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IlosicHuTebHAA 3aIMCKA

PabGouas mporpamma kypca mno BbeIOOpy «JlemoBoW  aHTIUUCKUU» I
OCHOBHOTO 00mero o6pa3oBanus pa3paboTaHa B COOTBETCTBHUHU C:

- ®enepanbHbIM 3aKOHOM OT 29.12.2012 Ne273-®3 «O06 ob6paszoBanuu B Poccuiickoit

denepanuny;

- mucbMoM MuHuctepcTBa oOpazoBaHuss W Hayku Poccuiickoit ®denepanuu 0T

12.05.2011r. Ne 03-296 «O06 opranuzaiviu BHEypOUHOU JEATEIbHOCTH MPHU BBEICHUU

(dbenepanbHOrO TOCYIapCTBEHHOTO O0pa30BaTeNIbHOTO CTaHJapTa OCHOBHOTO OOIIETO

00pa3oBaHU»;

- mpukazoM MuHucrepcTBa 00pa3zoBaHusi U Hayku Poccuiickoit ®@enepanuu ot 31

nexabps 2015 Nel1577 «O Buecennu usmenenuit B ®I'OC OOOy;

- mpukaz MO P® Nel897 or 17.12.2010 (B pea. ot 31.12.15) «O6 yTBepxaeHUU

(dbenepanbHOrO TOCYIapCTBEHHOTO 00pa30BaTeNIbHOTO CTaHJapTa OCHOBHOTO OOIIETO

00pa3oBaHU Y.

I[Tucemo MII P® ot 28 wmrons 2019 . Ne81/2 «MeTtoguueckue peKOMEHIAIUIX IS
cyobektoB P® mo Bompocam peandu3ali  OCHOBHBIX M JIOMOJIHUTEIBHBIX
0011100 pa30BaTEIBLHBIX MPOTPAMM B CETEBOI hopmey.

PernonajabHbIN YPOB€HbL:

- «KoHnenuust pernoHaabHON CUCTEMBbl MPO(dEeCCUOHATBLHON OpUEHTAIIUU HACENCHUS
Ha nepuonx 10 2020roma» mnpoTokon 3acenaHus KoopIMHAUMOHHOTO COBETa IO
KasipoBoil nmonutuke npu ['ydoepuatope Camapckoit obnactu ot 03.06.2014 Ne25.

- [Ipukaz MOuH CO ot 10.12.15 Ne479-ox1 «O06 yTBepkIAeHUU KOMILIEKCA MEP IO
Pa3BUTHUIO  CHUCTEMBI  CONPOBOXIEHUA  MNPOGECCHOHATBHOTO  COMPOBOXKICHUS
00y4aronuxcsi peruoHalibHON cucTeMbl oOpa3zoBanus 10 2020rogay.

- IImcemo MOuHCO ot 04.08.17 NeMO-16-09-01/653-TY «O peanuzanuu
npeanpoduibHoi noaroroBku B pamkax I'OC OOOy.

- IlocranoBnenne IlpaButenbctBa Camapckoit obmactu ot 07.08.19 Ne740-p «OO0
YTBEPKIECHUN MEKBEIOMCTBEHHOTO KOMILUIEKCHOTO TUTAHA MEPOTIPUSATHH 110 CO3TaHUIO
YCIIOBHN I TTPO(ECCHOHATBHOTO caMoompeeneHus: ooyqarormuxcs B CaMmapckoit
obmactu Ha 2019-2024 ronpi.

- Pacnopsikenne MOuHCO ot 16.10.19 No880-p «O peanuzanuu npeanpo@uibHOM

MOJATOTOBKM ydaliuxcs 9 kiaccoB o0mieoOpa3oBarenbHbIX opraHu3anuii Camapckoii

0o0acTh C HCHOJNb30BAaHUEM aBTOMATU3MPOBAHHOW HWH()POPMAIIMOHHOW CHUCTEMBI

«IIpennpodunbHas noAroroBKay Ha Tepputopun Camapckoid 00IacTH.
AKTYyaJIbHOCTH KYypca.

B nacrosimee Bpemss B Poccuu Bce Oojiee BO3pacTaeT HUHTEPEC K BBIXOIY
POCCUUCKUX KOMIIAHUU HA MUPOBOU PBIHOK, B CBSAA3U C YEM PE3KO BO3POC UHTEPEC
K mnpoOiemaMm s3bIKa, JEJIOBOT0 OOIIEHUS U KYJIbTYpPbl JAETOBOM MPAKTUKH.
Bo3pocno crTpemiienne koMmaHuili kK (QOpMHpPOBAHHIO CBOEro HMHUIXA U
penytauuu. Ponp s3bika OusHeca (thelanguageofbusiness) Bce B Ooubuieit
MEpey4YHuThiBaeTCsl B OM3HEC-IIKOJaX, TrJA€ JEeJIOBOW AaHTIUUCKUU  SA3BIK
(BusinessEnglish) nzydaercsa kak cnenuanbHbIi NIpeaMeT.

Cnenyer OTMETHTh, 4TO TaHHBIN bakT OTHIOIb HE



ciyvaeH.[IpeqnpuHumarenu oco3HAaT, 4YTO AEJOBOM A3bIK CYHIECTBYET HE cCaM
no cebde, a QyYHKIIMOHUPYET B Ka4yeCTBE COCTABHOW 4YacTH cTpaTeruu Ou3Heca.
YOenuTenbHBIM JOBOJAOM B MOJb3y ATOW MBICIU CHYXHUT TOT (akT, 4TO B
nocjieqHeeBpeMs BIEJOM psae padoT MO HCKYCCTBY BEJEHHUS JE€JOBBIX
MEPEeroBOPOB SA3BIKOBHIEPOPMYIUPOBKU TE€X UM HUHBIX MnpoOieM Ou3lHeca
paccMaTpuBaeTcs KakKHEOThbeMJEeMas 4YacTh OOIIEed CTpaTeruu MeperoBOPHOTO
npomecca u oOmeroOu3Hec- mjaHa. DTO HE YIAHUBUTENIbHO, MOCKOJBKY S3bIK
Ou3Heca, Kak U SA3bIK-JII000N Apyrou cnenuanabHoil cheprl (Hampumep,
S3BIKKOCMHUYECKUXUCCIETOBAHUN, METUIUHBI, OMOJTOTHN, XUMHH,
(GU3UKU,ayTUTOPCKOUIEATEIBHOCTH W T.A.), CHENUPUYEH, T.€. HUMEET CBOIO
JOTUKY U  XapaKTEepHYKW  JUJISHEro TEPMHUHOJOTHIO, chneunuduueckue
CJIOBOCOYETAaHUS U KIHIIE, & TAKKE CBOIOCTUIUCTHUKY.

I_le.ﬂb Kypca: CTAaHOBJIICHHUC H PA3BUTCC Yy YydallUXCd HABBIKOB
I[CJIOBOP’IKOMMYHHKEIHHH INCpBOHAYAaJIBbHO B TI/IHI/I‘ICCKOf/'I, a 3aT¢éM H B

pealbHOU CUTYallUUYCTHOT O oOmeHus (KOMMYHUKaTHUBHAas
KOMIIETEHTHOCTbH), a TakKXXe OBJaJCHHUCHABbHIKAMH HAaMHCAaHUSA JEJIOBBIX
MMUCEM.

JIns 1OCTHUXKEHUA MOCTABJIEHHOMU LEJU B paMKaX Kypca pelarTCs CAEAYIOUNE
3a/lavuM:

* 00YyYHTH CTapIIEKJAaCCHUKOB JEKCUUYECKHM €JIMHUIIAM B COOTBETCTBUU C
OTOOpaHHBIMU TEMAaMH, HaBbIKAM OMNEPUPOBAHUS OSTUMHU €JIUHUIIAMU B
KOMMYHHUKATUBHBIX IENAX;

* COBEpPIICHCTBOBATh YMEHHUS YyyYallUXCid B UYETBIPEX BHJAX pPEUYEBOU
NEeSITeNbHOCTHU, @ UMEHHO:

B 00J1aCcTH TOBOpPEHHUS - 00yyaTh aprTyMEHTUPOBAHHO BBIPAXKaTh CBOE
MHEHHE, 0o0CcyxJaTh mpoOJIeMbl M MOpeayaraTh peuieHus, 6ecegoBaTh MO
TeneoHy B COOTBETCTBUHM C 3aJaHHOU CcUTyalueH, MOAEPKUBATH
pa3roBop Ha oOmue TeMbl BHE cdepbl AeJ0BOro OOIMIeHHUS, MPOBOAHUTH
J€JIOBbI€ BCTPEUH;

B o0JysacTu muchbMa - o0ydaTh MUCATh JEJOBBIE NMHUChbMa, pe3lOMeE,
nuchMa o mpuemMe Ha paboTy, OTKPBITKHU, COOOIIEHHUS FIEKTPOHHON MOUYTHl B
COOTBETCTBUH C TPEOOBAHUAMHU J€IOBOTO dTUKETA;

B 00JlacTH ayJAUMPOBaHHUN - COBEPIIEHCTBOBATH YMEHHE CIYyHIaTh
ayTEHTUYHBbIE TEKCTH U3 chephl N€T0BOM KOMMYHHUKAIMU C MOHUMaHUEM
oOmieit uaen, ¢ U3BJIEUYEHUEM UHPOPMAIUU U C IETAJIbHBIM TOHUMaHUEM;

B o00JacTM 4YTEeHUS - COBEPIICHCTBOBATH YMEHHUE UYUTATh
AayTEHTUYHBIE TEKCTHl MO MNPOPUIbHOU TeMaTHKE C MOHUMaHUEM oOO0uIei
UJEeH, C U3BJICYEHHEM MH(OOPMAIHUU U C JIE€TAIbHBIM MOHUMAHUEM.

KoMMyHUKAaTUBHO yCHEUIHBIM YEIOBEK HE TMPOCTO OCBAaMBAET
S3bIKOBOMMATEpPHUAT ONPEAECIEHHOTO YPOBHS, HO U MOXKET IPUMEHUTH €0 K
CUTYyallMMOOIIEeHUs], yMEeT YCTaHOBUTh KOHTAKT ¢ COOECEIHUKOM,
noaJepx)aTh pa3roBop, CHyliaTh CcOOECEeIHUKA, YUYHUTHIBATH €ro TOUYKY
3peHus, CIPaBUTHCS C CUTyalluell Bciydae cOos.

Bce 5Tu yMeHuUss M HaBBIKM OPraHUYHO BCTPOEHBI B COJIEp)KAHUE



0a30BBIXCUTYyAIM, MAKCUMAJIbHO, YaCTO BCTPEYAIIIUXCS KaK B pealibHOM
®KU3HU, TaK U BJAHHOM Kypce. [[aHHBIe CUTYyalluu MOTYT OBITHh yCIIOXKHEHBI
KAaK IyTEM U3MEHECHHUSJIEKCUUYECKOTO HAMOJIHEHUS, TAK U UYEPE3 YCIOKHEHHUE
3a/1a4 KOMMYHUKAIUU U CTEIIEHU UX HENMPEACKA3YEMOCTH.

Kypc npeanaszHauen nans yvamuxcs 9 KJIaccOB pa3HOro YypOBHS
MOATOTOBKH.
JInss NpOABHHYTOTO YPOBHS YCIOXHEHUE HIET MO JHUHHUHU JEKCHUYECKOTO
HAaNOJHEHUS ¥ HM3MEHEHHS KOMMYHUKATHUBHBIX 3ajJlay, IMepeuYeHb U
bopMaTOa30BBIX CUTYAIIUN HE MEHSIOTCH.

YPOBCH]) BOCIIUTATCJIBHBLIX PE3YyJbTAaTOB

IlepBblii ypoBeHb pe3yJibTATOB — MIPUOOPETEHUE COIUATIBHBIX 3HAHUM O CUTYyaIluu
JIEJIOBOT0 MEKINIHOCTHOT'O B3aMMOOTHOIIIEHHS, OCBOEHHE CIIOCOOOB IMOBEJICHUS B
Pa3JIMYHBIX CUTYyaIUsX.

BTopoii ypoBeHb pe3yJbTATOB — MOJTYyUYCHHUE IIKOJIbHUKAMU OIbITA MEPEKUBAHUSI U
MO3UTUBHOTO OTHOIIEHUS K 0a30BBIM IIEHHOCTSAM OOIIecTBa (YEIOBEK, CEMbS,
poAuHa, IPUPOJA, MUDP, 3HAHUS, TPYI, KYIbTYpa).

Tpernii ypoBeHb pe3yjbTaToOB — (HOPMUPOBAHUE MO3HABATEIBHBIX CIIOCOOHOCTEM,
MOJIyYEHHUE KOJbHUKAMHU OIbITA CAMOCTOATENIBHOTO OOIIECTBEHHOTO JEHCTBYS, B
TOM YHCJIE U B OTKPBITON OOIIIECTBEHHOM Cpeie.

O6pa3zoBarenbHas mporpaMmma odecrneunBaet 1-if - 3-if ypoBHM pe3yJIbTaTOB.

IIporHo3upyemMsbie pe3yJbTaThl Kypca.

IIpeameTHbIe pe3yjbTaThl OCBOCHUSA Kypca:

B pesynbTate npoxokKaeHUs Kypca CTapIICKIACCHUKMU:

- OBJTAJICIOT JIEKCHYECKUM 3aI1aCOM B COOTBETCTBHH C TeMaMH U chepaMu OOIeHHS
AKOHOMUYECKOTO MPOuUIIs;

- Hay4arcs M0JIb30BaThCA JIEKTPOHHONU NOYTOM HA AHTIIMMCKOM SI3BIKE C YYETOM
JIEJNIOBBIX, CTHJIMCTUYECKUX U SI3BIKOBBIX HOPM;

- Hay4arcs YATATh U NIEPEBOJUTH PA3JIUUHBIE EJIOBBIE JOKYMEHTHI;

- Hay4aTcs MPOBOJAUTH EPETOBOPHI MO TeIe(OHY C IETOBBIMU LEISIMHA Ha aHTJTUHCKOM
SI3BIKE;

- Hay4aTcs MUcaTh JEJ0BbIe MUChMa B COOTBETCTBUU C TPEOOBAHUSIMU JIETIOBOTO
ATUKETA;

- Hay4arcs paboTaTh B KOMaH/IE, BMECTE HAXOJIUTh PEIICHUS IEIOBBIX TPOOIIEM;

- Hay4arcs IUNIAHUPOBATh PEKIIAMHBIE KAMIIAHUY;

- Hay4arcs BBIIOJIHATH IPOEKTHBIE 3a1aHUs] MHAUBUAYAIbHO WIN B COCTABE IPYIIIIbI
yYaIluxcs,

- Hay4aTrcs paboTaTh ¢ COOTBETCTBYIOIIEH CIIPABOYHOM JIUTEPATYPOIl;



- OyayT UMETh MPEJCTaBICHHE 00 OCHOBHBIX PA3TUUUAX MEXTY OPUTAHCKUM U
aMEpPHUKAHCKUM BApHAHTAMU aHTJIUKUCKOTO SI3BIKA.

JINYHOCTHBIE pe3yabTaThI:

- pacIIupsIT 3HAHUS O JISTIOBOM OOIICHUH Ha aHTIUHCKOM SI3BIKE;

- OBJIQJICIOT HAaBBIKAMHU COTPYAHUYECTBA B PAMKaX JIETIOBOU CEpHI;

- chopMupyroTOa3y sl cCaMOPa3BUTHS U CAMOBOCIIMTAHUS, TOTOBHOCTH U
CIOCOOHOCTU K CAMOCTOSITEIbHOM, TBOPUECKON U OTBETCTBEHHOM JEATEILHOCTH
(oOpazoBartenbHOM, Y4eOHO-UCCIEA0BATENBCKOM, MPOEKTHOM, KOMMYHUKATUBHOM).

MeranpeaMeTHblie pe3yJabTaThbl:

- CMOTYT TPOJYKTHBHO OOIIAThCS U B3aUMOJEHCTBOBATh B MPOIECCE COBMECTHOM
NEeATEeNIbHOCTH, YYUTHIBATh MO3UIIUHU APYroro, 3PEeKTUBHO pa3peniaTh KOHPIUKTHI;
- CMOT'YT CaMOCTOSITEJIbHO OLIEHUBATh U MPUHUMATh PELICHUS, ONIPEACIISIOIINE
CTPATETHIO IIOBEACHUS, C YYETOM HPABCTBEHHBIX LIEHHOCTEN;

- CMOT'YT IUIAHUPOBATH CBOIO JIEATEIBLHOCTD, IPOEKTUPOBATH U IPOTHO3UPOBATH;

- OBJIQJICIOT HABBIKAMU MMO3HABATEIbHOM, Y4€OHO-UCCIIEI0BATENbCKON U MTPOEKTHOM
eI TeIbHOCTH, HaBBIKAMU pa3pelieHus mpooeM;

- chOpPMUPYIOT TOTOBHOCTh U CLIOCOOHOCTH K
CaMOCTOSITEILHOUMH(OPMAITMOHHO-TTIO3HABATEIIPHOM AEATEIbHOCTH, BKIIIOYAs
YMEHUEOPUEHTUPOBATHCS B PA3JIMUHBIX UCTOYHUKAX WH(DOpMAILINU, KPUTUUECKHU
OLICHUBATh U UHTEPIPETUPOBATH UH(DOPMALIHIO, TOTYYAEMYIO U3 PA3JIMUHBIX
HCTOYHHUKOB;

- OBJIQZICIOT SI3BIKOBBIMU CPEICTBAMU — YMEHUE SCHO, JIOTUYHO U TOYHO U3J1aratb CBOIO
TOYKY 3pEHUs, UCTIOJIb30BaTh aICKBATHBIE A3BIKOBBIE CPEACTBA.

O01mas xapakTepucTuKa Kypca

[Iporpamma Kypca co3gaeTr peajbHble NMPEANOCBUIKU IS y4eTa KOHKPETHBIX
MOTPeOHOCTEW IMIKOJBHUKOB B HCIOJIb30BAHUM AHTJUNUCKOTO SI3bIKA MPU HU3YyUYCHUH
OCHOB JKOHOMHMYECKMX 3HaHMM U OW3HEC KOMMYHMKAllUM, a TaKxke B
caMooOpa3oBaTeNbHbIX MedsiX. B  xome o00y4deHUs MPOUCXOAUT HMHTEHCHUBHOE
HCTIOJIb30BAHUE UHOA3BIYHBIX IHTEPHET-pECYPCOB Il COLMOKYJIBTYPHOTO OCBOEHUS
COBPEMEHHOI'0 MHUpPA U COLMAIIbHON AJANTALIUU B HEM.

WNuterpatuBHoil  1enpi0  oOyyeHUs  Kypcy  sIBISeTcs  (OpMHUpOBAHUE
3JIEMEHTAPHON KOMMYHHUKATHBHOW KOMIIETEHIIMM IIKOJBbHUKA HA JOCTYITHOM JIJISI HETO
YPOBHE B OCHOBHBIX BHJIaX PEYEBOU IESITEIBHOCTH: ayIMPOBAHUH, TOBOPEHUU, YTEHUH
U MHCHME.

Conepxanue  Kypca  peanus3yercs Ha  OCHOBE  KOMMYHHKATHUBHOIO,

JINYHOCTHO-OPUEHTUPOBAHHOTI'O METOJIOB U METO/1A ITPOEKTOB.
B cBsi3u ¢ 3TuM 3aHATHA OyAyT IPOXOAUTH C MCHoJib30BaHueM MHTepHeTa B Qopme
TPaJULIMOHHBIX U HETPAIUI[MOHHBIX YPOKOB - 3aIATA IPOEKTOB, JUCKYCCUHU, POJIEBBIC
WTPBbl, HWHTEPAKTUBHBIE IIPE3CHTALlMH, COBMECTHOE COCTABJIECHHE JUAJIIOTOB U
MpE3ECHTALIUH.

Pabora nmo kypcy «JlenoBoil aHTTUNUCKUI» MPOBOJUTCS IO MOCOOUIO HOBOTO
IIOKOJIEHHS, HUMEIOIIEMY SAPKO  BBIPAXKEHHYIO  IIPEIMETHO-OPUEHTUPOBAHHYIO,



COOMO-KYJbTYPHYIO 1 KOMMYHUKATUBHYIO HAIIPABJICHHOCTH IO BCEM BHAAM pequoﬁ
ACATCIIBHOCTH. Jlekcuueckui MaTrcpuraa OTpaKacT COBPCMCHHBLIC PCaIMU ACJIOBOIO
AHTJIMKICKOTO S3bIKA KaK S3bIKa ACIOBOIO O6H_ICHI/I$I B MHPC.

Hpouecc oﬁyquml JAaHHOMY KYPCY npeanoJjgaraet uCimojab30BaHUuE pa3/iIMdYHbIX
METOA0B U MIPUEMOB OpraHUu3alumn pequoﬁ ACATCJIbHOCTH.

ayIMpoBaHUe U 00CYKI€HNE MTPOCTYILIAaHHOI'O;
YTeHHE U 00CYKIEHUE IPOUYNTAHHOTO;
BBITIOJIHEHUE TPEHUPOBOYHBIX YIIPAKHEHU;
KOMMEHTUPOBAHHUE TTOHSATH;

MIEPEBOJI IEJIOBOM TOKYMEHTALIUH;

HAMMCaHWUE JTUYHBIX U JIEJIOBBIX MUCEM, OTKPBITOK;
HaIMcaHue scce, pedeparos;

«MO3IOBOH LITYPMY;

ApaMaTH3aLUI0 TENEPOHHBIX PA3rOBOPOB, 1€IOBBIX U HE()OPMAIBHBIX CUTYaLlUI
OOIIIEHNS;

paboTy ¢ AIEKTPOHHOM MOYTOM;

CO3JJaHHE MPOEKTA.

®opMbl OPraHu3annu y4eOHbIX 3aHATHIA.
[IpumensieTcs UHAUBUAYANIbHAS, TApHAs U rPYINoBas (GOpMbI pabOTHI.
[Ipu u3ydyeHnH Kypca UCIONIb3YIOTCS CIEAYIOIINE TEXHOJIOI U

nH(GOPMAITMOHHO-KOMMYHUKAIIMOHHBIE;
UTpOBas;

po0JIEMHOro 00y4eHHUS;
MPOEKTHO-HCCIIEIOBATENbCKON JESITENFHOCTH.

(I)OprI Yu€eTa KOHTPOJIA U OIICHKHU IVIAHUPYEMBIX PE3yJbTaTOB OCBOCHHUS Kypca:

TECTHI;

JUKTAHTBHIL;

MpaKkTUYECKUEe pabOThI;

TOKJIabl, pedepatsi;

MIPOBEPOUYHBIE PAOOTHI;

Jcce;

TBOpYECKHE 3aJlaHusl (POEKTHBIE paOOThI, MPE3EHTAIIUN );
3ayer.

I[TporpamMma kypca paccuutaHa Ha 17 yacoB. B Henemro- 1 yac.

TemaTn4ueckoe INJIaHUPOBaAaHHUC

Pa3nen nporpammusli. Oo0mee ko04-Bo | Teopernueckue | [IpakTnueckue
Tema 3anATHA 4acoB 3aHATHSA 3aHATHSA
1.IlepBas BcTpeua 1 1

2.Bbl 1 Bama KOMIIAaHUA 1 1




3.lenoBas BcTpedya KIMEHTA

4.JlenoBas NeATCIbHOCTD 1

5. 1

JIOCTH)KEHUEeJOTOBOPEHHOCTH

6. IIpochOBI U MpeaIOXKEHUS 1

7. U3BeCTHBIE MUPOBBIE 1 1

KOMIIaHUH

8. CocTaBieHUE NIAHOB 1 1

9. lenoBasg KOPpPECMOHACHIIH 1 2

10. MHeHUs U IpeaNOYTEHUSA 1

11. llpurnamenue u 1

HalpaBJICHUS

12. Pa3zBineuenus. [Ipomanue 2
HUroro: 17 3-18% 15 — 88%
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MPUJIOKEHUE 1.

CoxkpalneHusi, HCNIOJIb3yeMble B /1eJI0BOH KOPPeCIIOHAeH MM
A

abt (about) — oxoo, mpUOAU3UTEIHHO

abv (above) — BrIIIIC; OOJICE, YEM

a/c (account) — cyer

accptbl (acceptable) — nmpuemnembrit

adv — 1. (advanced) - ycoBepIieHCTBOBAaHHBI

agn (again) — CHOBA, OTISIThH

am[n]t (amount) — KOJINYECTBO; CyMMa

an (and) —u

approx (approximate) — npuOIN3UTENBHBIN; approximately — nmpubIu3uTensHO
Apr (April) — anpens

arrg[t] (arrangement) — corjamieHue, 10rOBOPEHHOCTh

art (article) — craThs, TyHKT

arrv (arrival) — npuOsiTue

a.s.a.p. (as soon as possible) — kKakMoKHOCKOpee

asst (assistant) — MOMOITHUK

att, attn (attention; for the attention of) BHUMaHue; BHUMaHHUIO
Aug (August) — aBrycr

B

bestregs (best regards) — cyBakeHuem

Bkg (bookkeeping) — Oyxrantepckuityuer

bkgs (bookings) — 3aka3br

bnk (bank) — Gank

btw(n) (between) — Mex 1y, BIPOMEKYTKE

C

CFM (confirm) — moarBepauTe

Chg(s) (charge(s)) — pacxon(b1); TOJITOBBIE 00s3aTENHCTBA
C.0O.D. (cash on delivery) — HanoKeHHBIHILIATEXK
Con(contract) — 10roBOp, KOHTPAKT

conv (conversation) — pa3roBop

CRT (current) — Texymuit

D

dd (dated) — matupoBaHHBIH 3a1epxKaHa

Dec (December) — nexabpb

del (delivery) — mocraBka

dep (departure) — ormpasieHue; BEUICT

dept (department) — ympaBiieHue; OTAENI

disc (discount) — ckumka

doc(s) (document(s) — moxymeHT(bI)

doz (dozen) — nmroskuHa

ds (... days after sight) — uepe3 ... nHeliocnenpeIbIBICHIS
dte (date) — nara

E

ETA, eta (estimated time of arrival) — pacueTHOEeBpeMAPUOBITHS
ETD, etd (estimated time of departure) — pacueTHOEBpeMsOTIIpaBICHUS (BBLIETA)
F

Feb (February) — ¢deBpanb

f[t] (flight) — moer; peiic

flwg (following) — cnexyromuit

foc (free of charge) — 6ecruiatno, 6€3BO3ME3THO



forex (foreign exchange) — uHOCTpaHHasgBaIIOTa

Fri (Friday) — nsaTHuna

Fwd (forward) — oTrpy3uTh, HalIpaBUTh

fyi (for your information) — msicBeieHus

G

gds (goods) — ToBap(b1)

gtc (goodtillcancelled) — melicTBUTENHHOBILIOTHIOOTMEHBI
gtm (goodthismonth) — nelicTBUTENHHO B TEYCHUE ITOTO MeCsIa
gtw (goodthisweek) — neiicTBUTENLHO B T€UCHHE ITOW HEJCTH
guar (guaranteed) — rapaHTHpPOBAHHBIH

gvt (government) — MPaBUTEIHLCTBO

H

h— 1. (hour) — gac 2. (hundred) — cotus

H (harbour) — raBanb

HRS (hours) - gachr

hv (heavy) — TspKemnbIii; MHTEHCUBHBIN

hwr (however) — ogHako

I

ifd (informed) — coobmien

ifm (inform) — unpopmupoBartsb

imm, immed (immediately) — HeMeaneHHO
inc(including) — BKITIOYHTETHHO

incldg (including) — BKIIOUHTENBHO

ins (insurance) — cTpaxoBaHUE

inst (installation) — ycraHOBKa, MOHTaX

J

Jan (January) — sHBapb

Ju, Je (June) — uroHb

Jul, J1 (July) — utonp

L

L/C (letter of credit) — akkpenuTuB

LT (local time) — mecTHOEBpeMs

Itr (letter) — mcpMo

M

Mar (March) — mapr

mfg (manufacturing) — U3roToBieHNE, TIPOU3BOIACTBO
MID, mid (middle) — 1. cepenuna 2. cpennuit
MIN — 1. (minimum) — MUHUMYM 2. (minute) — MHHYTa
misc (miscellaneous) — 1. pa3nuunslii 2. pazHoe
mm (millimeter) — mumumerp

mng (managing) — yrpaBJIsOLIHA

mngr (manager) — MEHEKED, YIPaBISIIOIINMN, TUPEKTOP
mngt (management) — pyKOBOJICTBO, TUPEKIIMS
Mon (Monday) — noHeenbHHIK

msgn (message number) — HOMEPCOOOIIeHHS
mt (metre) — MeTp

mtg (meeting) — cobpanue

N

N (November) — HOSIOpB

nec (necessary) — He0OXOIUMBIiA

NNN (end of message) — KoHEICOOOIIEHUS

no (number) — HOMED



Nov (November) — HOSIOpB

NXT (next) — cnenyrouiui

O

O — 1. (October) — oktsi0ps 2. (office) — Oropo, KOHTOpA
o/c (orderconfirmation) — moaTBep)KICHHUE 3aKa3a

Oct (October) — oKTs10pb

O. K. — 1. (correct, allright) — nmpaBusnbHO; Bce B mopsizake 2. (agreed) — cormacex
ORD (order) — 3aka3; mpukas

o/no (order number) — HOMep3akasza

ourtel (our telex) — HamTenexc

P

paymt (payment) — miaTex; B3HOC

pc (personalcomputer) — nepcoHaNbHBIKOMITBIOTED

pct (percent) — npoLEeHT

pds stg (pounds sterling) — ¢yHTBICTEpIUHTOB
PHONCON (telephone conversation) — pa3roBoproTreneoHy
pls (please) — moxanyiicra

PP (parcel post) — nouToBasimoceuika

ppd (prepaid) — orutaueHHBIN BIiepe

pre (price) — 1eHa

prelim (preliminary) — mpenBapuTEIbHBII

prev (previous) — MpeAlIecTBYIOINN

priv (private) — 4acTHBII

pst (posted) — oTmpaBiIeHHBIH MO MOYTE

pstl (postal) — mouToBBIi

Q

QN (quotation) — KOTHUpPOBKa

QTY, qty (quantity) — KOJIU4ECTBO

R

R (registered) — 3aka3Hoii

RCV (receive) — nomyuyaTb, IPUHUMATh

re (reference) — cchuka

recd (received) — momydeHo

ref (reference) — 1. ccplika; cipaBka 2. OT3bIB, PEKOMEHIAITHS
regd (registered) — 3aperucTpupoBaHHBIN

regds, regs (regards) — c yBakeHHEM

rep (representative) — mpeACcTaBUTENh

reqmts (requirements) — 1. Tpe6oBanus 2. moTpedHOCTH
REYRTLX (refertoyourtelex) — ccplnasich Ha Balll TeJIEKC
rml (regardingmyletter) — kacareiabHO MOEro nMuchbMa

rmt (regardingmytelex) — KacaTelbHO MOETO TeJeKca
RQ, rgst (request) — 1. TpeGoBaHwme; 3asBKa 2. mpocbda
Rgstd (requested) — 3amparnBaeMslii; COryiacHO Mpoch0e
rqstg (requesting) — ¢ npocrO0i

RTN (return) — Bo3Bpamarb(cs)

ryl (regardingyourletter) — xacarenpHo Baiero nucema
ryt (regardingyourtelex) — kacarensHo Baiero Tenekca
S

Sat (Saturday) — cyb66ota

SCHED, sched (schedule) — pacnucanue, rpaduxk, riax
Sep, Sept (September) — ceHTIOpB

Shl(shall) — BcriomorarenbHbIii r1aroa OyayIero BpeMeHn
shortg (shortage) — HexBaTka, HEIOCTATOK



SPEC (specification) — cnenudukarus

sry (sorry) — coxaineem

std (standard) — cTanmapTHBIN

sub, subj (subject) — mpeamer

Sun (Sunday) — BockpeceHbe

suppl (supplier) — mocraBIIuK

svc (service) — oOcmyKUBaHUE

T

T (telex) — Tenexc

TE (taxexempt) — 0CBOOOXICHHBII OT HaJIOTa
tel (telephone) — renedon

telecom (telephone communication) — TenepoHHAsACBA3D
temp (temporary) — BpeMEHHbII

tex (telex) — Tenexc

Thu (Thursday) — uerBepr

TKS, tks (thanks) — cmacu6o

tlf (telephone) — tenedon

tlx (telex) — Tenexc

tod (today) — ceromns

TOD (timeofdeparture) — Bpemst OTHpaBieHus (BbLIETA)
tom (tomorrow) — 3aBTpa

Tue (Tuesday) — BTOpHHK

U

U (you) — BbI

ur (your) — Bai

v

VOL, vol (volume) — 00bem
W

Wed. (Wednesday) — cpena

wl (will) — BcromorarenbHbIi r1aros Oyaymero BpeMeH!
X

XXXXX (error) — omuOKa, HEMPABUIBHO HAMlEYaTaHHOE CJIOBO
Y

y -1. (year) — ron 2. (you) — BHI

yday (yesterday) — Buepa

y/message (your message) — BalllenoclaHue

yourlet (your letter) — BamenucsMo

yourtel (your telex) — Bamrenekc

yr — 1. (year) —ron 2. (your) — Bai

YR TLX (your telex) — Bamrenexc

IMPUJIO)KEHHUE 2.

OO0pa3ubl HanUCaHNS 1eJI0BbIX MUCEM.

Writing business letters in English is very much like writing letters in your own language. The letter
reflects the image of your firm. You should keep in mind that a letter should be clear, complete,
concise, courteous and correct (the five C's), meaning that the letter should be polite, clear, brief,
ended and without mistakes. British usage is far more polite than Russian, as is shown in
expressions like:

Please let us know your terms...



We are pleased to inform you that...

We are looking forward to your early reply.

I would be grateful if you...

When you are writing a letter, it is often a good idea to make a list of the things you want to say, and to
make sure that they are in right order. Many letters have only three paragraphs: the
introductoryparagraph indicating what the letter is about, the main paragraph, i.c. the body of
the letter, expressing the idea of the message, and the final paragraph, which explains what
information or action you expect from your correspondent.

There are numerous types of business letters. The more often used are:

Inquiries

Requests

Cover letters

Invitations

Thank-you letters

Order confirmations

Hotel and travel bookings

Complaints and claims etc.

A)
1. This is a thank-you letter from James Wilson to his job-interviewer Mr. Taylor from Person
Incorporated. James is applying for the position of Sales Representative in this company.
100 Fine Street

Albany, NY 12200

December 14, 2015
Mr. Taylor,
Thank you for giving me the opportunity to speak with you about the Sales Representative position at
your company. I am extremely excited about the position and believe that my skills and interests are a
good match for the company.
As we discussed, while working at Marketing Company I completed a project that is similar to the
work I would do at your company. I am sure that I could make an effective contribution to Person
Incorporated.
Thank you again for your time and consideration.
I look forward to hearing from you.
Sincerely yours,
James Wilson

(B)
2. This is a thank-you letter from Susan Green to her job-interviewer Mr. Butcher from
Computer Company. Susan is applying for the position of Programmer in this company. Study
the letter and insert the missing parts from the list.
101 Stratford Road

Paterson, WI 12345

December 14, 2015
Dear Mr. Butcher,
(1) for the position of Programmer at your Computer Company. I (2)
and I (3) your company. (4) and I am sure that (5) necessary to work
effectively with your team. I (6) that you use the same programming language that I used at
my previous job.(7) . If you need any additional information, please (8) (555-6)
784-795-52. (9)
Sincerely yours,
Susan Green

A. I have the qualifications



B. I look forward to hearing from you

C. Thank you for interviewing me

D. Once again, thank you for the interview

E. enjoyed meeting with you

F. This position is very interesting

G. learned a lot about

H. I am especially pleased to know

I. contact me at the telephone number

3. Write a thank-you letter of your own:

You’re going to work as a Secretary at a college. The Director, Professor Louis Brown has just
interviewed you. You’re very pleased with the interview and think that you’re really going to be
employed. Thank the Professor with a letter. Address it to: Prof. Louis Brown, Idaho State College,
Boise, ID 99999.

IMPUJIO)KEHHUE 3.

1. Read the following invitations and say which one is general and which one is formal. Give
your reasons.
(A)
Dear Jack,
You and your wife are cordially invited to attend a dinner to celebrate our marriage.
The dinner will be held on 15 December 2015 at Green Avenue 113/1.
We are looking forward to seeing you.
Sincerely yours,
Joan and John Smith
(B)
The President of Latham & Watkins requests the pleasure of your company at a Banquet in honour of
the fifth anniversary of the company to be held
at the Reception Hall,

Green Avenue 113/1

At 6.30 pm on Friday

15 December, 2015

RSVP

2. Write letters of invitation for the following situations:

A. You are going to invite your close friend to your birthday party.
B. X & V is going to celebrate its 10th anniversary. You’re a Secretary of this company. Send out the
letters of invitation to the Banquet on this occasion.

Use the following expressions:

has the pleasure to invite you to a Banquet

RSVP

Yellow Road 321/6

to be held at 7 pm on Saturday, 12 December 2015

Mr. Wagner

Ms. Harris

Mary Perry

Dear Susan

Sincerely yours

You are cordially invited to a dinner to celebrate my 18th Birthday.
The dinner will be held on 12 December 2015 at North Street 51



IMPUJIO)KEHHUE 4.

Temmbl 3cce, pedeparos.

1. busnec B XXIBeke.

2. PeiHoxk Tpyna u BeIOOp Oynymieit npodeccum.
3. Kak crarp ycrnenHsIM NpeAnpuHIMAaTeEM.
4. VIckycCTBO 3aBOJMTD «I10JIE3HBIE» 3HAKOMCTBA.
5. JIupepcTBO B KOMaH/E.

6. Microsoftu bumnn I'efitc.

7. Kak co3naTh COOCTBEHHYIO peKIaMy.

Tembl pOEKTOB.

1. JIyumias ctpaHa Juist BeeHUs OM3Heca.

2. IToptdonro BEITYCKHUKA.

3. Cambie MOJHBIE MTPO(DHECCHH.

4. lnHoBaiuu B OM3Hece.

5. Pexiiama u 4enoBex.

6. Kommnerorep Oymymiero.

IMPUJIO)KEHHUE 5.

CJoBaphb 1e710BOr0 sI3bIKA.

Telephone calls.

Telephone / switchboard operator — TeneponucTka

the line is busy — 3ansiTo

the line is dead — nuHUsHEHCTIPaBHA

the line is clear — nuHUsICBOOOIHA

telephonecharges — nata 3a TenedoHHbIE TEPETOBOPEI

pick up the receiver — CHATBTPYOKY

ring off / hang up — monoXuUTHTPYOKY

holdtheline — ne xnagure TPyOKy

I’dliketoplace a longdistancecall. — I xoTen ObI 3aKa3aTh MEKIYHAPOIHBINA PA3rOBOP.
There’snoanswer.—AGOHEHT HE OTBEYAET.

dial a number — HabpaTh HOMEp

long-distancecall — mexxyropoaHslii Tene(OHHBINA Pa3roBOP

I don’tquitecatchwhatyousay. - I He coBceM nmoHHMato, 4to Bel roBopure.
bein — ObITh Ha MecTe (Ha paboTe)

the line is very bad — cBsizboueHbIIIOXAS

Directory Inquiries — cripaBouH0€00pO

STD code / DDC — koaMexayropoiHeronadopa

Istheplaceon STD? - MosxHO 51 HabpaTh HOMEp MPSIMO?

I’mnotlisted (inthedirectory). - Moero Homepa HeT B Tene(hOHHON KHUTE.
toreceive a telephonemessage — monyauts TenegoHHOE COOOIICHHE
privatecalls — TiuHBIE Pa3rOBOPHI

in a second — yepe3ceKyHIy

to ring smb. up — MO3BOHUTHKOMY-TO

nice to hear you — npustHoBaccnbimars

Business Trips.

TravelAgency — 61opo myreriecTBUit

single / returnticket — 6user B 0JMH KOHell / OUJIeT TyAa U 00paTHO
toexchangeforeigncurrency — moMeHsTh A€HBI'H (HA HHOCTPAHHYIO BAIIOTY)



destination — MecTOHa3HAYCHUS

I’d like to seat by the window. — SIGpIX0TETMECTOYOKHA.

to go through the Customs — npoTUTaMOKEHHBIHIOCMOTP
I’vegotnothingtodeclare. - Y MeHs HeT Belel, mopiexanux 00JI0KeHHUIO.
non-smokers’ compartment — KyreUITHEKYPSLIIX

arrival / departure — mpuGbITHE / OTIIpaBICHNE

The train is standing at platform 3.-TToe3n ctout y mnargopmsl HOMEp TpPH.
The train is delayed for half an hour.-IToe3 3anazapiBaeT Ha moyaca.
fastenseatbelts — 3acTernyTb NpUBsI3HBIC PEMHH

settle in — pacmoIOKUTHCA

ViEW — B

on the whole — BoOmmem

welcome — mpUBETCTBOBATH

onboard — Ha 60pTy

altitude — BbIcOTa

localtime — MmecTHOE Bpems

onbehalf — ot umenn

crew — KoMaH/1a

pleasant flight — npusiTHBIHIIONET

hope for the best — nangesTecsaHATYUIICE

onthespot — Ha MecTe, cpa3y, HEMEIJICHHO

Looking for a job.

personnel manager — HauaIbHUKOTAETAKAIPOB

applyforthepost — moaats 3asBienue o npuéme Ha padoTy

application — 3asBreHue

curriculumvitae — pe3rome

worktrials— paboTa ¢ UCTIBITaTEIBHBIM CPOKOM

a jobseeker — unymmuiipadorty

to depend on age and experience — 3aBUCETHOTBO3PACTAUOIIBITA

starting salary — HauanbHOEXaJIOBaHUE

to be familiar with the requirements of the job — 3HaThTpebOBaHM, IpEABABIsIEMBIEPAOOTOIATETEM
I wish to apply for this position. — SIX0TenObI3aHATHITOMECTO.

I’ve seen from your advertisement in ... - Sly3Hanu3BamerooObsIBICHUSB ...

to change a job — cMeHUTBEpPabOTY

areference — peKOMeHIATEIbHOCTINCEMO

a bankmanager — ynpasisitouiuii 6aHKoOM

a coveringletter — cOpoBOAUTEIbHOE TUCHMO

tobeinterviewed — mpoiiTi codeceroBaHue

a full-timejob — mTaTtHas KOHKHOCTH, MOTHBINA pabOUMil 1€HB

Should you wish to invite me for an interview I can come to be interviewed at any
time.-EcnmuBpI3aX0TUTEBCTPETUTHCACOMHOM, SIMOTYIPUHTHBIIIO00EBPEMSL.

Writing your CV.

I can operate the computer.-Y MeHs ecTh OIBIT pabOTHI C KOMITBIOTEPOM.

I went to school in ... - SIXOqUIBIIKOYB ...

where I passed the following examinations ... - ... raescAaICIe AYIOIIUEIK3AMEHHI ...
in the following subjects ... - ... HOCIEAYIOIUMIIPEIMETAM ....

I speakfluentEnglish.- I cBoG0IHO BIIaACI0 AHTTHIICKIM SI3BIKOM.

to be persistent and hardworking — ObITbHACTOMYUBBIMUTPYIOJTFOOMBBIM

to be well-mannered — oGagarexopomMMUMaHepamMu

to be tolerant and attentive — ObIThTEpIUMBIMUBHIUMATEIIBHBIM

to know human nature — 3HaThbU€IOBEUECKYIOHATYPY



to be punctual — OBITBIIYHKTYaJIbHBIM

accurate — TOUHBIN

trustworthy - HageXHBIN

a bossyman — 4enoBek, KOTOPBIil TIOOUT KOMaH/I0BAaTh
caring — BHUMATEIbHbIH, 3200 TIMBBII

tidy — akKypaTHBI{, ONPATHBIN

active — aKTUBHBII

creative — TBOPUYECKHIA

energetic—>3HepruYHbIH

an ability to deal with the public — cnoco6HOCTROOIIIATHCSCTIOIEMU
strong leadership skills — xopormenaBbIkmIIIAEPCTBA
PC workingexperience — onbIT paboThI

IMPHUJIO)KEHHUE 6.

Pabora ¢ TekcToM.

Read this pay guide for new employees.

All new employees start at minimum wage. This means you earn $7 per hour from 9 am to 5 pm. But
this is not your entire salary. There are many ways to earn more than this.

There is extra pay for evenings and weekends. Overtime is 1.5 times the normal rate: $10.50 per
hour.

We offer a commission of 2% on any sales over $50. The commission rises on sales over $500. Our
best sales people can double their basic salary with commission!

Every six months there is a pay review. In a pay review we sit down together and talk about your
performance. All employees who perform well get a raise. So, show us what you can do!

A)

Choose the correct answers.

1. What is the purpose of the guide?

a. to explain the parts of a pay review

b. to describe an available job position

c. to compare salesmen and new employee pay

d. to inform employees of ways to earn more money

2. Employees earn twice as much money by
a. working overtime

b. making commission

c. earning pay raises

d. completing pay reviews

3. What is discussed at a pay review?

a. increasing an employee’s work hours
b. an employee’s overtime opportunities
c. how well an employee is working

d. an employee’s level of commission

(B)

Match the words (1-6) with the definitions (A-F).

1. double 4. salary

2. commission 5. minimum wage
3. earn 6. performance

A. to receive something in exchange for work
B. a set amount of money an employee will earn per month or year



C. the lowest rate of pay that is usually provided to new employees

D. a percentage of the profit of a sale given to the employee who arranged the sale
E. the act of doing a particular task or job

F. to multiply by two

©
Fill in the blanks with the correct words and phrases from the table.
overtime rate raise pay review

1. Ellen requested to work

2. Carl has his yearly later today.
3. Keith was happy to earn a .
4. This of pay for this job is too low.

IMPUJIO)KEHUE 7.

OO0pa3zen HANMUCAHUA YJIEKTPOHHOI'0 COOOIICHUSI.

1. Identify the style of each e-mail (formal or informal).

(A)

Dear Professor,

I am writing to confirm my participation in the programme on Internet English, September 2016 —
May 2017.

Sincerely yours,

Jane Smith

janesmith@hotmail.com

Tel.: (3333) 555-555

(B)

To: janesmith@hotmail.com

From: John Grey

Dear Jane,

I’m glad you’re coming soon, but UNFORTUNATELY, I can’t meet you at the station :(((

Don’t worry, Alex is going to meet you “for sure”.

See you,

John

2. Write the messages for the following situations:

a. You’re writing to your groupmate. You’d like to ask him/her to meet you at the station. Tell him/her
the number of your train and compartment.

b. You’re writing to your teacher of English Linda Daniels. You’ve just received the announcement of
the “English World” Annual Competition. You’re interested to know if you have a chance to take part
in it. Ask for the time it is going to take place.

IMPUJIO)KEHUE 8.

I'oBopenue.

1. Workinteams. Present your team to the class. Follow these steps:

Give a name to your team and be ready to explain it.

Design a flag for your team. Prepare to present it to the class.

Discuss what each team member can contribute to the effective work of the team.

2. Role-play.

You are going to take part in the International Youth Water Conference in Belgium. You are now
preparing for it, and have some questions to ask. Phone the organizer of this event, Mrs White, and
find out all the information you need. Use the notes below.

a. You project presentation: b. International evening:



When/take place? What/is like?

How big /the audience? Time/limited?

How much time/given? What/bring?
Equipment/available? National costumes/needed?
Possible/to make handouts?

IMPUJIO)KEHHUE 9.

Telephone calls.
Read the sentences in each conversation, and put them in the correct order to get two telephone
conversations.

Conversation 1.

a) This is Maria Pavlova, a student from Moscow. I’m calling about the Business English course at
your university.

b) Certainly. Hold on. I’'ll put you through.

c) Hello. Reading University.

d) Hello. Could I speak to Mr Brown from the International department, please?

e) Hello, Roger Brown.

Conversation 2.

a) I’m afraid Mr Jones is out of the office. Would you like to leave a message or call back later?

b) Certainly. Thank you for calling. Goodbye.

c) Hello. Could I speak to Mr Jones, please?

d) Could you tell him that Philip Swan called, and ask him to call me back?

e) Goodbye.

(B)

Look through the conversations again, and find the phrases that are used for the functions
below:

1. to introduce yourself
. to ask for someone

. to explain the reason for your call
. to leave a message
. to connect someone

. to say that someone is not available
. totake a message

~N N W




	c538d70d5a3f7922b3260e69a1027a3af1551f844b7d56ee564d34b70489fc31.pdf
	Microsoft Word - ДЕЛОВОЙ АНГЛ

