIIMHACKOM SI3BIKE,
1 JIOTUYECCKU U CTUIINCTUYCCKU. OHI/I HUCKIIFOYCHBI, HOTOMy YgTO HE HCCYT CMI)ICJIOBOﬁ Hany3KI/I. JICJIOBI)IG
JIOKYMEHTBI, HAIIPOTHUB, JIOJDKHBI UCIIOJIb30BATh CII0BA, KOTOPHIC MEPEIAI0T MHOTO HH(OPMAIIHH.

Ctuib, OHAKO, HE JOIDKEH OBITh CIUIIKOM IMPOCTHIM, MTOCKOJBKY 3TO MOYKET NIOKa3aThCs HEKYIbTYPHBIM
U rpyObiM. JIMHTBUCTBI PEKOMEHIYIOT CIIEAYIOIIUE CTHIUCTUYECKUE TMPHEMBI, KOTOpPbIE MOTJIH OBl
cleNiaTh COIMVIAIICHUS W KOHTPAKThl 00JI€e BEKJIMBBIMU: HUCIOJIb30BAHHME CJOXKHO — IOJYMHEHHBIX
MpeUIoKeHH, 0oJiee TPEAMOYTUTEIBFHO YeM HCIIOJIb30BaHUE TPOCTHIX NPEJIOKEHUH; HCIIOIb30BaHUE
MACCUBHOI'O 3aJIoTa IJ1arojia, a He aKTUBHOTO; MOJIHBIE (POPMBI CJIOB, @ HE COKpAIIeHHbIE POPMBI, TaM, T/Ie
HEOOXOINMO.

[IpaBwibHasT WHTOHAIWMS JOJDKHA OBITh HEUTPATbHOW, JUIICHHOW HAMBIICHHOTO SI3bIKa C OJHOMU
CTOPOHBI, ¥ HEO(DHIMATPHOTO WM Pa3rOBOPHOIO sS3bIKa C JIpyrod cropoHsel. [losTomy,
HECOOTBETCTBYIOIIMH CIOBAPHBIN 3amac, HAHNOMBI, (pa30BbIE TJIAr OBl HEIOMTYCTHMEI.

O6e ZIOFOBapI/IBaIOHII/IeCﬂ CTOpOHI)I HC JOJDDKHBI HCIIBIThIBATH HHUKAKHUX TPYZIHOCTeﬁ B HOHy‘IeHI/II/I
WH(POpPMAIUHN, OHUM JIOJDKHBI OBITh B COCTOSHHUM IOHSATH TO, YTO HamucaHo. Hemopa3symeHus Bcerna
BbI3BAHBbI HeXBaTKOﬁ MBICJIN 1 BHUMAHUS. 9TO MOXKET C.HyT-II/ITBCSI n3-3a HUCIIOJIB30BAHUSA COKpaIlIeHHﬁ,
YHUCeJI, PEAJIOTOB B OOJIBIIIOM KOJHUYECTRE.

CoxkpaiiieHust MOT'YT OBITh OY€HB TIOJIE3HBI, TAK KaK UX JIETKO M OBICTPO MHCATh U YUTaTh. OKHUIACTCS, YTO
0o0e CTOpPOHBI JOJDKHBI 3HATh 3HAUeHWE COKpamleHui. Ecin onuH W3 mapTHEpOB HE YBEPEH, 4YTO
COKpAILIEHHUS JIETKO MPU3HAHBI IPYTOM CTOPOHOM, MX HEJb3S UCIIOIb30BaTh.

OnHa U3 caMbIX IIOPa3UTEIbHBIX OCOOCHHOCTEH JIEJOBOrO aHIJIMACKOIO s3bIKa — IIIHPOKOE
WCTIOJIB30BaHUE HEIIMYHBIX ()OPM TIIarojia, U MX MCCICIOBAHUE MOTJIO ObI OBITH MHTEPECHO JIIS TEX, KTO
W3y4aeT U MPEoJaeT aHrIMHCKUi 361K, CHCTeMa HEIMYHBIX (DOPM TIJIarojia BKIIOYaeT HHGUHUTHB, -iNg



(bopMBI B IPUYACTHSL. ITO — OOICTIPUHATAS UCTUHA, YTO OTTJIATOJIbHBIC (POPMBI ITUPOKO MCITOIB3YIOTCS B
AHTJIMACKOM SI3BIKEe OONICHHWS, HO OHH YacTO WCIONB3YIOTCI W B JEIOBOH W KOMMEpPUYECKOM
KoppecnonAeHuuy. M3 Hambonee 9acTO MCIONB3yEeMBIX OTIJIATOJIBHBIX ()OPM B JICTOBBIX IMHUCHMaXx
UCTIONb3yeTCsl MHPUHUTHB.

NHOUHATHB Kak TOMOTHEHUE K aKTUBHOMY IJIarojly BCerja clelyeT 3a TIIaBHBIM TIIarojioM. B nemoBoi
KOPPECTIOHACHIINY STO CIIEAYIOIIHE TIaroisl: to agree (cormamarscs), to appear(osBiIsIThCs), to arrange
(moroBapuBathcs), to continue(nponoikathes), to decide (pemars), to expect (oxuaarte), to fail (TepreTs
Heynady), to hesitate (komebatscs), to hope (HagesTbes), to intend (HamepuBaThes), to like (HpaBuTBCS),
to manage (ympaBnsaTh), to need (HyXmatecs), to offer(mpemmaraTs),to omit(mpormyckars), to plan
(nnanupoBaTh), to prefer (mpexmounrtath), to prepare (IIOAroTaBIMBATH), to propose (mpemmararts), to
regret (coxkaneTs), to secure (o0eperars), to try (mpoOoBaTh), to want (xoTeTh), to wish (>kenars).
Bomnpocs! 1 3apanus:

1. I[loarotoBbTECH K 0OCYKACHUIO TEOPETUIECKOTO MaTepHaa.

2. [IpounTaiiTe 1 IEPEBEIUTE TCKCT.

This is Mr. Richard Clifford. He is a businessman. He is a manager of a big company. He is always busy.
His company is very successful.

And this is Miss Cindy Flipps. She is a secretary. She is Mr. Clifford's secretary. She is a good secretary.
She is clever and pretty.

This is Mr. Richard Clifford's office. There are two rooms in his office. Miss Flipps is in the reception
room. There is a desk, some bookcases, chairs and arm—chairs in the reception room. There isn't a type-
writer on the desk, but there is an office computer with a printer instead. Mr. Clifford's company is very
up-to-date.

There are no visitors in the reception room now. There is an important business visitor in the inner office.
It is Mr. Daniel Banes. He is a bank manager. He has an important problem to discuss with Mr. Clifford.

3. Learn the following conversations and make your own on analogy. Use the words in brackets.
1) — Meet Mr. Richard Clifford. He is a businessman. — How do you do, Mr. Clifford.
1. Ms. Cindy Flipps — a secretary;

2. Mr. Timothy Lindon — an economist;

3. Mrs. Elizabeth Nippet — a sales person;

4, Ms. Alice Trix — an office manager;

2) — What is Mr. Richard Clifford?

5. He is a businessman.

6. What kind of person is he?

7. He is clever and active. He is a very successful man

/ a secretary — young and pretty; / an economist — clever and serious; / a sales person — friendly and polite;
/ an office manager — neat and stylish /

3) — Hello, Miss Flipps! Is Mr. Clifford in? — Hello, Mr. Lindon! He is in but he is very busy. Will you
wait a bit? — All right.

4. Complete the story
It's 10 o'clock now. Mr. Daniel Banes is to .... Ms. Flipps and Mr. Clifford are to .... Ms. Alice Trix is to

5. Speak about several people according to the model
He is a businessman - They are businessmen.

He is very successful. - They are ....

He is to meet Mr. Clifford.

He is always busy.

His company is big.

He is in Mr. Clifford's office.

He is to see Mr. Clifford.

He has an important problem to discuss.

He is an important visitor.

6. Learn the following conversations and make your own, on analogy



1) — Let me introduce myself. My name is Daniel Banes, Dan for short.
- Glad to meet you, Mr. Banes.

2) —Who is that man? - It's Mr. Daniel Banes.

- What is he? - He is a bank manager.

- What kind of man is he? — He is clever and reserved.

2) — Is Mr. Clifford free?

- No, he isn't. He is in conference with Mr. Banes. They have an important problem to discuss.
- | see. May | wait a bit here?

- Do, please.

-3) — Mr. Clifford is very busy today.

- What is he busy with?

- First he is to see an important visitor.

- What is he to do next?

- Next he is to go to his bank.

- What is he to do in the bank?

- He is to discuss an important question with the bank manager.

7. Listen to what Mr. Clifford says and dramatize the conversation between Ms. Flipps and Mr. Banes

- Miss Flipps, | am to meet Mr. Banes at 3 o'clock but I am very busy. Call him at the bank, please, and
apologize. Ask if he can see me tomorrow at the same time.

Use: ...speaking; Can | speak to ...;

| am sorry; Can you possibly see him at...?

8. Draw a logical conclusion according to the model
There is a telephone in the office. - So we can call him up at once.
/ a computer, etc./ /make copies, send a fax, get the information, etc. /

9. Discuss the job opportunity that this advertisement gives you

Interview your friends and find answers to the following questions: How old are you and your friends?
Whose dream is it to become a skilled secretary? Who can use a personal computer? Who can type well?
Who is good at studying English?

10. Learn the words which denote
- things that a secretary can use,
- places where she can put them

Use a dictionary to add to these lists

stationery

eraser

an envelope

carbon paper

adhesive tape

ribbon

moistener

a punch

correcting fluid

10. aruler

11. chips

12. a top (bottom) drawer,

13. a left (right) hand drawer

14. a filing cabinet

15. a folder

16. a safe

CoNoORAWDNE

11. Say where certain things can be. Use the model
-1 need some paper.
- There is some paper in the left-hand bottom drawer.



12. Say that the thing we are talking about is in some other place
There is no computer in this room. — The computer is in the next room.
There is no paper in the top drawer.

There is no money in this safe.

There is no calculator on the shelf.

There are no letters in the folder. — The letters are...

There are no arm-chairs in the reception room.

There are no rulers there.

13. Translate and learn the following conversations.

1) - Cindy, I need Mr. Lindon’s letter badly. It is in a blue envelope. | can't find it.
- Isn't there a blue envelope under the papers on your desk?

- Oh, yes. I'm sorry, Cindy.

- It's all right, Mr. Clifford.

2) - Cindy, | want to talk to Mr. Lindon. Call him up and make an appointment. -I'm sorry, Mr.
Clifford. I can't reach him by phone. — Send him a telex then. — Our telex is out of order.
- There is another telex in the Sales Department. Send it from there.

- Very well, sir.

3) - There is a visitor to see you, Mr. Clifford. He hasn't an appointment.

- I'm very busy, Cindy. Tell him to come on Tuesday.

- But he says he is your friend. His name is Mr. Brown.

- My God! Is he a dark, smiling man? -Yes.

- See him in. It's William Brown from Australial

4) — Are there any more visitors to see me, Cindy?

- No, Mr. Clifford, there are none.

- Are there any more letters to type?

- No, there are not. They are all ready.

- Then you can go home, Cindy.

- Thank you, sir. Good-bye.

14. Listening practice.

a) Here are the new words: experienced
businesslike
married
Listen to the tape and fill in the missing words. Each dash stands for a letter.
Thisis M........ Elizabeth Nippet. .......... is asales........ She is..........
and businesslike.
She is She ... happily and.......three children.
b) Listen to the text on the tape. In what ways is it different from the text in the Unit?
C) Listen to what Olga and Victor say about themselves. Answer the questions and then get ready to

talk about yourself.

What is Victor? How old is he? What does he study? Is English necessary for his career? How well can
he speak English already? Why does he want to speak fluent English?

What is Olga? How old is she? What does she study? What can she already do? What is her typing
speed? Why does she want to speak good Business English?

15. Translate into English.

1) IlosnakombTecs ¢ muctepoM Tumotu Jluamonom. O skoHOMHCT. OH OYeHb yMeH M ombiTeH. OH
AKTHBEH M J1eN0oBUT. OH KE€HaT U UMEET IBOUX ACTEH.

-Muccuc Jluagon, Bam myx noma? — Jla, oH 1oMa, HO OH OYCHB 3aHSIT.

-Mucc ®munmne, Mucrep Kimdpdopn y cedsa? — [a, on y cebsi, HO oH 3aHAT. [logoxkuTe HEMHOTO,
nokanyicra. — Xopoio. — Bxonure, noxanyiicra.

2) Ilo3BonbTe nmpeacraButbesi. Mens 30ByT Januane beiinc. S ynpasmsromuii 6ankom. Ceifuac 51 He B
Oanke, s B opuce mucrepa Kimuddopna. Y MmeHs Baxnas npobiiema, KOTOPYIO s JIOJDKEH OOCYIHUThH C
muctepom Kinpdopaom. Ho muctep Kimuddopn 3auar. Y Hero coselranue ¢ OusnecMeHamu u3 Poccun.
3) -3mpaBctByiiTe. Mens 30ByT Dnuc Tpukc. Y MeHs Ha3HaueHa Bctpeda ¢ muce Ommmnrc B 10 yacos. —
3axomute, moxanyicra. S mucc Onunmc. Hazpsaiite Mmens Cunan. — A s Onwuc. — Tl Hanr HOBEIN odwuc-



MeHeKep, He Tak yu? Paga ¢ ToOo#t mo3—HakomuThesa. — Celiuac muctep Kinuddopsa nomwken uaru B
0aHK, a MBI MOYKEM TIOITUTH Yaio. A 3aTeM Thl MOXKEIIb Ha4aTh PadoTy.

4) 3aka3pl Ha OPrTEXHHKY M KaHLTOBaphl MPUXOIAT M3 pasHbiX pupm. Oupme muctepa Kmuddopna
HYXXHBI 5 KOMIIBIOTEPOB, 4 nuktodona, 11 kanpkynaropoB, 500 koHBepTOB, 20 Mauek Oymaru, Hanku AJs
OyMmar, KHOITKH ¥ CKpPEITKH.

5) Oto coBpemeHHbI oduc. B Hem HemHOTrO Mebenn. 3meck HET OyMaru u JTOKyMEHTOB Ha cTojiaX. B
MIPUEMHOM Ha CTOJIe y ceKpeTaps KOMIBIoTep. B yriy tenekc.

6) Mucrep Kmuddopa roBoput cBoemy cekperapto: — EcTh kakme-HUOyAbp MUChMa W TEJIETPAMMEI?
IIpunecuTe ux cropa, nmoxkanyiicra. — MHe O4eHb HyXKEH 3TOT anpec. Haiinure ero, moxanyiicra. —
[To3Bonnte M-py Jlungony u moroBoputech 0 BeTpeue. Mol TenedoH ciomancs, U st He MOTY C HUM
CBSI3aThCA.

- EcTtp 11 k0 MHe eme nocetutenu? [lompocure Mx mog0KAaTh HEMHOTO.

I[IpakTHyeckoe 3ansiTHe. Oco0eHHOCTH YIIOTPedIeHUsI MOAAIBHBIX IJIAT0JIOB B AHIJIMIICKOM

AeJI0BOM CTHJIE.

OpranunzanuoHHas Gopma 3aHATHA: TPAAULUOHHBIA CEMUHAP.

Lenb: ¢dopMuUpoBaHUE y CTYACHTOB PEUYEBOHM, S3BIKOBOW M KOMMYHUKATUBHOW KOMIICTCHIIMM JIJIS

OCYIIIECTBIICHHS IEIOBBIX KOHTAKTOB.

B pesynbeTaTe 0CBOEHHE TEMBI CTYAEHT TOJDKEH

3HaTh: OCOOCHHOCTH YMOTPEOJICHUs] MOAAIBHBIX TJarojioB; OCHOBHBIE TpaMMaTHYECKHE SIBJICHUS,

XapakTepHble s NPOPECCHOHAIBHOW pedud; JIGKCMYECKHE W CHHTaKCHYECKHEe OCOOCHHOCTH

o(HLKABHO-IEII0BOI0 CTUIIS B AHIVINHCKOM SI3BIKE.

YMETh: YHOTPEONATh MOZAJbHBIC TJIATOJIBI B  OQHUIMANBHO-ACTIOBOM peud Ui  0003HauCHHs

JOJDKEHCTBOBAHMUS, IMPOCHOBI, Pa3pelicHUs; ONPEAeNATh CTWICBYIO MPUHAIICKHOCTh aAHTIIMHCKUX

TEKCTOB O(HUIHMAIBHO-AEIOBOrO0 CTWISL, BHIETh XapaKTepHBIC CTHJIEBBIC YEPThI, YUTATh OQHUIMATBHO-

JIEJIOBBIE TEKCTBI PA3JINYHON CTENEHHU CIOXKHOCTH; CTPOUTH AHAJOTMYECKYI0 1 MOHOJIOTMUYECKYIO pedb C

UCTIOJIb30BaHUEM HamOojee YIOTpeOUTENbHBIX JICKCHKO-TPAMMAaTHYeCKUX CPEJICTB B OCHOBHBIX

KOMMYHHKATUBHBIX  CHUTyallUsiX  O(UIMAIbHOTO  OOIICHMS;  TMOHUMATh  AMAJIOTHYECKYI0 |

MOHOJIOTHUYECKYIO pedb 110 U3YYEHHOU TEME.

AKTyaJIbHOCTb TEMBI: 00yCIIOBIeHa HEOOXOAUMOCTHIO OBNaaeHus: Y K-4.

TeopeTuyeckas 4acTb:

OpHuM u3 Hambosiee YacTO MCIOJb3yEMBIX MOJAIBHBIX 3HAUYEHWH B JEJIOBOM S3BIKE SIBIISETCS
3Ha4YeHUs JOJDKeHCTBOBaHUs. Hanbonee ynorpeGiseMbIMi B JaHHOM 3HAYEHUH B aHTJIMHCKOM JIEJIOBOM
CTHJIE SABJISIIOTCS TJIaroJibl must, to be u to have.

[Tpumeps! ynotpeGieHus riaroya must:

- We must be in time not to be late as it’s a very important event. (MbI JOIKHBI IPUATH BO BpeMsI, YTOOBI
HE OTI03/1aTh HA ATO BaAKHOE COOBITHE).

- | should say you must check it once more. (S cunTtaro BaM Hy>KHO ITPOBEPUTH 3TO €IIe pas).

- Besides, your price must depend on the amount of the contract. (Kpome Toro, Bamra 1eHa J0JKHA
COOTHOCHUTKCS C YCIIOBHSIMH KOHTPAKTa).

AHTTIMICKUN JENOBOW CTHJIb MPEIIUCHIBACT YMOTPEONATh TIaroil must TOJBKO MO OTHOIIEHHIO K
COOCTBEHHBIM MOTYMHEHHBIM, KOTJIa MOJYEPKUBAETCS 005S3aTEIBLHOCTh U HEOOXOJUMOCTh BBIOJTHEHUS
TOTO WJIM MHOTO JeMCTBUA WM 3afaHud. He 3ps 3TOT Irilaros 4acto UCHONIb3yeTcd B 3HAUEHUU NPUKA3a,
MIOTYEPKHUBAsI CTPOTOE TPeOOBaHUE MITH HEOOXOAUMOCTh BBITIOJTHEHHSI KAKOTO-THOO0 JISHCTBUS, HAllpUMep,
You must decide to Monday if you stay at our office or not. You are to prepare all the papers to sign them
on Tuesday. (Bsl 00s13aHBI TOATOTOBHUTH BCE JIOKYMEHTBI Ha TIOJIIICH KO BTOPHHKY ).

B oTHOHIEHUAX C MapTHEpaMU AHIVIMMCKUN E€JI0BOM CTHJIb NMPEANUCHIBACT MOYTH IOJHBIA OTKAa3 OT
riarosia must, KpoMme Cclly4aeB, KOIJia HEeO0O0XOJWMO IOMYEPKHYTh JKECTKYI0 HEOOXOIUMOCTh WU
HEIOBOJILCTBO CTapIIMM HapTHEPOM MIAaJIIMMH NapTHEpaMH WM BO3MYILEHHE NPU KaKOM-THOO
HEBBITIOJTHEHUH 00s3aTensCTB. Hanpumep, Tak BB MOXeTe yrnoTpeduts (pasy You must have paid your
debt by the 3th of November. (Bbi 00si3aHbI BBIIIIATUTH BALI 0T K 3 HOSOPS).
3Has 0COOEHHOCTHU JIEJIOBOIO AHIJIMHCKOTO, BBl OyleTe MOHHUMATh, YTO B OTHOLICHUSX C MapTHEpaMH
CIIEyeT COCpeoTaunBaTbesl Ha Tiarojax to have u to be, Tak Kak 00sI3aHHOCTh BBIIOJHEHUSI JCHCTBUS
3BYYUT MEHEE KaTerOpUIHO.

IIpumepsl yoTpedaenus riarosios to have to u to be:
- Are you to come on every Saturday morning? (Bsl 00s13aHbI TPUXOIUTH 110 YTPaM B Cy000TY?).



- They are to prepare their report to the next weekend. (Oum HOJDKHBI IMOATOTOBUTH CBOM OTYETHI K
CJICTYIOIIMM BBIXOIHBIM).

- Sorry but I have to leave as I’'m very busy last time. (IIpocTute, HO MHE IOpa UATH - B MOCIICTHEE BPEMS
y MEHsI O4€Hb MHOTO Je).

- Do you have to meet them at the station? (Bam Hy»HO BCTPETUTh UX HA CTAHITHH?)

OnHako He CTOUT 3a0bIBaTh, YTO TNaroil have to MOXKET UMETh OTTCHOK HEKENATeNBbHOTO JICHCTBUS,
nosToMy cienyromas ¢paza «So we have to work with you» 3By4HT HOBOJBHO Tpy0O M aHTIMHCKHUMA
JICIOBOY CTHITh HE TIPETyCMATPUBACT TAKOTO YIOTPEOICHHS 3TOTO TJIaroa.

Bo Bcex 3aTpyAHUTENBHBIX CIyYasx, a JIydllie Jake W Yaile, BaM CTOHMT MpuOeraTh K 0ojee MATKHM

¢dopmaM yKazaHHsl, 3aMEHSSI JOJDKCHCTBOBAHUE BBIPAKCHUSMHE, 03HAYAIOIIUMHU MIPEIIONI0KEHHE, COBET,
BOMPOC U T.A. AHIJIMHCKHUHA AETOBOM CTHIIb MpelycMaTpuBaeT MOHUMaHUe MOJOOHBIX ()pa3 HA TOH HIIH
JIBA TOHA JKECTYE X OPUTHHAILHOTO 3HAYCHHSI.
OT0 CXOJHO U ¢ cUTyaluel B pycckoM s3bike. @pasza «He Mornu Obl BBl EpenpoBEpUTh HALIH JTOXOHI,
ecnu y Bac Oyzer BpeMmsi. Mbl OBl cMOTJIM OOCYANUTH MX C HAIIUM (PUHAHCOBBIM TUPEKTOPOM» BOBCE HE
03HayaeT OYKBAJIbHO CIEAYIOINIEE: «CACNaiTe 9TO, €CIM 3aX0UETCs, a €CIM He 3aX04YeTCs, TO U HE HAJION.
Ha camom pere, mpock0a nojipazyMeBaeT 4yTh JIH He OBICTPOE U TOYHOE MCTIOTHEHHE YKa3aHuUsI.

Bonpocs! 1 3aganus:
1. [loaroToBBTECH K OOCYKISHUIO TEOPETUIECKOTO MaTepHaa.
YnorpebneHue MoaanbHbIX TaaroyoB Can, May, Must, Should, Need u ux 3ameHuTeNCH IS BRIPOXKCHUS
JOJIXKCHCTBOBaHMUA, HpOCI)6I>I, paspeuiCHusl B ILGJIOBOI\/'I KOMMYHHUKAIIUU Ha AHTIIMHACKOM  SI3BIKE.
Bripakenue momkeHCTBOBaHMS. BeipaxkeHre mpockObl. BeipaskeHue pa3pemeHusl.
BriOepuTe nmpaBUIIbHBIN BapUaHT.
1. We see the lake from our bedroom window.
are able
can
must
might
2. — you speak any foreign languages?
could
can
must
might
3. lam afraid | come to the party next week.
could not
cannot
must not
might not
4. When we went to the forest, we smell burning.

could
can
must
might
5. She spoke in a very low voice, but | understand what she said.
could
can
must
might
6. 1 do not know when they will be here. They arrive at any time.
could
can
must
might
7. 1 was so tired. | sleep for a week.
could
can



must
might
8. We have gone away if we had enough money.
could
can
must
might
9. You have been travelling all day. You be tired.
could
must to
must
might
10. They have not lived here for very long. They , know many people.
could
should
must not
might
11. The phone rang but | did not hear it. | have been asleep.
could
may
must
might
12. She passed me without speaking. She have seen me.
could not
cannot
should
might not
13. — Why did not your sister answer the phone?
— She have been asleep.
can
should
must
might'nt
14. — Why did Sarah miss meeting?
— She have known about it.
should not
should
must
might not
15. Do not phone me at eight o'clock. | be watching the football match on TV.
could not
can
should
might
16. — What time are you going?
— Well, I am ready, so | go now.
could as well
can as well
must as well
might as well
17. She is a very nice person. You meet her.
can
are able
must
have
18. I have not phoned Ann for ages. | phone her tonight.
could



can
must
have
19. He cannot come out with us this evening. He to work.
could
has
must
might
20. | get up early tomorrow, because my train leaves at 7:30.
need
have to
must
might

2. [lepeBennTe Ha AaHTIMICKAHA S3BIK, YIIOTPEOIISST MOJABHBINA TTIAro must.

1. OH, TOMKHO OBITH, OYEHB YCTAIL.

2.V Hux paxe ecTh sixta. OHHU, TOJDKHO OBITh, OYCHBb OOTaTHL.

3. Thl TOJIKEH yexaTh 3aBTpa yTPoM?

4. Bpl HE TOMKHBI OAa31bIBATh.

5. 51 He nomkeH 3a0bIBaTh O cBOEH MaTepu. Sl He muca eif nenyro BeuHOCThb. CeroiHs BE4epoM st JOJKEH
HamucaTh € MUChMO.

6. OTa KHUra OYEHb LICHHAs. BBl HE TOJKHEI €€ TePSTh.

7. Hey>xenu BaM Ha/io yKe yXOAUTh?

8. 51 moyKeH pHU3HATh, UTO sl HETIPaB.

3. [IpounraiiTe u IepeBeIUTE TEKCT.

Every week or so Mr. Clifford receives a memo from the Company's experts on marketing. What do these
experts do? They study the market for different goods in different countries and give their advice to the
managers. They help the Company to win new customers by investigating their needs, likes and dislikes.
They decide what goods are in demand, what is the best way to advertise and to sell them. Marketing is a
science and the managers of the Company for Foreign Trade always follow the experts' advice.

4. When you buy something which of the following is the most important thing for you? What will
become important if you sell something?
Add your ideas to the following list:

A low price Scarcity of such goods on the market
High quality A beautiful design

Your friends' opinion A lot of advertising

Novelty Your needs

Your likes The brand

The label

5. Say what different people do in a business company
1 Managers

2 Secretaries

3 Production engineers

4. Accountants

5. Experts

6 Representatives

7 Dealers

8 Investors

9. Shareholders

1. own one or more shares in a company

2. sell a company's products or services by

travelling around
3. give advice, an opinion or help
4. do office work



. invest their money into a company in order to receive a profit

. are responsible for running a company or some of its departments
. Inspect or keep accounts

. sell or buy for the company, especially abroad

. are responsible for the production
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6. Translate and learn the following conversations:

1) — I want to buy your machine tools. Are they of high quality?

- They are the best on the market. We are (lie official dealers of an American company which has a
good reputation for quality.

2) — How much do your bicycles cost? — We sell them at... dollars but if you buy more than two we can
give you a discount.

3) — Do you sell your products abroad?

- Not yet. The international market is very competitive. It is very difficult to win customers. But we
want to try.

7. Listening practice.
Here are the new word-combinations:
to make all the necessary arrangements; to book a ticket; to book a return ticket; to fix a meeting for to
stay for 2 or 3 days
Listen to the tape. Miss Flipps is reading a memo from her boss. He has to go on a business trip. What
does he want Cindy to do? Cindy,
| have to go to Paris tomorrow. Make all the necessary arrangements, please. Book.... Call....
Tell them .... After we finish the talks they.... I'm at the bank and will be back at 4.

8. Translate into English.

a) DKCIepTHI IO PHIHOYHBIM OTHOIICHUSIM HCCICAYIOT COCTOSIHUE PBIHKA I Pa3HBIX TOBAPOB B PA3HBIX
ctpaHax. OHM aHATM3UPYIOT MOTPEOHOCTH MOKYyMAaTeNIeH W PelaloT, KaKUe TOBaphl TPEOYIOTCS, KaK UX
Tydllle PeKIaMUPOBaTh U MIPOJABATh.

0) Korga s uro-auOyap moKkymaro, JJisi MEHsI BaKHA IIeHA, Ka4eCTBO U KpacuBbId au3aiiH. Korma s
YTO-HHOY/Ib TIPOAI0, /IS MEHS Ba)KHBI MOTPEOHOCTH MOKYIMATEIs U HEAOCTATOK MOJ00HBIX TOBAPOB Ha
PBIHKE.

B) D10 HEOOIbIIas KOMIIAHUS, HO Y Hee TOBaphl MU3BECTHHI BHICOKUM KAa4eCTBOM M HU3KOW IIEHOM.
OHU TIPOU3BOJIAT U MPOAAIOT IJIEKTPOTOBAPHL: YTIOTH, MSICOPYOKH, MUKCEPHI U T.1. OHU TTOHUMAIOT, YTO
3aBOEBBIBaTh MOKymnaTenss Henerko. OHM  BKIAIbIBAIOT JAE€HBIM B MPOU3BOACTBO, MAPKETHHIOBBIC
WCCIIeIOBaHNUs, B pexiiaMy. KpoMe Toro, y HUX ecTh chucTeMa CKHIIOK. VX TOBapHBIN 3HAK yKe W3BECTEH
Ha MEXKIYHAPOIHOM pbiHKe. OHU UMEIOT JUIICPOB B HECKOJIBKUX 3apyOeKHBIX CTpaHaX.

IIpakTuyeckoe 3anaTHe. OCHOBHBIC NpaBuJIa oporpaduu U NYHKTyalMH aHIVINKHCKOIO sI3bIKA.
OpranuzaiuonHas hopma 3aHsSTHS: TPAAUIUOHHBIA CEMUHAP.
Lenb: ¢dopMupoBaHHE y CTYACHTOB pPEUEBOM, SA3bIKOBOM M KOMMYHUKATUBHOW KOMIICTCHIIMM JIJIS
OCYIIIECTBIIEHHS JICIOBBIX KOHTAKTOB.
B pesynbpraTe 0CBOEHNE TEMBI CTYIEHT IOJIKEH
3HaTh: OCHOBHBIC TIpaBWia opdorpadu W TYHKTYallH aHTJIMHACKOTO sI3bIKA; JIGKCHYEeCKHUE |
CHUHTaKCHYECKHE 0COOCHHOCTH O(pHUIINATIEHO-EIOBOIO CTHIISL B aHTJIMICKOM SI3BIKE.
yMETh: MPUMEHATh Ha MPAKTUKE OCHOBHEIE MpaBmiia opdorpapuu U MyHKTyallMd aHTJIMHACKOTO SI3BIKA;
YUTaTh O(UIIMATBHO-/IEIOBBIE TEKCTHl PAa3IMYHOW CTEMEHH CIIOKHOCTH;, CTPOHUTH AHWAJIOTHYECKYI0 W
MOHOJIOTHYECKYIO PEYh C HCIOJB30BAaHHEM HaWOoJee YIMOTPEOUTENbHBIX JEKCHKO-TPAMMATHIECKIX
CPEeICTB B OCHOBHBIX KOMMYHHMKATHBHBIX CHUTYyallUsX OQUIMAIBLHOTO OOIIEHWs;, IOHUMATh
JTUAIOTUYECKYI0 1 MOHOJIOTHYECKYIO PeUYb 10 U3yUYEHHOU TeMe.
AKTyaJIbHOCTh T€MbI: 00yCJIOBJIEHA HEOOXOIUMOCThIO OBNIafaeHus Y K-4.
TeopeTnueckas 4acTh:
ITPOITMCHBIE BYKBBI
Hcmonp30BaHne TPONMHUCHBIX OYKB B AHTIUIICKOM S3BIKE IMOAYMHSETCS HECKOIBKO WHBIM IPaBHIIaM,
HEXENH B PyCCKOM.
C mpornucHBIX OYKB B aHTJIMACKOM S3BIKE MTUTITYTCS:
1. ITepBoe CIIOBO TpETOKEHUS.



2. Ilurara BayTpu npemioxenuns (God said, Let there be light. - Gen. 1:3).
3. TlpsmMoit BOMpOC BHYTPH MPEIIOKEHHUS, TaKe ecin OH He Bbimesiercs: kaBbrukamu (He usually asks
himself, Am 1 right?).
4. Jlnanoe mecroumenue st (He and I disagree).
5. Nmena coOcTBeHHBIC: (haMHUIUHU, UMEHA, Teorpadudaeckne Ha—3BaHus (Adamson, Chapman, John,
Mary, Washington, New York).
6. IlpunararenpHble W ApyrHe 4acTH pedd, oOpa3oBaHHBIe OoT uMeH coOctBeHHBIX (English, Russian,
American, Americanism, New-Yorky). Cp., onHako, riaroin anglicize.
7. Ha3zBanust Hapo10B, pac, TuieMeH | s3bIKoB (Japanese, Russians, the Russian language).
8. 3Banus, Tutyssl, gommkHoct (Queen Elizabeth, President Clinton, Mr. President, Your Honor, U. S.
Minister Kevin Nicholson, Associate Professor John Robinson, Chief Engineer Leonard Cole-man,
General Manager Tom Jones).
9. O¢unmanpHbie Ha3BaHHS HAIIMOHAIBHBIX/ MEKIYHAPOIHBIX TOCYIaPCTBCHHBIX/YaCTHBIX OpraHU3alMi
u nokymentoB (The Constitution of the United States, the Fifth Congress, Federal Reserve Bank, Charter
of the United Nations).
10. CymecTBuTenbHbIE (M YacTO TpHIIAraTelbHBIE), OTHOCSIIMECS K ToHATHIO OoxkectBa (God, the
Almighty, Allah, Providence, Lord).
11. HasBanwus aHell Hemenu, Mmecsies, npasaauko (Monday, March, New Year, Christmas, Fourth of
July, Good Friday).
12. Ha3Banusi [OTOBOPOB, IOCYJapCTBEHHBIX aKTOB, MCTOPHUYECKUX COOBITHH, smox, BoiH (Versailles
Treaty, Mid3le Ages, the Civil War, War of 1812).
13. HazBanus ctpas cBeta u ux npousBogsie (the North, a Northerner).
14. Ha3Banusi JUTEpaTypHBIX MPOU3BEICHUH, KypHAIoB, ctareil u T.1. (Shakespeare's Macbeth, the
Journal of the American Medical Association).
15. HazBanus toproseix Mapok (Philips, Sony).
16. Ha3Banus y4eHbIX cTeneneit u qomkaoctei (A.B., Ph.D., M.D.).
ITPABUJIA TTEPEHOCA

Kak m B pycckoM s3bIKe, MEPEHOC B AHIIMHCKOM BCEr/a IMOMYMHEH CMbICy ciioa. Cremyer
oOpamiath BHUMaHKUE Ha TO, YTOOBI MEPEHOC HE MCKA3MII CMBICIT CJIOBA HITH €r0 TPOU3HOIICHHE.
[TepeHOC HEBO3MOXKEH B CIEIYIOIINX CIydasX:
1. He pexoMeHnyeTcsi IEpEHOCHTH TIOCIIEHEE CIIOBO MPEATIONKEHHUS Ha CISAYIONIYIO CTpaHuIly. Takxke He
PEKOMEH TyeTCs IEPEHOCUTH Ha CIISYIONIYIO CTPAHHUILY CTPOKY, KOTOpast SIBJIICTCS TOCeHel B ab3arie.
2. Henp3s mepeHOCUTh 3HAKH TPEMHHAHUS, a TaKKe COKpaIlleHHbIe 0003HAYCHUS MEp Beca, JUIMHBI,
BPEMEHH, OT/CIISAS UX TEM CaMbIM OT YHUCIIUTEIBHOT0, K KOTOpOMY OHHU oTHOcsATCs (220 km, 500 cm).
3. Henb3s oTnenath GaMUIIIO OT HHUIMATIOB.
4. CoOcTBeHHBIE MMEHA HUKOT/AA He pasaenstorcs (Moscow, London, Africa).
5. Cnenyet n3berarh epeHOCa COCTABHBIX yacTel Ha3BaHui (the Atlantic Ocean, Latin America).
6. Henb3st pa3ouBaTh nepeHocoM OykBeHHble a00peruarypsl (USA, UNO).
7. CnoBa, cOCTOSIIIME U3 OIHOTO cllora, HUKoraa He nepenocsres (though, through, height).
8. Cyddukc TpeTbero nuiia eJUHCTBEHHOTO YKCIa TIaroja B HACTOSIIEM MPOCTOM BPEMEHH -S, -es He
MEPEHOCUTCS JaKe B TEX Ciydasx, Korja oH oOpa3yer camoctostenbHbiii cior (he buys, he sells, he
wishes).
9. OKkOHYaHNE MHOKECTBEHHOT'O YHCJa CYIECTBUTEIBHBIX HE TIEPEHOCHTCS JaXKe B TEX CIydasx, Korjaa
OHO 00pa3yeT camocTosTenbHbIH cior (houses, boxes).
10. Coueranust OykB, 0003HAYAIOIIKE OJIUH 3BYK, HE Pa3JIENSIOTCS MTPH MIEPEHOCE.
[lepeHoC BO3MOXKEH B CIICAYIONIUX CITydasiX:
1. Paznensirorcsi yIBOCHHBIE coryiacHble (mis-sion, let-ter).
2. Paznensirotes [Be coriiacHele, crosmime psimoM (pen-Cil, ster-ling).
3. IIpeduxce u cyddukcs otnenstores ot kopus (dis-like, pro-long, drffer-rent, acknowledg-ment).
4. CrioxHbI€ CIIOBa JISNSTCS HA cOCTaBHbIC YacTH (some-times, there-after).
5. CornacHasi MKy IByMsl IJIACHBIMH [IEPEHOCUTCS CO BTOPBIM ciiorom (ma-jor, la-ter).
6. [Tepenocsatcs cyhdhuKch cpaBHUTEIBHON U MMPEBOCXOTHOM CTENEHU NpuiaratesbHbIX (short-er, short-
est).
7. llepenocutcs cypdukc -ing npuvactus u repynaus (go-ing, play-ing).
TOUKA
1. Kak 1 B pycckoM, B aHIJIMIICKOM $I3bIKE TOUKA CTABUTCS B KOHIIC MPEIOKCHUSL.



2. B omiamume OT pycCKOro, B aHTJIMKWCKOM sI3BIKE TOYKA CTABUTCSI B KOHIE MPEIJIOXKCHUS,
BOIPOCHUTEILHOIO 10 (opMe, HO comepikaliero He Bompoc, a mpock0y (Will you kindly fill in the
enclosed form and return it directly to us).
3. Kak npaBuio, cokpaimieHus (3a HCKIIFOUCHHEM Ha3BaHWH TOCYJIap-CTBEHHBIX U MEXKIYHAPOIHBIX
OpraHu3aNnii) OKaHIMUBaOTCA Toukou (Mr., Mrs., Dr., pp., Dec, 7 p. M., 30 mins., no. 15).
Takue Gopmsl, kak 1st, 2nd, 3rd, 4th u 1. 1., HICIOTB3YFOTCST O€3 TOUEK.
4. Toyka OTJENSAET [EJI0e YHUCIIO OT ASCATHUHOM APOOH, a Takxke IeHThl oT gosrtapa(12.32 ft., § 15.75).
5. B KoHIIe 3arojioBKa TO4ka, KaK MpaBUJIo, HE CTABUTCS.

SAITATASA
W3 Bcex MyHKTYaIlMOHHBIX 3HAKOB 3allsTasl MPEACTaBIsACT HAUOOIbIINE TPYTHOCTH KaK I HHOCTPAHIIEB,
TaK U JJIs CAMHX HOCHUTEJICH sI3bIKa.
1. 3ansaToii B aHMIMHCKOM $3bIKE, TaK € KaK M B PYCCKOM, DPa3JENSAIOTCS YacTH CJIOXHOTO H
crnoxHonounHeHHoro npeatoxenust (This decision should in no way diminish your excellent record,
and we will be able to take advantage of your considerable talent). Eciu B ci10XHOTOAYHHEHHOM
MPENIOKEHUN UMEETCSI HECKOITBKO MPUIATOYHBIX MPEIUIOKEHUH, TO BCE OHH, KaK MPABHIIO, PA3IEIIIOTCS
3aIATHIMU, TIPUYEM 3aIsITask CTABUTCS U Iepe] COr30M and.
2. 3ansaThIMH BBIICISAIOTCS TaKHe BBOJAHBIC CIIOBAa M BhIpakeHus, kak: Of course, on the contrary, on the
other hand, consequently, furthermore, moreover, nevertheless, therefore, in the first place, unfortunately
u 1p. (The question, however, remains unsettled. Nevertheless, we shall go).
3. 3ansaras cTaBUTCS MCXKAY OAHOPOAHBIMU HJIICHAMU HNPCIIIOKCHUA, KOTOPHIC HEC COCAUMHCHBI COMO3aMU
(Five minutes, ten minutes, a quarter of an hour went by, yet nobody appeared).
4. EciH HECKOJIbKO OJIHOPOHBIX YICHOB CBSI3aHBI OECCOIO3HO, & MOCIEIHUI MPUCOSANHEH MTOCPEICTBOM
COKO3a and/ or, TO BCC OAHOPOJHBLIC YICHBLI PA3ACIIAIOTCA 3allATBIMU, IMPUYCM 3anATasAz, B OTIMYUC OT
MIPaBHJI PYCCKOTO sI3bIKa, CTaBUTCA U niepe] corozoM (We are sending you bicycles, cars, motorcycles, and
motorscooters). ITO MPABUIO OTHOCUTCS M K TEM CIIydasMm, KOTJia TOCIEAHUN U3 OJHOPOJHBIX YJICHOB
BEIpaXkeH cJIoBoM etc. (et cetera) (Forks, knives, spoons, etc.).
5. 3amdras BbIIEISICT MPUIOKEHHE C TOSCHUTCIBHBIMH CJIOBaMH, CTOSINEE IIOCIE ONpEIeIIeMOro
cymectBuTenbHoro (St. Petersburg, the second capital of Russia, is a wonderful city).
6. 3ansTas BBIAENSACT pUYacTHBIN 06opoT (Seeing the dog approaching, he ran off down the sreet).
7. 3amsitas BeigenseT obpamienne (Friends, Romans, countrymen, lend me your ears). O6parienue B
Havaje MUChMa BBIJCIISCTCS 3aIATOM, B OTIIMYUE OT PYCCKOIO SI3bIKa, TNIC B MOJAOOHOM Cliydae CTaBHTCS
BOCKITUIIATENIbHBIN 3HAK.
8. 3amsTas cTaBUTCS B KOHIIE MHCHMA MOCJE 3aKITIOUUTEIBHON (OPMYITbI BEKIMBOCTH, IEPET MOAMUCHIO
(Sincerely yours,).
9. B 06o3HaueHnsx nat 3ansras otaensier yucio ot roga (The contract was signed May 15,1996).
10. 3ansitas cTaBUTCS BHYTPH MHOTO3HAUHBIX YHCEN JUIsS OTACICHHUS Kjacca THICAY OT COTEH, Kiacca
MWUJIHOHOB OT COTeH Thicsd u T. A. (15, 000, 000). 3amsras He cTaBUTCS NpU OOO3HAUEHUHU
MHOTI'O3HAYHbIX HOMEPOB JIOMOB, CTPAHUI] KHHT .
Bonpock! 1 3a1anust:
1. [ToaroToBbTECh K OOCYKACHUIO TEOPETUUECKOTO MaTepHara.
Opdorpaduyeckue TpyaHOCTH. TPYyAHOCTH B PaCCTAHOBKE 3HAKOB MPEIHMHAHUS.

2. IlpounTaiiTe u nepeBeauTe TEKCT

MEETING A BUSINESSMAN AND ARRANGING HIS VISIT

Receiving Visitors

Receiving visitors is one of a secretary's daily responsibilities. Secretaries who receive visitors are called
receptionists. In a large company, visitors may report to a reception area and you will be advised that they
have arrived. In a small company, visitors may report directly to your desk. In any event, it is your
responsibility to greet each visitor with a smile and make each one feel welcome. There are different tasks
and procedures involved in receiving visitors with an appointment and without an appointment.
Receptionists should be notified by executives or their secretaries of all the appointments which have
been made each day. This should be done in advance or at the beginning of each day. Executives should
report their movements (for example, going to see an important client, going to lunch) to a receptionist
throughout the day. If the receptionist has this information, she can receive and talk to visitors without
any hesitancy when they arrive, and there will be no appearance of inefficiency.

Mr. Clifford has just received a telegram. A businessman from Russia is coming to have business
meetings with him. Mr. Clifford is asking Miss Flipps "Will you help me?" Miss Flipps says "Of course |



will. I shall meet Mr. Belov at the airport. I'll reserve a room for him at a good hotel. What else do you
want me to do, Mr. Clifford?"

"I want you to take him around the town in my car. Then | think we'll take him to the restaurant in the
evening. Will you do that?" "With pleasure."

3. Translate and learn the following conversations:
1) — Airport? When does the plane from Moscow arrive?
— Arrival time is 3.15 p.m. But it is going to be one hour late.
— Thank you.
2) — Hello, this is Grand Hotel. What can we do for you?
— Hello, I want to reserve a room for our guest from Russia.
— When is he coming?
— On the 21st of June. And he will stay for five days. He will need a single room with a bath.
— Yes, we can give him that.
3) — Hello, Mr. Belov. I'm Cindy Flipps. Mr. Clifford's secretary. He asked me to meet you.
— How do you do, Miss Flipps. Glad to meet you.
— Did you have a good flight?
— Yes, quite pleasant.
— Mr. Clifford's car is waiting for us. I'll take you to the hotel.
— Thanks a lot. That's very kind of you.
- I'll help you to register at the hotel. Do you want to have a rest or would you like to meet Mr. Clifford
today? -1 don't have much time at my disposal. I'd like to start work as soon as possible.

4) a) Imagine that your boss has asked you to meet a representative from a foreign firm. You are
at the airport. Come up to the enquiry office and ask the clerk
— when the plane from ... arrives.
— whether it will land on time.
— how late it will be.
— at what exit you can meet passengers off this plane.
b) Mr. Clifford has asked Ms Flipps to buy 2 tickets to Moscow for both of them. Ms Flipps rings up the
enquiry office and asks the clerk
— when the plane to Moscow departs,
— how long it takes to get to Moscow,
— how much the ticket costs,
— how much luggage they can carry,
— what goods they are to declare,
— what goods they are to pay duty for,
- if she can buy two return tickets for
Dramatize these conversations.

5) Help Miss Flipps to reserve a room for Mr. Belov at the hotel. Help him to fill in the

registration card:

6) Here is the itinerary for the second day of Mr. Belov's visit. Read it carefully and then break into
several groups and work out an itinerary for any other day of his visit.

Breakfast at the hotel.

9.00 car will meet and drive the visitor to see the Company warehouses and

transport facilities. Lunch with the Sales and Transport Managers.

15.00 a sightseeing tour of New York. Back at the hotel at

18.00. At leisure.

20.00 Mr. Clifford will take Mr. Belov to the house party at the Company

President's place.

For reference: People to meet: President of the Company, Company Secretary, Managing Director (Mr.
Clifford), Chief Accountant, Sales Manager, Transport

Manager.

Sights of New York to see: the Island of Manhattan, Brooklyn Bridge, the Empire State Building,
Broadway and its theatres, the Metropolitan

Museum of Art, the American Museum of National History, etc.



From New York Mr. Belov is going to a branch of the Company for Foreign Trade in San Francisco. Miss
Clifford is going to call their General Manager and ask him to help in arranging this visit.

4. First discuss what they are going to talk about and then dramatize this conversation.

5. Listening practice.
Learn the new words and word combinations. Then listen to Igor Belov talking about himself, his
company and his plans for the future.

6. Translate into English.

a) 3aBrpa CuHAM BcTpeuaeT pycckoro OmzHecMmeHa 3 MockBel Uropsi benosa. Camoner mpuneraer B
3.15 gus. OHa moezet B a’poropt B 2 yaca. M3 aspomopra oHa 0TBE3ET €ro B TOCTUHUILY.

0) Buepa Cunau BcTpeuana pycckoro ousHecmena u3 Mocksbel Uropst benoa. Camoner moimkeH ObLT
npuwiereTs B 3.15 gHsA, HO omo3nan. M3 aspormopTa oHa OTBe3Nla €ro B FOCTHHHIY M MOMOTJIA €My
3aperucTpupoBarbca. Y UWrops mamo BpeMeHH, W OH cpa3y e IoeXajl Ha BCTPEeYy C MHCTEpPOM
Kimuddopaom.

B) Ecnmu Bel cobupaerech B AMEpHKY, BBl JOJDKHBI MOJMYYHTh BU3Y, Y3HATh, KAKOH Oarax MOXKHO
B3SITh C COOOIA, 3a KaKKe BEIIH BbI TOJHKHBI TUIATUTh TAMOXKEHHBIN cOOp, CKOJBKO CTOHT OWIIET.

T) - 51 xouy 3a0poHUpPOBaTH HOMEP Ha NBOUX Ha 12-13 ceHTa0ps ¢ BaHHOU U ¢ Tene(OoHOM.

- [Toxxanyiicra. Bame ums u agpec, noxaiyincra.

IIpakTHyeckoe 3ansiTHe. BpUTAaHCKUIA 1€JI0BO 3 THKET: OCHOBHbIE IPUHUMIILI U IEHHOCTH.
Jenosoii atuker B CHIA.

OprannzanuonHas hopma 3aHsITHS: TPAAULUOHHBIA CEMUHAP.
Lemnp: ¢dopMupoBaHue y CTYACHTOB pPEYEBOH, S3BIKOBOM M KOMMYHHUKATHBHOW KOMITCTEHIIMH JIJIS
OCYILIECTBIICHHUS ICTOBBIX KOHTAKTOB.
B pesynbTare ocBO€HHE TEMBI CTYJEHT JODKEH
3HaTh: OCHOBBI JIEJIOBOTO ATHKETA.
yMeTh: Ha OCHOBE [EJIOBOIO JTHKETAa CTPOUTH [WUAJOTHYECKYI0 M MOHOJIOTHYECKYI0 PpeYb C
UCTIOJIb30BaHUEM HamOojee YIOTpeOUTENbHBIX JIEKCHKO-TPaMMAaTHYeCKUX CPEJICTB B  OCHOBHBIX
KOMMYHUKAaTHUBHBIX CUTyalusax O(i)I/IHI/IaJII)HOFO O6IIIeHI/I$I; IIOHUMAThb JAUaJTOTUYECKYTIO u
MOHOJIOTHUYECKYIO Pedb MO U3YyYEHHOU TeMe.
AKTyaJbHOCTb TEMBI: 00yCIIOBI€Ha HEO0OX0AUMOCThIO oBlaaeHus: YK-4.
TeopeTuyeckas 4acTb:

HdenoBoit stuker B BenukoOpuraHMH BO MHOIOM ONpEAESeTCs NPUHUMIAMHA M LEHHOCTSIMHU
JIeJIOBOH KyJIbTYpPBI 3TOH CTPaHbl U UIMEET CBOM 0COOEHHOCTH.
Kax HN3BCCTHO, 6pI/ITaHHBI O4YCHb BCXKJIMBBI U O6XOIII/ITGJ'H)HBI. DT0 BO MHOI'OM OMnpeaAciId€T CTUIIb HUX
O6IIICHI/I$[. BpI/ITaHHBI IMPAKTUKYIOT AaBaTb YKIIOHYHMBBIC OTBETHI Ha IPAMBIC BOIIPOCHI, AWAJIOTH 4YaCTO
HOCSIT JBYCMBICIICHHBIN XxapakTep. UTOOBI MOHSTH, YTO MMEHHO OHHM XOTST BaM CKa3aTh, HEOOXOIMMO
BHUMATENBHO CJIEINTh 32 MHTOHAILIMEH r0JIoca U BRIPAXKEHUEM JIUIIA.

B COXHBIX CHUTyallMsX aHTIMYaHe MPOSBISIOT CIASPKAHHOCTh M camoobnazanue. Ho Tak xe
OpUTaHIBl TPEANOYUTAIOT C IOMOPOM MOIXOAMTH KO BCEM JKM3HEHHBIM CUTYalUsM W OW3HEC - He
uckmouyenre. K ocobeHHOCTSIM [1en0BOro 3TuKeTa B BpuTaHum MOXKHO OTHECTH ClieAyloliue 4epThl. B
O6III€HI/II/I HYXXHO IIPUACPKUBATHCA OHpC}IGHCHHOﬁ AUCTaHIUH, ITOCKOJIbKY 6pI/ITaHHI)I BECbMa TPEIICTHO
OTHOCSTCS K JIJMYHOMY IpocTpaHcTBy. [IposiBieHreM BEXIMBOCTH OyIET COOII0IEHIE PYKONIOXKATHS IPU
MEPBUYHOM 3HAKOMCTBE. B pa3roBope NpHBETCTBYIOTCS MpsAMBIE B3MIAABI B I1a3a. OJHAKO HE CTOWT
3TOTO JeJaTh CIWIIKOM Joiro. JlemoBoe oOmieHwe ¢ OpUTaHAMH HE MPeIyCMaTpPHBAeT JUYHBIX
BoIpocoB. He crouT 3a0bIBaTh, 4TO OOXOAWMTENHHBIC aHTJIMYAHE JOBOJIHHO YAacTO MAOT WHCTPYKITUH B
BUE BEXIUBBIX mpock0. Tak e He cieayer 3a0bIBaThb BaKHbIE MeJIO4YM. BXoas B moMelieHue
HEOO0XOMMO TIPOIYCTUTH CTAPIIETO MO TOJKHOCTH. Ha nemoBoit BecTpede HemprueMiieMo AepKaTh PYKH B
CJIO’)KEHHOM COCTOSTHUH. BpI/ITaHHBI BOCIIPUHUMAKOT 3TO KaK 3HaK CKYKHM W HE3aUHTCPCCOBAHHOCTU B
nene. Tak e OpuraHubl Bestueck u3beratot uncna 13. OTmnpaBisisich K OpUTAHCKOMY MapTHEPY B TOCTH,
Jy4Ille HEMHOT'O ONI037aTh, YeM IIPUNTH 3apaHee. [I0CKoIbKy NPUXOAUTH paHblIe HA3HAYEHHOTO BPEMEHU
CUNTACTCA HCHIPUIINYIHBIM. I/IHOFJIa B IMpUTJIAIICHUNU Ha BCTPEUY MOTYT OBITh KCIIOJIH30BAaHbI CCHUIKH Ha
TO, B KaKO# onlex e ciieayeT mpuidT. Kak m MHOTHE eBpOIeHCKIe HApOIbl, OPUTAHIIEI aKTUBHO OOPIOTCS
3a NpaBa KUBOTHBIX, IIO9TOMY HE CTOUT NMPUXOANUTH B OJEXK/E U3 HATYPAIbHBIX MEXOB M KOXKHU.



BpuraHIbl BecbMa 3pyAUpPOBaHHBEI U TPO(EeCCHOHANBHBI, 00JIaaloT BRICOKOW KyJIbTypol. B kpyr mx
WHTEPECOB YacTO BXOJAT JIUTEpatrypa, CIOPT U HCKYCcCTBO. B NenoBoi cpene OpHUTaHIBI OTHOCSATCS K
CaMbIM KBaJIM(QHUIMPOBAHHBIM OM3HECMEHAM B MUpE.

Bputanckas nemnoBas KyJapTypa: OCHOBHbIE IPUHIMIIBI U IIEHHOCTH.

Bputannpl, 0cOOEHHO aHTIIMYaHEe, CIAaBSTCA CBOCH BEXIJIMBOCTHIO M OOXOTUTENHFHOCTHIO. DTO ONWH M3
KITFOYEBBIX MOMEHTOB B OpHTAaHCKOH KynbType W (YHIAMEHTAIbHBINM aCHeKT OpPUTAHCKOTO CTHIISA
oOmIeHus.

"Stiff upper lip" - B OykBanbHOM mepeBojie "TBepaas BepxHss ryba". DToT 0Opas3HbIi TEPMHUH YacTO
WCTIONB3YETCS ISl OTIMCAHUS TPAIUIIMOHHBIX OPUTAHCKUX Ka4decTB - CIEPKaHHOCTH W CaMOOOJIaTaHuUs,
KOTOpBhIC OpUTAHIBI TPOSIBJIAIOT B TPYAHBIX CUTyalusx. B OpUTaHCKON KyJabType OTKpBITas
JIEMOHCTpPALIMs dMOLMK - MO3UTUBHBIX WM HETaTUBHBIX - BCTPEUYAETCS OYEHb PEIKO, MO BO3MOKHOCTU
n30eranTe BIpaKaTh CBOM TyBCTBA IMyOIn4HO. Ha AemoBBIX BCTpedax 3TOT MPUHIUI O3HAYAET, YTO BAIIH
OpuTaHCKHE KOJJIETH HAMEPEHBI MOCTPOUTD AUAIOT B aTMochepe GopMaIbHOCTH B OECITPUCTPACTHOCTH.
KOMop - kiIr0UeBOIf BNIEMEHT BCEX CTOPOH H3HU B BennkoOputannu. BaxkHOCTh 4yBCTBa IOMOpa BO BCEX
CUTyaIusiX, BKJIIOYas JEOBOM KOHTEKCT, TPYOHO TIepeoleHuTh. KOMOp YacTo WCMONb3yeTcsl Kak
3aIIUTHBIA MEXaHU3M, B OCHOBHOM B ()OpME WPOHWHU WM CAMOMPOHHHU. VIpOHWYHBIE HOTKH MOTYT OBITH
CKPBITHI, 3aByaJHpOBaHbl TOATEKCTOM, 4YTO TaKKe SABISACTCS XapaKTEepHOHW YepToH OpUTAaHCKOTO
YKIOHYHBOTO CTHIIS OOIICHHSI.

CoenunenHoe KoponeBCTBO 3HAMEHUTO CBOEM SIPKOM HMCTOPHUEHM M CHIBHBIMU TpaJHLMSIMMU,
c(OpMHUPOBABIIMMUCS IO, BIUSHUEM KOJOHHAIBHON UMIIEPHHU, TPAKIAHCKON M €BPOMEHCKUX BOWH, a
TaKXKE KOHCTHTynHOHHOﬁ MOHAapXHH. quBepTaﬂ M0 BCJIMYHUHC Halusd, TOPryromasa co BCEMHU CTpaHaMH,
BemukoOputanus OBICTpO cTajna JHIMPYIONIMM €BPONEHCKHUM IIEHTPOM MPEANPUHUMATEIHCTBA.
INomnepxuBaemasi CTaAOUIBLHON MOTMTUYCCKON M SKOHOMUYECKOW CHUCTEMOM, BelMKoOpUTaHUS SIBIISICTCS
MIPHUBJIICKATEIBHON 0a30il JuIs 3apyOekHOro Ou3Heca, mpeljiaras IMUPOKHE BO3MOMXHOCTH BO MHOTHX
o0nacTsx, B TOM YHCJIE B UCCIEINOBaHUAX, pa3pabOTKax W HOBBIX TEXHOJNOTHAX. TeM He MeHee, YTOObI
yCHemHO paboTaTh B OPUTAHCKUX AEIMOBBIX KPYyrax, HYy)KHO 3aIIOMHUTH HECKOJIbKO Ba)KHBIX TMPABWII, U
MIPUMEHSATH UX KaK 710, TaK U BO BpeMs cBoero Bu3nuTa B CoennnenHoe KoponeBcTro.

Paboune MOMEHTHI:

- B COOTBETCTBUU C OpPUTAHCKNM OW3HEC-TIPOTOKOJIOM, ITYHKTYaJIhbHOCTh OYEHb Ba)KHA Ha JIFOOOH 1eTI0BOit
BCTpeyYe, IpUeMe U Y)KHUHE.

- Ha3Ha4aTh JIEJIOBYIO BCTPEUy MPHUHSTO 32 HECKOJIBKO JHEH 10 Hee.

- OpWTaHIBI CKIOHHBI CIIEOBaTh YCTAaHOBJIEHHBIM IIPAaBWJIAM, TOSTOMY TIPWUHSATHE PEIICHUS YacTo
CTaHOBHUTCS BEChMa JIOITUM TPOIIECCOM

CrpykTypa M MepapXxusi B OpUTAHCKMX KOMITAHUSIX - COBPEMECHHbBIC OpUTAHCKHUE KOMIIAHHMH MMEIOT
OTHOCHUTEINFHO "TOPHU30HTANEHYIO" HepapXUUECKyI0 CTPYKTYpY. [IpuHIIMNIansHoe pa3andne mpoBOIUTCS
MEXIy MEHE/DKEpaMH W OCTAIBHBIMH CiyXamuMmu. (BHuMaHwe: B aHTTIHIICKOM s3bIKe, U B bpuranuu
COOTBETCTBEHHO CJIOBO 'MeHe/kep" o3HauaeT "pyKOBOAUTENb"'. MeHemKkepsl OOBIYHO OTBEHAIOT 3a
CEPbE3HBIN y4acTOK pabOThl M YIPABISIOT OTIENIOM, JCMapTaMEHTOM JIH00 Ienoi ciayx0Ooi. [Toaromy
MMOMHHTE, YTO 3TO CJIOBO HE HMMEET HHUYEro OOMEero C POCCHICKOW Tpaaulllield Ha3bIBaTh Ka)I0TO
MpOJIaBIa "MEHEHKEPOM TOProBOTo 3a1a").

-B OCHOBHOM, IICHTPAJIbHBIM OPraHoM, INPUHHUMAIOIINUM PCUHICHUA, ABJISICTCA COBET JUPEKTOPOB. Camble
OTBETCTBEHHBIC PEIICHMsI Bcer/ia B BenkoOpuTaHuM MPUHUMAIOTCS HA CaMOM ""Bepxy".

PykoBomuTtenn B BenukoOpuTaHMM B OCHOBHOM IPEIIIOYUTAIOT YCTAHABIUBATH XOpoOIIue paboune
OTHOHICHUS C TIOAYNHCHHBIMU.

- HayanpHuk 3auactyio OepeT Ha ceOs posib TpeHEepa, yUUTeNls, co3aaBas aTMocdepy MOANEPKKH H
BJIOXHOBIISISI CBOMX COTPYAHHUKOB Ha BBHITTOJHEHUE PAOOTHI.

- Komangnast paboTa O4YeHb Ba)kKHA, XOTSA M YYBCTBO WHAMBHIYaJbHOW HJICHTH()HKAIIMM TOXXE OYCHb
CHUJIBHO IO OTHOIICHHWIO KaK K p€ajin3allvu 3aJla4, TaK U K COBEPIICHHBIM OIINOKaM.

Jenosoit atuket B CIIIA

IIpuBercTBHE

CornmacHO aMepUKaHCKOMY JEJIOBOMY OSTHKETY, NPUBETCTBHE W 3HAKOMCTBO COIPOBOXKIAETCS
pykonoxarueMm. B CILIA He npuHATO 0OMEHHMBATHCS MOLETYSIMH U LIEJIOBAaTh PyKy >keHIuHe. [1pu Oonee
JIPY’KECKOM OOIICHNH, B 3HAK PUBETCTBUS, aMEPHKAHIIBI IIPUBBIKJIA MTOXJIONBIBATE JAPYT JAPYTa MO CIIHHE.
O6pamenue

AMEpUKaHIBl, HMes JPYKECKHH XapakTep, BCerJa CTPEMSTCS YCTaHaBIUBATh HEPOPMAaIbHYIO
aTMocdepy Ha IeperoBopax, Mo3TOMY MPEANOYHUTAIOT OOLIATHCS C JIOABMHU M0 UMEHU HE3aBUCHMO OT HX



BO3pacTa 1 nojoxeHus. B HehopmanbHOU Oecene Jrydlie n30erath MOJTUTHICCKUE H PEITUTHO3HBIC TEMBI.
Jlyumre oOcy>kaaTh BOIIPOCH! CEMbH, YBIICUEHNH, OTABIXA U CIIOPTA.

[Ipurnamienue B roCTH U MOJAPKU

Ecnu amepukaner npuriacui K cede OMOH, TO, CKOPEe BCETO, BBl €My CUMITATUYHBI, OH BaC 3aMETHII U
OomeHWI. B 3TOM ciiydae MOXKHO TIPHHECTH C COOOW TMOMApOK - LBETHL, OYTHUIKY BWHA WA CYBEHHD,
XapaKTepHBIN I Bamlei cTpansl. B memom ke, nenosbie monapku B CLIIA He mpHHSTHI, Tak Kak MOTYT
BBI3BaTh HEJOBEpUE, U BOCHPHUHATHI Kak B3sATKa (B CIIA nmeicTBYIOT OuY€Hb CTpPOTHE 3aKOHBI,
PETYIHPYIOIINe OTHOMIEHHS C B3sITKaMu). C Ipyroil CTOPOHBI, HEOOIBIIION CYBEHHP, C JIOTOTHIIOM Ballen
KOMIIaHWH, OyAeT MPHUHAT C YAOBOIBCTBHEM M paclakoBaH IpsMo mpu Bac. Co cBoed CTOPOHBI, B
KauyeCTBE MO/IapKa aMepUKaHCKUE OM3HECMEHBI MOTYT NPUTIIACUTH Bac B PECTOPaH, Ha OT/BIX 3a TOPO/I.
AMepuKaHIIBl B CBOEM OOJIBIIWHCTBE MPHIICPIKUBAIOTCS 3I0POBOr0 00pa3a *HU3HU U, KOHEYHO, TUTAHHUS,
CTapasch CBECTH K MHHHMYMY IIOTpeOJIeHHE TPOAYKTOB COAEPIKAIIUX XOJECTEPHH, IPEIIOunTast
¢bpyktel u oBou. TeM He MEHee, TPATUIMOHHAS aMEPUKAHCKas KyXHS IIOJIb3YeTCs OOJBIION
MOMYJSIPHOCTBIO cpenu ee xkuteneil. KypeHne aMepukaHiibl He IPUBETCTBYIOT, a MOPOH Jake OCYXKIaloT,
MO3TOMY KypHUTh B 3TOM CTpaHe 3alpenieH0 OYTH MTOBCIOAY.

OTHoOILIEHHE KO BpEMEHU

«BpeMms - neHbpru» - elie ojJHa M3BECTHAas aMEpHUKAaHCKas MOCIoBHIA. Bompoc 00 3KOHOMHHM BPEeMEHHU
OYeHBb BaXKCH JUISI aMEPHUKAHIIEB; OOJITATh TOIYCTY - 3HAYUT, TPATHTh BPEMsI, a CIeIOBATEIFHO IEHBIH.
[TosToMy BpeMst BCTped U MEPETOBOPOB Hallle BCErO OTPAaHUINBACTCS OJHUM YacoM. AMEpPHKaHeI] CTPOUT
CBOIO HU3HB I10 PACIMCaHMIO, YETKO Cleqys eMy Kaxabli AeHb. [lyaktyansHocTh B CLIIA odeHpb BakHa,
a OI03/[aHKsI BOCTIPUHUMAIOTCSI KaK rpyOOCTb.

OTHOILIEHHE K KEHIIUHE

B amepukaHckoii On3Hec-KyIbType KSHIIUHBI CUUTAIOTCS PABHBIMH MY>KYMHAM U JOCTaTOYHO YacToO
3aHUMAIOT PYKOBOZSIIIHUE TObKHOCTH. B nienom B genoBom mupe CILA ropasmo Gosblie KEeHIIMH, YeM B
mo0oi npyroi ctpaHe. AMepuKaHCKas OW3HeC Jen CUnTaeT ceOs MOTHOIEHHBIM OW3HEC MapTHEPOM,
MO3TOMY HE CJeyeT OBITh YPE3MEPHO TaJaHTHBIM B OTHOIICHHWH JENIOBBIX JKEHIIWH, BOMPOCHI JINYHOTO
XapakTepa 3/1eCh HEYMECTHBI.

JlenoBoit KocTIoM

B CHIA nefictByeT npaBuio: «UeM BhIIIE JTODKHOCTH, TeM Oo(HIMaIbHEW KOCTIOM». B 1enoBoit xu3HM
IMPUHATBI TOJBKO TEMHBIEC KOCTIOMBI. I[J]SI KCHUIUH NPCANOUYTUTCIICH 6pIO‘IHBII71 KOCTIOM CHOKOMHOTO
1[BETa, a TaK)ke 00yBb Ha KabOJjiykax He BbIilie 4 cM. MeHee jKecTKHUe IpaBuia, 0ojiee CBOOOIHBIN CTUIIh
OJIeX/IBI IESHCTBYIOT B CIIOPTE, UCKYCCTBE, MOJIE U B UHIIyCTPUH Pa3BIeUCHUH.

JlemoBoe oOIeHHE

Henosoit atuketr CIIA HE MHOTHM OTJIMYAETCS OT €BPOIEHCKOro, HO €CTh M CBOM OcoOeHHOCTH. Jljis
aMepUKaHIla HET HHUYero OOWHOTO B BOIIPOCE MAJIO3HAKOMOI'O YEIIOBEKa O €ro 3apruiatre, XOTs,
HanpuMep, B ['epMaHum 3TOT BOIIPOC CUUTAETCS HEAOMYCTUMBIM.

B CIIIA HaMHOTO MpOIIe TO3HAKOMHUTECS U 3aBECTU JIPY)KECKHUE OTHOIICHUS, II0 CPaBHEHUIO, HAPUMED,
¢ Slnonmeii. [ 1aBHOE, yMETh MPABHIBHO MPEACTaBUTh ceOsi. AMEpPHKaHIbl OYeHb SHEPTUYHBIC, OTKPHITHIC
u apyxenroOnbie moau. C HOBBIM 3HAKOMBIM MOXHO Cpa3y MEpPexXOIuTh K AeNy W TOBOPUTH BIIOJHE
oTkpoBeHHO. Bripakenus Let's get down to business - «/laBaiiTe nepeiigem K eiay» - OU€Hb MOMYJISIpHA
cpenu aMepukaHieB. Bo Bpems 1eiioBoii Oeceiibl HE NMPUHSATO OTBJICKAThCS HAa MOCTOPOHHME Jeja -
3BOHKH TI0 TeJeOHY, pa3rOBOPHI C KOJUIeTaMH. A BOT BCTABIISITh B pa3rOBOP IIYTKHU IO TEME, CUUTACTCS
MPU3HAKOM XOPOUIEro TOHAa. B cTpaHe roBOpSAT Ha aMEPUKAHCKOM AHTJIMMCKOM, CUWTas JIOHIOHCKHMA
AHTIIMHACKUN BBICOKOMEPHBIM BapHUAaHTOM TOI'O K€ A3BIKA. HOBTOMy €CJIM BBl XOTHUTE IMEPEBECTU KAKUC-TO
MaTepuanbl s cBoux Oyaymmx nmaptHepoB B CIIIA, To cTOHUT 3TO Nenarh C y4eTOM JaHHOW S3bIKOBOH
0COOEHHOCTH.

AMepI/IKaHHBI ImparMaTU4HbIC JIFOJJU, HC OYCHDb J'IIO6$IHII/IC CJICO0BaTh TpaauIHAM. 21_]151 HUX Ha IIEPBOM
MECTE BCE€raa CTOAT MHAWBUAYAJIBHOCTH U IIpaBa YCIOBCKaA. Kurens >Ton CTpaHbl HUKOI'JIla HE 6yHeT
JKAIOBaThCs, M PACCKa3bIBaTh O CBOMX Heyladax. He3aBHCHMO OT CHTyallMM aMepHKaHel Bceraa OyneT
BBITJIAACTh YBEPCHHBIM, 3/10POBBIM, U3JIYyHarOIIUM YCIICX.

AMepUKaHITBI TOBOPST TOJIBKO TO, YTO AYMAIOT;,; BOCIIPUHUMAIOT JIO0YI0 (pa3y cobecemHrnKa TOCIOBHO.
OHU IJI0X0 TOHUMAIOT HAMEKH, UPOHUIO; CIIOKHBIC BBHICKA3bIBAHUS WM CKPBITHIA CMBICI CIIOB MOXET
COUTB X C TOJKY.

Ilepen HawamoM [ENOBBIX IEPErOBOPOB aMEPHKAHITBI TMPEAINOYUTAIOT COOpaTh TMOJTHBIA IaKeT
uHpopmMaruu 00 ydacTHukax Oymymied Bctpeun. OHH MOTYT MONPOCHTH MPHCIATh CHHCOK JIMI Balleh
JIeJIeTalliH, JTOTIOJTHUTEIILHO 3aIIPOCUB WH(pOPMAIINIO 00 UX 00pa30BaHUM, YUYETHBIX CTCIEHSX, MEYaTHBIX
Tpydax u T.n.



AMepHKaHIIbI OYeHb 3aKOHOIIOCIYIIHbIE IrpaxkaaHe. Jlake He3HAUMTENbHAs HE3aKOHHAs KOMMepUecKas
oIepanys B 3TOM CTpaHEe MOXKET CTaTh MPUYNHON TIOPEMHOTO 3aKimodeHus. «[logmMoueHHas» permyranus
¢upMBl HaBcerza MOCTaBUT KPECT Ha €€ BO3MOXKHOCTH COTpyAHHMYecTBa ¢ Kommanueid u3 lllrartos.
JoBeprue B AMepuKe MOXHO 3aCITy’KUTbH JIMIIb MHOTOJIETHUM, O€3ylpeuHbIM TPYJIOM, a He IpYKOoH u
cBs3siMU. [103TOMY y aMepHKaHIIEB HE CYIIECTBYET HUKAKMX «OCOOBIX» YCIOBHUH CAEIOK «IJIsl CBOUX». B
CTpaHe BO3MOXKHBI TOJIBKO OTKPBITBIE CAENKH C JTIOOBIMH TTapTHepaMu. [ TaBHOE [T aMepUKaHIIEeB, YTOOBI
napTHepsl ObUIM MPOYHBIMH M CTaOMJIBHBIMH, Kak B ()MHAHCOBBIX, TaK WM B MNPOPECCHOHATBHBIX
OTHOILICHHMSAX, a TAKXKE HE MPOCTO 3apadaThIBalN JICHBIHY, @ BEJH COL[MAIFHO OTBETCTBEHHBIN OM3HEC.

VY AMepukaHIEB CHIBHBI YyBCTBAa HE3aBHCHMOCTH, CAMOCTOSTEILHOCTH; OHH YMEIOT COPEBHOBATHCS U
BBIMTPBIBATH BCETNAa U Be3Ae. DTO 00YCIOBICHO MPEACTaBICHISIMU TPAXAAH CTPaHbl O JOMUHHUPYIOLIEM
nonoxennu CIIIA B Mupe, KOTOpoe 3aKiaibIBAaeTCA C MajbIX JE€T U JISKUT B OCHOBE CHCTEMBI
o0pazoBaHwMs.

Eme oavH W3 3/IEMEHTOB YCIENIHOTO aMEPHUKAHCKOTO OM3Heca - CKOpocTh. B Amepuke Bce
MPOUCXOAMT JAOBOJBHO OBICTPBIMU TEMIIAMH, BCE AETACTCS «CETOAHS», HE OTKIIAABIBACTCS HA «3aBTpay.
[TosToMy Ha meperoBopax HYXXHO OBITH TOTOBBIM K TOMY, YTO Bac OyXyT TOPOIHTH, MOATAIKHBATH K
JEUCTBUSAM, TaK KaK aMEpUKaHIBI HANOPUCTHIC, MPSMOJIMHEHHbIE M BCErJa CIIeMIaInue OW3HECMEHBI.
I'maBHOE JUIS HUX - 3TO YCIEX, a KAXKIBIN YCIEeX - 3TO MPEAIOChIUIKA IS HOBBIX MOOE/.

Oco0OeHHOCTH BeICHHS TIEPErOBOPOB

Ecnn ameprkaHIBI OPraHnU3yIOT JIEIOBYIO BCTPEUY, TO 3TO MOJHOCTHIO MCKIIOYACT JPYKECKYIo Oecery.
Berpeua Oynmer HachllieHa, UMETh KOHKPETHYIO Ielib, W JUIMTCS He Oomnee waca. s aMepuKaHIICB
MIEPEroBOPEI - 3TO OTKPBITOE OOCYXKIEHHE, IeJdb KOTOPOro HaWTH OOIIMe WHTEepPEeChl M BHIpabOTaTh
CTpaTeTuIo JJIsl COTpyAHMYEeCcTBA. UECTHBIE CHENKH W B3aWMOBBITOJHBIC OTHOIICHHS 0€3 KakoH-1u00
«CEMEMHOM ApYyKECTBEHHOCTH) - BOT HcalbHasl KapTUHA OM3HEeca [ aMEPHKAHIIA.

JlenoBbie IeperoBOpbl aMEePUKAHIIBI JIIOOAT HAYMHATE ¢ 00CYKICHHUSI 0OLIETo BOMpOCca, ¢ POOIEeMBbI
TpeOyromIel MPUHATHS PelIeHns (YTO HYKHO JeNaTh), a 3aTeM MEePEXOIST K JeTalsIM, CIIOCOOCTBYIOIINM
peanu3anuy JTOTOBOPEHHOCTEH (Kak HY)KHO CHeNlaTh), KOTOPBIM YaAeNseTcs OOoJbIIoe 3HA4YeHHE NpU
opranuzanuu Jioboro aena. [loaToMy K pacCMOTpEHHMIO aMEpPHKAHIBI TOTOBST, KaK MpPaBUIIO, IEJbIe
«ITaKeTh» NPEUIOKCHUN. A BOT Ha (JOPMAaITBHOCTH OHU HE OYAyT TPaTHTh CBOE BpEMsI.

[TeperoBopHBI MPOIIECC aMEPHKAHIIBI CTAPAIOTCSI BECTH B OBICTPOM TEMIIE, OECIIPEPHIBHO MOITAIKHBAS
CBOMX MAapTHEPOB K CKOpEHIIeMy MPHUHATHIO perieHrs. OHM MOTYT Jaxe MpOsBIATH arpecCUBHOCTb,
HaBsA3bIBasA CBOU IIpaBUJia UT'PEHI.

Bo Bpewmst 1eNTOBBIX MEPEroBOPOB aMEPUKAHIBI MOTYT TO3BOJHTH ce0€ CHIETh, 3aKWHYB HOTY Ha HOTY
TaK, YTOOBI OOTMHOK OJTHOM HOTH JIeXaJl Ha KOJICHKE JPYrol WM MOJIOKHUTh HOTY Ha COCEHHUN CTYJ WU
CTOJ. DTO CYMTAETCS HOPMOW B aMEPUKAHCKOW KYJIBType, XOTS HEPENKO BBHI3BIBACT paslpa)kKeHue y
HPE/ICTaBUTENEH IPYTHX CTPaH.

Bonpock! u 3aanus:

1. IToaroToBbETECH K 0OCYXIEHUIO TEOPETUIECKOTO MaTepHaa.

KyneTypHbele Tpamuiuu anrimvad. CTpyKTypa M Hepapxus B OpUTAaHCKHX KOMIIAHUSX. OTHYECKHE
MIPUHLIMIIBI JIEJIOBOTO OOIIEHHSI ¢ MHOCTPAaHHBIM MapTHepoM. Paboune oTHomenus B BenukoOputanuu.
buznec B Benukobputanuu. Ilpaktuueckue MoMeHTsl. bputanckuii aenoBoit atuker (4ro HyxHO U HE
HYXHO zenarb). KitoueBble aMepuKaHCKWE IIEHHOCTH. AMEpPUKAaHCKHI CTWIIb JEJIOBOTO OOILICHHMS.
Kenmmuna u ousuec B CIIA.

2. Look at these two letters and answer the questions

Avre these letters formal or informal? What makes them sound polite?

Find in these letters parts where polite address, polite request, acknowledgement, thanks and farewells are
expressed.

3. Part of a company culture is the way people who work there dress.

a) Express your opinion about the following:

Why do women executives wear suits?

The most important thing for women in business is to show that they are competent, reliable and
authoritative. That's why a woman who hopes to manage affairs must not wear anything that portrays her
as weak or indecisive.

b) What do you think a secretary should wear at work? Discuss the following variants:



skirt suits / pants suits / dresses mini-skirts / midi-skirts / maxi-skirts flat-heeled shoes / high-heeled shoes
handbag / pockets perfume / no perfume

a lot of cosmetics / a little cosmetics / no cosmetics expensive jewellery / pretty trinkets / no jewellery
bright colours / dull colours

¢) Which boss would you like to work for: The one who

- always wears neat dark suits and sober ties,

- likes to wear jeans and sports jackets

- is always smartly and fashionably dressed

- never pays attention to his clothes

- wears shabby or battered clothes

- likes uniforms and makes his employees wear them Give your reasons.

4. Imagine that you have urgent work to do but people in the office distract you.
You don't want to be rude, so you make "polite noises".

Use "Ye-es", "Uhu", or repeat the auxiliary verb according to the model:

Our receptionist is getting married on Sunday. — She is?

Her fiance works in the Sales Department. — He does?

He is a travelling agent.

They have already bought a flat.

They will live not far from here.

She showed me her wedding dress yesterday.

5. Dramatize a similar conversation between a busy secretary and her talkative friend.

1. Imagine that the Production Department of your company falls behind the time with some urgent
work. Practice giving formal recommendations and informal advice. Complete the sentences:

a) The production manager receives a memo from the managing director. He says: | would suggest
that...

May | recommend that...
I strongly recommend that...
b) The manager talks with his friend who says:
If 1 were you I'd ...
Why don't you ... ?
You'd better...
How about ...ing ... ?

6. Read the sentences with the modal verb "must" and their explanations in brackets

We must make 10 copies of the agenda. (It's necessary for us)

10 copies of the agenda must be made. (They are necessary)

They must have made 10 copies. (I am almost sure that they did) 10 copies must have been made.
(I am almost sure that 10 copies were made)

Express the same four meanings in sentences with the modal verb "must" and the following word-
combinations:

- deliver the goods on the 14th

- send the letter immediately

7. Yesterday you attended a meeting which you didn't like. Criticise it according to the model:
The chairman should have kept to the point. The discussion should have been better prepared.

8. Imagine what the boss will say to his secretary on the following occasions:
Model:

The secretary was late for work the day before.

- You should have come on time. | needed your help.

The secretary made a lot of mistakes in a business letter.

The secretary forgot to tell him about a telephone call

9. You are expecting an answer to a business letter but it does not come. Think of what could, may or
might have happened. Use the models:



Could they have forgotten to answer?

The letter couldn't have been lost.

They may have delayed the answer for some reason.
They might have forgotten to post it.

10. Translate and learn the following conversations:
1) Customer: — Can you help me, please?

Shop person: — Yes, sir, what is it?

-1 am looking for a business suit, size forty two.

- What colour do you want?

- Navy blue would be fine.

- Here is an excellent suit. Will you try it on?
- Just the thing. How much is it?

- It's only $ 200.

- All right. I'll take it.

2) — How do you get along with your boss?

- Not bad. Why do you ask?

- You must have forgotten how frightened you were the first day.
- Oh, that! I'm quite settled in my job now.

11. Writing practice. Here are some rules for the boss and his secretary. What other rules can you
suggest? Continue writing these lists and then compare them with those of your friends.
Rules for the boss: Be polite!
Keep your promises!
Be objective!
Criticize people in private!
Delegate duties: don't do everything yourself.....
Rules for the secretary: Be polite!
Keep secrets!
Wear clothes suitable for the office!
Speak softly!
Move about the office quietly!
Avoid interrupting your boss!

12. Translate into English.

3Haete i1 Brl, yTO Takoe nenoBOM 3TUKET? YMeeTe Ju Bbl ycTaHaBIMBATH KOHTAKT C MapTHepaMu?
YmMmeere nu Bbl BBIOUpATh 01Xk Ty, MOAXOIAIIYIO JUIs paOOThl U oTabixa? Bexsueel a1 Bel co cBouMu
corpynaukamu? Het nu y Bac npuBsruku nepebuBath Bamrero cobecennuka? 3amymaiTech Haj 3TUMH
Bonpocamu. IT1o momoxeT Bam B Bamueii padore.

IIpakTH4yeckoe 3aHsTHE. Y CTPOiicTBO Ha padoTy. Co3naHue pe3lome.
OpranuzanuonHas ¢popma 3aHITHS: TPAIUITUOHHBIA CEMHIHAP.
Uens: dopmupoBaHWE y CTYICHTOB pPEYEBOH, S3BIKOBOM M KOMMYHHUKATHBHOW KOMIICTECHIIUH JIS
OCYIIECTBIICHUS JIETOBBIX KOHTAKTOB.
B pesynbpTaTe 0cBOCHUE TEMBI CTYACHT JOJIKEH
3HATh: OCHOBHYK OW3HEC-TEPMHHOJIOTHIO, UCIOIB3yeMYIO TPH YCTPOHCTBE Ha pabOTy, COCTaBJICHUU
pestoMe, JEJOBBbIX MHCEM; OCHOBHBIC TPEOOBaHMS W TMpaBHia OPOPMIICHUS JOKYMEHTAIUH W JIEIOBON
KOppECIOHACHIIMM  Ha aHFHHﬁCKOM; OCHOBHBIC TI'paMMAaTUYCCKUC ABJICHUA, XapaKTCPHBIC JJId
poheCcCUOHATBHOMN peYH.
YMETh: NPUMCHATH IMOJTYUYCHHBIC TCOPETHUYCCKUE 3HAHHA HAa NPAKTUKE B XOJA€ OCYHICCTBIICHUSA )IeJ’IOBOfI
yCTHOI>'I M ITMCHbMEHHOU KOMMYHUKAIIUN HAa HHOCTPAHHOM A3BIKE; ONPEACIATE CTUICBYIO IIPUHAAJIC)KHOCTD
AHTIIUHCKUX TEKCTOB OQUIIMATBHO-IEIOBOTO CTWIISI, BHUJIETh XapaKTEPHBIC CTHIIEBBIC UYEPThI; YHTATh
O(UIMATLHO-IETIOBBIE  TEKCTBI  PA3jMYHOW CTETNEHU CIIOKHOCTH, CTPOUTHh JHAIOTHYECKYIH0 U
MOHOJIOTHUECKYIO p€UYh C HWCIOJIh30BaHHEM Hamboee YMmOTPeOUTETBHBIX JIEKCHKO-TPaMMaTHICCKUX
CpeJCTB B OCHOBHBIX KOMMYHUKATHBHBIX CHUTyallMsIX OQHUIMAILHOTO OOIICHHS; TOHHMATh
JINAJOTUYECKYIO0 M MOHOJIOTHUECKYIO pedb M0 U3YYCHHOU TEME.
AKTyaJIbHOCTh T€MbI: 00YCIIOBJIEHA HEOOXOIUMOCThIO OBNancHus YK-4.



TeopeTuyeckas 4acTh:
Cy1iecTByIOT OCHOBHBIE BHIIBI PE3IOME:
XPOHOJIOTHYECKOE PE3IOME
XpoHOJOTHYECKOe pe3loMe IpeArnoiaraeT onucanue GakToB TpynoBod Oouorpaduu (paboTbl, yueObl) B
00paTHOM XpOHOJIOTHYECKOM TMOpSAKEe, T.6. HAuWHAs C TIOCIETHEr0o MecTa padoThl, y4eOsl.
[IpenmytiecTBO 3TOTO BHAa pe3foMe s paboTomaTensi COCTOMT B TOM, YTO OH MOJXKET YBHJETh B HEM
YEeTKYI0 KapTUHY TPYAOBOW [ESATEIBHOCTH 4YENOBEKa, JUIA COMCKAaTeNns — O5TO BO3MOXKHOCTb
MPOIEMOHCTPHPOBATL KapbepPHBIA M MPO(PeCCHOHATBHBIA POCT B HEOOX0IUMOH chepe aestenpbHoCcTH. OT
JMAHHOTO BHUAA pE3IOMe JydYlle OTKa3aTbCsA, €CIU IOCIETHSS MOJDKHOCTh (MO0 BCE TOIKHOCTH)
COWCKaTeNsl HE HMMeeT OTHOLICHHUs K JKelaeMOW IOJDKHOCTH JHOO B TPYIOBOM OHOrpaguu MHOTO
«TIPOMYCKOBY - IEPUOJIOB BpPeMEHH, KOT/Ia YEIOBEK He padoTall.
DYHKINOHAIBHOE PE3IOME
OyHKIMOHATFHOE pE3loMe, B OTJIMYME OT XPOHOJOTMYECKOro, He TpeOyeT YyKazaHUs XPOHOJIOTUH
Tpy#OBOH JHesitenbHOCTH. OCHOBHOW YHOp 31ech JeiaeTcsi Ha MNpoQecCHOHANBHBIX HaBBIKAX U
JIOCTIKEHHUAX B Pa3HBIX cepax aedarenpbHoCTH. OYHKIHOHAIFHOE PE3I0ME BBITOTHO MPUMEHSTD B CITyJae
HAJIMYUS «IIPOITYCKOB» B TPYAOBOM OWMOTpaduu, MpH KeIaHWUU MOIyduTh paboTy 0e3 ombiTa B JAaHHOU
cdepe MO Mpy BO3BPAIICHUH K 3TOMY HAIPABJICHUIO IEATEILHOCTH MOCIE ATUTEIEHOTO TIepepPhIBa.
Komb6uamnpoBanHOE pe3toMe ((pyHKIMOHATHLHO-XPOHOIOTUIECKOE)
JaHHbIi THI pe3toMe 00beTMHSAET OCHOBHBIE YepThl (PYHKIIMOHATHFHOTO M XPOHOJIOTHIECKOTO pe3tome. B
HEM IMOJYCPKHUBAIOTCA HpO(i)CCCI/IOHaJ]BHLIC HaBBbIKU U OOCTHUXKCHHA B Pa3HbIX C(l)ean ACATCIIBHOCTHU, IIPpH
9TOM OCHOBHBIE (DaKThl TPYJOBOHM Ouorpaduu H3mararoTcsi B 0OpaTHOM XPOHOJOTHYECKOM IOPSIKE.
[IpenmytiecTBO 3TOTO BHAa pE3OME COCTOMT B TOM, YTO OHO TIO3BOJISIET OOpaTUTh BHUMAaHHE
paboronmaTenss Ha MPOQPECCHOHAIN3M COHMCKATENs B PAa3HBIX HANpPABJICHUSX NESATEIHLHOCTH M YBUAETH
YETKYIO MOCIIEI0BATENbHOCTh TPYAOBON IEATEIBHOCTH.
TunoBoe pe3rome 00BITHO BKITIOYAET CIEIYIOIINE KOMITOHEHTHI
CURRICULUM VITAE
Date of Birth 27 February 19...
Name . Belova Margaret
Present address 25, 18 Leninsky Prospekt, Moscow

128343, Russia
Telephone number 433-54-48
Marital status single
Education and qualifications
2000—2010  Specialized Secondary School

23 Tushinskaya Street, Moscow, Russia
Work experience: Johnson Bros Ltd, 35 Ostozhenka Street
July 2010—June 2011 Type of Company: Retail Chain Stores

Post: Junior Secretary

Responsibilities: Secretarial-work including
typing, shorthand, correspondence, taking
minutes at meetings, copying reports and
minutes from shorthand notes, filing, tabu-
lating data, answering customers' calls,
mail distribution and general office duties
June 2011 present Auto Importers Ltd., 38 Rostokino ,
Moscow, Russia
Type of Company: Car importers
Post; Secretary to Assistant Director
Responsibilities: dealing with all corre-
spondence, taking minutes at' meetings and
writing up Assistant Director's reports,
receiving customers and suppliers, dealing
with all kinds of enquiries; making deci-
sions on behalf of A.D. in his absence;
and representing the company at various
business functions.



Other information: While working | attended various evening
courses for business and information tech-
nology. My interests include tennis, bad-
mington, swimming and reading.

References: Mr. B. Norman, Assistant Director, Auto
Importers Ltd., 38 Rostokino,
Moscow, Russia
Mrs. A.Bunina, department head of
Johnson Bros Ltd., 35, Ostozhenka Street,
Moscow, Russia

Current salary $ 25,000 per annum

Bonpocs! 1 3aganus:

1. I[loaroroBbTECH K 0OCYKACHUIO TEOPETUIECKOTO MaTepHaa.

Tunsl pesfome: xpoHonormueckoe (chronological format), ¢ynkumonamenoe (functional format),
rubpuanoe (combination format), taprerupoBanHoe (targeted format) m mpaBmma uX odOpPMIICHUS.
Crtpykrypa pestome. UTO Takoe pe3toMe M B YE€M COCTOUT €ro OoCHOBHas (yHKiusa? B uem oTimuue
pestome u CV (Curriculum Vitae)? Kakue ¢opmarter pesrome Bam m3BecTHBI? Kakoii dopmaT pestome
0OJBIIIe TOIXOANT AJIS 4eTI0BEeKa, KOTOPBIA MHOTO JIET IpopaboTai B ogHOH cdepe nearenpHOCTH? Kakoi
¢dopmar pesrome mojomen Obl CIEUUATUCTY C MpepBaHHbIM cTaxkeM? Kakoii gopmaT pestoMme BBIOpaTh
YeJI0BEKY, KOTOpOMY HY)KHa KOHKpETHas paboTa B omnpezencHHON ¢pupme? B kakoMm mopsizike B pe3tome
JOJDKHBI OBITH PACIIONI0XKEHBI 1aThl, OTHOCSIIMECS. K 00pa30BaHUIO U OMBITY paboThI?

2. CocTaBbTe HanOOJICe MOAXOIAIINMN Il BAC BAPUAHT PE3OMeE.

3. BblyunTe OCHOBHYIO TEPMHHOJIOTHIO, HCTIONB3YEMYIO [IPH COCTABICHHH PE3FOME.
apply for the post  — monats 3asBieHHe O pHEMe Ha PAOOTY/TODKHOCTh

obtain knowledge  — mony4uTh/IPUOOPECTH 3HAHUS

enclose an outline of — mpuIOkKKUTH (K THCHMY) CBEICHHS O KBATU(PHUKAIIIH

one's qualifications

office experience — OTIBIT pabOTHI B KOHTOPE

personnel manager — HayaJbHHK OT/ENA KaapOB (MEHEDKEp 10 Kajapam)
fairly well — BECbMa HEIUIOXO

be on probation — MPOWTH HUCTIBITATEIbHBIH CPOK

application — 3asIBIICHHE

curriculum vitae CV, C.V. cv (resume) [ko'rikjulom 'vi:tai] — cBemeHus o0 yuebe M TpyLOBOH
JeITeIbHOCTH, KpaTKast npodeccnoHambHas Onorpadus, pesrome

4. IIpounTaiiTe 1 IepeBeINTe TEKCT.

Meet Olga Petrova. She is 17. She has finished a secretarial course and she is going to look for a good
job. She has a good command of English and she thinks she can work as a secretary in a joint venture.
She has just learnt about such a position and is writing a letter to apply for it:

Dear Sirs:

I should like to apply for the position of Secretary to General Manager which you have advertised,

I'm 17. | have just finished a secretarial course in the Kislovodsk Branch of Moscow Commercial
Academy. We've been taught everything a secretary should know: filing, using office equipment, typing,
shorthand writing as well as Business English and Business Etiquette. | have had no office experience but
I'm willing to learn.

I hope you will be able to give me an interview.

Yours faithfully,

Olga Petrova.

5. Try your hand at writing the advertisement to which Olga has responded. Before writing discuss what
necessary qualifications were mentioned in this advertisement and look in the letter for any other
important information.

6. Learn the following conversations and make your own, on analogy
1) — Do you sell tape-recorders or TV-sets?



- Neither. We sell computers.
2) — Will you have tea or coffee?
- Oh, I don't mind. Either.

3) - Who will you telephone, your boss or the sales manager?

- Both, | think.

4) - Does your department need a new typist?

- We don't want either typists or secretaries. What we want is a new boss.

5) - Neither my friends nor my parents think much of my new job.

- The important thing is whether you like it.

6) - Our new engineer is both talented and handsome.

- He is not only talented but also very experienced.

7) - Our company owns a big restaurant as well as a hotel in the centre of the town.

- What made you go into a hotel business?
- Why not? It's both profitable and pleasant.

7. Dramatize a conversation between Olga and a young girl who is just starting a secretarial course. Talk

about things she is going to learn, about job prospects, etc.
8. Read and translate:

Paula Tanner is interviewed by Mr. Joel Klaus, the Personnel Manager of Woodex, the company

exporting wood

J.K.: Good morning, Miss Tanner. Please take your seat. I'm Joel Klaus,
Personnel Manager. What can | do for you?

P.T.: I read an advertisement of your firm in yesterday's Business Express.
You need a secretary, so | sent my application and now I'm here.

J.K.: Have you worked as a secretary before?

P.T.: I'm sorry to say that | haven't. But in spring | finished secondary school with the  specialty of

secretarial work. So it means that theoretically | should know something.
J.K.: Oh yes, | remember now. That's very good. Do you speak any foreign  languages?
P.T.: Oh, to a certain extent, yes. | know fairly well English, a little Finnish and German.
J.K.: That's not bad. We really need Finnish very much.
P.T.: Oh, I can continue my studies in Finnish. I'll go to some evening classes.
J.K.: Fine.
P.T.: If you can't take me on as a secretary, | could be on probation for a time
first.
J.K.: Well, yes. I think that in the beginning you'll have to learn quite a lot.
P.T.: I'm willing to do that.
J.K.: Well, now... where have | put your application... Oh, here it is. You see,
we need a curriculum vitae as well and two photographs.
P.T.: I'll bring them as soon as | can.
J.K.: That's good. Can you start next Monday?
P.T.: Oh yes, of course.
J.K.: Well then. I'll see you next Monday at 9 sharp.
P.T.: Thank you. Good-bye.
J.K.: Good-bye.

9. Writing practice.

When you apply for a job most companies ask you for your resume or Curriculum Vitae (CV). A good
resume should show your prospective employer that you are the right kind of person for the job. This is a

possible plan for your resume:
Your job objectives.
Your work experience.
Your education.
Personal information.
References.

grwbdE

10. Think over the following questions and then write your resume according to the given plan.
1. What position or what kind of a job do you want?
2. What kind of a career do you want to make?



3 What makes you qualified for this job or position?

4 What can you do for the company you want to work for?
5. What is your previous work experience?

6. What is your present job?

7 What are your responsibilities at work and how do you cope with them?
8 Why do you want to leave your present job?

9. What salary do you expect to receive?

10. What education did you receive?

11. Did you finish with academic honours?

12. What languages do you speak?

13. Are you computer literate?

14, Do you drive a car?

15. What is your family status?

16. Do you have children?

17. Are you willing to work overtime?

18. Are you willing to travel?

19. Do you have any health problems?

20. Whom can you ask for references?

IIpakTH4yeckoe 3ausiTHE. Y CTPOiIicTBO HA padoTy. CobecenoBanue.
OpranuzanuonHas ¢popma 3aHITHS: TPATUIIUOHHBIA CEMIHAP.
Lenb: ¢dopMupoBaHUE y CTYACHTOB PEUEBOHM, S3BIKOBOW M KOMMYHUKATUBHOW KOMIICTCHIIMM JIJIS
OCYIIIECTBJICHHS IEJIOBBIX KOHTAKTOB.
B pesynbTaTe 0OCBOCHHE TEMBI CTYICHT TOJDKEH
3HAaTh: OCHOBHYHO OW3HEC-TEpMUHOJIOTHIO, HCIIOJNB3YEMYK TpH  COOECeJOBaHWH;, OCHOBHBIC
rpaMMaTHYECKHUE SIBICHHS, XapaKTEPHbIE LIS MPOPECCHOHANLHON Peyr; IEKCHYECKHE U CHHTAKCHUECKUE
0COOCHHOCTH O(HUIMATLHO-ICIOBOIO CTHJIS B aHIJIMHACKOM SI3BIKE.
yMeTh: BeCcTH coOeceJoBaHHE MpHU INpueMe Ha paboTy; ONpeAeNsTh CTHICBYIO MPHUHAIJIEKHOCTh
AHTIIMHACKUX TEKCTOB O(I)I/IIII/IaJII)HO-I[eJ]OBOFO CTWJIA, BUACTH XapaKTCPHBLIC CTUJICBBIC YC€PThI; YUTATH
Oo(HIIMAILHO-IENIOBBIE  TEKCTBHl PA3JIMYHOW CTENEeHHW CJOXHOCTH; CTPOUTh JHAJOTHYECKYI) U
MOHOJIOTHUYECKYI0 PEYh C HCIHOJh30BaHHEM HaWOoJee YIMOTPEOUTENBbHBIX JIEKCUKO-TPAMMATHYECKIX
CpPEeICTB B OCHOBHBIX KOMMYHHKATHBHBIX CHTYalllsIX O(HUIMAIBHOIO OOIIEHWS; ITOHHMATh
AUAJTOTNYECKYI0O U MOHOJIOTHYCCKYIO p€Yb 110 H3y‘l€HHOI7[ TEME.
AKTyaJIbHOCTh TeMBI: 00yCIIOBIIEHA HEOOXOAUMOCTEIO OBianeHus YK-4.
Teopernueckas 4acTh:

K cobecenoBannio cieqyeT TOTOBHTHCS 3a0JIaroBpeMEHHO. JTO MOMOXKET IPEoJIoNIeTh CTpax M
CTpecc, WiH, 10 KpalfHel Mepe, CBeCTH MX J0 MUHUMYyMa. Heo0XoIuMo mpoaymMars OTBETHI Ha BOTIPOCH
00 ombITe pabOTHI Ha TeX JOJDKHOCTSX, KOTOPBIE BBl yKazalu B pe3toMe. OO0si3aTeNbHO HYXXHO OBITh
TOTOBBIM K CIIEAYIOLIUM BOIIPOCAM:

1. What do you know about our company?

OsznakoMbTech ¢ MHGOpMaNKell 0 KOMIIAHUU 3apaHee. Y3HalTe, I1e KOMIAaHWS UMEET CBOM (PHIIHAIbI,
KaKOBO €€ [TOJIOKEHUE Ha PBIHKE, KaKne MEepCIEKTUBBI Pa3BUTHSI BUIUT €€ pPyKoBoJCTBO. [locMoTpuTe Kak
poccuiickre Tak u 3apyO0eKHbIE HCTOUHUKH.

2. Why do you believe we should hire you?

KoneuHo, He HY)XKHO NpeyBEIMYMBATH CBOHM JIOCTOMHCTBA, HO COBEPLUICHHO HEOOXOANMO MEPEUHCIUTh T
Ka4ueCTBa U HABBIKWU, KOTOPBIC BHIT'OJJHO OTINYAIOT BaC OT APYIrUX COMCKaTeNeH.

3. Why did you leave your last job?

Hukorzaa He oT3bIBaiiTeECh HETATUBHO O MPOIUIBIX PA0OTOAATENAX, HHAYE Y BALLIEro HOBOTO paboTomaTens
MOJKET BO3HHKHYTH OIace€HHe, YTO BBl U UM Oy/eTe JaBaTh OTPHUIATENbHYIO XapaKTEPUCTHUKY B Pa3HBIX
Kpyrax.

4. In what ways do you need to improve as an employee?

He GofiTecs mpu3HaTh, YTO y Bac €CTh U Cla0ble CTOPOHBI. DTO TOBOPUT O TOM, YTO Bbl OCBEAOMIICHBI O
CBOHX HEIOCTAaTKaxX M I'OTOBBI HAJ HUMU pa6OTaTB.

5. Scenario (BapuaHT pa3BUTHs COOBITHIA)

MoryT NnpeyIoKUTh CUTYalHo, KOTOpas MOXET BO3SHHKHYTh Ha pabodyeM MecTe, U KOTOpYIO clexyeT
paspemnth. HeoO0X0aMMO TIpeICTaBUTh TOYHBIH, ITOMIATOBEIH IMTyTh PEIIeHNUs TPOOIEMBI.



B KOHIIC CO6eCCI[OBaHI/I}I IIpEAOCTaBAT BO3MOKHOCTD 3a1aTh CBOU BOIIPOCHI:
Do you have any questions for us?
BOHpOCI)I MOT'yT KacCaTbCd TMCPCICKTUB PpPa3BUTHA KOMIIAHUH, XapaKTCpa pa6OTI)I (HaanMep,
npeaAyCMOTPCHBI JIU KOMAaHAWUPOBKU WX IEPEE3/] B I[pyFOI\/'I peFI/IOH). HpeI[HOJ'IOX(I/IM, 4yTO B I/IHTepHCTe BbI
HaImm I/IH(I)OpMaI_II/IIO, YTO KOMIIaHU MMPUHUMACT YJaCTHUE B C)KCFO,I[HOP‘I BBICTaBKEC, I'’I€ €€ MPEACTAaBIAOT
HECKOJIbKO COTPYIHHKOB, B OOSI3aHHOCTH KOTOPBIX BXOJUT MPOBENEHUE MPE3CHTAINN I [TOCETUTENeH
BbICTaBKM MW 3HAKOMCTBO CO CTCHAOM KOMIIaHHU. HCHOJ’ILSyH Ty I/IH(l)OpMaHI/IIO, MOXKETEC 3a4aTb
CIIEYIOIIME BOIIPOCHI.
Who is chosen to represent the company each year?
Can | work my way up to becoming a representative?
Which topics do these individuals lecture on?

PabGoTomaTenn Bcerma IEHAT OCBEIOMIICHHOCTH W WHTEPEC COMCKAaTelled K JIF0O0OH IesATenhbHOCTH
KOMITaHUU.
Tem He MCHEC, CCTb BOIIPOCBHI, KOTOPLIC HECJIb3SAd 3aJdaBaTb pa6OTOI[aTCJ'IIO. HaanMep, HE CTOUT
CIIpaIlIiBaTh O pa3Mepe 3apabOoTHOM IIIATHI:
What will my salary be?
OO0bIYHO 3Ta MHQOpPMaIMs YKa3aHa B OOBSIBICHUU O BakaHcuu. KpoMe Toro, paboTojaTesh MOHUMAET,
YTO 3TO BaXKHBIH /IS BAC BOIIPOC, TIOSTOMY O pa3Mepe 3apaboTHOH mimaTel paboTofareish COOOIIUT BaM
CaM, WJIU XK€ BaC MOT'YT CIIPOCHUTH, Ha KaKyIO 3apIUIaTy Bbl [IPETEHAYETE.
B konie cobecenoBanms BaM co0o0IIaT 0 JaTe BTOPOro codece1oBaHus (€CIu TaKoe MPeayCMOTPEHO) HITH
0 CpOKax U3BCHICHUA BaC O pCUHICHUN pa60TOILaTCH$I.
Bonpocs! u 3aganus:
1. [ToAroToBBTECH K 0OCYXKICHUIO TEOPETUIESCKOTO MaTepuara.
Kak Bectn ce0s Ha cobOecemoBanuu. YacTo 3amaBaeMble BONPOCH Ha COOCCENOBAHMM Ha AHTIIMICKOM
si3eIke. Kak CO31aTh XOpOoUIEC BIICYATIICHUC Yy MOTCHIIUAJIIBHOT'O pa60T0z[aTeJ1${.

2. Read and translate. Find some questions for this candidate.
JOB INTERVIEW

2.1

— Exuse me, may | come in?

— Yes, of course. Sit down. So, what’s your name?

— My name is James Smith.

— How old are you?

— | am 20 years old.

— Well, James, where did you work before?

— | worked as a cashier in McDonald’s.

— Are you quit yourself or somebody fired you?

— | quit myself. The work distracted me.

— Okay. So you haven't got experience in selling cars.

— That’s right.

— You must understand that we need skilled workers.

— It seems to me, that | won't get this job. But, I think that there is a good candidate for this place!
— Who are you talking about?

— My father knows the machines well. Moreover, he has a lot of free time!
— Okay, how old is your father?

-He is 45.

— Hmm ... I think we’ll call you back later.

— Okay. Be sure to call. Here is his number: 81341341313.
— I need to write down his name and surname.

— Oh sure. His name is George Smith.

— Thank you so much.

— Thank you.

— Have a nice day!

— Byel

— Bye!

2.2



— Hello Anna.

— Hello.

— You are applying for an editorial job.

— Yes.

— You have a wonderful resume. Tell me more about your work in the newspaper.

— | started working as a freelance reporter. For the year | grew up to be an assistant editor. My
specialization is economic news, interviews with key persons of companies.

— This is exactly what we need. Do you know the conditions that we offer?

— Yes, | read it on the site.

— Are you satisfied with everything?

— Yes, but | would like to have a more flexible schedule.

— Good. If everyone is happy with everything, then congratulations, you are accepted, bring the
documents to the personnel department. Welcome to the team.

3. Read and translate:

BUSINESS TALKS

Ronald James of New York Sun Corporation discusses with Olaf Harper of Olaf and Co., London the
delivery of the machine.

James- Good morning, | am happy to see you. We haven't met for ages. How are you?

Harper-  Good morning, Mr. James. | am glad to see you too. | am fine and | hope you are quite all
right.

James- Thank you. | hope you had a very good trip.

Harper- You are quite right It was very smooth. Though when | left London, it was rather warm, but here
in New York the weather is not very good.

James- Oh, it is nasty. We hate it, but it can't be helped.

Harper- Weil, | think we should get-down to business.

James-  Right, let us get started. You know, with this delivery problem, | am sure, there is room for
negotiation.

Harper- Oh, yes. We stressed in our inquiry that we needed the machine urgently. A speedy delivery is
of vital importance for us.

James-  Well, this is how we see it. We can deliver the machine in 10 weeks and install it 4 weeks after
that.

Harper- Oh, | am afraid, these periods are too long, we cannot agree to that.

James- These are, in fact, the usual periods. It is pretty normal in this kind of operation.

Harper- When we mentioned speedy delivery, we expected you to deliver the machine in 6 weeks at the
latest and to install it in 3 weeks after that.

James- | see what you mean, but | am afraid that would be difficult. You see, we have a lot of orders to
handle at present and moving just one machine is a major problem. Look, if lean promise you delivery in
7 weeks, does that help?

Harper- | am afraid, | cannot agree to that.

James-  Well you are really asking us for something that is very difficult. | have already offered you 7
weeks. | will have to consult my colleagues and let you know our reply this week.

Harper- Well, | have got a proposal: if you deliver the machine in 6 weeks, we shall place another order
for the second half of the year.

James-  Well on that basis, | suppose, we might be able to look at some kind of arrangement. In fact if
you can promise another order, | think we could accept your terms.

Harper- Very good, let us consider it settled. | will confirm our next order for the second part of the year
in writing tomorrow.

James- | am very glad, we have come to an agreement.

IIpakTHyeckoe 3ausaTre. ColHAILHO-CIYKe0HAs TepenucKa.
OpranuzanuonHas ¢hopMma 3aHITHS: TPAIUITUOHHBIA CEMIHAP.
Lenb: ¢dopMupoBaHue y CTYACHTOB pPEYEBOH, S3BIKOBOM M KOMMYHHUKATUBHOW KOMITCTCHIIMH JIJIS
OCYIIIECTBJICHHMS JICIIOBBIX KOHTAKTOR.
B pesynbraTe ocBOCHHE TEMBI CTYICHT JIOJDKEH
3HATh: OCHOBHEIC IPAMMAaTHYECKUE SBICHMS, XapaKTEpHbIC [T IPo(ecCHOHaThHON pedr; ISKCHISCKHUE U
CHUHTaKCUYECKUE 0COOCHHOCTH O(PHUITUATLHO-/IEIIOBOTO CTHIISL B aHTITUHCKOM SI3BIKE.



YMETb: OIPEAENATh CTHJIEBYIO NPHHAUICKHOCTh AHIVIMICKAX TEKCTOB OQHINAIBHO-AEIOBOTO CTHIIA,
BUJICTh XapaKTEPHBIC CTHJIEBBIE YEPTHI, YNTATh O(UIMAIBHO-IEIOBBIC TEKCTHI PA3IMYHON CTEHNECHU
CIIO)KHOCTH; CTPOUTH JAWAIOTHYECKYI0 M MOHOJIOTMYECKYI0 pedb C MHCIONb30BaHHEM Haubolee
YIOTPEOUTENBHBIX JIEKCUKO-TPAMMATHUYECKIUX CPEICTB B OCHOBHBIX KOMMYHHKAaTHUBHBIX CHTYaIUSIX
ourmansHOro O0IIEHNS; TOHUMATh JHATOTHYECKYIO 1 MOHOJIOTHYECKYIO peUb 110 H3YYEeHHON TeMe.
AKTyaIIlbHOCTH TeMBI: 00yCIIOBIIeHAa HEOOX0IUMOCTEIO oBiafeHust Y K-4.
TeopeTuyeckas 4acTb:

Busl nenoBoii KoppecnoHAEHIIUN

Kaxnoe nenoBoe MUChbMO MHIIETCS C ONPEAETICHHOM LEeNbI0, BRIpakalollee HaMEpeHHE aBTOpa, T.C.
nepeaath Wi noiay4uTh uHopmanuoo. C omnpeaeneHHONW N0Jel YCIOBHOCTH BCE MHOXKECTBO JEJIOBOM
KOPPECTIOHACHIIUN MOKHO pa30uTh Ha rpymnisl. [lepByro rpynmy o0pa3yoT JenoBble MUChMa, CBI3aHHbIE
c pacnpocTpaHeHHeM HH(popMmaruu. JlenoBas IESATENFHOCTh IPEIIojiaraeT pacHpoCTpaHEHHE
MHQOpPMallMK B CBS3M C pPa3IMYHBIMA TNPUYMHAMH: HEOOXOAWMOCTBIO Tepenaun oduuuambHOR
nHpopmanuu (MH(GOPMALMOHHBIE MMCHMa), HEOOXOJMMOCTHI0 HH()OPMHUPOBAaHUS MApTHEPOB IO OU3HECY
U 3aMHTEPECOBAHHBIX CTOPOH B MHPOBEACHHM TEX WIM HHBIX MEPONPHATHH WIH O CYIIECTBEHHBIX
COOBITHSX B cepe MX MHTEPEcOB (IMChMa-M3BELICHUS, MHChbMa-TIPUTIIANICHUS, THChMa-yBEIOMICHHS,
MUCHMa-COOOIIECHHS ), HEOOXOTUMOCTBIO HH(POPMHUPOBAHUS MAPTHEPOB U MOTCHIUATBHBIX MOKyNaTeled u
noTpeOuTeNneil 0 MpeJoCTaBIIEMbIX TOBApaX M yCIyrax (MHChMa-TIPEIUIOKEHHUS, PEKIIaMHBIE MHCHMA).
Kax npaBuio, i1enoBbie THChMa JaHHOW TPYIIITBI HOCAT HHUIMATUBHBIA XapakTep.
Bropyto rpynmy o00pa3yloT JenoBble NHCHEMa, CBSI3aHHBIE C OOpalICHUSIMH K TEeM WM HWHBIM
OpraHuzalysM, NpeanpusiTHsM, ¢upmMam (B TOM 4YHCIE€ W TapTHEpaM MO OW3HECYy) B CBS3U C
NpHOOPETEHHEM TOBApOB, OKa3aHUEM YCIIYT M BBIIOJHEHUEM TE€X WM WHBIX ACHCTBUH. DTH MUCbMa
MOTYT HOCHTh KaK WHHUIMATHBHBIA XapakTep, TaK U SIBISATHCS CIEICTBUEM IONYyYEHHS JEOBBIX MHCEM,
OTHECEHHBIX K TMpeaplayiedl rpymnme. TpeTeio Tpymnmy o0pa3yloT IeNlOBBIE MUCHMA, SBISIOIIUAECS
OTBETaMH Ha TOJYYCHHBIC NMPEIOKEHHUS M MpOCchObl. YeTBepTas Ipymma JIENOBBIX IMHCEM CBsA3aHa C
HEOOXOMMOCTBIO pa3pelIeHNs] BO3HHMKAIOIIMX B IIPOIECCE MAEIOBOrO B3aUMOJCHCTBHUS CIOPOB U
MPOTUBOPEUMH M OTPAKAIOT PAa3JIMYHYyI0 CTENeHb M TIIyOHMHY MpeTeH3uil (0T mrceM-HallOMWHAHUN 10
nuceM-TpeOOBaHUI M PEKIaMallMOHHBIX TMHceM). B maATylo Tpynmy BXOAST MHCHMA, CBS3aHHBIC C
BBIDAKEHHEM JIMYHOTO Y4YacTUsl IO pasiMuHbBIM 1oBojaMm. He oTpaxkas COOCTBEHHO MEJOBYIO
JEeSITeIbHOCTh, OTH MHUCbMa CIIOCOOCTBYIOT TOJJCP)KAHUIO HEOOXOMUMBIX KOHTaKTOB, CO3/aBas
HEOOXOIUMYIO 3TUYECKYIO U TICHXOJIOTUYECKYIO Cpely BelleHHs OM3Heca.
HNudopmarmonnoe mucemo (Informative note)
HNudopmanmoHHOe MHUCBMO — JIENIOBOE MHCHMO, COJep)Kalllee CBeACHHs O(HUIMANIBFHOrO XapakTepa.
HNHdopmaimoHHble MUChbMa OOBIYHO HOCST TUTIOBOM XapakTep W, KaK MPaBUIIO, PACCHUIAIOTCS OpraHaMH
BJIIACTH M YIPABICHUS PA3IUYHBIX YPOBHEH IT0/IBEJOMCTBEHHBIM OPraHM3AIMsAM WM OpPTraHH3aLMSIM,
JIeATeIbHOCTH KOTOPBIX KacaeTcs COoAepiKamlascsi B HUX HH(popmanus. B mHpoOpManMOHHBIX MUCbMax
MOTYT OYKBaJILHO MPHUBOAUTHCA T€ WIIM MHBIC MOJIOKEHHS MPABOBBIX JIOKYMEHTOB, MOTYT COAEPIKAThCSI
PEKOMEH/IAINH, TPEIUIOKEHUSI W Pa3bsCHEHHUs] M0 WX NPUMEHEHHUIO B ONpENeNIeHHBIX CHTyalusix. B
OTJENBHBIX CIyYasX MH(OPMAIMOHHBIE MHChMa MOTYT COJEPKaTh MPHIOKEHHS (COOCTBEHHO TPaBOBBIC
JIOKYMEHTBI, METOJJUUECKHE YKa3aHUS H PA3bICHCHUS U T.II.).
O0beM MHOOPMALIMOHHOTO TUChbMa KOJIEOJIETCS OT OJIHOTO ad3aria 10 ABYX-TpeX crpanuil. Kak npaBuiio,
MH(QOPMaIIMOHHBIE TMChbMa ITOATMCHIBAIOTCS PYKOBOAUTENIEM PACcCHIIAIOMIEH X OpraHU3alyy.
IMucemo — coobmenue (Notification)
[MuceMo-coobIeHne — JeI0BOe MUCHMO, COJIEpIKalllee CBEJCHHUS O KaKUX-JIN0O COOBITHSAX U (akTax,
NpPEACTAaBISIIONINX HHTEpeC, Kak Uil aBTopa, Tak M Ans azapecara. IluceMo-cooOmieHne 0OBIMHO
HauMHAeTCsl C OOOCHOBaHHMS MM HEMOCPEICTBEHHO C M3JIOKEHHs coo0umaeMoil uHpopManuum ¢
UCIIOJIb30BaHUEM OJTHOM U3 CIIEIYIOIINX KIIOUEBBIX (hpa3:
We inform you that ... JoBonum no Bamrero cBenenusi, 4ro ...

Coobuaem Bawm, uro ...

We consider it is necessary to make Cunraem He0OXOIUMBIM ITOCTABUTH Bac

you aware of... B M3BECTHOCTH O...
You are no doubt aware that... Bawm, HECOMHEHHO, U3BECTHO, YTO...
You may know that... OueBnaHo, Bam u3zBectHo, 4TO. ..

HpI/I COCTaBJICHHUH HHC€M-COO6H1€HI/H71, SABIIAIOOIUXCSA OTBECTAMHM Ha HpOCI)6I)I WX 3aIlpocChl, OOJLKHO
CO6JIIOI[aTI>CH A3BIKOBOC COOTBETCTBHUE: B TEKCTC OTBCTA CJICAYCT HMCIIOJIB30BaTh TC€ XKC€ SA3BIKOBBIC
O60p0TI>I H JICKCUKY, KOTOPBIC MCIIOJIB30BAaJl aBTOP HpOCB6BI HWin 3arpoca, mnpu ycjaoBHU, YTO OHH
KOPPEKTHEI B A3BIKOBOM OTHOIIICHHU.



IIuceMo — yBegomiieHne

[Mucemo-yBemoMIIeHrEe — JINIOBOE MUCHMO, cojiepkaniee oGUIHanbHyr0 HHOPMAIUIO O KaKOM-THOO
MEpPOIPUATUN WM JCUCTBUSX, MMCIOIIUX OTHOILICHHME K ajpecary. [luchmo-yBempomiieHue OJIM3KO 1O
HA3HAYCHHUIO W  COJCPKAHUIO IHUCHhMY-COOOINCHUIO, MUCHMY-U3BCHICHUIO WJIA [PUTJIAIICHUIO.
YBeqoMIIeHUsI MOTYT ITyOJTMKOBATHCS B CPEACTBAX MAacCOBOW MH(OPMAITUH JJIsl OMOBEIIEHHUs OOJIBIIIOTO
KpyTa 3aMHTEepPECOBaHHBIX JTUII. YaIle Bcero B MMChMax-yBeIOMIIEHUSIX UCTIONB3yeTCs KirroueBas (ppasa:
We notify that VBenoMisieM, 4To ...

IIucemo — u3BenieHuE

IInceMo-u3BemeHNe — CiIykeOHOE MMICBMO, coaepxKaiiee nHGOpMAIo 00 OpraHu3aIuy 1 IPOBEACHUN
pa3IMuYHBIX MYOJMYHBIX MEPONpHITHN (COBEIIaHHMN, CEMHHAPOB, BBICTABOK, KOH(MEPCHIUH M T.IL).
[Muckma-u3BeIIEHUsT PaCCHUTAIOTCS IIMPOKOMY KPYTY OpPTaHW3aluH, YUpPSKACHUH, PUPM U TIPEIIpUITHI
JUTSL X TIPUBIICYCHHUS WM TIPUTJIAMIEHUS K YYacTHIO B yKa3aHHBIX MEPOIPHSTHSAX. B 3aBHCHMOCTH OT
OCOOCHHOCTEW TPOBOJUMBIX MEPONPHUATHI WM CIEeMU(BUKA OTHOIICHUH C ajpecaTaMd IHUChbMa-
W3BEIICHUS MOTYT JIHOO TOJBKO COOOIIATh O POBOUMOM MEPOIPUSITHH, BPEMEHU U MECTE TIPOBEICHUS,
mub0 OJHOBPEMEHHO WPHUIIIAMIATE K YYacTHIO C WHPOPMHUpPOBAHHMEM 00 VYCIOBHSAX YyUYacTHS B
MEPOTIPHUATHH U COEPKATh IPYTYIO BCIIOMOTATEIbHYI0 HH(GOPMAIIHIO.

[Mucemo-npurnamenne (Invitation)

[Mucemo-npuramenne — JEI0BOE MHCHMO, Conepikariee MHPOpPMAHi0 0 KaKOM-IIMOO MPOBOIUMOM
MEPOIPUATHH U MIPUTJIANICHHIE afpecaTy IPUHATh B HEM y4acTHe

[Mpurnamenus MoryT oQopMIsTbCS Kak Ha ONaHke NHChMa, TaK W B MPOHM3BOJBHOM (opmare ¢
Pa3INYHBIMU 3JIEMEHTaMHU Xy I0’KECTBEHHOTO 0(OPMIICHHSI.

B nmchMax-npuriiameHusx, Kak MpaBUiio, MCIOJIB3YeTCs JIMYHOE oOpaiieHue K aapecaty: Dear ... u
KITFOUYEBBIM TJIAr0JIOM SIBJIICTCS TJ1aro invite.
... invites you to take part in .... ... Ipuriamiaer Bac npuHATH y4acTHe B...

We invite you to visit our exhibition... TIpuraamaem Bac moceTuTh Halry BbICTaBKY...
[TucbMa-npurIaieHus, HAMPaBIsieMbIe B BBIIICCTOSIINE OPraHU3AlMU, OPTaHbl BIACTH W YIPABJICHUS,
H3BCCTHBIM JIMIIaM, JOJIKHBI TOANIUCHIBATLECA PYKOBOJUTCIIEM OpraHu3alu. Onu PacChblIatOTCA 110 IIOYTE
WIN KyphepCKOW CBSI3bI0, HO HE JOJDKHBI MEpeaBaThCsl MO KaHajdaM JIJIEKTPOCBS3H (B YAaCTHOCTH, IO
KaHaiaM (aKCUMHIBHON CBs3W). Pacchiika mpuriameHus B KONMHM 10 [MOYTe HIM IO KaHajlam
(bakCUMUIBHOW CBSI3M JIOMyCTUMa B TOM CIIydae, €CIM IPOBOJMMOE MEpONpPHUATHE HOCUT pabouuii
xapakTep (COBeElIaHWe, 3acelaHue KOJUJIETHH, KOMHCCHH, COBETa) HWIIM OPraHU3aTOPbl MEpPOTPHSTHS
3aMHTEPECOBAHbI B TPUBJICYCHUH K HEMY KaK MOXHO OOJBIIEr0 KOJMYECTBA YYACTHUKOB (HAYYHBIC
KOH(EPEHIINHU, CUMITO3UYMBI, CEMUHAPHI U JIP.).

Pexnamuoe nrcemo (Advertising)

W3BecTHO, 4YTO OCHOBOM BCSKOH TOPrOBJIM SIBIsAETCS pekiama. [lo3ToMy OJHHUM U3 IIAroB K
YCTaHOBJICHUIO TIPOYHBIX JICTIOBBIX KOHTAKTORB SIBJICTCS OOMEH PEKIIAMHBIMH MaTepPHATIaMH C [ENbIO J1aTh
KaK MOXHO 0oJjiee TOJHOE NPEJCTABICHUE O TOM MpoayKiuu (MH(OOPMAIIMH, YCIyrax), KOTopas MOXKET
CTaTh OCHOBOI Oy/AyIIero napTHEPCTBA.

Haubonee momynspHbIM, MPOCTBIM M JIOCTYITHBIM CPEJCTBOM peKJIaMbl ObUIa W OCTAeTCs TeyaTHas
NPOAYKIHMS — TPOCHEKTHI, KaTaJOrW, PEKJIaMHbIC JIMCTOBKM W OpOIIIOpHI, Mpecc-penu3bl u mp. B
PEKIIaMHOM IMUCHME KECJIATCIILHO MPOABUTH U3BICKAHHYIO BEKJIIMBOCTb.

W3BecTUTh N€I0BOTO MapTHepa O BBICBUIKE TEX WM MHBIX MaTepHajoB (IPUIOKEHHEM K MUCBMY HIIU
OTJIENBHOM 0aHAEPOIIbIO) MOXKHO CIEAYIOIINM 00pa3oM:

We are attaching some ITpuBOANM HEKOTOPYIO HH(POPMAIIHIO O...
information about...

I enclose the description of... [Ipunararo onucaHue

I am enclosing a folder with [Ipunararo MoAMMBKY ¢ HHGOPMAIUCH
information on our new ... 0 HAIINX HOBBIX ...

Our new trade list will be available Hamr HOBBIM TIepeueHb TOBapoOB

in a week and we are making anote  Oyzmer roToOB Yepe3 HeIEIIO,

to send you one as soon as it comes ¥ MBI BhIIIIEM Bam sk3emiuisip,

off the press. KaK TOJIBKO OH BBIAAET U3 MEYaTH.
We would like to draw your attention Xotum oOparuth Bame BHuManue Ha
to the attached press release announcing NpUIIaraeMblil TIPECC-PeNn3, KOTOPhIM

the launch of... products and services. MsI u3BeIaeM 0 HaIIEH MTPOXYKIHH
W ycllyrax B 00JIacTH ...
Our new catalogue will be published Harr HOBBII KaTaaor BCKope 0ymeT



soon, and | shall send you a copy M3JIaH, ¥ 5 BBIILII0 BaM sx3eMIusp,

when it appears. KaK TOJIBKO OH TIOSBUTCS.
As you requested, we are enclosing ITo Bartreit mpocr0e mpuaraem

a copy of our latest catalogue. 9K3EMILTSAP HAIIETo MOCACTHETO KaTalora.
Enclosed you will find the latest Ipusaraercst caMblii TIOCIIEAHU ITEPEYEHb
listing of our products. Hale HOBOH MPOIYKITUH.

I will send you our catalogues 51 6yny BeIchUTaTh Bam Hamm

on a regular basis. KaTaJOTu PEryJIsIpHO.

ITncemo-tipockba (Request)

[Mucema-mpockOBl — JIENIOBBIC MUCHhMa, UMEIOIINE PAa3HOOOPa3HYI0 TEMAaTUYECKYIO HAIIPaBIEHHOCTh, OHU
MOTYT COCTaBIIATHCS TPAKTHUECKHA IO BCEM HAIMPABJICHUSAM JCATCILHOCTH oOpranuszanuu. Ilucemo-
MPOCK0a MOKET COCTOATH TOIBKO U3 OJHOM WM NIBYyX HacTeil. B mepBoM cirydae oHO HaumHaeTcs (hpa3oii:
We hereby (kindly) request... [Ipocum ...

Bo BTOpOM Ciy4ae OHO COAEPKUT OOOCHOBAHME MPOCHOBI M U3JIOXKEHHE caMoil MpochObl. OOOCHOBaHUE
MPOCHOBI OOBITHO HAYMHACTCS C KITFOUEBBIX (hpa3:

Taking into consideration B cBasu c...

Due to the fact

In connection with

With reference of

According with/to B cootBeTcTBHY C
a U3JI0KEHHUE TIPOCHOBI ¢ (hpasbl:
We kindly request you to provide ITpocum Bac npeoctaBuTh JaHHbBIC

o ... information about...

[Tpocsba MosxkeT hopMyaHpOBaThCS U 0€3 UCTIONB30BAHUS IJIaroJia «IPOCUThY, HATPUMED:

We hope for a positive solution... HanmeeMcst Ha ITOIOXKHUTENLHOE

of the problem peleHue Bompoca ...

[Ipocs0a, Kak cocTaBHas YacTh MUCbMa, MOXET MPUCYTCTBOBAaTh M B JPYIMX BUJAX JICIOBBIX IHCEM,
HarpuMep B COMPOBOIUTENBHBIX, FAPAHTHHHBIX | Ap. [InchMo-nipockba TpeOyeT nmuchMa-oTBeTa.
[TuceMo-3as1BKa

[MuceMo-3asiBkKa — 3TO Pa3HOBHJHOCTh NHCHMAa-NPOChOBl. OOBIYHO MHChMa-3afBKH HE TPEOYIOT
MUCBMEHHOTO OTBeTa. B OTBeT Ha MNHCHMO-3asBKY MOJy4YaTelleM OCYIIECTBISIFOTCS OIpeIeieHHbIE
JEUCTBUSL TI0 peajM3allii 3asBICHHOW NPOCHOBI: BKIIOYEHHE YKAa3aHHBIX B 3asBKE JIMI] B YHCIO
YYaCTHUKOB KaKOTO0-JIMOO MEpOIPUSTHS, BHICBIIKA HEOOXOIMMBIX MaTepHAIOB WIM M3JaHWi W T.I. B
TEKCTE 3assBKU OOBIYHO UCTIONB3YIOTCS T€ )K€ SI3bIKOBBIC 000POTHI, YTO U B MHUChMAaX-MPOCKOax.
Iapanrtuitnoe ucemo (Letter of guarantee, letter of assurance)

[apaHTuHiiHBIE TMCBMa — 3TO JEJOBBIE IMUCHMa, COJIEp)KaIIue 00S3aTeNbCTBA OIUIATHI, BBIOIHEHUS
paboT, Bo3Bpara KpeauTa U T.N. B KadecTBe ajpecaToB rapaHTHHHBIX MHCEM BBICTYMAIOT OpPraHU3allMd
WITH KOHKPETHBIE JIHIIA.

[apaHTHiiHOE NMMCEMO OJHOBPEMEHHO SBISIETCS M IHUCHMOM-TIPOChOOH. FOpumamueckyro 3HaYMMOCTh
rapaHTHUHHOMY [TUCbMY TPHIAET MCIIO0JIb30BAHHE TAKUX YCTOWYHMBBIX SI3bIKOBBIX 000POTOB, KaKk

We guarantee payment Omnaty (TIpenocTaBiIeHUE YCIIYT.)

(service delivery) rapaHTupyem

B rapaHTHitHOM NHChME YKa3bIBalOTCsl OAHKOBCKHE (IUIATEKHBIC) PEKBU3UTHI €r0 COCTABUTEIIS.
IMucemo-3ampoc (Inquiry)

[Tucemo-3ampoc (inquiry, WM enquiry) KOMIaH!s IOCBUIAET, KOTAa X04eT:

— MOJYYHTh MOAPOOHYI0 HH(pOpMaLuIo 0 ToBapax (goods-,

— y3HaTh, IMEIOTCS T OHU B Hannumu (availability of goods);

— YTOYHUTH BpeMs U cpoku noctaBku (delivery dates);

— NONy4YuTh MH(GOpMaNKI0 00 YCIOBHAX IMOCTaBKM M ckuakax (terms and discounts), crmocobe
tpancnoptupoBku (method of transportation), crpaxoBanuu (insurance);

— MOJIy4nTh MH(OPMAILIHIO O IIeHaX Ha ToBapkl (prices of goods);

— TMOJY4UTH Katanoru (catalogues) u oOpasipl ToBapa (samples of goods), u T. 1.

[pu HanmMcaHUK TTHCEM-3aMIPOCOB CIIEYeT KaK MOXHO OoJiee oApo0HO U3JI0KHTH CYTh Bolpoca (to give
full details), uro mo3Bonut Bamemy neioBoMy napTHepy COKpaTUTh BpeMsl Ha COCTaBIICHHE OTBETA.

B cnydae, ecniu Ber oOpamraerech ¢ 3ampocoM B JaHHYIO KOMITAHHIO TIEPBBIA pa3, B MUCHMO KEJIaTeIILHO
BKJIFOYHTH CIICAYIOIIHE TyHKTHI:

1. VYka3aHue Ha UICTOYHUK HH(POPMAIMU O JTAaHHOH KOMITAaHUH U €€ TOBape.



2. CyTb Bompoca.

3. Kpatkue cBenenus o Baiieil koMmnanuu.

4. Bripaxkenue Haiexkabl HA COTPYIHUYECCTBO.

[lpuuem coBceM He 00s3aTENBLHO CTPOTO MPHACPKUBATHCA JaHHON TocienoBaTelbHOCcTH. [lpm
MTOBTOPHOM 3aIlpoce B MUCHbMO OOBIYHO BKITFOYAETCS TOJNBKO BTOPOH IMyHKT. Kak v OONBIIMHCTBO IPYTHX
JISIOBBIX TIFICEM, MHCHMO-3alpOC, KaK TPaBWIIO, Tedaraercsi Ha (QupMeHHOM ONaHKe, Ha KOTOPOM
yKa3aHbl Ha3BaHHE KOMITAHUU-OTIIPABUTEIIS 3aIpoca, €€ MOYTOBBIN aJpec, HoMepa TeiaeoHOB u (akca.

B 3ampocax 0OBIYHO HUCTIONB3YIOTCS CICAYIONINE KITHIIIE:

Please inform us

Please send us

We should be pleased if you could
inform us

We shall be obliged to

receive your(price-list)

We shall be grateful if you will
kindly send us your catalog

We are interested in

We are in the market for

Quote prices (terms)

With reference to your
advertisement in...

Referring to your advertisement
We have an inquiry for

In connection with this ...

We read your advertisement in...

We have heard of your
products from ...

We are interested in buying

(importing, etc.) ...

Many thanks for your letter

We were very pleased to

receive your letter

We thank you for your inquiry

We are obliged for your letter

We attach (enclose)

We are pleased to send you

We have pleasure in sending you
in reply to your letter (inquiry)

Referring to your letter of ...
As requested in your letter of...

According to your inquiry

We send for your consideration our...

May we draw your attention

Please inform us (let us know)
as soon as possible...
We are distributors (importers,
retailers, etc.) of...
We would like to get in touch with
manufacturers (suppliers)...
There is a large market here
for your products.

We look forward to your early reply.

IIpocum cooOmuTH

[Ipocum BBICHATH

Mei ObLTH OBI pajibl, €CJIM ObI HAM
coo0mmIm

Mei ObLTH OBI TPU3HATEIIBHBI MTOTYYHUTh
Bau (mpeiickypaHr)

Ms1 Gynem OaromapHsl, e Bt
J00E3HO BEIIIIIUTE HAM CBOHM KaTaJlor
MBI unTEpECyeMCs

M&1 HaMepeHBI 3aKyITUTh

Vkaxure neHbl (YCIoBus)

Ccrinasice Ha Bamny pexinamy B ...

Ccbliasice Ha Banny pexinamy
Mgl x0Tenu OBl MOTyYUTh
WHPOPMALIHIO O...
B cBs131 ¢ aTHIM
MBI IpoYnTaIM Bally peKIaMy B...
MBI y3HQIIM O IPOAYKIIMH

Balllell KOMIIAHUU U3...
Mp! x0oTenu Obl KyIUTh
(MMmopTHpOBaTH U T. 11.) ...
Bonbioe ciacu6o 3a Baie MICHMO
Mp! ObLTH O4EHB pasibl HOTYYUTh
Baie nucemo
bararonapum Bac 3a Bamu 3anpoc
ME1 npusHaTensHsI 3a Barie nucsmo

IIpunaraem k cemy

Pasp! BeIcIaTh Bam

Pase1 BEICTIATH BaM B OTBET Ha Ballle
MUCHMO (3a1poc)

Cchuiasch Ha Ballle IMCHMO OT ...
Kak BoI MMpOCUJIK B BallICM NMHUCBMC OT...

CornacHo BamieMy 3anpocy
[TocslraeM Ha Ballle pacCMOTpPEHHE
[To3BonbTe 06paTnTh Bame BHUMaHuE Ha. ..

[Ipocum cooOmuTh HaM

KaK MOXHO CKOpee ...

MB&l sBIIsIEMCSI TUCTPUOBIOTOpaAMHU
(uMmnopTepaMu, MPOAABLAMH U T.IL.)...
Mgl OB XOTENH YCTAHOBUTH KOHTAKT

C TIPOM3BOAUTENSIMH (TIOCTABIIMKAMH).
Bamu nznenus HaliayT y Hac

CBOETO TIOKYTaTelsl.

C nereprienuem xzaem Bamero orsera.



Your prompt answer would

be appreciated.
[Mucemo-npemioxkenue (Offer)
[TuceMoM-ipeanioxenreM noctaBmuk (the Supplier) oObIYHO OTBeuaeT Ha mMHUChbMO-3ampoc. OTBevas Ha
o0mmii 3ampoc, OH OiaroJapuT 3a MPOSIBIEHHBIA MHTEPEC W OOBIYHO MpHiIaraeT MpercKypaHTHI (price-
lists), karanoru (catalogues) wmu ycinoBus TumoBoro morosopa (typical Contract). OTBeT Ha crienHaIbHBIN
3alpoc MpeayCcMaTpUBaeT OTBETHI Ha BCE BOMPOCHI MOTEHIIMATBHOTO KIMEHTA.

CTpyKTypa nrchMa-Ipe I0KEHHS

Bbynem npuzHatenbHbI
3a OBICTpEI OTBET.

1. IToBoa HamucaHus.

2. OTBeTHI Ha BOMPOCHI IOTEHITMAILHOTO 3aKa34yHKa.
3. JIOTIOJTHUTENEHBIC TIPEIOKEHUS.

4, BripaskeHre HaIeKIbl Ha 3aKas3.

OtBeuast Ha BONPOCHI, CIEAyeT JaTh TOYHOE OMHCAaHHE TOBapa, MO BO3MOXKHOCTH COMNPOBOAUTH €ro
dboTomaTepualiaMu W/WIM pUCYHKaMH W/wiau obOpasuamu (samples). [lpu ompenencHum nensl (price)
YYUTBHIBAIOTCS BO3MOXKHBIE CKUAKH (discounts). OTAeNbHO pemaroTcsi BOMPOCH PACXOA0B HA YIAKOBKY
(packing), TpaHCHOPTHBIX pacxojoB (transportation costs), ycioBuii moctaBku (terms of delivery) u
omathl (terms of payment).
[TucepMa-TIpeNIOKEeHUST TTOCBUIAIOT TakKe 0e3 MPeIIIeCTBYIOMIEro 3alpoca, €CIH IMOCTABIIUK JKeTaeT
NpUBJICYs BHUMAaHHE ITOTCHIMAIBHBIX KIMCHTOB WIM HAaWTH HOBBIX 3aKa34YMKOB HA KOHKPETHBIC
npoaykTel (special products) mnmm mx accoptumeHt (range). Tmepnoe mnpemnoxkenue (firm offer)
npeaycMaTpuBaeT 0coOble YCIOBHsI, HAapUMep, KoHeuHbIH cpok (deadline) momyueHus 3aka3a ¥ CUCTEMY
CKHJIOK B 3aBHCHMOCTH OT KOJIMYECTBA TOBApa U JPYTHX yCIOBHH.
B npeanoxennsx 00bIYHO HCIIOIB3YIOTCS TAKOTO Poja (pasbl-KIIHIIE.
On favourable terms we offer you... Ha BBITO/IHBIX YCIIOBHSIX... TIpeiaraemM Bam
We have pleasure in offering you, C ynoBosbCTBHEM TpejiiaraeM Bawm,
subject to acceptance by telex,... npu ycnosun Bamero akienra

TEJIEKCOM

This offer is made subject to your
immediate reply

We offer you the goods subject to
receiving your confirmation
within ... days of the date of

this letter ...

We are holding this offer open
for your acceptance until..

We have pleasure in offering you,

Orta odepra genaercs Npu ycIOBUU
Bamero HeMeuIeHHOTO OTBETA. . .
Me1 npejuiaraeM Bam ToBapsl, ipu
ycioBuM Bamrero noarsepxaeHus
B TEUEHHUE ... THEH

C 1aThbl JaHHOT'O MHChMa

MBI iepKuM 3Ty 0depTy OTKPBITON
JUIs aknentoBanus Bamu 1o. ..

C ynoBonbscTBUEM MpeasaraeM Bam

without engagement,... 0e3 00s513aTeNbCTB. . .
This offer is made without Ora odepra aemaercs 6e3 KaKoro-
engagement/obligation on our part 160 00s13aTeNIbCTBA C HAIIIEH CTOPOHBI.

This offer is subject to the goods Orta odepra AeHCTBUTEIBHA JTUIID B

being unsold on receipt of your
reply ...

This offer is made subject to the
machine being free on receipt
of your reply...

We were pleased to learn
your interest in...

We are most pleased

that you want to buy...

We are glad to say that

We can reserve you ...

It is good of you to take so
much interest in our work ...

We take pleasure in sending

TOM cIly4ae, eCJIM TOBap ellle He OyeT
MIPOJIaH Mo nojy4yeHuu Bamero oreera. ..

Orta oepTa maeTcs Ha TOT Ciydaid,
€CJIM MalllhHa elle He OyAeT npoJaHa
10 nojy4yeHuu Bamero orsera. ..
Hawm 6pu10 IpusSTHO Y3HATH O

Baneit 3auHTEpeCOBaHHOCTH B ...
MpEI 04eHE JOBOJILHEI,

YTO BbI MTOXKETATN KYTHUTH ...

MBI pagbl COOOLINTS,

4TO MOYKEM OCTaBUTh 34 BaAMH ...
Bruto ouens mr00e3H0 ¢ Bamein

CTOPOHBI MPOSBUTH TAKOU
MHTEpEeC K Haiel padoTe...

C yIOBOJILCTBHEM TTOCHIIAEM BBIOpAHHBIC



you the desired samples and offer...
As to your inquiry of... we

are informing you that...

We enclose our catalogue with

the latest price-list.

Our detailed catalogue will
demonstrate the wide range

of our products

Our proposal is valid till...

We deliver our goods on CIF terms.
The price covers packing and
transportation expenses.

We can give you a 5 per cent
discount.

As you can see from our price-list,

BaMH 00pa3Ilbl U TIpeIjIaraemM ...
Ha Ba 3anpoc oT... Mbl
coobOmaem Bawm, 4To ...

MpI pusiaraeM Haiil KaTajior

C HOBEHUIIINM NPEUCKYPaHTOM.
Hamr moxpo06HsIit mpefickypaHT
yOeauT Bac B pa3HO0Opa3uu
HAIIIETO ACCOPTUMEHTA.

Hame npennoxxenue AeHCTBUTENBHO JI0 ...

Me1 noctapnsieM Ha ycnoBusx CUO.
Ilena BKIIOYAET yIIAKOBKY

Y TPaHCHIOPTHBIE PACXOBI.

MBgI MOKEM MpPeaOCTaBUTh
BaM 5 % cKuIKy.
Kax BugHO U3 Hallero npeicKkypaHra,

our prices are at least 3 % lower HAIITH [ICHBI TI0 KpaitHel Mepe
than market prices. Ha 3% HIKE PHIHOYHBIX.
| especially call your attention to... 51 ocobeHHO 0Opararo Baiie BHUMaHUE Ha...

Besides the above mentioned goods
our company also produces (see ...)
The model... will meet most

of your requirements.

We ask you to consider our proposal
once more and let us know

if we can expect your order.

| encourage you to order as soon

as possible as the quantity of this
product available at our warehouse
is limited.

We would appreciate if we get the
order from you as soon as possible.

Kpome yrmoMsHyTHIX BBIIIIE TOBAPOB

Haia GpupMa IpOU3BOAMT TAKKE (CM....)

J7s Bammx 1enen Bam iydliie

BCET0 MOJOUIET MOJETb. ..

MBI IpOCUM Bac eIie pa3 00CyAuTh

HAIIIe TIPEIOKCHUE U COOOIUTh HaM,

MOJKHO T paCCUHTHIBATH HA MOyYCHUE 3aKa3a.
S mpomry Bac OvicTpee opopMHUTE 3aKa3,

TaK KaK KOJIMYCCTBO 3TOI'0O TOBapa

Ha CKJIage€ OrpaHU4CHO.

Mgl ObLTH OBl OYEHB PaJbl TOTYYHTh
OT Bac 3aKa3 Kak MO>KHO CKopee.

If you are not happy with our proposed
please let us know why.

Ecnu Bac He ycTpanBaet Hare

NpeUIOKEHNE, IPOCUM COOOIIUTH

HaM O MpHYHHE.

We are looking forward to hearing C HeTeprieHHEM XXJIeM OTBETA.

from you soon.

[Tucemo-3aka3. [loareepxkaenue u oTkioHenue 3aka3oB (Order. Acknowledgement (Confirmation) and
Refusal of Orders)

Hnst toro urobel cmenatk 3aka3z (to place an order) Ha 3aKynmKy TeX WIM WHBIX TOBapOB OOBIYHO
3aIOJIHSAIOT CIICI[UANIbHBIC OJ1aHKH 3aka30B (order forms), B KOTOPBIX yKa3bIBaeTCs KOJIMUECTBO (quantity)
u3nenuid, ux onucanue (description), meHa (price), yciioBus oriatel (terms of payment), 1ata mocTaBKu
(date of delivery), ckunku (discounts) u T.1. B psne ciydaeB, xorja HEOOX0OAUMO TPOSICHUTH OTAEIbHBIC
MYHKTHI 3aka3a (to make certain points quite clear), mumiercsi cOnmpoBOAUTENbHOE MUCBMO (covering
letter), kK KOTOpOMY TIpHIIaraeTcs OJAHK 3aKa3a.

Ecnu IIponasen (Seller) mm IlocraBuiuk (Supplier) ToBapa B COCTOSHIM BBIITOJHHUTH 3aKa3, OH MOCHIIAET
[oxynarento (Buyer) noarBepkaenue 3akasa (order acknowledgement, or confirmation), kotopoe yarie
BCEro NpeacTaBiseT coOoii komuio 3aka3a (order copy, or duplicate), moamucannyio IlpomaBiom.
OOBIYHO MONATBEPKJICHHE 3aKa3a IMPHJIAracTcsi K CONMPOBOJIUTENHLHOMY IMUChMY, B kKoTopoM IIpomasert
BBIpaKaeT OJaroJapHOCTh 3a 3aKa3, a Takke cooOmaer Ilokymaremo O TeX WM MHBIX M3MEHEHHSX
(M3MEHEeHNH 11€H, CPOKOB TIOCTaBKH U T. 11.).

Ecmu Tponaser mubo IocraBimmk ToBapa 1mo KaKMM-JIM00 MPUIMHAM HE B COCTOSHUU BBITIOJIHUTD 3aKa3,
oH 100 oTKaszpiBaeTcs OT 3aka3a (to refuse (to reject, to decline) the order), nmubo mpeamaraer
aJIeKBaTHYIO 3aMeHy (substitute) ToBapy, KOTOPOTO HET B HAJTHYHH.

Kumire u BeipaxkeHus: nucemM-3aKka3os:
In reply (response) to your letter

(fax) of (dated) ..., we thank you for ...
We are pleased to enclose our

B otBer Ha Bamre nmcemo (akce) o ...,
MBI Onaronapum Bac 3a...
HmeeM y0BOIBCTBHE IPHIIOKHUTH K



Order No. ... JTAHHOMY MHCHMY Har 3aKka3 No ...

We enclose (are enclosing) our order for ... MBI iprIaraeM Halil 3akas Ha...
We accept your offer and have pleasure Mp&I IpUHUMAEM Ballle PEAI0KEHNE 1
in placing an order with you for ... UMeeM YJOBOJILCTBHE Pa3MECTHTh
y Bac 3aKka3 Ha...
Please confirm that you can supply... ITpocuM TOATBEPIUTH, UTO BBI
MOYETE MOCTABUTb...
Please send the copy of this order B kauecTBe MOATBEPXKICHIS 3aKa3a
to us, duly signed, as an MPOCUM BBICJIATh HAM TTOMHCAHHYIO
acknowledgement. Bamu komnuro 3akasa.
Please supply/send us... [Tpocum NOCTaBUTb...
Knumie u BeipakeHus: MUCeM-TIOITBEPKICHUH 3aKa30B:
Thank you very much for your bnarogapum Bac 3a Bam 3aka3 Ne ... ot ...
order No ... of (dated) ...
As requested we enclose (are enclosing) Kak BbI IpoCHIIH, MBI IIPHIaracM
the copy of your order, duly signed, KOIIHIO 3aKa3a, MOIIUCAHHYIO
as an acknowledgement. HaMH, KaK TOATBep K aeHue Barrero 3akasa.
We confirm that delivery will MBbI TOATBEPXKIaeM, YTO MOCTaBKa OyIeT
be made by... MpoM3Be/IeHa K ... (TAKOH-TO 1ate).
We hope that you will have a good Haneemcst, uto Bl OyeTe UMETh XOPOIIHit
turnover, and that we will be dealing 000pOT, 1 MBI Oy/IeM COTPYIHUYATH C
with your company in the future. Balllell KOMIIAaHWEH U B JajbHEHIIEM.
Delivery will be made in conformity [MocraBka OyneT mpou3BelicHa B
(accordance) with your instructions. COOTBETCTBHH C BAIlIMMH MHCTPYKIIAAMH.
Kiuiire v BeIpaKeHHsI, HCIIOJIB3yEMbIe IPH OTKJIOHEHUH 3aKa30B:
We are sorry (we regret) to let you K coxxaneHuto BBIHYKICHBI COOOIIHUTh
know (to inform you) that we cannot BaM, YTO MbI HE MOKEM BBITTOJIHUTH Balll
execute your order because of... 3aKa3 1o MPUYKHE ...
The goods you ordered are no ToBapa, KOTOPBIH BbI 3aKa3aJIH,
longer available. 0O0JIbIIIEe HET B HAJIMYHH.
We can offer you a substitute. MoskeM MpeIoKUTh BaM 3aMEHY
ITucemo — HamomuHauue (Reminder letter)
[TiucbMO-HAIOMUHAHUE — JIEJIOBOE IMHChMO, HCIIOIB3yeMOE MPH HEBBIMOJHEHUH OpraHU3aluei-

MapTHEPOM B3STHIX Ha celsi 00s3aTeNbCTB WM MPUHATHIX JOrOBOpeHHOCTeW. KiodueBbiMH (pazamu
TaKUX [HACEM SIBJIIOTCA:

We are sorry (We regret) to have to K cosxaeHunto, BEIHYXICHbI HAIIOMHHUTH Bawm, 4ro. . .-
remind you that...
We have to remind you that... MBI BBIHYX/IEHBI HATIOMHHUTD
Bawm, uTo...
We wish to draw our attention to O6pamtaem Barire BHIMaHHE Ha

the fact that... ToT dakr, uto

We would like you to note that...

We wish to bring to you notice that...

TekcT muchbMa-HaOMUHAHUS MOYKET BKIIOYATh B ce0st JABE 4aCTU: CChIJIKHU Ha O(bI/IHI/IaJ'H)HBH‘/'I JOKYMCHT, B
KOTOpPOM 3a(UKCHPOBaHBI 005A3aTENLCTBA CTOPOH MJIM OOCTOSATENLCTBA, B CBS3M C KOTOPBIMH
opranusaiys o0si3aHa MPEANPUHSITH ONPEACICHHBIC NCHCTBUS, ¥ MPOCHOY BBIMOJHUTH B CBA3U C OTHUM
orpesieieHHbIe JieicTBHs. JIOBOJIBHO YacTO TaKUe MHChMa COICPIKAT TOJIbKO COOCTBEHHO HATIOMHHAHUE.
B OTACIIBHBIX CIy4dasixX NHUCbMO-HAIIOMHMHAHHUE MOXET COACPKATh TPETHbIO YaCTh: NPECAYHNPCKIACHUE O
BO3MOXXHOCTU TPUMCHEHHsI OTPEACICHHBIX CAHKI[UIA MPHU HEBBIMOIHCHUHM apecaToM B3SIThIX Ha ceOs
00s13aTeILCTB, HAIPUMED:

In case of your refusal... B ciyuae Bamero otkasa...
Should you refuse...

In the case of your failure to make B ciryuae HeyrmuiaTsl
payment(s)

Should you fail to make payment(s)
IMucemo-tpedoBanue (Require, Dunning letter)



[InceMa-TpeOoBaHMS COCTABIAIOTCS B CUTYallUAX, KOTAAa OpraHU3alisI-MapTHEP HE BBHITIONHSIET B3SATHIC HA
ce0s1 00s3aTeNbCTBA WIIM BO3JIOXKCHHbIE Ha Hee (yHKIUH. [1o CpaBHEHHMIO C CHUTyalusMH, KOTJa
HANPAaBJISIOTCS MMHChMa-HAIIOMUHAHUSA, 37C€Ch HEBBIIOJHEHUE O00S3aTeIbCTB HOCHT CHCTEMATHUCCKUN
XapakTep WIK UMEET MECTO UTHOPUPOBAHUE BBICTABIIIEMBIX MPETCH3MMA. 3a4aCTyI0 TUChMY-TPESOOBaHUIO
MIPEeJIIIeCTBYeT MIChbMO-HarmoMiHaHne. [lncema-TpedoBanms, Kak MPaBUIIO, UMEIOT CIOXKHYIO CTPYKTYPY.
B HuX 00s3aTenbHO W3NIAralOTCS YCIOBHS 3aKJIIOUYEHHBIX JOTOBOPEHHOCTEH CO CCBUIKOHW Ha
COOTBETCTBYIOIIUE JOKYMEHTBI, OMMCHIBACTCS CJIOKHMBINASCS B CBS3M C WX HEBBIMOJHCHUEM CHUTYaIlus,
dopmynupyeTrcs TpeboBaHHE O HEOOXOJMMOCTH BBHIIOIHEHHS O0S3aTeNbCTB M YIPO3bl MPHUMEHEHUS
CaHKIIMH B aJipec KOPPECTIOHICHTA, €CIH 00s13aTeNLCTBA HEe OYAYT BBHITOIHEHBI.

KimroueBsiMu (pazamu B MUChMax-TPEOOBAHUSIX MOTYT OBITh:

We urgently require to perform CpouHo TpeOyeM BBHITIOTHHUTh

(send, grant, pay)... (BBICIIATH, TIPENOCTABUTD, TIEPEUNCITUTD)...
We require fulfil the obligations TpebyeM BBIMOTHUTD B3SITHIE

under the agreement. Ha ce0st 003aTeNbCTBA.

So far (Up till now) we have Jlo cux mop MBI HE TIOJTyYHII OTBETA. ..

received no replay.

We cannot accept your point Mpe1 He cornacHbl ¢ Bamei Toukoit
of view for the following reasons... 3pEHUS 110 CICAYIOUIUM MIPUUHHAM. ..
In case of your refusal... B ciyuae Barirero otkasa. ..

Should you refuse...
VYTpo3sl B aipec KOPPECHOHICHTa MOTYT (hOPMYITUPOBATHCS CIACIYIOIUM 00pa3oM:

Otherwise, you will be presented B nportuBHOM ciiyuae Bam OymyT
to the penal provisions. NPEIbSIBICHBI IITPa(HbIC CAHKIIUH.
Otherwise the case will be submitted B npotuBHOM ciiydae feimo Oyaet
to arbitration. nepenano B ApOUTPaXKHBIi Cy/I.

[Iperensuonnoe (pexiaamannonnoe) muckMo (Claim)

[Mperen3nonHble (peKiIaMallMOHHBIE) THChMa COCTABIISIOTCS B CIydasX, €CIH TpPU HCIOJHEHUH
JIOTOBOPOB OJIHA U3 CTOPOH HapyIIaeT B3sAThIC Ha ce0st 00s13aTeNbcTBa. Bo MHOTHX CiTyyasx Takue mruchbMa
NOSABISIFOTCSA TIOCJIE TOTrO, Kak OBIIM OCTaBi€Hbl 0€3 OTBETa NHChMa-HAIIOMHUHAHUS WJINM IHUCbMa-
TpeboBanus. lLlenp mpereHsum (peknamanuy) — BO3MECTUTH IIOTEPH, IOJNYUCHHBIE B pe3yjbTare
HapyIIeHUs YCIOBUM HoroBopa. TeKcT mpeTeH3nu (peKiiaMalii) BKII0YaeT B ce0s:

- OCHOBaHME [UIs INPEIbABICHUS NMPETEH3MH (CChUIKA Ha JOTOBOP, 3aKIIOYEHHBI MEXAYy CTOpOHaMH,
rapaHTUHHOE MUCHMO HJIU UHBIE 005I3aTENbCTBA);

- IPEJIMET MPETEH3UH (TOJDKHO OBITH YKa3aHO, KaKoe 00s13aTeIbCTBO HAPYIICHO U B KAKOW Mepe);

- JIOKa3aTeNbCTBa (CCBUIKM Ha JIOKYMEHTHI, TIOATBEPKAAIONINE HAPYIICHUE JIOTOBOPHBIX 0053aTENBCTB
BUHOBHOW CTOPOHOW);

- KOHKpEeTHbIe TpeOOBAaHWS COCTAaBUTENsl MPETeH3WH (TpeOOBaHHE 3aMEHBl HEKaYeCTBEHHOTO TOBapa,
TpeOOBaHUE YIIEHKH TOBapa, TpeOoBaHHWE CKHJIKHA C OOIIeld CTOMMOCTH MapTUH TOBapa, TpeOoBaHME
pacTop>KeHUs] KOHTPaKTa WIIM BO3MEIIECHUS YOBITKOB H Ap.).

[IpunoxeHus M K MPETeH3UH MOTYT OBITH TaKME JOKYMEHTHI, KaK aKT SKCHEPTH3bI, aKT HECOOTBETCTBUS
TOBapa IO KOJIWYECTBY M KA4eCTBY, PEKIaMAIOHHBIA aKT, TPaHCIOPTHBIE JOKYMEHTHI W JIp., B
3aBHCUMOCTH OT IpeAMeTa npeten3un. Hanpumep:

We present you a claim... [Ipensasnsiem Bam npereHsuro...
In accordance with the above, please B COOTBETCTBUY C M3JI0)KEHHBIM IPOCHM
send us new consignment stock. Bac oTmpaBuTh HaM HOBYIO MTAPTHIO TOBapa

IMucemo — nmo3apasienue (Letter of congratulation)

[TicbMa-TIO3ApaBICHUST  HANPABIISAIOTCS B TOPXKECTBEHHBIX — CIydasx: O(DUIMANbHBIA Mpa3IHHK,
npodeccuoHaNbHBIN MPa3IHUK, 3HAYUTESILHOE COOBITHE B )KU3HH JIOJDKHOCTHOTO JIMIIA WIIA OPTaHU3aIid
(Bpy4eHHe Harpapl, I0OWIEH, MPUCYKICHUE TOYETHOTO, HAYYHOTO 3BaHMUS, CTCIICHH, U30paHUe B KaKOii-
a100 OpraH | Jp.), 3HAYMMbIe COOBITHS B 4aCTHOM u3HU. [lo3apaBneHus numyTcs Ha OJaHKE MHUChbMa
OpraHH3aliy WIK Ha ClIeNUaIbHBIX ONaHKaxX Mo3/apasieHuil. [lo3apasienue, MoAroTOBJICHHOE Ha OaHKe
IHMCbMA, JOJDKHO COJIEpXaTh O(OPMIICHHBI B COOTBETCTBUH C TPEOOBAaHMSMHU CTaHAAPTa PEKBH3UT
«Anpecar». IloznpaBneHuss MoryT odopmisiTbess Ha Oymare pa3iMYHOM IIBETOBOW TaMMBI C
YKpaIICHUSIMHU B BUJIC OPHAMEHTOB U BOJSIHBIX 3HAKOB, MMEIOLIEH OOJIBIIYIO IUIOTHOCTD, ¥ BKJIAIbIBATHCS



B CIelHaNbHBIC TANKH-ajipeca. B mocieaneM cilydae Mo3/paBlieHHE COJEPKHUT TOJBKO oOpalieHue K
JUIy WIA KOJUIEKTUBY. [IpM KOJUIGKTMBHOM ajpecare W MpPH HANPABICHHH IHUChMAa-TO3[PABICHUS
IOPUANYECKOMY JIMIY TTO(paMUIIbHOE U TOMMEHHOE oOpallleHne He ucnoib3yercs. [Tucema-no3apaBneHus
BCET/Ia IOJDKHBI OBITh TIOAMHCAHBI.

ITucemo — 6aromgapaocTs (Note of thanks)

IIncemo-6marogapHocTs (O1arogapcTBEHHOE MHUCHMO) — JIEJIOBOE MHUCHMO, HANpaBIsieMOE aapecaTy
(opranu3zanuu, JOJHKHOCTHOMY JIMILYy WJIM TPaXKJIAHWHY) C BBIPA)KEHHEM OJ1aroIapHOCTH 33 COBEPIICHHBIC
JICCTBUS MM OKa3aHHBIC YCITYTH.

[To cpaBHEHUIO ¢ IPYTUMH BUIaMU JICTOBBIX IMHACEM OJIaroIapcTBEHHBIC MUChMa OOBIYHO COCTABIISIFOTCS B
6onee cBoboaHOM (opme. KimoueBbiME (hpa3amMu TaKUX MTUCEM SIBIISIOTCS:

We thank you for ... Bnaronapuwm 3a...

Let me thank you for... ITosBonbre Bac mobmaromaputs 3a ..

[Mucemo-cobonesnoranue (Letter of condolence)
[InuceMo-coOoe3HOBaHNE — THICHMO, HANpaBIsieMO€ B TPAarH4eCKUX WM I€YaTbHBIX >KH3HEHHBIX
CUTyaIusx (CMepTh, HECYACTHBINA CITy4aid, CTUXUITHOE OCICTBHE U AP.) IS BEIPAKCHUS yIACTHS:
We regret (We are sorry) to learn from MBI ¢ coalleHHEM Y3HAITH K3
your letter of... that... Bamero nmucema or ..., 9TO...
We express to you our Bripaxaem Bam Hanm uckpeHHue
sincere condolences... C000JIe3HOBAHMSL. ..
IMucemo — uzBuHEeHUE (Apologies)
[lucemo-M3BMHEHHE — JEII0OBOE€ MHCHMO, aBTOP KOTOPOTO WPHHOCHT W3BHHEHHUS ajpecary 3a
NpUYMHEHHBIE Heya00cTBa. [TuchMa-u3BHHEHMS, KaK PAaBUIIO, HAUMHAIOTCS CICIYIOUIMMHU (pazaMu:
We offer apologies for the delay in [Tpocum U3BHHEHHMS 32 HEKOTOPYIO
answering your letter 3aepxxky ¢ oTBeTOM Ha Bamre mucsmo

We apologize for... [MoxanylicTa, NpUMHUTE HAIIA U3BUHEHUS 34. ..

Please accept our apologies for...

B cootBeTcTBHM ¢ TpeOOBaHUSIMU 3THKETA JICIIOBOTO OOIICHHUS B MUCbME TPeOyeTCsl OOBSICHUTH TIPHYHHY,
NPUBEANIYI0O K BO3HHKHOBEHHIO MPOOJIEMHOW ISl ajgpecaTa CUTyalldd, a B KOHIIE NMHChMa MOBTOPUTH
¢bpasy ¢ U3BUHEHUSIMH, HO He OYKBAJIBHO, a B UHOW )OPMYITHUPOBKE.

Pexomenmarensroe mrcsMo (Letter of recommendation)

PexoMeHnaarepHOE TMCHMO — MHCHMO, B KOTOPOM JaeTCs XapaKTePUCTHKA KOHKPETHOTO YeJIOBEKa IS
ycTpoiicTBa ero Ha paboTy, oOydeHne u Jp. PexoMeHIaTenbHBIE WHICbMa BCErja CoJepiKar
OJaronpUsATHBIE OT3BIBBI O XapaKTEPH3YEMBIX, B CBSI3H C YeM MHOTHE CHEIUAIMCTH 10 YIPaBICHUIO
HEPCOHAJIOM CYHTAIOT TaKUe NHChbMa CyOBEKTHBHBIMH, T€M HE MEHEe, OHM HMEIOT OINpeelIeHHOEe
3HAUYEHUE TP OIIEHKE KaHAWZara, IToMoras co3aarh oOliee MpeicTaBIeHHe O COHCKAaTele.
PexomeHnmatensHOE MUCHMO, KaK MPaBUIIO, IHIIETCS HAa OJaHKe KOMIIAaHWU — TIOCJIEAHEr0 MecTa paboThl
COMCKATeNsl, IMOJIMCHIBACTCS PYKOBOIUTEIEM KOMITAHMM WM JPYTHM JOJDKHOCTHBIM JHIOM. JIns
MOTEHIMANBHOTO paboTojaTensi PeKOMEHJATENbHOE MHUCBMO — 3TO, CKOpee, TrapaHThs TOTO, YTO
COHWCKATENb JICHCTBUTENHHO paboTai B JaHHOW KOMITAHHWH, BBITIONHSLT OTIpeIeIeHHBII KPYyT 00sI3aHHOCTEH
M OCTaBWJ KOMIIaHHUIO, COXpaHHMB O ceOe Xopollee BredarieHue. PexoMeHaaTensHOe MUCHMO JIOJDKHO
COCTOATH U3 CIEAYIOUINX pa3/ieioB:

- BBEJICHHWE, B KOTOPOM KpaTKO H3IIAraloTcsl OOCTOSTENhCTBA 3HAKOMCTBA aBTOpa MHChMa C
PEKOMEHTyEMBIM MM JIHLIOM;

- CBEJICHUSI O PEKOMEHAyeMOM Jie (cBeneHus o6 oOpa3oBaHHM, YPOBHE MOATOTOBKH, KBaJH(HUKALIUH,
OIIBITE pa6OTI)I, JCJIOBBIE U JIMYHOCTHBIC KaquTBa), IIpu 3TOM OCO6O BBIACIIAIOTCA T€ €ro 4€pThl U
CIOCOOHOCTH, KOTOpBbIE MOTYT OBITh Hambojee MOJe3Hbl paboTojaTeNto B TONH OpraHH3alud HIU
JOJDKHOCTH, KyJla COMCKATENlb CTPEMUTCSI MOTIACTb;

- 3aKIIIOYUTENLHAS YaCTh, B KOTOPOU aBTOP MPOCHUT MOJTydYaTessi 03HAKOMUTBCS C PE3IOME COUCKATEIS HITH
€TI0 KPaTKUMHU aHKECTHBIMU JJAHHBIMU U HA3HAYUTH BCTPEUY JJId CO6CC€HOB3HI/IH;

- KOMIUTUMEHTapHask 4acTh, B KOTOPOH aBTOP BHIPa)KaeT CBOIO MPU3HATEIBHOCTb.

EcTb HEcKONBKO OTpacieil NesiTeNbHOCTH, A€ PEeKOMEHIAIMK 00s3aTeNbHBl NOYTH 0€3 HCKIIOYEeHUI:
OXpaHHBIN OM3HEC, MEJMIIMHA, HayKa, paboTa Cc JeThbMH (HSHW, TYBEpPHAaHTKH H T.1.). B ocTanbHBIX
CITy4asX UCTIOJIb30BAaHNE PEKOMEHIATEIbHBIX IHCEM 3aBUCHUT OT KOHKPETHOH CHTYaIHH.

Bomnpocs! 1 3aganust:

1. IToaroToBeTECH K 0OCYKICHHUIO TCOPETHIESCKOTO MaTepHaa.



Buapr nenoBeix mucem (OTBeT Ha mpuriamenue. biaromapcTeennoe nuchMo. Pexmamanms. IIperensmst.
Hasnauenust nemoBoii Bcrpeun. [lncema: mpurnameHusi, mpocbObl, OIarogapHOCTH, COOOJIE3HOBAHUS,
COKaJICHUs, COUYBCTBUsA). Peknamariiu u nperensuu. OTBETHI Ha pekinamanmu. KaTteropuu pexiamMarmii.
2. BemmonHuTe 331aHKs U OTBETHTE Ha BOIPOCHI:

1). O3HaKOMHBIIIUCH CO CTPYKTYpPOIl MUChMa U 0Opa3aMy MUCeM MEXTyHapOTHOTO 00pasiia, HaIUIIIATE
Ha JMcTe OyMard peKBH3WTHI MHUCHhMa B TIOpSAKE WX ciemoBaHus. JlaiiTe aHTIHMIICKHE SKBHBaJICHTHI
HA3BaHUH PEKBU3UTOB.

2). Kak HaunHaeTCS M 3aKaHIMBACTCS TUCHMO, €CTH (haMIJIHS ¥ UM aJpecaTa BaM HE H3BECTHBI?

3). C xako#f 1enpl0 Ha CIEAYIONIe CTpoKe Tocie oOpalleHusl CTaBHIICSA COKpalieHune Re: m 9To OHO
o0o3Hayaet?

3. 3aaHus ¥ BONPOCHI JJ1si (POPMHUPOBAHUS U KOHTPOJIS BIAJICHUS KOMITETCHITUSMU:

Hamummre cBonM mapTHepaM 1o OM3HECY KpaTKue MuchMa:

- C TIO3/IPaBIICHUEM IO IOBOJTY YCIICIIHOTO YUACTHS B BHICTABKE;

- C BBIPQXXEHUEM CO0O0JIC3HOBAHUS 10 TTOBOY KOHUYMHBI TCHEPAILHOTO TUPEKTOPA;

- ¢ 67aroIapHOCTHIO 32 IIPUEM BAIlIUX COTPYTHUKOB BO BPeMsI 1 KOMaHINPOBKH;

- C W3BUHEHHEM 3a 3aJepXKKy I[IOCTaBKM MPOAYKIMH, BBI3BAaHHYI0 (HOpPC-MaKOPHBIMH
00CTOSATEILCTBAMU;

- C TIpUTJIAIIEHUEM TIPUHSATH YIacTHe B TOPKECTBax Mo moBoay 20-netus Barieit pupmsr;

- C peKOMEHIaIel Ballero KOJUIETH IS Y9acTHs B IEPEeroOBOPHI MO MHTEpeCyIolleil o0e Bamm
(bUpMBI TEMATHKE.

HpaRaneCRoe 3aHATHE. BpO]—[I/IPOBaHHe MeECT B TOCTHHUILE. BpOHHpOBaHI/Ie OMJIETOB JJIA
IyTelecTBUIA.

OpranuzaiuonHas ¢hopma 3aHITHS: TPATAITUOHHBIA CEMIHAP.
Lemnp: ¢dopMupoBaHue y CTYACHTOB pPEYEBOH, S3BIKOBOM M KOMMYHHUKATHBHOW KOMITCTEHIIMH JIJIS
OCYHICCTBJICHUA NCITOBBIX KOHTAKTOB.
B pe3ynbraTe 0CBOEHUE TEMBI CTYACHT AOJIKEH
3HATb: OCHOBHBIC I'PAMMATUYCCKUC SABJICHUS, XaPAKTCPHBIC JJII HpO(i)eCCHOHaJ'ILHOI}'I peyuu; JICKCUICCKUC U
CHUHTaKCHUYECKHE 0COOCHHOCTH O(PUIINATLHO-/IEIIOBOTO CTHIISL B aHTTIMHCKOM SI3BIKE.
YMETh: ONpECAC/IATL CTHUICBYIO HNPHUHAIJICKHOCTD AHTIIMHACKUX TEKCTOB O(i)I/I]_[I/IaJ'IBHO-JleJIOBOFO CTHWJIA,
BUACTL XapaKTCPHBIC CTHUIICBBIC YCPThI; YUTATH 0(1)PILII/I3.J'ILHO'L[6J'IOBLI€ TEKCTHI pa3J’IH‘lH0ﬁ CTCIICHU
CJIOKHOCTH, CTpPOUTb [JUAJIOTMYCCKYHD U MOHOJIOTMYCCKYHO pPEYb C HUCIHOJIb30BAHUCM Haubolee
yHOTpCGI/ITeHBHHX JICKCUKO-TPAaMMATUYCCKUX CpEACTB B OCHOBHBIX KOMMYHUKATHBHBIX CUTyalUAX
O(I)I/ILIHaJ'ILHOFO 06H.IeHI/I$I; MNOHHUMATh AUAJIOTHUYCCKYIO U MOHOJIOTMYCCKYIO PE€Yb 110 I/I3Y‘I€HH0171 TEME.
AKTyaJIbHOCTh TeMBI: 00yCIIOBIIEHAa HEOOXO0IUMOCTEIO OBNaneHust Y K-4.
TeopeTnyeckas 4acTh:
People from all round the word work in the glamorous hotel industry. There are more than 50% Non-
English Speaking Hoteliers and Restaurateurs work in different hotels, restaurants, pubs, coffee shops etc.
Hotel industry is all about serving your guest. While serving properly you have to communicate. So, if
you are non-English speaking personnel then do not be afraid. | am here to help you. Anyway, today we
will learn some Basic English words and expressions depending on various situations.
1. For Addressing:
- Mr. — To address any Gentleman (Both married and non married)
- Mrs. — To address any Woman (Only married)
- Miss — To address any Woman (Only Unmarried)
- Ms. — To address any Woman (Both married & Non married)
Note: Whenever you are not sure whether your lady guest is married or not then the safest approach is to
address her as Ms. But sometimes it has been found that very few Lady guests become irritated at your
addressing. So, if possible it is better to ask “How should I address you, Sir/Madam?”
2. Greetings:
Good morning, Sir/ Madam
Good afternoon, Sir/ Madam
- Good afternoon, Sir/ Madam
3. Welcoming any one:
- Welcome to XXX hotel
- We are glad to see you Mr. X
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Thanks for your coming Mr. X
We are honored to get the chance to serve you sir
. Asking questions or Inquiring:
Could I ask you, a question, Sir?
Do you need anything else, sir?
May | have your first name?
May | have your name, please?
Your initials, please?
May | have your room number?
May | have your signature here, sir?
May | know who | am talking to?
May | ask who the next is?
May | be of your service, madam?
May | recommend our XXX to you, sir?
May | help you with that, madam?
Is there anything else | can do for you, madam?
. Wishing your Guest:
- Have a pleasant stay in the XXX Hotel, sir
Have a pleasant stay with us, madam
Have a nice day
Have a pleasant evening
Have a good weekend!
Have a good day
Enjoy your stay/day
Happy New Year!
Merry Christmas!
Happy Birthday!
. Apologizing:
I am terribly sorry, sir.
Excuse me
I am awfully sorry
| beg your pardon, sir
Excuse me for interrupting
Sorry to have bothered you
I am sorry. A guest is waiting for me.
I am sorry to have kept you waiting, sir
I am sorry. The house is fully booked
. Answer to apologizing:
Itis OK
No problem
No problem at all
That is all right
It does not matter
It is nothing
. Thanking any one:
Thank you
Thank you very much
Thank you for telling us
Thank you for your compliment
Thank you for coming
Thank you for calling
Thank you for waiting
Thank you for being so understanding
That’s very kind of you
Thank you very much
. Answering Thanks:
You are welcome



It’s my pleasure
My pleasure
With pleasure
Thank you
. Assuring your guests:
Don’t Worry, sir
Take it easy
Don’t worry, madam. We’ll see to it
Don’t be afraid sir
I’1l look into the matter
I’ll be with you in a moment
It won’t be too long, sir
Please take it easy, madam
. Directing to a destination:
Come with me, | will show you the way
Follow me please
Let me show you
This way, please
Go down to the lobby
Please take the lift to the 5th floor and turn right
Turn left/right at the first corner
. Show eagerness to serve:
I am always at your service sir
Feel free to call me, sir
Very good, sir. I’ll be glad to help
Certainly, madam. I’1l be happy to do it
Yes, | will
My name is X, if there is anything we can do for you, just let us know
. Declining any offer:
I am terribly sorry sir, | cannot accept it
It is out of our rule sir, I can’t help you sir
That’s very kind of you, but no, thank you
I’m afraid we cannot do that
. Answering any Request (When you are Uncertain):
I will try my level best, but can’t guarantee you, sir
I will try, but not sure enough
I’m sorry we cannot guarantee, but we’ll do our best
I’'m sorry, sir. I’'m afraid I’m not sure, but I’ll ask some one for you
If you wait a moment, sir, I’ll try to find it out
. Expressing happiness:
My pleasure. I’'m happy everything was to your satisfaction
I’'m glad to hear that
It is great sir
I am very fortunate sir
. Expressing sorry:
I am shocked to hear it, sir
I’m sorry to hear that
It’s a great pity
I am really sorry sir
. Expressing concern:
Are you ok, sir?
Is everything all right?
Are you all right, sir?
I hope you did not hurt yourself
. Agreeing on anything:
Certainly sir
Definitely



- That’s true

- Absolutely, sir

19. When you don’t understand something:

- Could you repeat please?

- I am sorry, sir. I don’t get your point.

- Could you speak more slowly?

- I’m sorry, I don’t quite understand. Should I get the manager?

- Pardon?

20. Finishing Conversation

- Good bye, and have a nice trip

- Have a nice day

- See you

- Thank you for coming

- Sorry, | have to go. Nice talking with you

- We all look forward to serving you again

- Hope you enjoyed staying with us

Bonpock! u 3ananus:

1. [loaroToBRTECH K OOCYKICHUIO TEOPETUIECKOTO MaTepHraa.

[leperncka mo opraHu3anuM pa3MemieHus. YacTHBIA 3ampoc O OpPOHUPOBAaHWHM MECT B TOCTHHHUIIE.
KopniopatuBHblii 3ampoc o OpoHHpoBaHUM MecT B roctuHHIe. [Ipockba 0 pesepBupoBaHNH Ouiera Ha
camoret. [Ipocs0a 0 pesepBupoBanuy OmiieTa Ha 10e31, mapoxo. [lepenucka mo opraHu3aly MOE3AKH.

2. [IpounraliTe U IEpPEBEIUTE TUAJIOT.

Agent: “Good morning, Front Desk. This is XXX hotel. How my I assist you?”

Guest: “I want to make a reservation”

Agent: Ok sir. How should I address you?

Guest: | am Robert Temple.

Agent: Ok Mr. Temple, are you our priority Club Member? (Ask to ensure about guest).

Agent: | am terribly sorry. Mr. Temple. All our rooms are booked on XXX date. If you wish then | can
put your reservation on waiting list or would you like me to recommend another hotel?

Agent: OK. Mr. Temple, will you travel alone or not?

Agent: Mr. Temple, currently we have deluxe room, suit and studio room to accommodate your family.
(If you have different types of rooms vacant then give some options to guest.)

Agent: How should I spell your name sir?

Guest: It is R-O-B-E-R-T Robert and Then T-E-M-P-L-E Temple.

Agent: Is it R-O-B-E-R-T Then T-E-M-P-L-E?

Guest: Yes, you are right.

Agent: Mr. Temple as you know our hotel is a busy hotel. So, | would like to recommend you to
guarantee your booking as we have very high occupancy rate, you know.

Agent: Mr. Temple | just make your reservation guaranteed. This will ensure your booking. Now, if you
do not come on XXX date, without informing us then one night room rate will be charged from your
credit card as penalty. But if you like to change your reservation then you have to inform us 24 hours in
advanced. I guess you understand our policy.

Agent: May | have your contact number and address, please.

Agent: Mr. Temple we are offering more for our guest. Would you like us to arrange pick up service for
you in the airport?

Guest: Yes, that’s great.

Agent: OK sir. For transportation facility, both fax or telephone and credit card guarantees are required.
Once we received confirmation from you, our concierge will contact you and make all the arrangements.
Agent: So, Mr. Temple now | am going to repeat your reservation details. You like to be checking in on
XXX and your checking out date is XXX. You preferred non-smoking, twin bedded supreme room for
you and your family. Room rent is XXX US$ per night which included complimentary breakfast. You
also pay in advanced for transportation service. Your confirmation number is XXX.

Guest: Yes, you are right.

Agent: Thanks you, Mr. Temple for choosing XXX hotel. Certainly you take the right decision. So, Mr.
Temple see you on XXX. Have a nice day.



3. [lepeBenute BoIipaxkeHus. [locTpoiTe TUAIOTH, UCTIONB3Ys JaHHBIC Ppasbl.

In front desk there are some common expressions used all the time. Here we are going to give you list of
sentences which you should use for making guest reservation.

- Sir, May | know, you are from which country?

- Can you please spell your name please?

- Do you have a reservation or you want to make one?

- Who made the reservation?

- Shall I make a reservation for you?

- What was the date of the reservation?

- I’m afraid we have no record of a reservation in your name. When did you make the reservation?
- I’m afraid we have no record of a reservation for that date in your name.

- Is this a new reservation or a confirmation call?

- Do you remember the name of the reservation clerk?

- Do you remember the name of the clerk who accepted the reservation?

- In whose name was the reservation made?

- The room may have been reserved in the name of the person who made the reservation.
- When was the reservation made?

- Do you have a letter or telex confirming the reservation?

- When did you make the reservation?

- When was it made?

- I’m sorry, but I haven’t got any record of that.

- Would you like me to get you a room in another hotel?

IIpakTn4yeckoe 3anaTue. [IpoBeneHue npeseHTanuii U BHICTYIICHUI.
OpranuzaiuonHas ¢hopma 3aHITHS: TPATUITUOHHBIA CEMITHAP.
Lemnp: ¢dopMupoBaHue y CTYACHTOB pPEYEBOH, S3BIKOBOM M KOMMYHHUKATHBHOW KOMITCTEHIIMH JIJIS
OCYHICCTBJICHUA NCITOBBIX KOHTAKTOB.
B pe3ynbraTe 0CBOEHUE TEMBI CTYACHT AOJIKEH
3HATb: OCHOBHYIO 6H3HCC-T€pMI/IHOHOFI/IIO, HUCIOJIB3YEMYIO TIPU MPOBCACHUN Hpe3eHTaL{Hﬁ 1 ACJIO0BBIX
BBICTYIUICHUH; OCHOBHBIE TIpaMMaTHUYECKHE SBICHHUS, XapaKTepHbIe s NpOPEeCCHOHAILHOW peuw;
JISKCUYECKHE U CUHTAaKCUYECKUE OCOOCHHOCTH O(QHUITHATIbHO-ACIOBOIO CTHIIS B aHTJIMMCKOM SI3bIKE.
YMETh: NPOBOAWUTL MNPE3CHTALIMU W ACJIOBBIC BBICTYIUICHUA; OMNPEACIIATH CTHICBYHO NPHHAIJICIKHOCTDH
AHTJIIMACKUX TEKCTOB Oq)HHHaJIBHO-,Z[eHOBOFO CTWIA, BUACTb XapAaKTCPHBIC CTUJICBBIC YCPTbl; YUTATbh
O(l)I/IHI/IaJIBHO-L[eJIOBI)Ie TCEKCThI pa3anH0171 CTCIICHU  CJIOKHOCTHU, CTPOUTH JHAJIOTUYCCKYIO U
MOHOJIOTUYCCKYIO pC€Yb C HUCIOJb30BAHUCM Hauboee y1'[0Tpe6I/IT6J'ILHI>IX JICKCUKO-TPaMMAaTUYCCKUX
CpeacTB B OCHOBHBIX KOMMYHUKAaTUBHBIX CUTyaluAax O(l)I/ILII/IaJ'ILHOFO 06H_16HI/I$I; IIOHUMATb
JAUAJTOTNYECKYIO U MOHOJIOTHYCCKYIO p€Yb 110 I/ISYIICHHOI‘/'I TEMCE.
AKTyaJbHOCTb TEMBI: 00yCIIOBIeHa HEOOXOAUMOCThIO OBNaaeHus: Y K-4.
TeopeTquCKaﬁ 4acThb:
HOW TO OVERCOME CROSS CULTURAL COMMUNICATION IN BUSINESS

In global companies, effective cross-cultural communication enables businesses to run more
smoothly. By acknowledging the potential problems that can occur and taking proactive steps to minimize
conflict, you can help your employees work together better. Adjusting behavior takes time, so be sure to
provide opportunities for your employees to learn about each other’s cultures and habits before problems
arise. Set expectations throughout your company that additional effort might be required to understand
each other. Foster engagement in thoughtful consideration instead of jumping to hasty conclusions that
lead to volatile, unproductive conflicts.
Step 1
Run meetings to expose your employees to other cultures. Introducing employees who will be working
together in a non-threatening environment enables a good working relationship long term. Learning about
another culture’s language, rules and norms for acceptable behavior helps prepare your employees to deal
with situations as they arise. Changing preconceptions can lead to more conducive working relationships.
Step 2
Conduct activities to demonstrate how dependent we are on language. For example, dedicate a day to
being silent. Have each employee develop a contract stating what they hope to learn, how long they will
remain silent (what exceptions can be made) and how they plan to cope without speaking all day. After



experiencing a day with limited communication, participants can typically relate to being in a foreign
environment more easily.

Step 3

Provide workshops, tips and techniques for communicating effectively in cross-cultural work
environments. People act according to the values of their own culture. Others from another culture might
interpret behavior differently. Practicing such strategies as active listening (paraphrasing what is said to
ensure understanding can be achieved) and using multiple forms of communication, such as written,
audio and visual, can enhance employee involvement in assuring that conflicts do not arise because of
cultural misunderstandings due to lack of awareness.

Step 4

Coach employees to mediate conflicts related to cultural misunderstandings. Provide opportunities for
employees to respond to situations from viewpoints different than their own. Divide a group of people
into pairs to conduct role-playing exercises that allow participants to acknowledge culture difference
exist. Encourage each pair to think about a conflict they have experienced recently due to cultural
differences. Have each participant describe what they might find offensive or unusual. Let each
participant suggest how the problem would be handled in their own culture. Together, have the
participants develop a resolution to the problem. Have each pair report to the larger group on their
experiences.

How do cultural differences affect communication?

People living in different cultures have different habits, values and ways of expression. These differences
are cultural differences which cause problems when people communicate. The following points can
highlight more about such differences:

1. Body movements: Our body sends non-word messages through hands, fingers, eyes, head, face and so
on. These non-word messages have different meaning in different cultures, such as:

Handshake: Americans like to greet by firm of handshake while Chinese do not like much touching to
greet. Rather they bow to greet people.

Eye contact: In U.S.A people maintain eye contact while speaking to provide importance. Whereas, in
Indonesia, looking directly at people considered to be disrespectful.

Fingers: Use of two fingers to show victory sign is a symbol of success in U.S.A. The same symbol has a
vulgar meaning in Australia. In Japan such sign represents money. Even the use of “thumbs up” means
“things are well” in England and U.S.A but it has a negative meaning in Nigeria.

Head movement: Up and down movement of the head means “Yes”and a side to side movement of the
head means “No” in U.S.A. whereas, up and down movement of head means “No” and side to side
movement of head means “Yes” in Bulgaria.

Smile: A smile is viewed as a positive sign in American culture but considered as a sign of weakness in
African cultures. So, all cultures use body movements during communication but in different ways.

2. Space: Space is viewed differently by different cultures. In some cultures, people maintain distance in
other cultures, people want to be close. For example, North Americans maintain two feet distance while
speaking. But Arabians stand close while speaking. Americans view space as a “Right” but Arabians view
space as “Indecent”.

3. Time: Some cultures regard time as an important factor everywhere but some other cultures view time
in a more relaxed way. People from U.S.A, U.K or Europe maintain time efficiently; whereas

Arabians are late to show that they are busy.

4. Religion: Religion is an important socio-cultural factor and guides way of living and future thinking. It
affects consumption, business and attitude. For example: Trading of liquor is restricted in muslim
countries but open at western world. Moreover “Interest” on loan is prohibited in Islamic banking but
very common in commercial Banking.

5. Social values: Social view differs from culture to culture in the following areas:

Living style: Some cultures lead luxurious life while others may not. Arabians give emphasis on
luxurious life and spend huge during life time. They view luxury as a status whereas Japanese are hard
worker and save more and more for future.

Class status: In many cultures, questions on occupation, income and job title are asked without any
hesitation. But cultures which support human equality avoid such questions. In Bangladesh, people feel
free to talk about status but English man hesitates to talk about it.

Addressing people: In many cultures, people are addressed by their first name whereas in many cultures,
this trend is a symbol of disrespect. In U.S.A, subordinate addresses: their superior as, “Mr. Park”.
However in Bangladesh, subordinate commonly uses the term “Boss”.



Role play: The role of women varies widely by culture. In Thai and American culture, women play major
role in business. Whereas, in many Arab countries, women still do not play any important role in
business.

6. Frankness: First World countries are more frank and open than third World countries. Americans and
Germans are more frank than Asians in respect of relationship. They openly share all relevant information
during communication. While Asians deal with limited information and remain introvert.

7. Customs: Social customs widely vary “across cultures. From cradle to grave customs are found
different among cultures. The way of greetings and welcoming in China or Japan differs from Arab
countries. Moreover the tribal society of our country follows customs which is absolutely different from
our original culture.

8. Language: There are more than three thousand (3000) languages in the world and therefore there is a
chance of miscommunication during international communication. International business manager may
face communication problems for the below reasons: Same word may have multiple meaning, e.g. The
word run means move fast, operate, cricket score and many more. The Oxford English Dictionary uses
over 1500 words to define “WHAT”. Lack of alternated word, e.g. Supermarket has no alternate in some
languages. The French have no word to distinguish between house and home, man and gentlemen and
mind and brain. The Spanish has no word to distinguish between a chairman and a president.

Words may have different meaning in different culture, e.g Chinese and Japanese use the word “Yes” to
mean ‘[ am listening’. But American and British use “Yes” to mean ‘Right’ From above it is clear that
there are lots of cultural differences to affect communication. We should understand the cultures and
modify our communication to address our receivers of different cultures.

Bonpocs! 1 3aganus:

1. [ToaAroToBBTECH K 0OCYKICHUIO TEOPETUIESCKOTO MaTepHara.

HpCHCTaBHeHI/Ie CC6H B MCKKYJIbTYPHBIX KOMMYHUKAIUAX. PCKOMCH}I&HI/II/I 110 MOATrOTOBKEC MPE3CHTALIUN
u BeIcTymuieHus. CTpyKTypa Tpe3eHTalnuu. BceTyruieHne, mnpencTaBieHHe NpoOiIeMbl, OOBsICHEHWE
CYIITHOCTH TIPOOJIEMBI C ONOPON Ha WILTIOCTPAIMH, TPEIIOKEHHUS TI0 PEUISHHIO MPOoOIIeMbl, 0000IIIeHNE,
3aKJIFOYCHUC.

2. HquHTaﬁTe, NEpEeBEANTE TCKCT U3 TeopeTquCKOﬁ YaCTH U BBIITOJHUTC CICAYHOIIHNC 3a1aHUs

2.1. Read and translate the article.

2.2. Answer the questions.

A. What enables businesses to run more smoothly?

B. Does learning about another culture’s language, rules and norms for acceptable behavior help prepare
your employees to deal with situations as they arise?

C. Should companies provide workshops, tips and techniques for communicating effectively in cross-
cultural work environments?

D. What are cultural differences? Give examples of cultural differences.

E. Do you agree that cultural differences affect communication?

2.3. Prepare a short summary of the text. Focus on the most interesting facts.

2.4. Compare social values of your country and Great Britain.

2.5. Retell the article.

2.6. Discuss these questions:

a) If someone comes from another country, what differences do you expect in their behaviour, manners,
eating habits, etc.? Think of some examples.

b) Which other nationalities do you think are most different from your own? Give your reasons.

IIpakTuyeckoe 3anaTHe. PadoTa ¢ ncrounnkamu uHpopmauum (Tekyuleii mpeccoii, nucbMamu,
TeJerpaMMaMH, PeKJIAMHBIMHU NMPOCIIEKTAMM).

OpranuzaiuonHas hopma 3aHsATHS: TPAAUIUOHHBIA CEMUHAP.
Henb: ¢opMupoBaHue y CTYIEHTOB pPEUYEBOM, S3BIKOBOW W KOMMYHHKATHBHOW KOMIIETCHIIMW IS
OCYILECTBIICHUS JEJIOBbIX KOHTaKTOB.
B pesynberaTe 0CBOEHHE TEMBI CTYIEHT JIOJIKEH
3HATh: OCHOBHI Pa0OTHI C Pa3IMYHBIMK HCTOYHUKAMH WH(POPMAIMU;,; OCHOBHBIE TpaMMaTHUYECKHE
SBJICHUS, XapaKTepHbIE IS MPO(ECCHOHANBHON pPEeuH; JIEKCHYECKHEe W CHHTAKCHYECKHE OCOOEHHOCTH
o(HLMAEHO-IEIOBOTO CTUIIS B aHTJIMHCKOM SI3BIKE.



yMETh: 00padaThIBaTh pPa3IMYHBIC HCTOYHHKH HWH(POPMAIUW; YUTATh OQHUITHATHHO-IEIOBBIE TEKCTHI
pa3anH0171 CTCIICHU CJIOKHOCTH, CTPOUTH JUAJIOTMYCCKYIO U MOHOJIOTUYECKYIO P€Yb C UCIIOJIB30BAHUEM
Hauboee y1'[OTp66I/ITeJ'IBHHX JICKCUKO-TpPaMMAaTUYCCKUX CPCACTB B OCHOBHBIX KOMMYHHWKATHBHBIX
CUTyalusax O(l)I/IHI/IaJ'II)HOFO O6HI€HI/I$I; MOHUMATh OUAJIOTUYECKYI0O U MOHOJOTMYECKYIO pPEYb II0
U3Y4YEHHOU TeMeE.
AKTyaIIlbHOCTH TeMBI: 00yCIIOBIIeHAa HEOOX0IUMOCTEIO oBiafeHust Y K-4.
TeopeTnueckas 4acTs:

WHAT ARE THE SECRETARY'S TASKS?

You must know your boss's whereabouts and timetable so as to provide satisfactory answers and
make appointments. You must know how to answer the telephone, make long distance and international
calls, send faxes, telexes and E-mail. Often you have to book hotel rooms, theatre tickets and look after
official visitors. You have to write a lot of correspondence — business letters, reports, memos, invitations,
condolences, etc. Typing is essential and shorthand useful.

WHAT CHARACTERISTICS ARE IMPORTANT FOR SECRETARIES?

1. Loyalty:  Secretaries must be absolutely trustworthy. No relationship in business involves a
higher degree of trust and responsibility between two persons than the secretary — boss team.
2. Conscientiousness: It is important for secretaries to be prompt and flexible. Quite often they

may have to work long hours. Confidentiality is another key factor. Secretaries must take pride in their
work and be dedicated to their boss.

3. Initiative: The secretary should be able to act for the boss in his/her absence. True initiative on
the secretary's part is the ability to know when to act on one's own and when to do as directed.

4, Ability to write:  Every secretary should be capable of handling routine correspondence, reports,
summaries and take good minutes at meetings.

5. Professionalism:  Business can be tense and people are often under a lot of stress. A secretary
who can work under deadline pressures and produce high quality work is of great value.

6. Good dress and presentation: This involves looking and behaving appropriately. People's first
impression is important. Their ideas about the company/organization are influenced by the staff’s
appearance.

AN EXPERIENCED SECRETARY SPEAKS ABOUT HIS/HER JOB

"I'm a secretary at a large business. I deal with people and incoming mail. Dealing with people is one
of the most important parts of my job. I find it very enjoyable. | also input on the computer, send telexes
and faxes.

I meet people from all over the country, all over the world, and all walks of life, which makes it the
most interesting part of my job. They can be very nice. | think the nice ones outnumber the irritating ones.
It's a people-oriented job. It's communication, whether it's in person or on the telephone and that can be
fun. Sometimes you have problems getting through, sometimes you get a wrong number, but it's all part
of the job. You don't often get annoying people face to face. You get more of them on the phone, because
people feel they can say things over the phone that they perhaps wouldn't say to your face. So I don't find
people too frustrating in person.

As a secretary you must always be professional-looking, your clothes should be immaculate. It's
better to wear skirts than trousers. Your attire should be fresh and clean. It's best to wear simple jewelry —
small earrings, a matching necklace and rings. Hands should be well-groomed and you can wear white or
soft coloured nail-varnish. Your shoes should be well-polished, not worn or dirty. Your hair should be
clean and neat. Heavy make-up is not recommended. You should always look fresh, and use just a little
perfume.”

NOTES ON THE TEXT

characteristics [kaerikta'ristiks] — xapakrepHbie 4epTbl, 0COOCHHOCTH
loyalty — BeprOCTH

trustworthy ['trAstwa:01] — HaeXKHBIH, 3aCTyKUBAIOIINHA JOBEPUs
relationship — otHomIeHHS

involve — BoBiekars (3a coboit)

responsibility — orBercTBeHHOCTB

conscientiousness [konfi'enfasnas] — 100pocoBecTHOCTH

prompt — orepaTUBHBIHI, OBICTPHIIA

flexible — nerxo mpucnocabnuBaroMiics, THOKMI

confidentiality [konfiden/fi'®lsti] — koHpUIEHIMATEHOCTD

key factor — ocHoBHOI (hakTOp, KIFOUEBOM (haKTOP



be dedicated ['dedikeitod] — ObITE TIpeTaHHBIM

initiative [i'nifstiv] — naumaTIBa

act — 1elcTBOBaTh, IOCTYIIATh

handle — cripaBisiThCst

summary — KpaTkoe U3JI0KeHUe

take minutes — BecTH IIPOTOKOJT

professionalism [pro'fef(9)nslizm] — mpodeccnonanuzm
tense — HanpsiKeHHbIN

work under deadline pressures — pabotaTh HampsHKEHHO, C YYETOM CPOKOB
be of great value ['vaelju] — ObITH LIEHHBIM

presentation [prezen'teifn] — ymeHue ce0st mpenofHeCTH
appropriately [a'praupristli] — coorBeTcTBYIOIIIIM 06pazoM
deal with — umeTs meno (¢ yemM-mu60, kKeM-1100)

input on the computer — BBOAMTH JaHHBIC B KOMIBIOTEP
incoming mail — Bxoxsmias moura

walks of life — cdepsr xu3nu

outnumber — IpeBOCXOANTE YUCICHHO

get through — no3BoruTECS

annoy — pazapaxartb

frustrating [frAst'reitin] — paccTpauBaroIvii, pa3apakaroIIyii,
attire [o'taio] — Hapsa, oxexa

immaculate [i'makjulot] — Oe3ynpeunsrit

jewelry ['dzu:olri] — roBemUpHBIC U3/IENHUs, YKPALLICHUS
well-groomed — yxoxeHHbIi

necklace — oxxepernne

match — monxoauts

nail-varnish ['neilva:nif] — max mis Horrei

heavy make-up — MHOTO KOCMETHKH

perfume ['pa:fju:m] — apomar, 3anax, 6;1aroyxatnue, TIyxXu

Cindy Flipps comes to the office at 9 o'clock. She always comes to the office on time. She is never late.
She has a lot of things to do. She looks through the mail and tells Mr. Clifford what the letters and
telegrams are about. She keeps the business diary and reminds Mr. Clifford about his business
engagements. She answers the telephone and makes telephone calls. She meets visitors and shows them
into Mr. Clifford's inner office. She types his letters and sends them off. Sometimes she helps Mr.
Clifford to entertain his clients.

Miss Flipps is very helpful. Mr. Clifford cannot do without her.

Bonpocs! u 3aanus:
1. [ToaroroBbTECh K OOCYKACHUIO TEOPETHUECKOTO MaTeprasa.

2. Make a list of things a secretary does.
Add your ideas to those in the text . A secretary looks through the mail,...,..., ...

3. Change the text to describe what Cindy did yesterday. Start your story with: "Yesterday Cindy came to
the office...."

4. Express your surprise about
a) what is said in the text Model: Does Cindy really come to the office at 9 o'clock?
b) what Cindy did yesterday Model: Did Cindy really come to the office at 9?

5. Ask for additional information about the time

a) of the actions in the text

Model: When does Cindy type letters?

She types letters when Mr. Clifford asks her to do it.



In your answers use: every day, in the morning, usually, when it is necessary, when she has time, at 5
o'clock, etc.

b) of Cindy's past actions

Model: When did Cindy type that letter? She typed it on Monday. In your answers use: the day before
yesterday, two hours ago, last week, last month, on the 8th of June, when Mr. Clifford was away, etc.

6. What does Mr. Clifford ask Cindy to do sometimes? Match parts of his requests
Remind me the mall, please.

Look through Mr. Banes into my room, please.

Type this telegram, please.

Show about this meeting, please.

Send off this agreement, please.

Call  the telephone, please.

Answer Mr. Lindon, please.

6. A young man asks Cindy to go to the cinema with him.

Listen to their talk and finish the sentences following it

Young man — Can we go today?

Cindy — No, unfortunately we can't. I must accompany Mr. Clifford to a party. He wants to meet an
important client there.

Y.m. — Do you really have to go?

Cindy — Yes, | do. Mr Clifford cannot do without me.

Y.m. — Then can we go on Sunday?

Cindy — Well, probably we can, 1 don't know yet.

Cindy cannot go to the cinema today because .... Cindy must accompany Mr. Clifford to a party because
... . The young man is disappointed because .... The young man wants to go to the cinema on Sunday
because ... Cindy cannot promise him anything because ... .

7. Answer the questions

a) What does a secretary do every day?

b) What does Cindy have to do today?

c) Why can't Mr. Clifford do without her?
d) Cindy can type well, can't she?

e) Cindy can work the computer, can't she?
f) What can you do well?
0) What do you have to do at your classes today?

8. Translate and learn the following conversations:

1) — Mr. Clifford, Mr. Banes is here. He wants to talk to you. He says he has an important question to
discuss.

- All right, Cindy. Show himin.

2) — Mr. Clifford, do you have to go to the bank today? — No, I don't. I can go to the bank tomorrow.

3) — Can | go home a bit earlier today, Mr. Clifford?

- Yes, you can. But you must send off these letters first.

9. Reading with a dictionary

Read another text about secretary's duties. Write out word combinations which describe things this
secretary does. Find in the text words and word combinations which mean the same as the following:

to have a lot of things

to do business engagements

to answer the telephone

to type letters

I have a lot of responsibilities at work. My boss, Mr. Keller is often away from the office and | am to
make his travel arrangements.

I book all the trains, planes and hotels, fix up his meetings and sort out the papers he needs to take with
him. When Mr. Keller is not away | type his correspondence, make appointments for him, talk to the



visitors and take telephone calls. | also do the filing. At the meetings | usually take the minutes. And I'm
also responsible for circulating memos to other members of the staff.
So, you see, I'm very busy most of the time at work.

10. Listen to the text on the tape and fill in the missing words
In what way is this text different from the text in unit three?

........ years ago Mr.........and.........of  his..........started  a.......of their own. Mr.
Clifford............ TR then. There was............ (0] 1 [-TH in it was
- W , some shelves,............. chairs, - R and AN type-writer in

There nothing else.
Mr. Clifford............... NO...vvvveeeevie e, then.......ccoue.e.. did everything..........
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COJIEPXKAHUME
BBenenue

1. OOw1as xapakTepUCTHKa CaMOCTOATENIBHOM paboThl 0Oyyaroierocs

2. Meronnyeckne yKa3aHHus K CAaMOCTOATENbHOM padoTte

3. Mertoguueckue yKazaHus 10 U3y4EHHUIO TEOPETHUECKOTO MaTepuaa

4. Meroanyeckre yKa3aHHs IO BHIAM paboT, NpPeayCMOTPEHHBIX paboueill mporpammon
JUCLIUILIAHEI

5. Meroanueckue ykazaHus 10 MOATOTOBKE K 3K3aMEHY

Cnucok peKOMEHIyeMOil JINTepaTypbl



BBEJIEHUE

OCHOBHOW IIENTBI0  CAMOCTOSITENIBHOW  Pa0OThI  CTYACHTOB SBISICTCS IOBBIIICHUE
HCXOJIHOTO YPOBHS BJIQJI€HUS WHOCTPAHHBIM SI3BIKOM, JIOCTUTHYTOTO Ha MPEABIAYIIEH CTYNEHU
06pa3OBaHI/I5'I, nu OBJIAACHHUC CTy,Z[GHTaMI/I H€O6XOI[I/IMBIMI/I JOCTAaTOYHBIM ypOBHeM
KOMMYHHUKATUBHON KOMIICTCHIIUU JIJIsl PEUICHUS 3a7a4 MEXIMYHOCTHOTO M MEXKYJIHTYPHOTO
B3anMOJIeicTBYs. V3ydeHrne HHOCTPAHHOTO SI3bIKA MMPU3BAHO TAKKE 00ECIICUHTh:
® TIOBBIIICHUE YPOBHsI Y4€OHOM aBTOHOMHUH U CITOCOOHOCTH K CaMOOOpa30BaHHMIO;

L] paanTHe KOTHUTHUBHBIX U UCCJICOOBATCIIBCKUX yMCHPIfI,
e pa3BuTHE UH(POPMAIIMOHHOHN KYIbTYPHI,
® pacIIMpeHre Kpyro3opa 1 MmoBbIlIeHne 001IeH KyIbTyphl CTYJEHTOB.

CamocrosiTenpbHass paboTa CTYIEHTOB 3aHMMAeT Ba)KHOE MECTO B y4yeOHOH Hay4dHO-
MCCJIEI0BATENbCKOM JEATEIbHOCTH CTYIEHTOB. be3 caMoCTOsSITeNIbHOW paOOThl HEBO3MOXHO HE
TOJIbKO OBJIaJICHUE JHOO0OW BY30BCKOM IUCIMILTUHOW, HO M ()OPMHUPOBAHUE CIIEHUANIHNCTA KaK
npodeccuonasia. B mMpoKOM CMBICIIE TOJ CaMOCTOSITEIbHOW paboTOM cieayeT MOHUMATh
COBOKYITHOCTb BCEU CAMOCTOSITEIbHOMN JAESITEIbHOCTH CTYACHTOB, Kak B y4eOHOIl ayAuTOpUH, TaK
U B HEe, B KOHTAKTE C MPENoAaBaTeIeM U B €r0 OTCYTCTBUE.

YcuneHue poiM CaMOCTOSITENBHON paboOThl CTYJEHTOB O3Ha4yaeT MPUHIMIIHATBHBINA
MEPECMOTp OpraHU3aIuu y4eOHO-BOCIHMTATEILHOTO Ipollecca B BYy3€, KOTOPBIA JOJDKEH
CTPOUTHCS TaK, 4TOOBI pa3BUBATh YMEHHUE YUUTHCSA, POPMHUPOBATH Yy CTYAEHTa CIOCOOHOCTH K
CaMOpPAa3BUTHUIO, TBOPUYECKOMY IPUMEHEHUIO TMOJYYCHHBIX 3HAHHWM, croco0am ajamnTalud K
po¢eCCHOHAIBHON JEATEIHPHOCTH B COBPEMEHHOM MHPE.



1. OBIIASI XAPAKTEPUCTUKA CAMOCTOSTEJBbHOM PABOTHI
OBYYAIOHIETI'OCA

[Tox camoctositenbHOM paboToit crymeHtoB (CPC) moHMMaeTcss COBOKYITHOCTh BCEH
CaMOCTOSITEIILHOM IeATEeIbHOCTH CTYJCHTOB, KaK B yUeOHOW ayIMTOPUH, TaK U 3a €€ MpeeiiaMHu,
B KOHTAKTE C MPENoJIaBaTeIeM U B €r0 OTCYTCTBHUE.

[lenb camMoOCTOATENHHOM PaOOTHI CTYACHTA — HAYYUTHCS OCMBICICHHO U CaMOCTOSITEIHHO
paboTath ¢ yueOHBIM MaTepHaioOM M Hay4HOM uH(pOpMaluel, oBIaaeTh (PpyHIaMeHTaTIbHBIMU
3HAaHWSIMH, YMCHUSMH W HaBbIKaMH B cdepax axKaJIeMHuecKoi, mpodeccCHOHATbHOU U
COLIMAJIbHO-TYMAaHUTApPHON  JESATENBHOCTH, C(HOPMUPOBATh OCHOBBI CaMOOpPraHW3aluu U
CaMOBOCITUTaHUS C TE€M, YTOOBI MPUBUTH YMEHUE B JaJbHEHIIIEM HEMPEPBHIBHO TMOBHIIIATH CBOIO
po(eCCHOHAIBHYIO KB (DHUKAITHIO.

3amauamu CPC sBisitoTes:

— cHUCTEeMaTH3allisi U 3aKpelyieHHE MOJYyYEHHBIX TEOPETHUECKUX 3HAHUNW U MPaKTHYECKHX

YMEHUU;

— yrayOJieHre U pacliupeHne TEOPETHUECKUX 3HAHUM;

— (hopmupoBaHUE YMEHUI HCIIONIB30BaTh YI€OHO-CIIPABOYHYIO JINTEPATYPY;

— Dpa3BUTHE [IO3HABATENIbHBIX CIOCOOHOCTEl W AaKTUBHOCTU CTYACHTOB: TBOPYECKOU

WHUITUATHBBI, CAMOCTOSTEILHOCTH, OTBETCTBEHHOCTH U OPTaHU30BAHHOCTH,

—(opMHUpOBaHUE  CaMOCTOATEIBHOCTH  MBIIUICHUS, CIIOCOOHOCTEH K  CamMOpa3BUTHIO,

CaMOCOBEPILEHCTBOBAHHUIO U CaMOpPEATIU3aLINN;

— pa3BUTHE UCCIIEOBATEIbCKUX YMEHUII;

— WCIOJIh30BAaHUE MaTepuana, COOPAaHHOTO U IMOJYYCHHOTO B XOJI€ CAMOCTOSATEIBHBIX 3aHATUN

Ha MPAKTUYECKUX 3aHATHIX, 1151 3 (EKTUBHON MOATOTOBKH K 3a4eTaM U IK3aMEHaM.
OCHOBHBIMHU BUJAMH CAMOCTOSATEIHHOU PAaOOTHI CTYACHTOB SIBIISIOTCS:

— camocmosimenbHoe uzydenue 1umepamypbol,

[{enb: caMOCTOSATENBHO ACTATHLHO U3YYHTh TEMBI, TPEIICTABICHHBIC B pa0oUeii mporpamMmme.

3amaun: MpuUOOpeTeHre HaBbIKa PA0OTHI ¢ MUCTOYHHKAMHU M JIUTEPATYpOH; YMEHHUs TPaMOTHO

COCTaBJISITH KOHCIIEKTHI M TIOJIb30BATHCSI MU, BBISBIISTh PA3IMYHBIC TOUKU 3pEHUS HA TTPOOIeMY

U CTETICHb e pa3padO0TaHHOCTHU B JIUTEPATYpeE.

— n002omoeKka K npakmuueckum 3ausmusm  (BBIIOJHEHUE JIOMAIHUX 33aJaHuil) U K

co0eceT0BaHuIO 110 WHINBUYyaTbHBIM 33JIaHUSM;

Lenpb: yrnybnenue 3HaHus y4eOHOTO MaTepuana.

3amaun: OCBOWTH OTJEIbHBIC BOMPOCH B paMKax H3y4aeMOW JWCIHILIUHBI, TPAMOTHOCTH,

MOCIIEIOBATENbHOCTh U PAIMOHATLHOCTh HW3JIOKEHUS TIOATOTOBICHHOTO MaTrephana BO BpeMs

TIPAKTUIECKOTO 3aHSTHSI.

-cocmaeienue 210ccapus no meKcmy.

[{enb: cocTaBUTh 0a3y HOBBIX JIEKCHYECKUX CTUHHUII.

3agaun:

* CaMOCTOSTEIbHAS ITOATAITHAS OTPA0OTKA YICOHBIX DJIEMEHTOB;

* pa3BHUTHE MPAKTUYECKUX YMEHUI;

* (opmupoBaHWEe YMEHUH HCIIONB30BaTh WHPOPMAIMOHHBIE WCTOYHHKH: CIPABOYHYIO H

CHEIHANIBHYIO JINTEPATYPY.

[Ipuctynas Kk €aMOCTOSITEIbHOMY H3YYEHHI0 JHUTEPATYpbl MO Yy4eOHON MUCHUIUIMHE
«MHOCTpaHHBIN S3bIK», HEOOXOAMMO: O3HAKOMHUTHCS C pabouell mporpaMmoii; B3SITh B
OnbnMoTeke pPEeKOMEHJOBAaHHbIE YYEOHMKHM W YyueOHbIe MOCOOHWS; TMONYYHTh Yy BEAYIIETO
mpernojaBaresis B OJCKTPOHHOM BHUJAEC METOJAMYSCKHX yKa3aHUH K TPAKTHYSCKUM U
CaMOCTOSITENILHBIM pa0oTaM; 3aBECTH HOBYIO TETPadb AJII KOHCIIEKTUPOBAHHS TEOPETHUECKOTO
MaTepuraia U BBITIOJTHEHUS MPAKTUYSCKUX 3a/IaHUH.

Jis u3ydeHws NUCHUIUIMHBI TIpeJUIaraetcss CIHCOK OCHOBHOM W JIOTIOTHHUTEIHHOU
auteparypel. OCHOBHas JHTeparypa MpeaHa3HadYeHa sl 00s3aTeTbHOTO0  HM3YYCHHS,



JIOTIOJTHUTEIIbHAS — IIOMOXeET 0oJiee TITy0OKO OCBOUTH OT/IEIbHbBIE BOIPOCH! B paMKaX M3ydaeMon
JUCLUTIIINHBI.

B xone mnmoaroroBkM K NPaKTHYeCKMM 3aHATHAM CTYICHT O053aH OCYLIECTBIISTH
KOHCIIEKTUpOBaHWE Yy4yeOHOro Marepuaia, oco0oe BHHMMaHHe, oOOpamjass Ha TEOpHIo,
(OpMYITHPOBKH, PACKPBIBAIOLINE COJCPKAHUE TE€X WIM HHBIX I'PAMMAaTHYECKHUX U SI3BIKOBBIX
noHsATHH. B pabounx KOHCIEKTax >KelaTeIbHO OCTaBISAThH MOJS, Ha KOTOPBIX CIEAYeT JejaTh
MIOMETKH, JIOTIOJIHATH MaTepual, (OpMYIUPOBATH BBIBOJBI U IPAKTUYECKUE YKA3AHMS.

CamocTtosTenbHas paboTa CTYACHTOB HaJ MaTepHaloM Y4eOHOW MUCHUIUIMHBI SIBJISETCS
HEOTHhEMJIEMOIl YacThi0 y4yeOHOro Imporecca M JODKHA TPEAIoiaraTh yriayOsieHue 3HaHUS
yueOHOro Marepuaja, M3J1araéMoro Ha AayAUTOPHBIX 3aHATHAX, M  [pUOOpEeTeHHe
JIOTIOJTHUTEIIBHBIX 3HAHUM 110 OTJEJIbHBIM BOIIPOCAM CaMOCTOSITENIBHO.

KoHcneKkT TeMbl — NMCbMEHHBIN TEKCT, B KOTOPOM KpPAaTKO U IMOCJIEI0BATEIbHO H3JI0KEHO
coJiepKaHue OCHOBHOTO MCTOYHMKA MH(popMauu. KoHCIEKTHpOBaTh — 3HAYUT MPUBOIUTH K
HEKOEMY IMOPSAKY CBEIEHMs, IOYEpIHYTble M3 OpuUrMHana. B OcCHOBe mpouecca JEKUT
CUCTEMAaTU3aLUs
MPOYMUTAHHOIO WJIM YCIBIIIAHHOTO. 3alMCH MOTYT JI€JaThCAd KaK B BUJE TOYHBIX BBIIECPKEK,
IIUTAT, TaK U B popMe CBOOOTHON TIOJauM CMBICTIA.

NupuBuayanbHble 3aJaHUsl MPU3BAHBI PACHIMPUTH KPYro3op CTYIEHTOB, YIIyOUTh HUX
3HAHMS U Pa3BUTh YMEHUS UCCIIE0BATEIbCKOM IE€ATEIbHOCTH, IPOSBUTH JIEMEHTHI TBOPUYECTBA.

CobleceqoBanme — CpeICTBO KOHTPOJIS, OpPraHM30BaHHOE Kak clenuaibHas Oecena
MPENOJABaTeNsl €O CTYJEHTOM Ha TEMBbI, CBS3aHHBIE C HW3y4aeMOM JUCLHUIUIMHON, U
paccuuTaHHOE Ha BBIICHEHHE O00beMa 3HaHW 00ydJaromierocs Mo ONpeAescHHOMY pasjeny,
Teme, mpobaeme  T.11.

I';moccapuii - cnoBapb, KOTOPBIM MMOMOTaeT OCBAMBATh HOBBIE JIEKCUYECKHE E€IUHMIIBI 10
teme. B rioccapuii HeoOXOAMMO 00aBIATH CIEIHATBHYI0 TEPMUHOJIOTHIO, aO0OpeBHATypHl U
COKpalleHus, Ppa3eoornueckue eANHHIIBI 1 TIp.

Kaxxnprit BUs1 caMocTOATENbHON paboThl UMEET OIpeiesieHHbIE (HOPMBI OTYETHOCTH.

B xoze BBINOJIHEHUS CaMOCTOSTEIBHON pabOThl CTYAEHT JOJKEH MPOAEMOHCTPUPOBATH
c(OpMHUPOBAHHOCTh KOMIIETEHIIUU:

Kog DopmyIupoBKa:

VK-4 CriocobeH NpUMEHSTh COBPEMEHHbIE KOMMYHMKATHBHBIE TEXHOJIOTHH, B TOM
Yyhclie Ha  WHOCTpAaHHOM(BIX)  s3bIKe(ax), JUIA  aKaJeMHUYecKoro |
npo¢eCCHOHATBLHOTO B3aUMOJICHCTBUS

2. METOJUYECKHUE YKA3AHUSA K CAMOCTOSTEJIBHON PABOTE
2.1. CamocTosiTe1bHAA padoTa HaJ (POHETHKOI HHOCTPAHHOIO SI3BIKA

Omnpeneanrech ¢ BapHaHTOM AHIJIMIICKOro. BapnmaHTOB aHIIIMIICKOIO MPOW3HOIIEHHUS CYIIECTBYET
MHOTO: KaHAQJCKUH, aBCTPATUUCKHM, cpeaHeaTIaHTHIecKuid W T. A. OIHAKO CcaMBIMU TOMYJISIPHBIMH
SBIISAIOTCA OPUTAHCKUN W aMEpHUKaHCKUH aHrimmickuid. [Ipon3HommeHne B 3THUX JIBYX Pa3sHOBUAHOCTSIX
OJIHOTO SI3bIKA OTIIMYAETCS I0BOJBHO CHIIBHO.

IIpoananu3upyiite cBo peub. Boibepure Kakoi-HUOYAb ayaHO- WIKM BHJIECOPOJIHMK C TEKCTOM 3aIHCH.
ITocnymaiite, Kak IPOU3HOCUT €ro HOCUTENb. I1ociie 3TOro NpouTUTE TEKCT CAMOCTOATEIBHO U 3aIUILINTE
Ha JuKkTo(oH. [Ipocnymaiite cBOH rojoc u CpaBHUTE C PEUbI0 HOCHUTEIIS, ONPEACINTE, KAKHE 3BYKH BBI
NPOM3HOCHTE HEBEpHO. BOT Haj 3TUMM caMbIMU 3ByKaMH MBI M TIpejjiaraeM BaM mopadorars. EcTb emie
ONWH WHTEPECHBIM W HANEXKHBIA CIIOCOO TMPOBEPUTH CBOE MPOW3HOIICHHE —  Pecypc
https://speechpad.pw/prononce.php. OH mo3BOJISET OLEHUTH, HACKOJIBKO XOPOIIO M TOYHO 3BYYHT Balla
peub. CailiT paboTtaeT KoppekTHO uepe3 Opayzep Google Chrome. IIpocTo BKJIIOUMTE TapHHUTYPY,
HaXMHTE KHOTMIKY “Start recording” m mpomsHecuTe J11000€ CIOBO WM NPEeUIoKeHHe. B HIKHEM OKOIIIKe
MporpaMma MoKakeT BaM, HACKOJIbKO TOYHO BBl TIPOM3HECIN 3BYKH B MPOIEHTHOM COOTHOIIeHnHu. Ecim
KaKOW-TO 3BYK BBI IIPOU3HOCHUTE IJIOXO0, TO YBUJUTE: IpOrpaMma pacro3Haja COBCEM JIpyroe cioBo. Bam
cpa3y CTaHET NMOHATHO, KaKWe 3BYKHM y Bac IOJy4aloTCs, a HaJl KaKUMHU CTOUT MOTPYAWUThCA. A eciu
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MOCTaBHUTh TAIOYKY BO3je ciioBa Recording, mporpamMma 3amuiiier Bamly pedb, Bbl MOXKETE MPOCIYIIATh,
KaK 3By4HTE CO CTOPOHBI.

[IpaBunbHOE aAHTIMHCKOE TMPOU3HOIICHHE — 3TO KAPTUHKA-TA3J, COCTOsIas U3 4 BaKHBIX
JJIEMEHTOB: TMPABWIBHON apTUKYJSIUK, yIApPCHUs, WHTOHAIIMM U CBS3HOCTU peuyu. UTOoOBI KapTHHKA
coOpanack W BBITIISZIENIa KPACHBO, HEOOXOMUMO paboTaTh HaJ BCEMH €€ COCTaBJISIONIMMH, BEOb Y
KKIOTO M3 HUX €CTh CBOE Ba)KHOE MecCTO. MTak, 4ToObBI yIydIUTh aHTIUICKOE MPOU3HOIICHHUE, BaM
HEOO0XO0aUMO OyIeT:

- BopipaGoTaTh NpaBMJIBHYI0 APTHKYJALNMIO. APTUKYISIHAS — STO TIOJOXKEHHE W JBWKEHHE BCEX
opraroB pedn. OT MPaBUIBHON apTHKYJISAIMH HAMPSIMYIO 3aBUCUT YE€TKOCTh Mpom3HomIeHns. [lonoxkenne
OpPTraHOB Peud IPU Pa3roBOpPE Ha Pa3HBIX S3bIKAX OTIMYACTCS, MOITOMY, YTOOBI aHIJIMACKUN HE 3Bydas
MO-PYCCKU, HEOOXOJAUMO MPUYUYHUTH Ce0s MPABUIIBHO PACIIOJIAraTh S3bIK U T'yObI MPU MPOU3HECCHUU TEX
WJTH WHBIX 3BYKOB.

- Caenuthb 3a ynapenuneM. HeBepHO MOCTaBJICHHOE B CJIOBE YIapEHUE MOXET COUTh C TOJIKY HOCUTENCH
SI3BIKA U CTATh MPUUYUHON HemoHuMaHus. OTCI0/a BBIBOJ: CICAUTE 3a peublo. Eciiu He yBepeHbI B KaKOM-
TO CJIOBE, 0OpPAaTUTECHh K OHJIAWH-CIIOBAPIO M TIOCITYIIAlTe, Ha KaKOH CIIOT HY)XHO JIeNlaTh yIapeHre B TOM
WIH WHOM CIIOBE. AMEpHUKaHel] WM OpuTaHel MOTYT MPOCTHTh BaM HE COBCEM BEPHOE MPOU3HOIICHUE
coueTanus /th/ wim pycckoe /p/, HO HEPaBUILHOE YAAPEHUE MOKET CTATh IPUYHMHON HEITOHUMAHHUSI.

- PaGorarp Hag nHTOHAUMeli. [IpaBuiibHAs MHTOHAIMSA U JIOTHYECKOE yIapeHue — eIle OJWH KU K
TOMY, KaK YJIyYIIUTh MPOU3HOIICHNE HAa aHTIIMHCKOM SI3bIKE. YUYHTECh WHTOHAIIMHA Y HOCUTEINEH S3bIKa:
CIIyIIAlTe ayJMO3aluCd ¥ CMOTPUTE BHJICO PAa3IMYHONW TEMATHUKH, MOBTOPSIHTE (hpa3bl 3a CIUKEPAMH.
WHocTpaHIlbl OTIMYAIOTCS 3KCIPECCUBHOW MaHEpPOW OOIEHUS, HAM OHAa HWHOIJIA Ka)XeTCs HEMHOI'O
CTPaHHOW W W3JHIIHE SMOIMOHAIBHON. OHAKO €CIIM BbI XOTUTE TOBOPHUTH ITO-aHTIIMHACKHA O€3 aKIeHTa,
TO MHTOHAIIMS — 3TO TO, HAJl YeM HY)KHO IOpPadOTaTh.

- PabdoraTh HaJa CBS3HOCTBIO peun. B 00ObIuHOM Oeceie Mbl HE MPOM3HOCHM PEYb IO CXEME «CJIOBO-
nay3a-ciIoBO-Tay3a». MBI TOBOPHM CBSI3HO, CIIOBAa CIIMBAIOTCA B EAMHOE MpeiokeHne. B pasroBope
OKOHYAHHE IPENBIIYIIEr0 CIIOBa CIMBACTCS C HAYaJIOM TIOCIEIYOIIEro, 3TO MO3BOJIAET PEedYd 3BydaTh
€CTeCTBEHHO M IUIaBHO. Tak MbI 3HaeM, 4To OyKBa, TOYHEe 3BYK /1/ B KOHIIE CIIOBa B OPHUTaHCKOM
BapuaHTE aHMVIMMCKOro OOBIYHO He mpousHocutcs. Hampumep, B cioBe car (MamuHa). OmHaKo eciu
MOCIie CJIOBA, 3aKaHYHMBAIOIIETOCs Ha ATy OYyKBY, CTOUT CIIOBO, HayMHAOIIEeCs C TIAcHOW, TO /r/
npounsHocurcsi. Hanpumep, B npeuioskennn The car is here (mammna 31eck). Jlenaercs 370 Kak pas Jjist
0oJiee MIaBHOTO 3BYYaHHUS PEUH.

Kak yay4muTs NpoOU3HOILeHHEe HA AaHTIJIMICKOM
PabGoraiiTe Haq HaBbIKOM ayaupoBaHusi. UeM Jydilie Bbl TOHUMAETe aHTIMUCKUN SI3bIK HA CIIyX, TEM
mydre OyAeT Balie MPOU3HOMICHEe. Y MHOTHX JIFO/IeH BO3HUKAIOT CIOKHOCTH C TIPOU3HOIIIEHUEM KaK pa3
W3-32 HEJIOCTATOYHOW paboThI ¢ ayupoBaHWeM. UeM Yarie BB CITylIaeTe MHOCTPAHHYIO PEeUb, TEM YeTde
paziuuaeTe 3ByKH. JJOBOJBLHO 4acTO OIMMOKHU B IMTPON3HOIICHUH CBS3aHBI C TEM, YTO Mbl HIMEEM HEBEPHOE
MIPEICTABIICHUE O TOM, KaK 3BYYHT CJIOBO WJIHU 3BYK. UTOOBI OOOCHOBATH ATy TOYKY 3PCHUS, TPUBEICM
NPOCTOM TpUMep: TOCHyIllaiTe pedb TIyXuxX Jrojaedl. OHM TpPOM3HOCIT ClIoBa Tak, Kak cede 3To
MIPEJICTABIISIOT, BElIb HE WMEIT (PU3MYECKON BO3MOXKHOCTH YCIBIIIATh, KaK JIOJMKHO 3BY4YaTh CIIOBO.
HNmeHHO mMO3TOMYy HX peub OBIBacT JOBOJILHO CIOXKHO pa3zo0path. OO0s3aTeNbHO MOCBAIIANTE
ayJIupoBaHuio XoTs Obl 10-15 MUHYT B JIeHb, TOT/Ia Y BaC HE BOBHUKHET BOINPOC, KaK Pa3BUTh aHIIIMICKOE
MIPOU3HOLICHUE.

Y4yuTe TPAHCKPUIIIUIO AHTJIMIICKOT0 A3BIKA.

Y4ure ci1oBa npaBuiIbHO. BKII0UnTE OHIANH-CI0Baph U NPOCIIYLIANTE HECKOJIBKO pa3, KaK MIPOU3HOCUT
€ro HOCHTENb $3bIKa, WIH OTKPOWTE OOBIYHBINA CIIOBAPh W MPOUYTHTE (POHETUYECKYI) TPAHCKPHUIIIIHIO.
Takum 00pa3oM, BBl Cpa3y K€ BBIYYHUTE BEPHOE MPOM3HOIICHHWE CIOBA — 3TO HAMHOTO TPOINE, YeM
3ay4YUTh OIMNOOYHBIN BapHaHT, a 3aTEM MEPECYINBATHCSI.

Yuraiite Beayx. UteHue — 3aHATHE, KOTOPOE MOMOXKET BaM COBMECTUTH IPUATHOE C MOJE3HBIM. Bo
BpeMsl UTEHMsI BCIyX BbI JIeJIa€T€ CaMO€ Ba)KHOE — MCIOJb3YETE€ CBOM TEOPETUYECKHUE 3HAHUS O
MIPOM3HOIICHNN Ha MpakTuke. He Topommrech, cTapaiiTeCh YETKO M MPABWIHHO MPOTOBAPUBATE KAXKIOEC
CJIOBO, & €CITU 3BYK BaM TPYJHO JaeTCs, IOBTOPUTE €r0 HECKOJIBKO pa3, MoKa He To0heTech Ooyee-MeHee
MPUWINYHOTO 3BYYaHUs. A €ClId BCTPETHIIM HOBOE CJIOBO, CMOTPUTE MPEIbIAYIINI TyHKT.

HUcnonb3yiite ckoporoBopku. I[lompoOyiite BbIOpaTh HECKOJIBKO CKOPOTOBOPOK, B  KOTOPBIX
OTpabaTHIBAIOTCS TPYIHBIC MJIST BAC 3BYKH M YMTAWTE WX €KEIHEBHO — 3TO 3aiMET BCETO 5-7 MUHYT B
nenb. ITogbopka ckoporoBopok ¢ 03syukoii http://engblog.ru/50-difficult-tongue-twisters

CMmoTrpuTte cnenuajibHble odyuyawiue Buaeo. B MHTepHeTe ecTh MHOTO BUACOPOJIUKOB, B KOTOPBIX
HOCHTENb S3bIKa TIOJPOOHO paccKa3bIBaeT, KaK MPaBUIHHO MPOU3HOCUTH T€ WIIM MHBIE 3BYKH. [Ipu sToM
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HEKOTOPBIE CIMKEPHI Ja)ke BKIIOYAIOT B CBOE BHUJEO CXEMBI, H300payKarolne MPaBUIBHOE TOJI0KEHNE
opraroB peun. [lo TakuM ponrkam MOXKHO pa3o0paTbcs, Kak TOYHO JOJDKEH 3By4aTh TOT WIJIM MHOHM 3BYK.
BpuTtaHCcKOMY MPOU3HONIICHUIO MOYKHO YUUTHCS:
https://www.youtube.com/playlist?list=PLD6B222E02447DC07 ,

amepukanckoMy — https://www.youtube.com/channel/UCvn_XCI_mgQmt3sD753zdJA.

IoapaxkaiiTe peun HocuTeseil s3bIKa. BriOepuTe HMHTEpEeCHOE BHUICO WM ayAWO W IOCTapanTech
JIOOUThCS 3BYYaHHs, Kak y aukropa. [logpakaiiTe KakIoW MEJIOYW: MaHEpE pPa3roBopa, WHTOHAIIUH,
aKIIeHTY, JeNaiTe JOrmuecKue may3sl W yaapeHus. llycTh 310 m OymeT cHadana 3By4aTh CTPaHHO U
HEECTECTBEHHO U BaIllUX YIIEH, 3aTO WMEHHO TaKWM CIHOCOOOM TIpOIe BCETO JOOWTHCS BEPHOTO
AHTJIUHACKOTO MIPOU3HOIIICHUSI. Hus o0OyueHust y00HO HCIIOJIb30BaTh caiT
http://www.englishcentral.com/videos ~ — Tam mOpeacTaBiacHBl COTHH ThHICSY BHICO Pa3sHOOOpPa3HOI
TEMaTHKU W JUIMHBL. Bce oHM comepikaT CyOTHTPHI, pa30UTHI MO COOTBETCTBYIOIIMM T€MaM U YPOBHSIM
cinoxHocTH. [locne mpocMoTpa BaM MpesioKaT HECKOIBKO YIPaKHEHUH, CPEIU KOTOPBIX eCTh 1 padoTa ¢
MIPOU3HOIICHUEM — HYXHO MPOU3HOCHTH (Dpa3bl M3 BUACO 32 JUKTOPOM. YUHUTHCS y HOCUTENEH S3bIKa
MOKHO 1 Ha http://www.engvid.com/. Beibepute pasmen “Pronunciation” u OTKpoiTe st ceOst CEKPETHI
MPaBUIbLHOM aHINIMMCKOMN peyH.

2.2. CamocrosiTeqibHast pa0oTa HA/l JIEKCUKOIl HHOCTPAHHOIO A3bIKA
3anuMaiiTech Ha 00y4YaIOIIMX CATAX!
http://esl.fis.edu/ B monpa3snene First words cioBa ans ypoBHeit Beginner u Elementary pa3outsr mo
TeMaTHKaM. bosbIas yacTh yrpakHEeHHU NpecTaBieHa B BUAe BU3yaiabHOro ciosaps. Ilmoc B ToM, 4uTO
BaM HE JAl0T IEPEeBOJ Ha PYCCKUH SI3BIK, OITOMY B IaMSATH BO3HHKHET acCOLMALMS: ONpEAeIeHHAas
KapTHHKA CBs3aHa CO CJIOBOM Ha aHIJIMIcKoM si3bike. Kpome BH3yanbHBIX yNpakHEHUH, Bbl HaleTe He
MEeHee HHTEpECHbIe pPa3BHUBAIOIIME 33JaHMs Ha IOMCK CHHOHHMMOB M aHTOHHMOB K CIIOBY, a TakKxke
3aJaHUSA-BOIIPOCHI, IPOBEPSIOIINE BAILK 3HAHUS JIEKCUKH TOH MM WHON TEMaTHKU.
http://www.learnenglish.de/
Ha caiite BbI MOXkeTe HalTH (QIAII-KAPTOYKH B IEKTPOHHOM BUE M YYUTH aHTJIMHCKHUE CIIOBA OHJIAWH:
MPOTPecCUBHO U yaoOHO. BaMm mpemnararor Tpu 3Tama M3ydeHUs HOBBIX clioB: CHauasa BB IPOCTO
CMOTpUTE Ha CJIOBA U CTapaeTech 3allOMHUTH MX MPU MMOMOIIM aCCOLMAMK C KapTUHKOH. [lorom BaM Ha
HEKOTOpOe BpeMs IMOKAa3bIBAIOT KapTHUHKY, @ BBl MbITA€TECh BCIIOMHUTH clI0BO. Ha TpeTbeM 3Tame BBI
TECTHpPYeTe CBOM 3HAHHUSA: MUILINUTE PAOM C KAPTUHKOM CJIOBO Ha aHTJIMHCKOM f3BIKE.
http://englishspeak.com/
IIpeacraBieHO HECKOJIBKO PA3lesIOB Uil U3yUeHHs Hanbojee yHoTpeOsieMbIX CIIOB, & TAKXKE Pa3lelibl C
pasroBOpHBIMH (h)pa3aMu, TJie Bl MOXKETE€ YYUTh HOBBIE CIIOBa B KOHTEKCTe. Bce ciioBa 03BYYeHEI
HOCHUTEIISIMHM, YYUTE UX U MOBTOpsiiTe 3a aukTopoMm. Ilocime 3toro mepexomute B pazaen 1000 Most
Common English Phrases. 3necb Bl MOXeTe U3y4aTh HOBBIE CJIOBAa B KOHTEKCTE.
http://freerice.com/
3/1ech BaM JIalOT TOJIBKO OJIHO YIPaKHEHHE: HEOOXO0AMMO yKa3aTh, 4TO 03HAYAET TO MM UHOE CIIOBO, MPH
3TOM NpEAJIaraloT YeThlpe BapuaHTa OTBeTa. 10 ecTh (PakTHYEeCKH BaM HY)KHO MOA0OpaTb CHHOHHUM K
CJIOBY.
Oo0benuusiiTe ca1oBa mo Temarnke. OOBIYHO XOPOIIO 3aMOMHHAIOTCS TPYIIIBI CJIOB, OTHOCSIIMXCS K
onHoi Teme. IlosTomy crapaiirech pa3OuTh cioBa Ha rpynmbl 1o 5-10 mwTyk ¥ yuuth ux. DddekT
Pectopdda: yenoBeuecknit MO3r U3 Ipymmbl 0OBEKTOB JYUILIE BCETO 3alIOMHUHAET TOT, KOTOPBHIA 4eM-TO
BbIIeNsieTcs. Vcnomnp3yiiTe 3TO MOJ0XKeHne cebe Bo OJaro: B TPYIITY CIOB OJTHOM TEMATHKH «BHEAPHUTE
Yy»XECTPaHIa» — BIUIINTE CIOBO HECBA3aHHOM TeMaTuku. Hanpumep, yuute cinoBa no teme «OpyKTsi»,
n00aBbTE K HUIM OJJHO CJIOBO M0 TeMe « TpaHcropT», Bally 3aHATHS CTaHyT elle 3 deKTUBHEE.

TemaTu4eckuii cJi0OBapb

TeMaTuuecKuii cnosapb IIpencrasisier cobOoit TeTpaab WM ONOKHOT IS
3alKMCH Bamiero OYAyNIero CJIOBApHOrO 3amaca —
lexical notebook. Takyro TeTpaib HYKHO cpa3y ke

= g Weather

gﬁ. . pa30uTh Mo TeMam, HampuMmep: padboTa, eaa, YyBCTBa,
@. Good/ Bad wetther Coldyotweather | D/ Wet wegther yacTu Tena M T. . Ha kaxmoe CIOBO JKelIaTeIbHO
= OTBOAWTH | CTpaHWIly WJIM XOTS OBI MOJIOBUHY — B
SE®  Weather forecast — npoaro3 nozodel 3aBUCHUMOCTH OT (opmara TeTpaad W BEIUYUHBI
? Weather station — memeocmaHuus Ballero Mmo4cpka.

=»

g' To be under the weather — HegaxHo cebs 4y8cmaBoBams

g: Weather permitting — npu 6na2onpusmHod no2ode

=

=» The weather can change quickly.


https://www.youtube.com/playlist?list=PLD6B222E02447DC07
https://www.youtube.com/channel/UCvn_XCl_mgQmt3sD753zdJA
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http://www.engvid.com/
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http://www.learnenglish.de/
http://englishspeak.com/
http://freerice.com/

Ecin cnoBo wMeeT HECKONbKO 3HAYEHHH, >JKENAaTelbHO Hamucarh 3-4 pa3HBIX OIpeleIeHNUs.
TpaHCKpUNITHS — TI0 KENAHUIO, €CITH BaM YA00HO ee yuTarh. OmnpeieieHue cI0Ba Ha aHTIMICKOM SI3bIKE
— YMECTHO, €CJH Balll YPOBEHb 3HAHUS CPeAHUN M BbIIe. Tak BBl 3a0HO BBIyYUTE €lI€ HECKOJIBKO
MOJIE3HBIX CIIOB M3 ompeneneHus. CioBa, codertaromecs co cinoBoM (collocations). ITocmorpure Ha
KapTHUHKY C IPUMEPOM, TaM BBI BUANTE cioBocoderanusi bad weather, hot weather, weather forecast u .
1. OTH BBIPXEHHUS JIyHIlle 3alTOMHSITCS BaM, YeM J[Ba OTOPBAHHEIX JIPYT OT Jpyra ciioBa. K Tomy ke, BbI
He omuOeTech B COUETaHUH CIIOB. Heckoyibko mpuMepoB YHOTpeOIeHHs STOrO CIOBa B MPEJIOKEHHH,
MPUYEM JKEJIATENFHO HamucaTh XOTS Obl M0 OJHOMY IPHMEpPy Ha KaXJIO0e 3alrCaHHOE OIpeesIeHue
cioBa. CHHOHMMEI ¥ aHTOHHUMEI K cJIOBY. ITHOMBI ¢ ymoTpe6ieHrneM 3Toro CII0Ba, €Clii Balll YPOBEHb HE
Hwke Intermediate m BBl coOupaeTech NOMOJIHHUTH CBOM CIOBapHBIA 3amac TOJNE3HBIMU SIPKUMH
BhIpaKeHUSAMUA. HO HYXHO NpHIEpXKHUBATHCS MEpBI, HE CTOWT BBIUCHIBATH BCE HIUOMBI, KOTOpBIC
CBsI3aHbl ¢ BamuM cjoBoM. JloctarouHo ofgHOM miu AByX. KapTuHka — mo sxenanuto. HekoTopsim
JIOJSIM TIOMOTAeT TakoW MpHeM: NMpHU M3YYEHHU CJIOBAa OHM PHUCYIOT KapTMHKY K Hemy. Tak Jekcuka
HauMHAET aCCOLMUPOBATHCS C ONPEAeSICHHBIM BU3yaJbHBIM 00pa30M M 3alIOMHUHAETCSI MPOILE.
Pucyiite mind map (MHTe/UIeKT-KapTy). BBI JIeTKO BBIyYHTE aHTIUICKHE CIOBa OIHOW TEMATHKH,
€CJIM HapucyeTe MHTEJUIeKT-KapTy wim mind map.

i) (oo (o) .
%—J )—J Takasi cxema HarjasHO IIOKa3bIBaeT, K KaKOH TeMe

F - OTHOCSTCS CIIOBa. A IIOKa BHI €€ puUCYy€TE, JICKCHUKa

Bathroom s »
Tablecioth Blanket OTJIOXKHUTCHA B IIaMSITHU.

— - - Oo0pamaiiTe BHUMAHHE HAa TNPUCTABKH MU

((onnsrsoniane }——/ T—tm—J cyppukcel
/ AN Bo Bpems 4TeHHS 3a0CTpsiiTe BHHMaHHE Ha TOM,
- /L g‘\ — KaK TpY ITOMOIIM MPUCTaBOK H  CyhHKCcoB
- o 00pa3yloTCs HOBBIE CIIOBA M3 y’KE 3HAKOMBIX BaM.

OTO MOMOXKET BaM «IOYYyBCTBOBaTb» s3bIK. Ilpu
MOMOIIA 3TOTO TMPOCTOTO MpPHEMa BO BpeMs YTEHHUS BBl OyIeTe M3ydaTh CIIOBOOOpa3OBaHHUE, MOWMETe
IMPUHOUIIBI TOCTPOCHHA HOBBIX CJIOB. BHOCH@ILCTBI/II/I 9TO INPUT'OAUTCA BaM: BCTPECTUB HE3HAKOMOC CJIOBO,
BbI CMOJKETE JI0rafiaThCsl O €ro 3HaYeHUH Oe3 clioBapsl, UCX0/I U3 KOHTEKCTa U CBOETO OIIBITA.

Haiiqute ¢pa3oBrie riaaroiabl. M3ydenne GppazoBbIX TIaroioB B OTPEIBE OT KOHTEKCTa OECIONE3HO: 3TH
CJIOBA HC IEPCBOAATCA KakK O6LI‘IHI)IC TJ1aroJibl. HaﬁﬂHTe HUX B TCKCTC, BBIIIUIINUTEC ce6e MMPpEAJIOKEHUC C
($pazoBBIM TIAr0JIOM, TOCMOTPUTE, KaKYIO pOJb OH BBIMONHsET B TekcTe. [lompolyiiTe cocTaBuTh ere
HECKOJIKO TTOJ00HBIX TPEIJIOKEHUH, HO yXKe OT CBOEro Jdia. Tak BBl BBIyYHUTE HOBYIO JIEKCHKY B
KOHTEKCTE U He 3aIyTaeTech C €e yImoTpeOIeHuEeM.

Hcnoab3yiiTe cioBapb CHHOHMMOB. BBl MOXKeTe JOMOJHUTH CBOIO MHTEIUICKT-KApTy WM OOBIYHBIN
CJIOBaph cieayromuM odpa3oM. HaxomuTe CHHOHUMBI K HOBBIM CIIOBaM H MUIIATE WX PAIOM, TIPHA 3TOM
Cpely HUX JOJDKHO OBITh XOTS Obl 1-2 3HAKOMBIX BaM CIIOBA, TOTJa 3alIOMHUTH HOBYIO JIEKCHKY OynmeT
mpouie. MosxHO 3a0AHO BBIIMUCBIBATHE WU AHTOHHWMbI, HCKOTOPLIM JIOASAM y,}lOGHO YUuUTh Cpa3y TaKue
rpynmel cinoB. HaliTh CHHOHMUMBI W QHTOHMMBI K CJIOBaM BaM IIOMOXeET clioBapb Merriam-Webster
(http://www.merriam-webster.com/).

Onumurte kaptunky. [lompoOyiite mepeckazaTh TEKCT, IS/ HA WIUTIOCTPAIMIO M WCIIONB3YS HOBBHIE
cinoBa. He o00s3aTenpHO YETKO MPHUIAEPKUBATHCS CIOKETHOW JIMHUM, TJIaBHOE — 3aJ€HCTBOBATh Kak
MOKHO OOJblile HOBOW JIEKCHKH. TakvMM HEXHUTPBIM CIIOCOOOM MOXKHO JIETKO PACHIMPHUThH CIIOBApHBIN
3arac aHIIUICKOro A3bIKa.

CocTaBbTe HOBBIH paccka3. [locne m3ydeHnss HE3HAKOMBIX CJIOB MOMPOOYHTE COCTaBUTH CBOM pacckas,
UCIIOJIb3YSl BCIO HOBYIO JIEKCHKY. Ecnu BBl He JOOMTE NPUAYMBIBATb HCTOPHH, MOXETE MPOCTO
nepeckasaTh TO, UTO MPOYUTAIH, HO C HEKOTOPBIMU M3MEHEHUsIMU. [1yCTh MON0KUTENBHBIN repoi CTaHEeT
OTpHIIATENFHBIM U HA000POT.

2.3. CamocTosiTe1bHAsA padoTa HAJ TPAMMATHKON HHOCTPAHHOIO SI3BIKA
3anuMaiiTech Ha 00y4yalOIMX caiiTax:
http://learn-english-today.com/
Kpatkoe aHriosssraaoe mocobue mo rpammaTrke. HecMoTps Ha TO, 4TO BCs MH(GOpMAIUS MTPEICTaBICHA
Ha aHTJIMMCKOM S3bIKE, COBETYEM IONpPOOOBaTh YYUTHh I'paMMAaTHKy Ha 3TOM pecypce: BCE IpaBHiia
N3JI0KCHBI KpaTKO " IIOHATHO, 663 JII/IHIHCﬁ TeopI/m.
http://www.englishlearner.com/
CaiiT ¢ TecTaMu IO TpaMMaTHKeE I HAYMHAIOIIUX Ha aHTJIIHHCKOM si3bike. [lompoOyiiTe MpOoUTH TECTHI C
MOMETKOM Beginner, B HUX 3a/jaHNs OPUEHTHPOBAHBI HA HAYAJLHBIN YPOBEHD 3HAHUH.



http://www.merriam-webster.com/
http://learn-english-today.com/
http://www.englishlearner.com/

http://englishteststore.net/

http://agendaweb.org/

JIBa IOXO0XKUX aHTJIOSI3BIYHBIX CaliTa C TECTAMH 110 TPAMMATHKE Ha aHTJIUHCKOM SI3BIKE IS HAYMHAIOIIHUX.
PaGoraiiTe ¢ HUM aHAJIOTUYHO: BBIMOIHIWTE 33JJaHus TI0 TEM TEMaM, KOTOPhIC YXKe U3y4dlid, pa3oupaiite
OIMMOKH ¥ MPH HEOOXOTUMOCTH IIOBTOPSINTE TCOPHIO.

IpakTuKyiiTECh.

e [lepeBoanTe TEKCTHI C PYCCKOTO HAa AHTJIMACKHM, BBITTOJHIMTE YIPaKHCHHS W3 YUCOHHMKA H
WHTepHET-pecypcoB, CcTapaiTech 4aile yIoTpeOJsaTh pPa3HOOOpa3HbIe TIpPaMMAaTUYCCKHUC
KOHCTPYKIIMU B Pa3roBOpHON peud. [oBeauTe HABBIK MX MCIOIB30BaHMS JO aBToMaTtu3Mma. He
OTpaHWYMBANTECh TPUMEpPaMH M3 OXHOro ydueOHWKa. IIpuaymbpIBaiiTe CBOM TIPHUMEPHI
YHOTpeOIeHNs apTUKIIS, BpEMEH, aKTHBHOTO ¥ TACCHBHOTO 3aJIOTOB, a TAK)KE MPOXOAUTE OHJIAIH-
TECTBl Ha Pa3HBIX caiitax. MHOro pa3HOOOpa3HBIX TECTOB MOXXHO HaWTH Ha caite
http://esl.fis.edu/.

e He oOs3arensHO 3yOpUTh HAW3yCTh NpaBWiIa B TOM BHJIE, B KaKOM OHHU IPEJACTABJICHBI B
y4eOHHUKe, TJIABHOE — TIOHSATh W 3allOMHUTH TPABWIIBHOE YIOTpeOieHne TOW WM WHON
KOHCTPYKITHH.

e 3ameuareibHBI calT http://www.engvid.com/ mpemaraer BaM IIpeKpacHBIE BHICOPOJIHKH,
KOTOpBIC TOMOTAIOT Pa30o0paThes ¢ rpamMmarukoll. HecoMHEHHOE MPEeUMYIIECTBO pecypca —
JIeTKasl 1ojiaya MaTepuaia U 00bsICHEHUS HOCUTENCH S3bIKa.

o IlompoOyiiTe monb3oBaThes ciaoBapeM http://www.lingvo.ru/. On npuMmeuareseH TeM, 4TO HAeT
MIPUMEPHI UCIIOB30BAHUS CIIOB, HO BBl MOXKETE HCIIONIb30BaTh €ro mo-apyromy. Hampumep, BB
yumrte Bpems Present Continuous: BBeIUTE B OKOIITKO ITporpaMmel “I am writing” (MoxHO JTt000#t
JIpyro 4acto ymorpeOnaseMblii riaroj). I[IporpamMma TyT ke BBIIACT BaM HECKOJIBKO COTEH
MIPUMEPOB, COJIEPIKAIINX ATH CI0Ba. Tak Bb YBUANTE, B KAKOM KOHTEKCTE, C KAKIMH HAPEUUSIMHU,
B KaKHX CITydasx dalie Bcero ynorpebmnsercs Bpems Present Continuous.

e MOXHO Y4YUTh IPaMMaTHKy B CTHXax, pu(mMoBaHHbIE (OPMYJIUPOBKH JIETKO 3allOMUHAIOTCS.
[TonpoOyiiTe BbIy4nTh HENMPABUIIBHBIC IJIArojibl aHIVIMHCKOIO S3bIKA IO 3a0aBHBIM aBTOPCKUM
CTHUIIIKaM, 3TO HE MPOCTO JIETKO, HO €Ille U Beceso!

e I3ydeHue 000N rpaMMaTHYECKOW KOHCTPYKLUMHM HAYMHACTCS C TOTO, YTO MbI JOJKHBI HAaWTH
(npounTaTh, YCHIBIIATH) ONUCAHWE OSTOM KOHCTPYKLIMM, TO €CTb Yy3HaTb, 4YTO OHa
o3HayaeT. O3HaKOMMBIIKCH C €€ 3HAYEHHEM U MOCTPOCHHEM, MBI JOJKHBI €€ 3allOMHUTH. s
9TOr0 HaM HEOOXOUMO BBIIOJIHUTH OMpPE/IeTICHHBIC YITPAXKHEHUST HA MEXaHMUECKOE 3aKperyicHue
9TOM CTPYKTYpHI, TaK Ha3bIBaeMble «IPWLIbD (OT aHrimiickoro cioa “drill”, urto o3HauaeT
«TPEHUPOBOYHOE YIPAKHEHHE» / «IIpaKkTHUecKas orpadoTka»). [locnennuii mar - 310 oTpaboTKa
BBIyYEHHOHI I'PAMMAaTUYECKOW KOHCTPYKIIMH B pedyd. be3 3Toro mara Haile 3HaHHE KOHCTPYKLUHU
OCTaHEeTCs TOJILKO Ha Oymare.

2.4. CamocTosiTeJIbHASI PA00Ta HAJX ayAUPOBAHHEM

CaymaiiTe pa3inyHble ayTHOMATePHAJIbI PEryJIsIpHO.

ChayuraiiTe ayauOypOKH, MOJKACTBI, TMECHU, CMOTPUTE (QHIbMbI U CEpHabl HA AHTJIHICKOM S3bIKE

(opueHTHpYHTECh HAa CBOM YpOBeHb 3HaHMi). [J1aBHOE — MOA00paTh YBICKATENbHBIA Ui cebs

Marepuai. [lompoOyiite mpoOyauTh B cebe WHTEpec, MOMOOUTh aydupOBaHUE, TOTNAa 3aHUMATHhCS UM

OyJeT HaMHOTO IIPOIIIE.

WN3yuaiiTe aHIVINICKUI A3bIK M0 (PUIBMaM U CepUAaIaM - 3TO JTOCTABUT BaM MAacCy YJIOBOJIbCTBUSI U

MIOMOYKET MOHUMATh aHTJIMICKHUIT 361K Ha ciyX: https://ororo.tv/en u https://show-english.com/

CaiiThl ¢ ayAno3anucsiMu;

- http://www.eslfast.com/ B kaxxaom pasjene ecTh TeMaTHYeCKue Mojpasienbl. Beibupaiite HeOombINe
HUCTOPUH WJIM JHAJIOTH Ha Pa3rOBOPHBIC TEMbI, OTKPHIBAWTE COOTBETCTBYIOIIYIO CTpaHuily. B
OTKPBIBIIIEMCS] OKHE B BEPXHEH YaCTH dKpaHa BbI YBUANUTE TTAHENb YIIPABICHHS ayIHOMPOUTPHIBATEIIEM,
a HIKe BaM OyJIeT MPe/ICTaBIICH TEKCT.

- http://www.esl-lab.com/ Ha caiite ectb HeckoybKO pa3zienoB. [lepBblif, KOTOPBIH CTOUT WU3y4YUTh, —
General Listening Quizzes. B Hem ecTh Marepuwanbl TpeX YpOBHEH: JIETKUH, CPEIIHHI, CIIOKHBIH.
Bri6upaiite moaxoaqmuii BaM B OTKPBIBATEe yPOK O 3aMHTEPECOBABIIIEH Bac TEME.

- http://www.talkenglish.com/listening/listen.aspx Ypoku mnpeactaBieHbl i1 TPeX YPOBHEH 3HAHUIL:
0a30BbIi, CpEIHUI U TPOABUHYTHIN. TeMaTnka pasHOOOpa3Hasi, B OCHOBHOM MPEICTABICHBI THAIOTH W3
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Ku3HU. M3 ATHX MOAOOpOK HE JHIMHAM OyIeT 3alOMHHTH I1apy IECATKOB ¢dpa3 — BCE OHH
HCIIOIB3YIOTCS B COBPEMEHHOM aHTJIMMCKON pedHm.
CaiiThl ¢ MOAKACTAMH HA AHTJHMIICKOM: J100aBbTe ceOe B 3aKJIaJKU U TMOCEIIaiTe XOTs OBl Mapy pas B
nenemo: http://www.audioenglish.org/,
http://www.bbc.co.uk/worldservice/learningenglish/general/sixminute/,
http://learningenglish.voanews.com/programindex.html,
http://www.listen-to-english.com/index.php?cat=podcasts,
http://www.dailyesl.com/,
http://www.privateenglishlessonlondon.co.uk/category/learn-english-online.
CHauana ciymaeM KOpoTKre 00yJarolue ayino3aiic B MEAJICHHOM TeMIIe, IOTOM IepexoIuM K Ooree
CJI0XXHBIM, HepcaaromuM CCTCCTBCHHYIO PCUb. Brl Y3HACTC OCO6CHHOCTI/I MIPOU3HOIICHUA 3BYKOB,
MOCTAHOBKM yJapeHusi B CJIOBaX, HWHTOHAIIMH, PACCTAHOBKM JIOTHYECKUX TMay3bl W YJIApEHHUU.
COBpCMCHHbIC IIOAKAaCThI O3BYYHMBAKOTCA HOCUTCIISIMU A3bIKaA — 06I)I‘-IHI)IMI/I JJIOJbMHU,
pasroBapuBarOmiiMu I'paMOTHO. Brl cMOkeTe 3aIIOMHUTH ITOJIE3HBIE (1)]3331)1 U UCIIOJIL30BaTh UX B CBOEU
pedn, 3Has, 9TO COOCCeTHUK-MHOCTPAHEI TOYHO MOWMET Bac. BBI MpHUBBIKacTe K pa3HBIM aKICHTAM B
aHTJIMIACKOM s13bIKe. CHavasa pedb HEKOTOPBIX HHOCTPAHIIEB MOKKETCS BaM CTPaHHBIM Ha0OpOM 3BYKOB.
OmHako €ciid BbBI 6yz[eTe 3aHUMATbLCS 110 TAKUM ay;[HO(baI‘/'maM IIOCTOSIHHO, MOCTEIIEHHO CMOXETE
MIPUBBIKHYTH K OOJBITUHCTBY aKIICHTOB W Oyjaere Oe3 Tpyna NMOHMMATh WHOCTpaHIeB. UTOOBI 3HATH, B
KaKAX CIydasx IpHeMIIEMO YIOTpeOJeHHe TOro WM HWHOTO CIIOBA, CIIYIIAWTE ITOIAKACTHI
COOTBETCTBYIOIIEH TeMaTuku. Hampumep, BBl n3yuniu temy “Shopping”, HaiiiuTe ayano Ha 3Ty TeMy H
CIyIIAiTe, KaK HOCUTENM fA3bIKa HUCIOJB3YIOT M3YUEHHbIE BaMu clloBa. M3 ayauo3anucu Bbl NOMMETE, €
KakKuMH CJIOBaMH COYCTACTCd HOBasd JICKCHMKA, B KAaKOM KOHTCKCTC OHa HCIIOJIb3YETCH. Bo BpEMA
HpOCJ’IYIHI/IBaHI/ISI ImoaKacTa BbI y3HaCTC, B KAKOM KOHTCKCTC M KaK MMCHHO I/ICHOJH)3yeTCSI TO UJIN UHOC
B'pCMSl HUJIN aCIICKT F'paMMaTI/IKI/I. BHOCJ’ICILCTBI/II/I Bbl CMOXKETC CaMOCTOATCIIBHO COCTABUThH HpCILJ'IO)KCHI/IH,
aHaJIOTUYHBIC YCIbINIAHHBIM.
Haiinute nis1i ced0s1 onTUMAJBHBI cmocod padoTsl ¢ moakacToM. CIIyIraeM IOIKACT M IIBITaeMCS
MOHSTh MakCUMyM HH(popManuu u3 Hero. Eciu 310 TpyaHO caenarb, momnpoOyiTe yIOBUTh OCHOBHYIO
MBICJIb 3aIIUCH. HaXOZ[I/IM TCKCT IIOJKACTa, YUTAaCM €ro, BBINIMCBIBACM HC3HAKOMBIC CJI0OBa U KOHCprKHI/II/I.
Pa361/1paeMc;1 C HE3HAKOMOM BaM JIEKCUKOU H FpaMMaTI/IKOﬁ Tak, LITO6I>I Bbl TOYHO IIOHAJIM KaXI0€
npeiokenne Tekcra. CHOBa BKITIOYAeM ayHO3aINCh U MbITAEMCS YIIOBUTH Ha CIIyX YK€ 3HAaKOMBIN BaM
TekcT. [lepeckaspiBaeM ycIbIIaHHOE, CTapasch MOApakaTh peun AuKTopa. PabGoraiite ¢ HE3HAKOMBIMU
CJIOBaM W TIpaMMAaTU4YCCKUMU KOHCTPYKIUSAMMU. BrimcriBalite NpeJIOKCHUA € HCE3HAKOMBIMU BaM
O60p0TaMI/I n CJI0BaMu, pa36HpaI>'ITe05, MMO4YCMYy HCIIOJIB3YCTCSA MMCHHO TAaKOC CJIIOBO HJIM KOHKPCTHAsA
KOHCTpyKIHs. [locie 3Toro nonpoOyiTe COCTaBUTh HECKOJBKO MOXOKUX NpeyIokeHni. Kak ToIbKO BbI
Ha4aJIx XOpOoLIO IMOHHUMATh MPOCTBIC IMOAKACTBI, NECPCXOJUTE Ha 60J'Ie€ CJIOXKHBIC, C 6HCTpHM TEMIIOM
peun, 60J'II>].H€ﬁ IpOAOJDKHUTCIIbHOCTBIO U HOBOMU JIEKCUKOMU.
UTOoOBI y3HATh, HACKOIBKO XOPOIIIO BBl CTAJIM MOHUMATh AHTJIUHCKUAN Ha CIIyX, U IPOBEPUTH CBOI HABBIK
mpaBonurcanus, NoCETUTE OJIUH U3 CaiToB C OHHaﬁH-}IHKTaHTaMH Ha aHTJIUUCKOM SI3BIKE:
http://www.dictationsonline.com/
http://www.rong-chang.com/eslread/eslread/dict/contents.htm
https://www.englishclub.com/listening/dictation.htm
http://breakingnewsenglish.com/dictation.html
http://www.learnenglish.de/dictationpage.html
3aHuMaiiTech MO ayIMOKHUTaM. AyAMOKHUTH— OTJIWYHBIM pecypc Uid pPa3BUTHS HaBbIKa
Ay IUpOBaHUs. BO3I>MI/ITC TCKCT 3aIllUCU U I'II/ITa,I\/'ITe €ro I1Ipo CCGH napauiCjibHO C JUKTOPOM. MI/IHYT quepes
10-20 BbI ITPUBBIKHUTC K TEMITY p€UH U I'OJIOCY CIIMKEpa, BaM 6y,Z[CT JICTYC pacCllOo3HaBaTh CJIOBA Ha CIIyX.
3aKkpoiTe TEKCT U cIymaiTe aynno3anuch. MoxkeT ObITh, Bl HE MOWMETE KaXKJI0€ CIOBO, HO 3aMETHTE,
YTO YJIaBIIMBAETEe OOJBIIYIO YaCTh TOTO, YTO TOBOPUT JUKTOP. A €CJH CIyIIaTh KHUTY KaKIBIH JI€Hb, TO
gyepe3 HEKOTOpOe BpeMs BBl OyJieTe CIIOKOHHO 0OXOIUThCsA 0e3 TekcTa. Vcmonmb3yiTe Bce TEXHUYCCKUE
JOCTHXKCHUA, I/ICHOJIB3YI71TC (1)yHKIII/HO 3aMCIIJICHHOT'O BOCHpOI/IBBe)IeHI/ISI LITOGBI yMeHLmaﬁTe CKOpOCTI)
BOCHpOI/ISBeJIeHI/IH, IIOKA HEC CTAHECTC ynaBJ'II/IBaTB petn) JIHKTOpa.
- http://www.librophile.com/#!/audiobooks/popular/free
- http://www.voicesinthedark.com/content.php?iContent=50
- http://freeclassicaudiobooks.com/
- http://www.audiobooktreasury.com/

2.5. CamocTosiTeJibHAsI pad0oTa HAJl TOBOPEeHHEM


http://www.audioenglish.org/
http://www.bbc.co.uk/worldservice/learningenglish/general/sixminute/
http://learningenglish.voanews.com/programindex.html
http://www.listen-to-english.com/index.php?cat=podcasts
http://www.dailyesl.com/
http://www.privateenglishlessonlondon.co.uk/category/learn-english-online
http://www.dictationsonline.com/
http://www.rong-chang.com/eslread/eslread/dict/contents.htm
https://www.englishclub.com/listening/dictation.htm
http://breakingnewsenglish.com/dictation.html
http://www.learnenglish.de/dictationpage.html
http://www.librophile.com/#!/audiobooks/popular/free
http://www.voicesinthedark.com/content.php?iContent=50
http://freeclassicaudiobooks.com/
http://www.audiobooktreasury.com/

Kak MokHO yalne of0maiiTech Ha aHIVIMHCKOM C TIperojaBaTelieM, OJHOTPYNITHUKAMH Ha Kypcax,
JIPY3bSAMH, HU3YYAIOUIUMH S3BIK, WHOCTpPAHIIAMH. TaK BB CMOXKETE YCIBIIIATh <OKUBYIO» pedb W
MIPUBBIKHYTh K TOMY, YTO QHIJIMMCKHI MOXXET 3ByYaTh MO-Pa3HOMY, BEJb y KaXIOr0 4YejIOBEeKa CBOC
MIPOU3HOIICHUE, aKIICHT.

Y4yurech AymMaTh HAa aHIJIMHCKOM si3bIke. KoTnia ynTaeTe WM CaymaeTe Kakoi-Tn0o TEKCT, He HYKHO
MBICIIEHHO TIEPEBOJUTH €T0 Ha PYCCKHU S3bIK. Ba)XHO BBIOMPATh MHTEPECHYIO ISl BAC WH(MOPMAITHIO: BB
YBJICUETECH [TOBECTBOBAHUEM M HE OyJ/IeTe OTBICKAThCSI Ha JOCIIOBHBIN MIEPEBOI.

O0s13aTeTbHO TIPOTOBAPUBANTE CBOM MBICIIH BCIIYX: OT OJHUX MBICIEH TOBOPUTH HE HAYUHIITHCS, HO €CITH
BBI 3aBeJIETE MPUBBIYKY PETYJSIPHO AyMaTh Ha aHTJIMHACKOM, TO M TOBOPHUTH BBl HA HEM CMOXKETE, KaK Ha
POIHOM SI3BIKE.

PasroBapusaiite ¢ kem-uu0yab. Hanpumep, pacckaxutre cBoeMy OTPa)KEHHUIO B 3epKajie, KaK y Bac
JieJia, 9TO TIPOU30IIIO 32 IeHb. BO3MOXKHO, TPEeAIOKEHHE TTOTOBOPUTH C 3€PKATIOM ITOKAKETCSI CTPAHHBIM,
HO TIOJIB3bI TIPUHECET MHOTO0. 3€pKajo MOXET OBITh JIy4Ille YeJIOBEKa MO HECKOJIbKUM IMpUYnHaM. Bbl
MOJXKETe CKa3aTh CBOEMY OTPaKCHHIO BCE, YTO XOTUTE M JIymaere. Bel He OoWTeCh CKa3aTh YTO-TO
HenpaBWiIbHO. OYeHb 9acTO M3YYarOIIMX SI3BIK TPECIIeyeT CTpax CAeNaTh OMMOKY. DTO MPUBOIUT K
TOMY, YTO YEJIOBEK HE TOBOPHUT COBCEM. A C 3€pKaJIOM 3TOT CTPaxX YXOAWT: BPSI JU KTO-TO CTECHSETCS
CBOETO OTPAKCHUSI.

OnucepiBaiiTe KapTUHKU. Bo3pmuTte mo0yro kapTHHKY. OHa MOXKET OBITH CBsS3aHA C TEMOM, KOTOPYIO
BBl M3y4aeTe, MOXET ObITh Ha OTBIEUYEeHHYIO TeMy. IlocrapaiiTeck omucarh, 4T0O Ha HEH HM300pakeHO.
I'oBopuTe BCE, YTO CMOXKETE MPUAYMaTh: KTO U300paXkeH, UTO OH JICJIACT, KaKUe MPEJAMEThI Bbl BHJIUTE,
€CTh JIM BTOPOCTCIICHHBIC ACTAJIM, HPABUTCA BaM KapTHUHKA UJIN HCT. Ecan Bam YPOBCHb 3HAHUM BBICOKHM
YW HaBBIK TOBOPEHHUS PAa3BUT XOPOIIO, aHATU3UPYHTE MPOW3BENeHUS HCKyccTBa. He CTOMT CHIBHO
BJIaBaThCs B MOAPOOHOCTH, HECKOJIBKUX MPEIIOKCHUIN OyIeT JOCTATOYHO.

3anuceiBaeM cBOii rojioc. BriOeprre Kakyro-HHOYAb 00IIEpa3srOBOPHYIO TeMy, HAIpHUMep pacckas o
Bameil moOnMoi KHuTe. BKITFounTe AUKTOGOH W 3aIUIINTE CBOM royioc. [lociae 3Toro BKIFOYHUTE 3aIHCh
¥ BHUMATENIbHO TipociymaiTe ee. OOparure BHIMaHUe, B KAKMX CIy4asX Y BaCc BOHHKAET 3aMHHKA, TJIe
Bbl 3aTATHUBACTC I1ay3y, HACKOJIBKO 6I)ICTpa$[ Y BacC peyb, XOpoHICC MPOU3HOMICHUC H IPABUIBHOC
UHTOHHUPOBAHUC. OOBIYHO MIEPBBIC 3allMCH JId H3YYarolluX AHTJIMHACKUM — WCIBITAHUE HE JJIsA
C1a00HEPBHBIX: BO-TIEPBBIX, MBI HE TPUBBIKIH CIIBIIIATH C€0S CO CTOPOHBI, BO-BTOPBIX, AHTJIOS3BIYHAS
peub Ha MEePBBIX CTYNECHSX 00YYEHUs 3BYYHT CTPAHHO M HEMOHSATHO. MbI peKOMEHIyeM BaM B35Th ce0sl B
pyku (Bce ¢ ITOrO HAuMHAIM) W MPOJOJDKUTH MOJOOHBIC 3aHATHS. A Yepe3 Mecsil-ApYroidl CpaBHHTE
TIEPBYIO0 W TIOCIEHNUE 3alMCU: Pa3HHIA OYJEeT pa3uTesbHas, U 3TO BOOAYIIEBHT Bac Ha JallbHEHIINe
MOJIBUTE B N3YYCHUH aHTIIMHACKOTO S3bIKA.

Mumem moctel. [lonpoOyiiTe Hanmucath HEOOJBIIOW paccka3, UCIOJB3YS ClIoBa WK (hpa3bl, KOTOPHIC
XOTHUTE «aKTUBUPOBaThY». ECiM Bail ypoBeHb 3HAHUI JJOBOJIBHO BBICOK, BAM CKYYHO ITHCATh YUYEHHUUECKUE
YVIpaXXHEHHUsS B TETPAJKy, W BbI JIABHO JKa)XJEeTe CBOSH MHUHYTHI CJaBbl, OTIPABISHTECh HA MPOCTOPHI
Wurepnera. [enatite 3anucu B Twitter, Ha Facebook, Ha crene Bronrakrte, 3aBeaurte Osor. [Iummre Ha
AHTIIMHACKOM SI3BIKE KOPOTKHE 3aMCTKH, CTATbH C UCIIOJIb30BAHUEM HOBEIX CJIOB.

O6maemcs:i ¢ nHocTpanuamu. CoBeTyeM HaWTHU Jpyra MO NEPENHCcKe Ha OJHOM M3 ATUX CaWTOB:
penpalworld.com, interpals.net, mylanguageexchange.com. Ilummure emy JIMHHBIE THChbMa, a TEpe.
OTHpaBKOfI CIe u quTanTe BCJIYX — TIOJIE3HO M JIsI IMPOU3HOUICHHWA, W JJId aKTUBAIlUKW CJIOBAPHOTO
3amnaca.

YuuMm HauW3ycTh CTHXH H MeCHH. 3yOpekKa — 3aHsITHE CKyYyHOE, IPYroe JeJo, €CIIU Bbl pa3y4HBaeTe
WHTEpPECHBIE BaM CTHXH WM TIECHH HAW3yCTh. JTO HWHTEPECHO, IOJE3HO I OOIIEro pa3BUTHS H
oOoraleHus CJI0BapHOTo 3arnaca. PudMoBaHHBIE CTPOUKH 3aIIOMHHAIOTCS JIerde OOBIYHBIX TEKCTOB, TaK
YTO U HOBasl JICKCHKA OBICTPEE OTIIOKUTCS B aKTHBHYIO YaCTh BAIIETO CIOBAPSL.

2.6. CamocTosiTEILHAA PA00Ta HAX YTEHHEM
I[MapanyiejibHOEe YTeHHMEe — HTO YTEHHE OJIHOTO M TOr0 € TeKCTa Ha JBYX S3bIKax: POJHOM H
n3ydyaeMoM.Tem, KTO TOJBbKO Hayaj YYUTh aHIJIMHACKUI, HET CMbIC/Ia YUTATh NapajlielibHble TeKCThI. Bl
MOKa HE CMOYKETE COMOCTaBUTh IPAaMMATUYECKHE KOHCTPYKIIMU U YACTH PEYM B Pa3HbIX si3bikax. [loaTomy
JIOKIUTECh XOTs Obl ypoBHs Elementary, 0ocBOWTE OCHOBBI TPAMMATHKH U TOJBKO ITOTOM MPHUCTYIANTE K
yTeHuto. Kak Toabko BBl JOCTUTIN ypoBHs Intermediate, mepexoauTe K YTCHHIO KHHT IOJHOCTBIO Ha
AHTJIMCKOM SI3BIKE. DTO MOXKET OBITh KaK aJanTHpOBaHHAs JUTEpaTypa, TaK W KHUTH B OpPUTHHAIIEC.
3HaHWE MPABWI YTCHHSI — 00513aTeILHOC YCIOBHE ISl HCIIOIB30BaHNUS METOAA MapalICIbHBIX TEKCTOB.
Bceernma BeiOMpaiiTe TOT TEKCT, KOTOPBIH BBl ¢ yIOBOJLCTBUEM IPOYHTAIN OBl MU IEpEeYUTANIH ObI Ha
pycckoMm s3pike. CrymmaiTe ayaMo3amuch TEKCTa. TakkKe MOXKHO BOCIIOIB30BATHCS CITCIIHATHLHBIME



nporpaMMamu ¢ TexHosorueir Text-To-Speech, mampumep http:/neospeech.com/. B okoImko MOXHO
BBeCTH JI0OyI0 (pady, W mporpamMma O3BYYHT €€ TOJOCOM HOCHUTENS S3bIKa C TPaBHILHBIM
NPOM3HOIICHNEM W MHTOHanued. Yuraiite (pasy Ha PyCCKOM M CONOCTABISIHTE C MPEIIOKEHHEM Ha
AHTJIMKACKOM YTOOBI pa3o0paThCsl B CTPYKTYpe NpeanoxeHus. Tak, Bbl mpountaete ¢pasy Ha PYCCKOM H
aBTOMAaTUYEeCKH OyZeTe COMOCTAaBIATh AHTIIMHCKHAE CJIOBA C PYCCKUMH, pa3doMpaThCsi B CTPYKType
MPEIOKEHHS, ITO TIOMOYKET BaM Pa3BUTh YyYBCTBO S3bIKA U SI3BIKOBYIO JIOTAJIKY.

Bribepute yaobusle pecypcenl: https://sites.google.com/site/aglonareader/home/lang-ru Ilporpammy s
YTeHHUS MapajuleIbHOTO TEeKCTa, a TaKKe TPWIOKEHHE MOXKHO CKadaTh OecIIaTHO. DTO HWHTEpecHas
pa3paboTka, KOTOpass IIOJICBEYMBAECT COOTBETCTBYIOIIME OTPHIBKM B TMapaUIeIbHBIX TEKCTax.
https://studyenglishwords.com/ - 6ecruiaTHbI# caliT, HA KOTOPOM MOKHO YHTATh MapPaUICIbHBIC TEKCTHI
Ha aHIJIMICKOM SI3BIKE, COXPaHATh CJIOBA M3 HUX B COOCTBEHHBIM 3JICKTPOHHBIM CIOBAPUK U YYHUTH B
CcBOOOHOE BpEMSI.

UreHue BCJAYX HA AHTJINHCKOM SI3bIKE!

1. YUuraiiTe MENTIEHHO, YETKO U BBIPA3UTENILHO IPOroBapyuBanTe KaX /bl 3ByK U KaX/10€ CJIOBO, JealiTe
nay3sl. Ecnu BeI OyJieTe THaThCS 3a CKOPOCTHIO, TO MHOTOTO HE J0OheTech. Jlayke eciii CKOpOCTh BBl U
HapaOoTaeTe, TO MPOW3HOIICHWE, WHTOHAIWS, KpacUBBIE 3BYKM — BCE OTO yHAeT B Hukyzda. s
BBIPA3UTEIBHON pedr B MEPBYIO OYEPEb HY)KHO XOpoIllee MPOU3HOIIEHUE U MpaBUiIbHAs MHTOHAIMA. A
CKOPOCTb TTOSIBUTCSI CO BpEMEHEM caMa, OHa HapabaThIBaeTCs TPAKTUKOM.

2. IlpounTaiiTe TEKCT W TOJHKO IOTOM HWINHWTE HOBBIC clioBa. He 3a0ObIBaiiTe, UTO MPH YTCHHH BCIIYX
ObIBacT CIOXHO IMOHATH coJepkaHue Tekcra. CHauvana IOJHOCTHIO YHTAWTE TEKCT, HE oOpaiast
BHUMAaHUs Ha He3HakoMble cioBa. CTapaliTech yIOBUTH TNIABHYIO MBICIIb U MOHSATH, O 4eM TekcT. [Tocre
TOTO KaK BbI TIPOYUTANN TEPBBINA pa3, MOXKHO YK€ padoTaTh C HE3HAKOMBIMH CIIOBAMH: MCKATh 3HAYCHUS
B CJIOBape, CMOTpETh, KakK MPOM3HOCATCA. YTOOBI pacIIUpUTh CIOBapHBIA 3amac, y4YUTe HOBEIC
BBIPQKEHHUS, TTOBTOPSIUTE CIIOKHBIE W TPYTHONMPOM3HOCHMBIE cioBa. UTOOBI BaM OBUIO Jierde 4MTath,
HEOOXOMMO BBIOUPATh KHUTY, COOTBETCTBYIOIIYIO BAallleMy YPOBHIO 3HAHHIA.

3. OOpamaiiTe BHIMaHHE Ha TpaMMaTHKy. Uutas mpo cebdsl, MOXHO Oeriio IMpoCMOTPETh TEKCT, He
BaBasCh B TMOAPOOHOCTH cojepkaHus. UnTas aHTIMHCKUAN TEKCT BCIYX, Bbl HUKYyJla HE TOPOIHTECH,
MOATOMY MOJKETE YBHJETh, KaK YMNOTPEOJSIOTCS BpeMEHa W apTUKIM. 1O ecThb BBl 3allOMHUHAETE
MIPaBIIILHBIC MOJIEIIA UCTIOIH30BAHUS TPAMMATHYECKUX ITPABHIL

4. Yuraiite He MeHnbmie 10 MuHYT B JeHb. Pasymeercsi, yemM Oonbliie Bbl OyJeTe YuTaTh BCIYX Ha
AHTJIMACKOM sI3bIKe, TeM Jydine. OnTuMmanbHblii BapuaHT — 30 MuUHYT B JeHb. Ho ecim mumiHero
BpPEMEHH y Bac HET, CTapalTech BBIACIATH XOTsI Obl 10-15 MUHYT. DTO HYKHO Kak pa3 JAjsl TOrO, YTOOBI
Ballla pe4b CO BPEMEHEM CTasla OBICTPOH M IIaBHOW. BaM He Hallo MpUAYMBIBATH pedb HA XOAY, KakK B
pasroBoOpe, Bbl YMTAETE TPAMOTHO HAIMCAHHBIM TEKCT M ClielyeTe 3a X0J0M Mbiciu. Ecnm Bbl Oynere
YUTAaTh BCIyX HE MEHBIIE Tojlydyaca B J€Hb, TO 4Yepe3 MECHI-IPYyroidl 3aMeTuTe, Kak CHIBHO
peoOpasniach Balla pedb: 3BYKH CTAIM YeTKUMU, YIIUTH CIIOBA-IIapa3uThl U HEJIOBKHE 3aMHHKH.

5. Uwraiite pa3Hble TeKCThl. YUTaliTe Xy/I0KECTBEHHBIE MPOU3BEICHHS, CTUXU, HAYYHbIC MyOJIUKAIIHH,
CTaThH B Ta3eTax M KypHanax. PasHooOpa3Hble TEKCThI TOMOTYT Pa3BUTh HABBIK YTCHHUS CO BCEX CTOPOH.
Jist Kaykoro TeKcTa Oy IyT pa3Hble TEMITbI PEYX U May3bl, HHTOHAIHSL.

Hurepuer-pecypchl:
http://www.rong-chang.com/nse/ 3ToT caiiT momoWAeT T 3aHATHI HaYMHAIOIINM C YpoBHEeM Beginner
u Elementary. Bce TekcThl KOpOTKHUE, B HUX UCIIONB3YOTCS MPOCTHIE CJI0BA U AJIEMEHTapHAask IpaMMaTHKa
— Tpu BpeMeHu rpymibl Simple. [TonpoOyiiTe unTath X0Ts ObI 2-3 TEKCTa €KEAHEBHO, 3TO 3aliMET BCETO
5-10 munayT. TeMBbl TEKCTOB pa3HbIE, YACTO OHHU MPEACTABIAIOT cOOON HeOombpimMe IIyTKH. Bee cioBa
nmoo0paHbl TakKUM 00pa3oM, YTOOBI W3YYaIONIUi HE MPOCTO YWTA TEKCThl Ha AHTIMICKOM, HO U
pacimpsl CBOM JIeKCHMUYecKuid 3amac. Tak, BBl CMOXETE BBIYYHTh IE€pPBbIe (hpa30BbIC TJIATOJIBI, YacTO
yrnoTpebsieMble CJIOBa U BhIpakeHUs. K KaIoMy TEKCTY MpUIIaraeTcst ayIHo3aIuch.
http://www.english-online.at/index.htm SToT pecypc co3man CreUaabHO st H3yYaroNuX aHTIIHHACKHUMA
s3bIK ¢ ypoBHeM Pre-Intermediate u Bbime. TekcThl HE OYEHB JTMHHBIC, 3aTO HACHINIEHBI MOJE3HBIMU
BBRIpOKCHUSIMH ¥ ciloBaMd. CTaTbu pa3HONW TEeMAaTHKWA aJalnTHPOBAHBI CHEIUATBHO JUISI YUAIIHXCS:
WCIIOJNIB3yeTCsa HanboJee JyacTo yrnoTpediseMas JeKCUKa W HECIO)KHbIE TPAMMAaTHYEeCKHEe KOHCTPYKIIHU.
Ha nanHbIil MOMEHT Ha caliTe AOCTYMIHBI JUIsl YTEHUSI HECKOJBKO COTEH TEKCTOB pa3HOM TemaTuku. Bee
OHH JIOBOJILHO MHTEPECHBI, TaK YTO JAHHBIM PECYPC COACPKUT ONTHUMAJIBHYIO ITPOMOPIUI0 O0yUEHUS U
pasBiieueHusi. Bo Bcex CTAaThsX BBl YBHJHUTE CJIOBA, BBIJCICHHBIC JKUPHBIM MIPUPTOM. ITO JIEKCHKA,
KOTOPYIO BaM TpeiJiaraloT u3y4yuTh. Ilocie TekcTa cTaThbd Bbl HaljieTe aHTJIO-aHTJIMHCKHUI CJOBaph C
STUMH CJIOBaMH. TakuM 00pa3oM, CalT BBITOJHSAET BAXKHYH (DYHKIIUIO — BBl MOXKETE M3y4YaTh Ha HEM
HOBYIO JIEKCUKY B KOHTEKCTE.



http://neospeech.com/
https://sites.google.com/site/aglonareader/home/lang-ru
https://studyenglishwords.com/
http://www.rong-chang.com/nse/
http://www.english-online.at/index.htm

http://short-stories.co.uk/ A 3ToT caiiT momoaeT BceM IIOOUTENSIM XYI0KECTBEHHOM JINTEPATYpPhl. 3/1€Ch
HET aJaNTHPOBAHHBIX TEKCTOB WM CIIOBapel, TOJNBKO paccKa3dbl AaHIJIOA3BIYHBIX AaBTOPOB B
HeW3MeHeHHOM Bune. Ha caifte mpeactaBiensl 8 MOMyJIsPHBIX JKAHPOB: JETCKas JIUTEpaTypa, NCTCKTHUB,
(haHTaCcTHKA, yKACKI, OMOP, IOKYMEHTAJIbHAS [TPO3a, POMaH, Hay4YHas (paHTacTUKa. ECIii BBl HAXOIUTECH
Ha ypoBHe Pre-Intermediate, mompoOyiiTe Ha9aTh YUTATh NETCKUE PACCKA3BI.
http://easyenglisharticles.com/ Dto emre omuH pecypc ¢ TEKCTAMM IS M3YYAIOIINX AHTIHHACKUM SA3BIK.
CaiiT OpuEeHTHPOBAH Ha ydalmxcs ¢ ypoBHeM Pre-Intermediate u Bbime. Bce crathu Ha 3TOM caiite
aJanTHPOBAHBI IS YUAIUXCS: B TEKCTaX COMAEPKUTCS TOJIBKO Hamboyiee 4acTo ynorpedisemMast JTeKCHKa
Y TpaMMaTHKa CPEIHEr0 YPOBHS CIIOKHOCTH. TEeKCTHI B OCHOBHOM IIPEJICTABIISIOT TOCIETHIE MHPOBBIE
HOBOCTH, HO €CTb W  pa3Hble CTAaTbU-COBETHl IO  HM3YUYCHUIO HMHOCTPAHHOTO  SI3BIKA,
CaMOCOBEPIIECHCTBOBAHUIO U T. I. CaMble CBEXKHE HOBOCTU CO BCErO MHUpa B aIalITUPOBAHHOM BapHuaHTe!
OOpatuTe BHHMaHHE: TIOCIE KaXJAOH CTaTbl €CTh CIIHUCOK CJIOB, PEKOMEHAYEMBIX K H3yYCHHIO.
[MompoOyiiTe yranaTh MX 3HaUYE€HUE U3 KOHTEKCTA, 3TO, KaK MPABUIJIO, BEChbMa ITOJIC3HAS JJIs M3YUYCHHS
JIEKCHKA.

http://www.infosguares.com/readingcomprehension/ Ha sTom caiiTe TpeacTaBI€HO BCETO HECKOJIBKO
JIECSITKOB TEKCTOB, OJJHAKO OH JOCTOWH Balllero BHUMaHWA. Pecypc momoiier amns 3aHATHH YIeHHUKaM C
ypoBHeM Intermediate u Beimie. Pecypc oTnmuaercs OT MpeAbIIyIIMX CAMTOB TeM, YTO Ballla 3ajJaya
TeNeph — HE MPOCTO MPOYUTATh TEKCT W TOHSATH OCHOBHYIO MBICIh, a YIIOBUTHh JaKe MeTbYalline
netanu. Ha Bkiamke ¢ o000l cTaTbell BbI HalJieTe HE TOJIBKO CCBUIKY Ha caM TEKCT, HO M TECT Ha
MPOBEPKY MOHUMAaHHS TPOYUTAHHOTO. [109TOMY MBI COBETYEM 0OpaTUTh BHUMAaHHE HA 3TOT PECYpPC BCEM,
KTO TOTOBHUTCA K 3K3aMCHY IIO aHFJ'IHfICKOMy A3BIKY, BC€Ab BBl MOXCTC «OTPCICTHPOBATH» HA 3TOM
pecypce cekmuio Reading. 3amada aToro caiita — MpoOBEpPHUTH, HACKOIBKO XOPOIIO BBl IOHUMAETE TEKCT.
[ToaTOMy MBI peKOMEHAYEM 3aHUMATHCSA HAa 3TOM CAalTe MPUMEPHO pa3 B MECSAIl, & B OCTAILHOE BpeMs
YUTATh JPyTrue cTaThu. TakuM 00pa3oM, Bbl OyjeTe BUIETh, HACKOJIBKO OBICTPO PAa3BHBACTCS BAlll HABBIK
YTEHHS Ha aHTJIMICKOM SI3bIKE M HACKOJFKO BBl BHUMATENHBI TP YTCHUH.
http://web2.uvcs.uvic.ca/courses/elc/studyzone/330/reading/  Dtor cafiT  CX0K ¢ TPEIOBIIYIIUM:
HEOOJIBIIIOE KOJMYECTBO MATEPHUAJIOB C JIMXBOM KOMIICHCUPYETCS HAJMYMEM pa3HbIX YIPaKHCHUH,
MIPOBEPSIIOIIMX TIOHUMAHKUE TEKCTa. 3/1eCh MOXHO 3aHUMAThCsI ¢ ypoBHeM Pre-Intermediate u BbIe.
http://dreamreader.net/ ItoT pecypc 3aHHTEpECYET TeX, KTO JIIOOUT YMTATh Pa3HbIe O3HABATEIbHbIC H
pasBiiekatenbHble cTaThi B IHTepHeTe. CallT mojoiiaer yyanmmces ¢ ypoaeM Elementary u Bbline.
Boubliie Bcero TeKCTOB Ha 3TOM caiiTe nmpejcTasieHo B pasaenax Fun English u Academic English.
[IpenecTh cTaTeit B TOM, YTO HAITMCAHBI OHU XOTh M MTPOCTHIM, HO JKUBBIM SI3BIKOM. A paccMaTpHBaeMbIE B
CTaThsIX TEMBI aKTYaJIbHBI M OCBEIIAIOT CaMble pa3HbIe CTOPOHBI JKU3HU: OT S3bIKa Tena 10 Gact-pyaa, oT
HJIO no «xomaubux» uanoM. K kaxxjoMy U3 TEKCTOB MpUiIaraeTcs psiji BOIPOCOB, TOMOTAIOIINX
MIPOBEPUTH, HACKOJIBKO XOPOIIIO BHI MIOHSUIA IPOYUTAHHOE. BRI MOKETE HEe TPOCTO YUTATh CTATHIO, HO U
MOCITyIIaTh ee.

2.7. CamocTosiTeIbHAA padoTa HaJ MHCHMOM

U3yuaiiTe mpaBuia HANMCAHUS CJIOMKHBIX CJOB. 3alMOMHHUTH TPABOIUCAHWE MHOTHX CIIOB OyjeT
npolle, eciy 3HaTh MpaBuia, 1O KOTOpbIM OHW mwminyTcs. Hampumep, B crathe «Silent letters.
HemnpousHocumblie OYKBbI B QHIIIMICKOM SI3bIKE» YE€TKO U MOHITHO OOBSCHSIOTCS MPaBHiIa YIIOTPEOICHNUS
HEMPOM3HOCUMBIX OYKB. M3ydnTe 3Ty CTaThio, M Y Bac y)Ke He BO3HUKHET JKeJlaHHs HamucaTh nowledge
Bmecto knowledge http://engblog.ru/silent-letters. Takxke coBeTyeM O3HAKOMHUTBCSI M CO CTaThei
«Opdorpadusi aHTIMICKOTO sI3bIKa», B HEHW MPEJICTABICH CHHCOK TIOJE3HBIX MAaTepHajoB st
COBepIIICHCTBOBaHUS mpaBonvcanus http://engblog.ru/spelling.

Hcnons3yiiTe mpueM M3 MKOJbI. BcrioMHUTE, KOTJ]a MBI COBEpIIANM OMIMOKY B JIMKTaHTE, YYHTEIh
3aCTaBJISUT HAC MPOMHUCHIBATE ¢loBO 5-10 pa3. OH menan 3TO HE W3 JKENAaHUS HAKa3aTh YUCHUKA, a IS
TOTO, YTOOBI B HAIIICH MAMSTH MIPOYHO 3aKPEMIJIOCH MPaBUILHOE HamucaHue ciosa. [lompoOyiiTe nenath
AQHAJIOTUYHO M C TIPABONMCAHUEM AHTIMHCKUX CJOB: KaK TOJBKO OIIUOJINCH, BO3BMHTE TETPAIKy M
HAIUIIUTE OHITHE TIPABUIBHO HECKOJIBKO pa3. BBIMONHSISI Takoe yrpaKHEHHE, Bbl BKIHOUaeTe B paboTy
MEXaHHUYECKYI0 NaMsTh, a 3TO 3HAYUTEIHHO O0JierdaeT 3arlOMHHaHWE cjioBa. MalleHbKas XUTPOCTb:
MHorue (GUIONIOrH ¥ JIMHTBHCTBI COBETYIOT OTKAa3aThCS OT MPONMUCHBIX OykB. OHM PEKOMEHIYIOT
neyaraTh CJIOBO Ha KJIaBHAType WJIM MHCaTh €ro Ie4YaTHbIMH OykBaMH. B Xome 3KCIepuMeHTOB
BBISICHWJIOCH, YTO TI€YaTHbIe OYKBBI HMEIOT 4YETKYI (opMy, MO3TOMY MO3Ty TpOIIE 3allOMHHTh
HamucaHue ciioBa. YTo Kacaercsl MPOMUCHBIX OYKB, TO MOYEPK OBIBACT Pa3HbINA, U (PAKTHUECKU KaXKIbIi
pa3 Mbl THIIeM OyKBY HEMHOT'O HO-APYromMy. DTO YCIOXKHsET Bocupustue uHpopmanuu. [lompoOyiite
neyaTarh, a He IUCaTh, BO3MOXHO, 9TO IMEHHO TO, YTO BaM HY)KHO.
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IIpakTukyiiTech, MPaKTUKYiiTeCh M ellle Pa3 MPaKTHKYHTech. UTOOB HAyYHUTHCS BOAUTH MAIIHHY,
BaM HYXXHO KaK MOKHO Yallle CaIuThCs 3a PyJb, a YTOOBI MHCATh IPAMOTHO, HY>KHO KaK MOXKHO daIe
caiuThCcs 3a CTON W mucath. llompoOyiTe aenaTe pa3lUuHBIE 3alUCH Ha AHTJIMHCKOM  SI3BIKE,
MPaKTUKOBATHCS MOXKHO TakK: BeauTe AHEBHHK, a Jydille MONpoOyiTe 3aBecTH OJOT Ha aHTIMHCKOM
a3bike B MHTepHeTe. CaMOBBIpaKCHUE U TEIUIbIe KOMMEHTapUM YUTaTelel BOOAYILEBST Bac HA HOBBIC
nogsuru. [lenaere nomamnee 3aganue? HanumumTe win HanedaTaiTe €ro, a He MPOCTO OTMETHTE HYKHbIE
OTBEeTHl B yueOHHKe. J[e10 3T0 TpymoeMKoe, HO OKynuTcs ctopuueil. [lonpaBunace uHTEpecHas nuraTta
WM WIMOMAa Ha aHTIMHCKOM si3bike? He xommpyiiTe ee cebe Ha KOMITBIOTED, a HaNedaTaiTe BPYYHYIO.
DTO OTAWYHBIA MPHEM, COBMEINAONINI B cebe n oOydeHue, M pas3BiedeHne. Beibepute MHTEpECHYIO
kHury unu 6mor B Mutepnere. ExenHeBHO mepenuchiBaiiTe 1-2 cTpaHMIBI TEKCTa, MPUYEM CJIOBO B
CJIOBO. DTO OAMH M3 CaMbIX ACHCTBEHHBIX METOOB yiyulieHus spelling.

3ajgeiicTByiiTe 3ligeTH3M. DiifeTn3M — ¢oTorpaduueckas namsITh, KOTOpas OTBEYAeT 3a 3alIOMHHAHUE
3pUTENBHBIX 00pa30B. 3aJeHCTBOBAaTh €€ Jydlle BCEro MpHU HM3YYEHHH HOBOTO cjoBa. BHUMarenbHO
CMOTpPUTE Ha HEro, MocTapailTech 3allOMHUTH ero (GopMy, MOpSIOK OYKB, 3aTeM 3aKpOWTe Iyasza M
[ocTapaiTech MPEICTaBUTh €r0 — Yy BaC B HaMATH OTJIOKUTCSA 3PUTEIbHBIA 00pa3 HOBOIO IOHSTHS.
OfHOBPEMEHHO C MPOCMOTPOM IIPOM3HECHUTE CIIOBO, YTOOBI 3TH 3BYKHM acCOLUMHPOBAINCH y Bac C
KOHKPETHBIM MPaBWIBHBIM HAlUCAHWEM. BBIMOIHANWTE 3TH ACHCTBHS NPHU KaXKIOM MOBTOPCHUH, TOTIA
yhnpakHeHHEe ObICTPO MPUHECET CBOU IUIOIBL.

CeepsiiTech co ciaoBapeM. Korja nuiere cjioKHOE CIOBO, HE MOJAraiiTech TOJBKO HA CBOIO MAMSITh,
npoBepsiiTe HamucaHue B cioBape. Jlydimie mucath MEAJICHHO, 3aTO NPaBWIBHO, 4YeM OBICTPO U
HerpaMoTHO. He mepexuBaiiTe, Tociie HECKOJIBKUX «IIOATJISBIBAHUID BBl 3alIOMHHUTE CJIOBO M OyneTe
YBEPEHHO MHUCATh €T0 0e3 BCAKHUX MOJCKA30K.

CocTtaBbTe cOOCTBEHHBIH ca0Bapb. B JHUHBIA cloBaph BKJIIOYMTE TOJIBKO T€ CJIOBAa, HaMKMCaHUE
KOTOPBIX BBI3BIBACT y Bac TPYIHOCTH. Pa0oTaiiTe ¢ ITHM «IETHIIEM» KaKk OOBIYHO TPH H3YUYCHUH
AHIVIMMCKOM JIEKCHUKH: 4acTO MPOCMAaTpHUBATE, MOBTOPSUTE, MEPEBOAUTE C PYCCKOrO HAa aHTIMUCKHIA
(Jryuizie Bcero NMCbMEHHO). DTO MIOMOXKET BaM JIETKO BbIyYUTh IPABONMCAHNUE AHITIUICKOTO SI3BIKA.
Bcenomuute 06 ygdexre Pectopdd. Jlyumie Bcero Ham 3anomuHaetcst ”HPOpMAIHs, BBIACISIOMIASACS U3
o0mieit maccel. Mcnonb3yiite adhdekt cede Bo Oiaro. Kak crienark ciioBo 3anoMuHarommmMces? Boinennre
€ro U3 JIPYrux CJIOB B NPSIMOM CMBICIE — IIPHU TOMOIIM SIPKOM PydYKH MM LBeTHOro mpudra. Mosr
BBIJICJIUT 3Ty UHQOPMAIMIO U3 OCTAIBHBIX CIOB W 3allOMHHT. [loMHHTE, BeJb B IIKOJIE HAC 3aCTaBIISIH
JlenaTh aHAIOTMYHO Ha ypPOKax PYCCKOTO S3bIKa: CIIOBapHbIE CJIOBAa MBI BBIJIEISUIM PAa3HOIBETHBIMU
pyukamu. MarneHbkast XUTpocTh: HekoTopble menaroru COBETYIOT HE MPOCTO BBIACISATH CIOBO, HO M
nucath Kakaylo OyKBY pa3HbIM IBeTOM. Bpemenu Ha Hamucanue yiiner Oojblie, padoTaTh C MOHATHEM
BbI OyJieTe JIONbIIE, MO3TOMY U 3allOMHHUTCS OHO ObicTpee. OO0s3aTeNbHO MOMPOOYHTE HA MPAKTHKE 3TO
IPOCTOE yIPaKHEHHUE.

Padoraiite ¢ Microsoft Word. Vcronb3yiiTe aBTOMaTH4eCcKyt0 TIPOBEpKY opdorpadvu HE TONBKO 10
MpsIMOMY Ha3zHA4eHWIO, HO W JuIsl oOyueHus. Kak TOJIbKO yBHAWTE, YTO MporpaMMma HCIpaBHiia Kakoe-
100 CIIOBO, COTPUTE €ro M HAMUIIMTE BPYYHYIO TPABUIILHBIA BapHAHT. DTO HEMHOTO YBEJIUYHUT BPEMS
paboTHI C TOKYyMEHTOM, HO OYZIEeT MOJIE3HBIM yIpaxkHeHueM 1is spelling.

YuraiiTe Kak MOkHO 4amle. Kak 3amoMHUTH JUII0O HOBOTO 3HaKoMoro wiu kosuiern? HyxHo wame c
HUM BUJIETHCSA. 3alIOMHHATh HAIMCAHHWE CIOB MOXKHO M HY)KHO aHAJIOTUYHO: CTapaiiTech BCTPEUAThCS C
HUMH 4acto. [Ipome Bcero 3To OyAer aenarb, €Ciid Bbl OyJeTe YMTaTh pa3HOOOpa3HbIE aHTJIOS3bIYHBIC
CTaTbl M KHUTHU. OTOT MpHUEM, MOXKaJIyH, CaMblii MHTEPECHBIH M HEHaBS3UUBBIA, BEOb BBl YUHTE
NPaBOINKCaHUE ABTOMATUYECKU BO BPEMS UYTCHUSI.

TecTupyiite cBon 3HaHusi. B MHTepHeTe MOXXHO HAlTH MHOrO Pa3HOOOpa3HBIX TECTOB M OHJIAWH-
3aJaHul, KOTOpbIE MOMOTYT BaM COBEPIICHCTBOBATh HABBIK MPABONMCAHMS HA AHTJIHICKOM S3BIKE.
Hanpuwmep, MHOI'O pa3zHo00pa3HbBIX TECTOB MOXXHO HalTH Ha ITUX cairax:
https://howtospell.co.uk/spellingquiz.php, http://eslus.com/LESSONS/SPELL/SPELL.HTM.

Hrpaiite B npaBu/ibHbIe UIPbI. V3yueHne aHMIMHACKOTO s13bIKa JIOJDKHO OBITH ISl BAC YBJICKATEIbHBIM.
A caenaTh ero TakKMM MOMOTYT pa3HOOOpa3Hble O0yJaromue OHIaiH-Urpel. X MOXHO MCTONB30BATh B
nepepbIBe MEXJIy YIPAKHEHUSIMH: BBl 3JI0POBO PA3BIEYETECh M B TO K€ BPEMs MPOJOIDKUTE YUUTh
anruiickuit. [Tourpath ¢ MONB30i MOXHO Ha caiitax http://www.wordgames.com/, http://www.merriam-
webster.com/word-games, http://www.funbrain.com/spell/.

H3yuute mpaBuiia yreHus. Ecnu Bbl Oy/eTe 3HATH MpaBWJIa YTEHHUS] aHTIUICKOTO S3bIKa, BaM Oyner
JIeTYe J0raJiaThCsl, KaK MUCaTh HE3HAKOMOE CIIOBO, MCXOJs M3 ero 3Byudanus. Spelling bee - urpa mus
rpaMOTHBIX Jfoed. XOTHTE MPOBEPUTH CBOM 3HAHUS? XOTHM OTMETHTbH, YTO NPABONUCAHUE BBHI3HIBACT
TPYAHOCTH JlakKe y HOCUTENeH s3bIka. FIMeHHO 1103TOMY B AMEpHKE €CTh Pa3JInuHble KOHKYPChI, KOTOpbIE
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MIpHU3BaHBI IPOBEPSITH TPaMOTHOCTH JIF0AeH, HanpuMmep Spelling bee. OTo copeBHOBaHUE, B X0/1€ KOTOPOTO
JIFOASAM Ha3bIBAIOT PA3JIMYHBIC CJIOBA, @ OHU IOJIKHBI ITPOU3HECTH 110 6YKBaM, KakK IMUIOYyTCs OTU ITOHATHA.
Kro caenan ommbKky — BbIObIBacT. Ha kak10M 3Tarne KOHKypca JaroTcsi Bce 00JIee CIIOKHBIE CIIOBa, MOKa
HE OCTaHEeTCsI OAMH MoOenuTeNb. BriepBrle KOHKypce ObLT poBeaeH B AanekoM 1925 roay u ¢ Tex mop He
tepsieT nomyisipaocTH. Cefigac Spelling bee TpoBOAT B pa3HBIX CTpaHAX MHUPA.

3. METOANYECKHUE YKA3AHMUAA 110 U3YYEHUIO TEOPETUYECKOI'O
MATEPHUAJIA

N3yuenune moOoro paszena cienyeT HauuHaTh C O3HAKOMJIEHHS C BONPOCAaMM IUIaHA
u3ydeHust TeMmbl. Ilpu u3ydyeHuMM TeopeTHYecKOoro MaTepuaja HEoOXOJUMO HCIOJIb30BATh
PEKOMEHyEMYI0 OCHOBHYIO M JIOIIOJIHUTEIIBHYIO JINTEPaTypy [UId JIy4dlIero YCBOEHUs
MaTepuaia.

OcBauBaTh TEOPHUIO CIIEIYET B COOTBETCTBUU C TOW IOCIEAOBATEIBHOCTBIO, KOTOpas
IIPEJICTaBJICHA B IUIAHE CAMOCTOSTENIBHBIX U IPAKTUYECKUX 3aHATUH.

Metoauka paboTHI C IUTEPATYpOl NMpeAyCMaTpUBAET BEICHHUE 3allMCH IPOYUTAHHOTO B
BUJE IUIAHA-KOHCIIEKTA, OIOPHOIO KOHCIEKTa W T.J. OTO TO3BOJUT CHEJNaTh 3HAHUA
CHCTEMHBIMH, 3a(UKCHPOBATH M 3aKPEMUTh UX B TAMSTH.

KoHcnekT — ciioxHbIi c11oco0 U3J105KEHHsI COIepKaHUsI KHUTH UJIM CTaTbU B JIOTMUYECKON
1ocJe10BaTeNbHOCTU. KOHCIIEKT akKyMynupyeT B ce0e Mpeablylliue BUbl 3alUCH, TIO3BOJISET
BCECTOPOHHE OXBATUTH COJEP/KAHUE KHUIM, CTATbM, TEKCTa, I'PAMMATUYECKOrO0 MarepHaa.
[ToaToMy ymeHHE COCTaBIAThH IUIAH, TE€3UCHI, J1€1aTh BBIIUCKU U JIPYrHe 3allUCU ONpEAesieT U
TEXHOJIOTHIO COCTaBJICHMSI KOHCIIEKTA.

MeTtoanyeckue yKa3aHHUs M0 COCTABJICHUIO KOHCIIEKTA
1. BHuUMAaTEIBHO MNPOYUTANTE TEKCT. YTOYHUTE B CIPABOYHON JMTEpaType WM CJIOBape
HEeNoHsATHbIEe cyioBa. llpu 3ammcu He 3a0yabTe BBIHECTH CIPAaBOYHBIE JAaHHbIE Ha IOJSA
KOHCIIEKTa;
2. Beiienure riaBHOE, COCTaBBTE IIJIAH;
3. Kpartko cpopmynupyiite OCHOBHBIE ITOJI0KEHUS TEKCTA,;
4. 3akOHCHEKTUpYHTE MaTepuan, 4YeTKO Cleays NyHKTaM IuiaHa. lIpW KOHCHEKTHpOBAaHUU
CTapalTeCh BBIPA3UTh MBICIb CBOMMH CIIOBaMU. 3aIIACHU CIELYET BECTH YETKO, SICHO.
5. I'pamoTHO 3anuceiBaiiTe nUTatThl. LIUTHpYs, yYUTHIBAaUTE JAKOHUYHOCTD, 3HAYNMOCTb MBICIIH.

B Texcre KOHCIEKTa KeNnaTeabHO IPUBOAUTH HE TOJIBKO TE€3UCHBIE MOJIOKEHHS, HO U UX
nokazatenbeTBa. [Ipu odopmieHnH KOHCIEKTa HEOOXOJUMO CTPEMUTHCS K €MKOCTH Ka)10To
npeuiokeHus. MBICIM  aBTopa KHUTHM CIIeAyeT u3jaraTb KpaTko, 3a00TsACh O CTHIE U
BBIPA3UTEIbHOCTH HAIMCAHHOTO. J[J11 yTOUHEHUS U T0NOJHEHHUS] HEOOXOUMO OCTaBJISITH MOJISL.

Iporieypa mpoBepKM KOHCHEKTa BKIIIOYAET B ceOs IepeyeHb BOMPOCOB 0a30BOro MU
MIOBBIIIEHHOTO YPOBHEH 17151 COOECe0BaHUSL.

MeToauyeckue yKa3aHHus 110 NPeICTABICHHIO H 0()OPMJICHUIO
pe3yJbTaToB codece10BaHUS

CobecenoBanmne mpeaCcTaBIsSeT COOOH MHAMBHUIYAIbHYIO Oecely ¢ KaKIbIM CTYIEHTOM
M0 TPEUIOKEHHBIM BOIIPOCaM € TMOCIEAYIOEH OLIEHKOW HMX MOAroToBKU. Llenbro maHHOM
(bopMBl 3aHATHS SIBJISETCS OCYILECTBIIEHHE TEKYIIero KOHTPOJS 3HaHUM mo Teme. B 3amaum
co0ece10BaHNs BXOJUT MIPHUOOPETEHNE HAaBbIKa PA0OTHI C UCTOYHUKAMU U JIUTEPATypOl; YMEHUS
IPaMOTHO COCTaBJISITh KOHCIIEKTHI M MOJIb30BAaThCS UMHU; BBISIBIIATH Pa3JIMYHbIE TOUKH 3pEHUS Ha
po0JIeMy U CTETICHb €€ pa3pabOTaHHOCTH B JIUTEPATYPE.

CobecenoBanue mpenmnonaraeT  o0s3aTelbHOE  KOHCIIEKTUPOBAaHME TEKCTa  HIIU
rpaMMaTHYeCcKOro MaTepuana, a Takke MpopadoTKy Bcel MpeIoKEHHON JINTEpaTyphl 0 TEME.

Bonpocsl qyia cobecejoBaHuss U KpUTepUH olieHuBaHus mpuBereHbl B POC naHHOM
JTUCIUTUIAHBI.

4. METOAUYECKHE YIVCA3AHI/I$I mo BI@I[AM PABOT,
NPEAYCMOTPEHHbBIX PABOYEU NIPOT'PAMMOU JUCHUITJIUHBI
4.1. lToaroroBKa K NPAKTHYECKUM 3aHATUAM



Memooduyeckue ykazanus no n0020mosKe K NPAKmu4ecKum 3aHamusm.

K camocrosTensHOi paboTe OTHOCHUTCS TOJATOTOBKA K MPAKTHUCCKOMY 3aHATHIO W
BBIIOJIHEHNE JOMAIIHETO 3aIaHUs.

JloManiHee 3aJaHUE COCTOMT W3 HHIUBUAYAIBHBIX 3aJaHui, Ipoleaypa MPOBEPKH
KOTOPBIX BKIIIOYAeT B CeOsl TMEepedYeHb MPAKTUYECKUX YIOPAKHEHUH U BOMPOCOB  JUIS
cobeceIoBaHNUs.

HToroBslii NPOIYKT cAMOCTOATEIBHOI PadoThI: HHIUBUIYATHHOE 3aaHHE.
CpecTBa M TEXHOJIOTHH OIEHKH: COOeCeIOBaHuE.

4.2. MeToan4yeckne yKa3aHHsi 10 COCTABJIEHUIO IJIOCCAPUS 0 TEKCTY

[Tomo6HO MFOOOMY CIOBAPIO TIIOCCAPUN COCTOUT M3 AaBTOHOMHBIX JICKCUYECKHUX €IHHHII,

PacoJIOKEHHBIX:

- o andaswury;

- I10 M€pe MOSBJICHUS TEPMUHOB B TEKCTE WM 3aJaHUU;

- B COOTBETCTBUU C TEMOM U3y4aeMOro pasjena JUCIUIINHBI.

Jl5is cocTaBiieHUs Ti0ccapusi MO 33/IaHHOM TeMe HYXKHO HalWTu MHGOPMAIUIO C Pa3HbIX
UCTOYHUKOB (ceTb «MHTEepHET», SHIMKIONENH, IPAKTUYECKUE [TOCOOUs, yueOHas JInTeparypa),
M3YYUTh €€ U COCTaBUTh B PYKOIIMCHOM BAPUAHTE WJIU MOJIb3YsACh TEKCTOBBIM MPOLECCOPOM.

PaGora nomkHa OBITH TmpencTaBieHa Ha Oymare d¢opmara A4 B TeYaTHOM
(KOMITBIOTEPHOM) UJIM PYKOTIMCHOM BapUaHTE.

Kaxnas nexcuueckas eAuHMIIA 3alUCBHIBAETCS Ha OTHENIBbHOM cTpouke. B coctaB ee
XapaKTEPUCTUKHU JIOJDKHBI BXOAUTh HE TOJIBKO KpPAaTKOE TOJIKOBAaHWE, HO M KOMMEHTapHH,
IIPUMEpBI, MOSICHSIONINE LUTAThl, CCBUIKA HA JIMTEpaTypy. I 1aBHBIM OTIMYHEM IiOCcCapus OT
OOBIUHBIX clIoBapel sBiseTcs (OPMUPOBAHKE €TO B KAYECTBE €AMHOTO KOMIUIEKCa HHPOpMaIuu
B COOTBETCTBUH C MCCJIEIOBATEIBCKON WIIM IPAKTUYECKOMN 3a/1a4eid.

PexoMeHnganmu 1o coCTaBJIeHUIO IJIOCCAPHUSA:
* I'1aBHOe MpaBWJIO rJjioccapusi — J0CTOBepHOCTh. [losicHeHue AOKHO Haubosiee TOYHO
OTpaXkaTb CyTh JEKCUYECKON E€IUHUIIBI.
* [TosicHeHue 10/1KHO OBITH KOPPEKTHBIM U MOHATHBIM. Henb3s 1crosnb30BaTh OTKPOBEHHbBIE
YKaprOHU3MBI, HO U CJIMIIKOM CJIOKHBIM Hay4HBII TEKCT MOXKET TOJIBKO 3aITyTaTh MOJIb30BATEIS.
* YuurhiBaTh Bce BapHMaHTbl. Eciu OOUH M TOT XK€ TEPMUH MOXKET HMETh HECKOJIbKO
paBHO3HAYHBIX 3HAYEHWH, HY)KHO YYMTHIBaTh BCE BapHaHThl, U HAa KOHKPETHBIX IPHUMEpax
IPUBOJUTH 3HAYEHNE TEPMUHA B TOM MJIM HHOM KOHTEKCTE.
HToroBslii NPOAYKT CAaMOCTOATEILHOM PadOThI: CIIOBApHAs CTAThs.
CpencTBa M TeXHOJIOTHM OLIEHKH: cOOEceIoBaHueE.

5. METOAUWYECKHE YKA3AHUA 110 IOAI'OTOBKE K OK3AMEHY

Iponenypa mpoBeeHHsI IK3aMeHa OCYIIECTBIAETCS B COOTBETCTBHU C llonojkeHreM o HpoBeneHUH
TEKYIIEro KOHTPOJS YCIIEBAEMOCTH M TMPOMEKYTOUHOW arTecTalii OOYYaroluXcsi MO 00pa3oBaTeIbHBIM
TporpaMmam BBICIIEro 00pa3oBaHusi - mporpamMam Oakasnaspuata B CKOY.
B sKk3aMeHalOHHbINA OMIIET BKITIOUAIOTCS 3a1aHus TSl IPOBEPKH:
1) w3ydvaroniero ureHHs (HAyYHO-TIOMYJSAPHBIA TEKCT WJIM TEKCT OBITOBOTO, COLMOKYJILTYPHOTO
XapakTepa Ha HHOCTPaHHOM s13b1ke 00hemMoM 10 2000 med. 3H.);
2) JIeKCUKHU U TpaMMaTHKH (TecT, 00beM - 10 npensnoxenuil);
3) MOATOTOBIIEHHOW YCTHOM pe4r MOHOJIOTHYECKOTO XapakTepa (Coo0ImeHne Ha O/IHY U3 H3yUeHHBIX TEM,
00beM - He meHee 15-20 dpa3s).

s nonroroBku 1o Owety orBoautes: 20-25 MuH.

[pu noaroToBKE K OTBETY CTY/AEHTY NPEAOCTABIISIETCS IIPABO MOJIb30BAHMUSL: CIIOBAPEM.

IIpwm mpoBepke MPaKTHHYECKOTO 3a/IaHus], OIIEHUBAIOTCS:
- TPaBUJIBHOCTH (DOHETHYECKOTO U JISKCMYECKOTO CTPOSi MHOCTPAHHOTO S3bIKA; MOHMMAHHE HHOSI3BIYHOTO
TEKCTa MOCPEACTBOM YaCTUUHOIO TIepeBoAa U B hopMme GecelIbl ¢ HK3aMEHAaTOPOM I10 €TI0 COAEPIKaHHUIO;
- KOPPEKTHOCTH BBITIOJIHEHUS! JIEKCUKO-TPAMMAaTHYECKOI'0 TECTa;
- COOTBETCTBYIOIEE YIOTpPEOJNICHHE JIeKCHKH, (OHETHKM M TpaMMATHKH TIPH MOHOJOTHYECKOM
BBICKa3bIBaHHH; JIOTHYHOCTH U TIOCJIEAOBATEIBHOCTD BBICKA3bIBAHUS, TEMIT PEUH.



CIIMCOK PEKOMEHIYEMOM JIUTEPATYPBI

OcHoBHas JInTEpaTypa.
1. Arab6eksn WU.I1. Aarnuiickuii s3bIk 11 6akanaBpoB: [y4ue0. mocooue] / N.I1. ArabeksH.
— PocroB u//l: ®enuke, 2015. — 379 c.

JonoJHUTe/IbHAA JTUTEPATYypa

1. MHOCTpaHHBIN S3bIK (QHTVIMUCKUN S3BIK): MPAKTHKYM / MHHUCTEPCTBO KYJIBTYPHI
Poccuiickoit  ®enepaunn, OBC KeMepoBckuil TrocyJapCTBEHHBI HWHCTUTYT KYJBTYpHI,
ConmanbHo-ryMaHuTapHbli  MHCTUTYT, Kadenpa wuHocTpaHHbIX s3bIKOB. — Kemeposo:
KemepoBckuil rocyaapcTBeHHBI MHCTUTYT KynbTypbl, 2017. — 212 c¢. — Pexxum nocryna:
http://www.biblioclub.ru — 3bC «YuuBepcureTckas 6UOIHOTEKA OHITAHHY

2. AHTTIMHCKUN S3BIK IS CTYJEHTOB YHUBEPCUTETOB. UTeHUE, MICHhMECHHAS MTPAKTUKA U
npakTuka yctHou peun: yueOnmk: B.2 4. / C.. Kocteirnna, O.A. bepesuna, 10.A. MBanosa u
ap., Y. 1. — 2-e u3g., nepepad. u nom. — M.: Akagemus, 2006. — 400 c. [DnekTpoHHBIN pecypc]. —
URL.: http://catalog.ncfu.ru

HNuTepHeT-pecypcebl:
1. http://www.bbc.co.uk - pecypcsr 1 matepuanst BBC
2. http://lwww.s-english.ru — pecypchr st H3ydeHust aHTJIMICKOTO S3bIKa
3. http://www.engvid.com - pecypcs 151 M3yUEHHsI aHTIMHCKOTO S3bIKa
4. http://www.english-globe.ru - pecypchr amst u3ydeHus aHMIIMICKOTO S3bIKA
5. https://www.englex.ru - mardopma aj1st HHTEpaKTUBHOTO W3yYEeHUsI aHTJIMHCKOTO S3bIKa
6. http://www.biblioclub.ru - Yausepcurerckas bubnnoreka onnaiin


https://www.englex.ru/



