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1.

HepequL IVIAHUPYEMBIX PE3YyJIbTaToB Oﬁy‘leHI/Iﬂ mo AUMCHUIIINHE, COOTHECECHHBLIX C IVIAHUPYEMbIMU
pe3yJabTaTaM 0CBOCHUS 06p33OBaTeHLHOﬁ nporpaMmmabl

Hucrumnaa b1.0.08 MHocTpaHHBI S3bIK 1€I0BOTO U MPOGECcCHOHATBHOTO O0LIeHUsI o0ecneunBaeT popMupoBaHue
y 00y4Jaronmxcs CASAYIOMUX YHUBEPCAIbHBIX, 001IeNPOodeCcCHOHANBHBIX U MPO(ECCUOHATBHBIX KOMIETEHIIUN*:

OT®/TD n Ko
PEeKBU3HTHI
Koz Hanmenopanme | MHIMKATOpa Hauwenosanue
IcC O— Komnerentu nocTIKenns  |WHAMKATOPA TOCTHKEH U] OO0pa3oBaTebHblii pe3yJbTaT **
(npu *k ok KOMIETeHIHil KOMMeTeHIHii **
Hanuquu) ** *%
YK-4 CriocoOeH MPUMEHSTH, YK-4.1 Mcnonb3yer coBpeMenHble |VK-4.1. 3-1. 3naem THIIOBbIE CLEHapUu
COBPEMEHHbBIE U(ppOBbIE U [po(heCCUOHAIBHOIO OOIIEHUS U NPOPECCHOHATBHYIO
KOMMYHUKaTHBHBIE KOMMYHHUKaTHBHBIE TEPMUHOJIOTHIO ~ HAa  WHOCTPAHHOM  SI3bIKE  JUIS
TE€XHOJIOTUH, B TOM TEXHOJIOTHH (BKJItOYAsl [OpraHM3alMU JEJIOBOIO  B3aUMOAEUCTBUS B  cdepe
qucIie HA rnpodeccnoHanbHYy0 YIIpaBJIEHUS TIEPCOHATIOM.
MHOCTPaHHOM(BIX) TEPMHUHOJIOTHIO Ha |VK-4.1. V-1. Vmeem mnpumeHaTs NpodecCHOHATBHYIO
s3b1Ke(ax), e MHOCTPAHHOM SI3bIKE) IUIS [TEPMHHOJIOTHIO  HAa  MHOCTPAHHOM  sI3BIKE  JUIA
AKaJIEeMUYECKOTO U OpraHu3allMi  JIeJIOBOrO |[OpraHM3aldy JIeJIOBOrO0 B3auMOJEHcTBUS B cdepe
podeccunoHaIbHOTO B3aMMOJIEHCTBUSL B cdepe [yrnpaBiIeHUs IEPCOHATIOM.
B3aUMO/ICICTBUS IpaBJIeHUs IEPCOHATIOM
YK-4.2 Ocy1iecTBisier VK-4.2. 3-1. 3naem HOpPMBI MHOCTPAHHOTO SI3bIKa M
AKaJIeMUYECKOe U |1eIOBbIE  peYeBble  KJIMIIE JUIsI  OCYLIECTBJICHHUS
rpodeccuoHanbHOe aKaJeMHYECKOIro u npodeccuoHaIbHOTO
B3aUMo/IeiicTBHE C [B3aMMOJICHCTBHS C 3apyOeKHBIMH MMAPTHEPAMHU B YCTHOMH
BapyOexHBIMU 1 TUCbMEHHOU (hopMax.

rapTHEpamMu, IPeICTaBIIS
pe3yJIbTaThl aHayIM3a
KaJpOBbIX TIPOLIECCOB U
COLMAIBHBIX IIPOTPaMM Ha
MHOCTPAaHHOM  SI3bIKE B
YCTHOM W THUCbMEHHOH

bopmax

VK-4.2. V-1. Ymeem B yCTHOM M MHUCbMEHHOM (opme Ha
MHOCTPAHHOM SI3BIKE TPEICTABIATh HHPOPMALUIO O
KaJpOBBIX IpOIECccaX W COLHUAIBHBIX MporpamMmax Juls
aKaJIeMHIECKOTO " npodeccHoHaTBHOTO
B3aUMOJICHCTBHS € 3apyOeKHBIMH NMapTHEPAMHU.




OIIK-5

CriocobOen
MCIIOJIb30BaTh
COBpPEMEHHBIE
WH(POPMAIIMOHHBIC
TCXHOJIOTUHU H
MPOTPaMMHBIC
CpencTBa
peleHrH

PO ECCHOHATBHBIX
3agay

py|

OIIK-5.1

[IpuMeHseT COBPEMEHHBIE
MH(GOpPMaLIMOHHbBIE CUCTEMBI
M IPOTPaMMHBIE IIPOIYKTB]

TSt aBTOMAaTHU3AlUH
KaJpOBBIX IIPOLIECCOB,
BKJIFOYAs IUIAaHUPOBAHKE

rnepcoHajla, y4€T U aHAJIN3
IKaAPOBBIX JaHHBIX

OI1K-5.1. 3-1. 3naem udpossie 1aT(hOPMBbI u
CIICIUAM3UPOBAHHOE TIPOTPAMMHOE OOECIIeYCHUE JUIsI
IMEIOBBIX KOMMYHHUKAIlMii Ha HMHOCTPAHHOM  SI3BIKE,
OpraHu3alii KOMaHIHOH paboThl W Mpe3eHTAINH
[PEe3yIBTaTOB MPO(EeCcCHOHANBHON AEATEIbHOCTH.

OIlIK-5.1. V-1. Vmeem wucnonp3oBaTh IU(POBBIC
m1aTGopMbl M CHEIHATM3UPOBAHHOE IPOrPAMMHOE
oOecrieyeHne TUIst JICITOBBIX KOMMYHUKAIHIH,
OpraHu3ali KOMaHIHOH paboThl W Ipe3eHTaIlH
pPE3yabTaTOB MPO(ECCUOHAIBHOW JESITEIBbHOCTH HAa

MHOCTPAHHOM A3BIKC.

* Jlucyunnuna moosicem hopmuposams KOMnemeHyuio NOIHOCmblo unu yacmuyro. **[onocno coomeemcmsosams [punoscenuio 1 k obpasosamenvHoil npozpamme




2. O0BbeM M MeCTO TMCHUILIMHBI B CTPYKTYpe 00pa3oBaTeibHOMI
NMPOrpamMMbl

OO6mmit 00beM TUCIUIUTAHEIL:

2,00 3.e., 72 ak.gyac

KonTakTHas paboTa oOyyarommxcs ¢ IMpernojaBaTesieM M0 BUAAM Y4eOHBIX
3aHATUN: 24 aKk. 9yac HAa KOHTAKTHYIO paboTy C mpenojaaBareiieM, U3 HUx 24 ak.dac
Ha MPaKTUYECKUE 3aHATHS, HA aTTECTAIMIO B TIEPHO/I SK3aMEHAIIMOHHBIX CECCHiA 9
gacoB, 39 aK. 4ac Ha CaMOCTOSITEIbHYIO pa00Ty 00yJarOITHUXCSI.

b1.0.08 HMuocTpaHHBIN S3BIK JETOBOTO M TPO(ECCHOHATHLHOTO OOIIEHUS
peanmm3zyercs B 1 cemectpe 1 kypca.



Coaep:kaHue M CTPYKTYPa TUCHUILIAHBI

3.1. CrpyKTypa TUCHHILTHHBI
Ounas ¢popma 0b6yyenus
O0beM JUCHHMILIMH, AK.YaC
KonTakTHasi paboTa o0y4arommxcs
¢ mpenogaBaTeieM 10 BUAaM y4eOHbIX 3aHSITHIA
Hepron CamocTtosiTeqbHast
Ilepuoa TeopeTnyeCKOro 00y4eHust NMPOMEKYTOYHOM paGora
arrecrauuu (ceccusi) DopmMa TEKyLIEro
Ne n/m HaumeHnoBanue TemM u (WIH) KOHTPOJIsI
B pasjaenoB BCEI'O SamsTus ansTHR ycneBaeMocTH,
JEKIIHOHHOTO [CEMHHAPCKOI0 R HPOMEsy TOUHOI
Tuna Tuna « | 3 aTTecTAMU
UK | KCP | K3 E| = | CPip |CPox| CP
<
J | BI |Jap| m3 = Z
=
Paznen 1. IlpodeccuonanbHas KOMMYHHKAIIHS 1 COBPEMEHHBIC TEXHOJIOTHH B3aUMOJICHCTBUS B TOCYIAPCTBCHHOM YIIPaBICHUH
Tema 1 JlemoBass KOMMYHUKAIUS U 21 0 0 0 8 0 0 0 0 0 0 13 VO, T3, P3
KOPpECIOHIEHIIUS
Tema 2 JlenoBble NEPETOBOPHI 21 0 0 0 8 0 0 0 0 0 0 13 YO, T3, P3
Tema 3 NKT B TOCYJapCTBEHHOM 21 0 0 0 8 0 0 0 0 0 0 13 YO, T3, P3
yIpaBIeHUU
[TpomexyTouHas aTTecTanus 0 0 0 0 0 0 0 0 0 0 0 0 |3auer c oneHKOU
Bcero 3a | cemecTp: 72 0 0 0 24 0 0 0 9 0 0 39 KT
Htoro 72 0 0 0 24 0 0 0 9 0 0 39




Hcnonvzyemvie cokpawjenus:

JI — nexumu - 3aHATHA, TpeIyCMaTpPHUBAIONINe NPEHMYIIECTBEHHYIO Niepeady yueOHoi nHpopManuu oOydyaronuMcs MeiarornuecCKUMU pabOTHUKaMHU OpraHU3aluK U (WJIN) JIUIaMHU,
NPUBJICKAEMBIMHU OpTaHU3aLUEN K pean3aliu 00pa3oBaTeIbHBIX IPOrPaMM Ha WHBIX YCIIOBHSIX,).

BJI — Buneo nexkuuu.

JIP — nabGopatopHble paboTHI.

I13 — mpakTHyeckue 3aHATH (3a NCKIII0YCHUEM JTabopaTopHbBIX pador). UK —

WHIUBHIyalIbHbIC KOHCYJIbTaIIHH.

KCP — xoHTpOIE cCaMocTOsTENbHOI padoTer KO —

KOHCYJIbTAIlNH TIEPE IK3aMEHOM

KatTok — KkoHTaKkTHast paboTa Ha aTTECTAUIO B IEPHO/ IK3aMEHALMOHHBIX CECCHI

KoHTposb - KOHTaKkTHast paboTa Ha aTTECTAIMIO B IEPHO HK3aMEHAIIMOHHBIX CECCHH ATt 3a04HO (hopmbl 00yueHnst CPxp —
caMocTosTeNbHas paboTa Ha MOJArOTOBKY KYpPCOBOIl pabOThI/ KypCOBOT'O POEKTA.

CPak — camocTosiTenbHast paboTa Ha IIOATOTOBKY K 9K3aMEHy.

CP — camocTosiTensHas padoTa B CEMECTpe Ha MOJTOTOBKY K YUEOHBIM 3aHITHSM.

T3 - TecroBoe 3aaanue, YO - ycTHbIH onpoc, P3 — pasHOypoBHEBbIE 3aaHus (IUCKyccus, acce (oknaj, coodmenne), KT - KOHTponbHas Touka



3.2. ConepkaHue TUCHUTITUHBI

Paznen 1. IIpodeccuonajibHasi KOMMYHMKAIIMS ¥ COBPEMEHHbIE TEXHOJIOTHH
B3aMMO/IeliCTBUS B TOCYIapCTBEHHOM yIPaBJIeHUHN

Tema 1. [le1oBast koMmMyHukanus u koppecnongenuus. YK-4.1, YK-4.2.

OcHOBBl O(ULIMATBHOW NEPENUCKH B OpraHaXx TOCYAapCTBEHHOM BIIACTH.
CTpyKTypa ¥ CTUIIMCTUYECKHE OCOOCHHOCTH JIEIOBOTO MUChMa Ha MHOCTPAHHOM SI3BIKE.
Bunbl KoppecnoHIEHIMU: 3alpoChl, YBEIOMJICHHS, COIMNPOBOJUTENbHBIE THCHMA,
CITy>Ke€OHBIC 3alMCKA W OTUEThl. DJEKTpOHHas modyta (e-mail) u mpasumiia nudpoBoro
sTMKeTa B mnpodeccuoHansHol cpeae. OdopmieHre NPOTOKOIOB U O(UIIMATBHBIX
IIPUTJIALICHHUM.

['paMMaTHKa: MacCUBHBIN 30T B ouLMabHO-Ae0BOM cTrie (Passive Voice).
CocnararenpHO€ HAKJIOHEHWE JI BBIPAXKEHUS BEXKIMBBIX NPOCHO U MPEIIIOKEHUH.
Crneuuguryeckue cow3bl U BBOJHBIE KOHCTPYKLUUHU JUIsI CTPYKTYPHUPOBAHHUS TEKCTa
(furthermore, nevertheless, in addition to). IlpaBuna nyHKTyanuu B OQHUIIMATBHBIX
oOpaIeHusX 1 3aKII0YUTENbHBIX (pa3ax.

Tema 2. JlenoBbie neperopopbl. YK-4.1, YK-4.2.

Dtamnbl MPOBENEHUs TEPETOBOPOB B c(epe TOCYIapCTBEHHOTO YIPABJICHHUS.
Jlexcuka ansi BeACHUS IUCKYCCHUM: BBIpaXXEHHE COTJIAaCHs/HEecOoryiacus, apryMeHTalus,
BBIIBUKEHUE YCIIOBUM M MOUCK KoMrpomucca. [loaroroBka nmosectku AHs (agenda) u
MOJIBEJICHUE MTOTOB. DTUYECKHE HOPMBI M KPOCC-KYJbTypHbIE OCOOCHHOCTH BEICHHUS
MEPETOBOPOB C MHOCTPAHHBIMU JAENCrallusiIMU U TPEICTABUTEIIAMHU MEXTYHApOIHbBIX
OpraHu3aI1u.

['pammaruka: ycnoBable mnpemioxeHus (Conditionals Type 1, 2, 3) nmns
00CYXJIEHHS YCTIOBHI M BO3MOXKHBIX CIIeHapreB. MoajbHbIe TJIarojbl U BRIPAKECHUS
CTENEHU YBEpEeHHOCTH W aumiomatudyHoctu (could, might, should). T'epynmmii u
MH(QUHUTHUB MOCJIE TJIArojoB KOMMYyHUKalMu. KocBeHHast peub npu nepefayde mo3Uluu
cropoH (Reported Speech).

Tema 3. UKT B rocynapcreennom ynpasiaenuu. OIIK-5.1.

[MudppoBuzanust  rocynapcTBeHHOro  cekropa. lloHsaTtue  «OIeKTpoHHOE

npaButTenbcTBO» (E-government). IlpemocraBieHrne rocynapCTBEHHBIX YCIyT B



mudpoBoM Buae. MHpopmanmonHas 0€30MacHOCTh U 3alUTa NEPCOHAIBHBIX JTaHHBIX
rpaxnaad. CouuanbHble CETHM KaK MHCTPYMEHT B3aMMOJEMCTBHS BJIACTU U OOILECTBA.
TpeHnbl: MCKYCCTBEHHBIM WHTEUICKT W Oomibmme maHHbie (Big Data) B mpussITHH
YIPaBICHUYECKUX PELICHU.

['pammatuka: npudactus (Participle I, II) u mpuvyactHbie 000pOTHI ISl OIMCAHUS
CIIOKHBIX TEXHHYECKHX TporeccoB. ['epyHnuanbpHble KOHCTpYKUuH. CrocoOb
BBIp@XEHUSI OyAyLIEro BPEMEHU sl MPOTHO3UPOBAHUS TEXHOJOTHYECKOIO Pa3BUTHUS
(Future forms, probability adverbs). CnoBooOpazoBanue: mpeduKchl U CyPQPHUKCHI,
XapakTepHble A1 TepMuHosioruu B cpepe UT u anMuHUCTpUpPOBaHMUSL.

4. Tunbl OLEHOYHBIX MATEPHAJIOB, NOKA3aTeJIH U KPUTEPUHU OLICHUBAHUS

4.1. Ouenounble Marepuansl 1o aucuumuinHe b1.0.08 MHocTpaHHBIA S3bIK
JIeJIOBOTO U MPO(ECCUOHAIBHOTO OOIIEHHS BXOJAAT B COCTaB OLIEHOUHBIX MaTepUasoB
o obpazoBarenbHON nporpamme. COBOKYMHOCTH OIIEHOYHBIX MAaT€pHUAJIOB MO BCEM
JUCLUIUIMHAM (MOYJIsIM) 00pa30BaTeIbHOM MPOrpaMMBbl COCTABIISAET (DOH OLIEHOUYHBIX
cpeactB (nanee — ®OC). ®OC ucnonap3yercs Npyu NPOBEACHUU TEKYIIETO KOHTPOJIS
yCIEBAEMOCTH M MPOMEXKYTOUYHOM aTTecTallMy OO0YYaroUIMXCs C LENbl0 OLIEHWBAHUSA
JOCTHKEHHSI 00yUaroIIMMHKCS IIJIAHUPYEMbIX PE3yJIbTaTOB O0yUEHUS.

4.2. ®OC pa3paboTaH Kak KOMILJIEKC TPOBEPOYHBIX 3a/IaHUI PA3TMYHOTO THIA U
YPOBHSI CIIO)KHOCTH, BKJIFOYAET KPUTEPUHU W IIKAJIbl OLEHUBAHHUS, & TAKKE

«KJIH0YM» NpaBUIbHBIX 0TBETOB. POC hopmupyercs Kak OTAETbHBINA JOKYMEHT
Y XpaHUTCS B 3JIEKTPOHHOM BuE, 1octyn K @OC npenocTaBieH orpaHU4eHHOMY KPYTy
T,

4.3. Jlyis caMOCTOSITeNIbHON pab0Thl 00y4YarOIIMXCS TIPH MOATOTOBKE K TEKYIIIEMY
KOHTPOJIIO YCIIEBAEMOCTH M NPOMEXKYTOUHOH aTTecTaluud B paboyux mporpammax
JUCUUIUIMH pa3MEIICHbl TUIIOBBIE ITPOBEPOYHBIEC 33JIaHUsA, KOTOPHIE MOYKHO YCJIOBHO
pa3aeNuTh Ha 33aHUS 3aKPBHITOT0, KOMOMHHUPOBAHHOTO U OTKPBITOT'O THUIIOB.

3ajanus 3aKpBITOrO TUIA — 3TO TECTOBbIE 3aJ]aHUsl, B KOTOPBIX KaXIbId BOIPOC
COMPOBOXK/IAETCSI TOTOBBIMUA BAPMAHTAMU OTBETOB, U3 KOTOPBIX HEOOXOAUMO BHIOpAThH
OJIMH WJIU HECKOJIBKO MPAaBUIIbHBIX.

3aianusi KOMOMHUPOBAHHOIO TUIIA — 3TO TECTOBBIC 3aJaHUs, B KOTOPBIX KaKIIbIN
BOMPOC COMPOBOKIACTCSI TOTOBBIMH BapHaHTAMU OTBETOB, M3 KOTOPBIX HEOOXOAMMO
BBIOpATh OJIMH WM HECKOJIBKO MPABMWIBHBIX M 00OCHOBATH CBOM BBIOOD.

3aaHus OTKPBITOrO THUIIA — ATO 3a/1aHUS], B KOTOPBIX Ha KaXAblii BOIPOC JOJIKEH
OBITh MPEAJIOKEH Pa3BEPHYTHII 0OOCHOBAHHBINA OTBET.

B 3aBucuMocTM OT TUMNA 3aJaHUs  PEKOMEHJOBaHbl  OMpeleeHHas
MOCJIEIOBATEIBHOCTD BBITIOJIHEHHS M CUCTEMA OLIEHUBAHMSI BBITIOJIHEHUS 3a/IaHUH.



4.4. Tuns SaﬂaHHﬁ, COCHAPHH BBIIIOJIHCHHUA, KPUTCPHUH OLICHUBAHUA

TUIT 3AJJAHN S NMHCTPYKIMA CHEHAPHWU BBIITIOJIHEHMA KPUTEPUIM OLIEHMBAHIA
3ananue 3akpbiToro Tunac | IIpounraiite TekcT, |1. BHMMarenpHO IPOYMTATH TEKCT 3aaHUS U IIOHATS, OTBeT cuuTacTcsl BEPHBIM, ECIIH
BbIOOpOM OJTHOTO | BbIOEpHUTE NPAaBUJIBHBIM | YTO B KAuyeCTBE OTBETA OXKUAAECTCA TOJIBKO OJIUH W3 NpaBUIBHO yKa3aHa wnudppa WM

IIPaBUJIBHOI'O OTBE€TAa HU3
HCCKOJBbKHX BapuaHTOB
MMPEII0KEHHBIX

OTBET

MPeIJI0KEHHBIX BAPUAHTOB.

2.  BuumarenbHO  MPOYMTATH
BapUaHT-ThI OTBETA.

3. Bb10paTh 01uH BEpHBI OTBET.
4.  3anucarb TOJIbKO HOMep (wiu OyKBY) BHIOpAaHHOTO
BapHuaHTa OTBeTa (Hampumep, 3 wiu B).

NpCAJIOKCHHBIC

OykBa

BallaHI/IC 3aKpPBITOI'O
TUIIa Ha YCTAHOBJICHHC
COOTBCTCTBUA

[IpounTaiite
YCTaHOBUTE
COOTBETCTBHUE

TCKCT H

1. BHuMarenbHO MpPOYMTATh TEKCT 3aJaHusi M
MOHATh, YTO B KAaueCTBE OTBETAa OXKUJAIOTCS Mapbl
3JIEMEHTOB.

2.  BHumarenpbHO mpouMTaTh 00a CHHMCKa: CIUCOK 1 —
BOINPOCHI, YTBEPXKACHUS, (aKThl, TOHATHS U T.11.;

CIHCOK 2 — yTBEP>KCHHS, CBOMCTBAa OOBEKTOB U T.1.

3. CormocTaBuTh 3J€MEHTHl clucka 1 ¢ sIeMeHTaMu
cnucka 2, chopMUPOBAThH Mapbl JIEMEHTOB.

4. 3amucatk MOMAapHO OYKBHI U LIUPPHI (B 3aBUCUMOCTHU OT
3a/laHusl) BapuaHToB oTBeTa (Harpumep, Al nnu b4).

OTBeT cuuTaeTrcs BEpPHBIM, €CIIH
NPaBUIBHO YKa3aHbl HUQPBI HIH
OYKBBI

3aaHue 3aKpbITOrO THUIA
C BBIOOPOM HECKOJIBKHX
IMMpaBUJIbHBIX OTBCTOB HU3
HECKOJIbKUX  BapHUaHTOB
MPEIIOKEHHBIX

[IpounTaiite TEKCT,
BbIOEPUTE TPABUILHBIC
OTBETHI

1. BraumarennHO MMpOYNTATh TCKCT 3alaHUA U ITOHATD,
4TO B KAYCCTBC OTBCTA OKUIAACTCA HCCKOJIBKO ITPaBUJIbHBIX
OTBCTOB M3 MPCAJTOKCHHBIX BAPUAHTOB.

2.  BHHMMareabHO NPOUYUTATh NPEIJI0KEHHbIE
BapUaHT-ThI OTBETA.

3. Br16paTh HECKOIBKO MPABUIBHBIX OTBETOB.
4. 3anucarb TOJIBKO HOMepa (Uiu OyKBbI) BHIOPaHHOTO

BapuaHTa oTBeTa (Hanpumep, 1 4 i A I).

OTBeT cuuTaeTrcs BEpPHBIM, €CIIU
IIPaBWJIBHO  YCTaHOBJIEHBl ~ BCE
COOTBETCTBHUS (TMIO3ULIUU U3 OJHOTO
cTosi0Ila BEpHO COIOCTAaBIIEHBI C
MO3UIUSIMU JIPYTOTO)




3az[aH1/Ie 3aKpPBITOI'O
THUIIa Ha YCTAHOBJICHUC
IIOCJICA0BATCIBHOCTH

[IpounTaiite  TekcT
YCTaHOBUTE

II0CJICA0BATCIIBHOCTD

u

1. BHHMMAaTeIbHO MPOYUTATH TEKCT 3aJaHUS U
MOHATh, YTO B KA4yeCTBE OTBETA OXKHUAACTCS
MIOCIIE0BATEIbHOCTD 3JIEMEHTOB.

2.  BHHMaTenbHO MPOYHUTATH MPEATIOKEHHBIE
BapUaHTHI OTBETA.

3. Iloctpouth BepHYIO IOCIEOBATEIBHOCTD U3
MPETIOKEHHBIX JIEMEHTOB.

4.  3anucarb OyKBB/IH(PHI (B 3aBUCHIMOCTH OT
3a7aHusl) BapuUaHTOB  OTBETa B  HY)KHOU
nocieaoBarenbHocTH (Harpumep, BBA wmu 135).

€CJlIn
BCA

OTBeT cuuTacTcs BEPHBIM,
IIPaBUJILHO yKa3zaHa
[10CJIE10BATENBHOCTD LU(D

3ananue
KOMOMHHPOBAHHOTO THIIA

IIpounTaiite TEKCT,
BBIOCPUTE TIPABHIIBHBIN

1. BaumarennHo MNpOYUTATb TCKCT 3aJaHHA H
IIOHATH, YTO B KQYCCTBC OTBETA OXKMJACTCA TOJIBKO

OTBeT cuuTaeTcs BEPHBIM, €CIH
NpaBWIbHO yKa3aHa wnuppa WA

C  BBIOOPDOM  OJHOTO | OTBET U  3alMIIUTE | OJUH U3 MPEIJIOKEHHBIX BAPHAHTOB. OykBa M TPUBEACHBI KOPPEKTHBIC
MPaBUIBHOTO OTBETA W3 | apryMEHTHI, 2.  BHHMaTenbHO MPOYHUTATH MPEATIOKEHHBIE apryMEHTBI, HCIHOJb3yeMbIE  IpH
MIPEITI0KEHHBIX U | 0OOCHOBBIBAIOIINE BapUaHTHI OTBETA. BBIOOpE OTBETA
000CHOBaHKEM BBIOOPA BEIOOp OTBETa 3. Bb10paTh 01uH BEpHBI OTBET.

4.  3anucarb TOJBKO HOMEp (WU OYKBY)

BBIOpPAHHOT'O BapuaHTa OTBETA.

5. 3anmcarh apryMeHTbl, 000CHOBBIBAIOIIME BEIOOD

oTBeTa (Hampumep, 4 TeKCT 000CHOBaHUS).
3agaHue  OTKPBITOTO [IpounTaiite Texkct u | 1.  BHUMaTenbHO NPOUYMTATH TEKCT 3aJaHUS U OTBeT cunuTaeTcs BEPHBIM:
TUTIA C Pa3BEPHYTHIM 3aIUIIATE Pa3BEPHYTHIH | MOHATH CYTh BOIIPOCA. 1. OrcyrcTBUE QaKTHUECKUX
OTBETOM 00OCHOBAHHBIN OTBET 2. [Ipoxgymath JOTUKY M TOJTHOTY OTBETA. OLIMOOK.

3. 3ammcarb OTBET, HCIIONIB3YS YETKHE KOMIakTHBIe | 2.  PackpriTe o0Bpema

(bOpMyJIUPOBKH.

4. B ciydae pacueTHOM 3a/1au, 3alUcaTh PeLICHUE

n OTBECT

UCIOJIb3YEMBIX TTOHATUHN (TIOJTHOTA
OTBETA).

3. O0OCHOBaHHOCTH OTBETA
(Hanmu4Me apryMeHTOoB).

4,  Jlornueckas
MMOCIE0BATEIBHOCTh U3JIaraeMoro
MaTepuana.




4.5. OOmas 1Kajia OLEHUBAHUS PE3yIbTAaTOB TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH

U TPOMEXKYTOYHOM arrectanmu oOywaromuxcsi ¢ npumeHeHuem bPC  [lonenkoro

¢ummana PAHXul'C.

HUrorosas ECTS
oaJlIbHAA TpaguunonHasi cucrema brnapnas Jast Tpazm- ,
cucTema | momi | Anommor
OIICHKAa CHCTeMBI
90-100 OTian4yHO A P/ Passed
80-89 B P/ Passed
3auTeHo
75-79 Xopouo C | P/Passed
70-74 VY IOBJIETBOPUTEIILHO D P/ Passed
60-69 A p E | P/ Passed
0-59 HeynoBiaeTBOopuTEILHO He 3auTenHo F F/Failed

CooTHolieHue 0amIoB 3a TEKYIUNA KOHTPOJIb YCIIEBAEMOCTH U MTPOMEKYTOUHYIO
aTTECTaIINIO, 4 TAK)KE IIOBTOPHYIO MPOMEKYTOUHYIO aTTECTALIHIO:

MaxkcumanbHas MaxkcumanbHas MaxkcumanbHas MakcumanbHas
cymMMa 0ajuioB 3a cymMMa 0ajjioB 3a UTOrOBast cyMMa 0aJijioB 3a
TEKYIIUA KOHTPOJIb MIPOMEKYTOUYHYIO OaJTbHas MTOBTOPHYIO
yCIIEBAEMOCTH aTTeCTaIUIO OlICHKa MIPOMEKYTOUHYIO
aTTeCTalMIO
100 6amnos 100 6amioB 100 6amnoB 100 6amnoB

5. DopMbI ATTECTALMH, TUIIOBbIE OLICHOYHbIE MATEPUAJIbI 11l TEKYLIETr0
KOHTPOJIsl yCIIeBAEMOCTH 00yYa0IIUXCSl, KPUTEPUH M IIKAJIbI OLEHUBAHMS 110
KOHTPOJIbHBIM TOYKAM

5.1. B xoae peanuzaruu auctuiinabl b1.0.08 NHOCTpaHHBIN S3BIK 1€I0BOTO U
npodeccuoHanbHOTO O0IEHUS UCTIOIB3YIOTCS ClleaytonIrue (OpMbI TEKYIIIETO KOHTPOJIS
yCIIEBAEMOCTH 00YyYaONIUXCs (B TOM YHCIIEe, 3aIaHHSI K KOHTPOJIbHBIM TOYKaM):

TecroBble 3a1aHus1, YCTHBIN ONPOC, CUTYallUOHHbIE 3aJaHusl, TUCKYCCHUS
/ acce (mokmam, cooOIIeHNE ), KOHTPOJIbHAS TOYKA

5.2. TumoBbie OLIEHOYHBIE MaTepUalibl JJIsI TEKYIIEro KOHTPOJIS YCIIEBAEMOCTU
00yuaromuxcst (BHE KOHTPOJIbHBIX TOYEK):

Bonpocs! Juis yCTHOTO ornpoca:

Pasznea 1. IIpodeccnoHaibHass KOMMYHUKAUMA U COBPEMEHHbIC TEXHOJIOIMHU

B3aMMO/IeliCTBUS B TOCYIapCTBEHHOM yIPaBJIEHUN



Tema 1. /lenoBass koMmmyHukauusi u koppecnonaennus. YK-4.1, YK-4.2.

1. How does business communication in public administration differ from
general communication practices?

2. What are the structural and linguistic requirements for official written
communication?

3. How do digital communication tools transform business correspondence in
the public sector?

4. What risks arise from improper business communication in governmental
contexts?

5. How can clarity and conciseness be achieved in official documents?

6. What role does communicative etiquette play in official correspondence?

7. How does multilingual communication affect public administration processes?

Tema 2. JlenoBbie neperopopbl. YK-4.1, YK-4.2.

1. What distinguishes negotiations in public administration from commercial
negotiations?

2. How do cultural factors influence negotiation strategies?

3. What are the key competencies required for effective negotiation in a
multicultural environment?

4. How can conflicts in negotiations be transformed into constructive outcomes?

5. What ethical considerations must be observed in public sector negotiations?

6. How does power asymmetry affect negotiation processes?

7. What are the risks of ignoring cultural differences in negotiations?

Tema 3. UKT B rocynapcrsennom ynpasienun. OIIK-5.1.

1. How does ICT contribute to the modernization of public administration?
2. What are the methodological principles of ICT implementation in
governance?
What are the key risks associated with ICT in public administration?
How does e-government influence citizen-government interaction?
What is the role of cloud technologies in government systems?
How can big data be used in decision-making processes?
What challenges arise in digital transformation of public institutions?

No Ok ow

Tembl U1t quckyccuu / acce (ToKIam, COOOIIEHHE):

Paznen 1. IIpodeccuonaibHasi KOMMYHMKAIMS U COBPEMEHHbIE TEXHOJIOTHH
B3aUMO/EICTBHUS B rOCYyIaPCTBEHHOM YNIPABJICHUHU

Tema 1. lenoBasi koMMyHuKanusi u koppecnonaenuusi. YK-4.1, YK-4.2.

1. «The role of formal communication standards in ensuring transparency in
public administrationy.
Analyze the relationship between communication and transparency.

2. «Digital transformation of business correspondence: risks and opportunitiesy.
Assess the impact of digitalization.



3. «Linguistic precision as a factor of administrative efficiency».
Substantiate the role of language.

4. «Ethical dimensions of official communicationy.
Consider the norms and consequences of violations.

5. «Communication failures in governance: causes and implicationsy.
Analyze the real consequences.

6. «Standardization  vs flexibility  in  official ~ communicationy.
Conduct a comparative analysis.

7. «Cross-border communication challenges in public administrationy.
Consider the international context.

8. «The role of documentation in decision-making processes».
Show the impact of documents.

9. «Crisis communication  strategies in  government  institutionsy.
Develop approaches.

10. «The impact of language competence on administrative performancey.
Substantiate the significance.

Tema 2. JlenoBbie neperopopbl. YK-4.1, YK-4.2.

1. Intercultural competence as a key factor in successful negotiations
2. Ethical dilemmas in public sector negotiations

3. Cultural dimensions in international negotiations

4. Negotiation strategies in conflict situations

5. The role of trust in negotiation processes

6. Power dynamics in governmental negotiations

7. Negotiation failures: analytical case study

8. Communication barriers in multicultural environments

9. Public vs private negotiation models

10. Negotiation as a governance tool

Tema 3. UKT B rocynapcrsennom ynpasjenun. OIIK-5.1.

1. ICT as a driver of institutional transformation

2. E-government and administrative efficiency

3. Data-driven governance: opportunities and risks
4. Cybersecurity challenges in public administration
5. Cloud technologies in state systems

6. Digital inequality and access to public services

7. Big data in policy-making

8. Artificial intelligence in governance

9. Risks of digitalization in public sector

10. Future trends in ICT development

TecToBEIE 3a1aHUA:

Pasznea 1. IIpodeccnoHaibHass KOMMYHUKAUMA U COBPEMEHHbIC TEXHOJIOTHU
B3aMMO/JefiCTBUA B rOCYIapPCTBEHHOM YIIPaBJICHUMN



Tema 1. /lenoBass koMmmyHukauusi u koppecnonaennus. YK-4.1, YK-4.2.

3anaHne 3aKPbITOI'0 THUIIA C BLIﬁODOM OJHOI'0 IIPABUJIBHOI'0 OTBECTA M3
HECKOJIbKHUX BADHUAHTOB IIPCIJ0KCHHDBIX

Read the text and choose the one correct answer (A, 5, B or I') to the question
below. Translate your answer

In modern public administration, business communication plays a crucial role in
ensuring efficiency and transparency. Civil servants are required to exchange information
through formal channels such as emails, reports, and official letters. These forms of
communication must follow strict standards regarding tone, structure, and clarity.

Unlike informal communication, official correspondence avoids emotional
expressions, slang, and ambiguity. Every message must be carefully constructed to
prevent misinterpretation, which can lead to administrative errors or delays in decision-
making.

Digital technologies have significantly increased the speed of communication, but
they also impose additional responsibilities. Public officials must ensure data protection,
confidentiality, and professionalism in every message they send.

Furthermore, communication often takes place in an international environment.
This requires not only language proficiency but also cultural awareness. Messages should
be adapted to the audience to ensure mutual understanding and effective cooperation.

Question: Which of the following statements best reflects the main requirement
for effective business communication in public administration according to the text?

Options:

A) Use of informal and expressive language to simplify communication
b) Strict adherence to clarity, structure, and professionalism

B) Priority of speed over accuracy in communication

I') Use of personal opinions in official correspondence

Correct answer: b) Strict adherence to clarity, structure, and professionalism

3ajaHue 3aKpPLITOr0 THIIA HA YCTAHOBJIEHHE COOTBETCTBUS

Read the text and match the statements (1-6) with the appropriate category (A or
b). One category may be used more than once. Translate your answers.

Business communication in public administration can be divided into formal and
informal types. Formal communication is used in official documents such as reports,
emails, and letters addressed to institutions or citizens. It requires a structured format,
clear language, and a professional tone. Such communication is essential for maintaining
institutional credibility and ensuring legal compliance.



Informal communication, on the other hand, occurs in everyday interactions
between colleagues. It allows flexibility, quicker exchange of ideas, and a more relaxed
tone. However, it should not be used in official contexts, as it may lead to
misunderstandings or reduce the level of professionalism.

In modern governance, both types of communication are necessary, but their
appropriate use depends on the context. Public officials must clearly distinguish between
formal and informal communication to avoid errors and maintain efficiency.

Failure to follow communication norms may result in incorrect interpretation of
information, delays in administrative processes, or damage to institutional reputation.

Categories:

A — Formal communication
b — Informal communication

Statements:

1. It is typically used in official documents and institutional correspondence.

2. It allows flexibility and is common in everyday interactions between colleagues.
3. It requires strict adherence to structure and professional language.

4. It may reduce credibility if used in official communication.

5. It is characterized by a relaxed tone and faster exchange of ideas.

6. It ensures compliance with legal and administrative standards.

Answer key: 1-A, 2-b, 3-A, 4-b, 5-b, 6-A

3ajaHue 3aKpPLITOr0 THIA ¢ BLIOOPOM HECKOJbLKHX NPABWIbHBLIX OTBETOB M3

HECKOJIBKHUX BADHUAHTOB IIPCIJOKCHHBIX

Read the text and choose all correct statements (multiple answers possible). Mark
the letters of the options you consider true according to the text. Translate your answers.

Effective business communication in public administration involves multiple
components that ensure clarity, accuracy, and efficiency. First, messages must be
structured logically, including an introduction, main body, and conclusion. This helps the
reader understand the purpose of the communication.

Second, the language used should be precise and free from ambiguity. Vague
expressions can lead to misunderstandings and incorrect decisions.

Third, communication must be adapted to the audience. For example, messages
addressed to citizens should be clear and accessible, while communication with
professionals may include technical terminology.

Digital tools such as email systems, document management platforms, and online
communication services play a key role in modern governance. However, their use
requires CO6JI}O,Z[CHI/I€ HOpM 0€30IacHOCTH U 3alllUThl JaHHBIX.



Finally, ethical principles such as respect, neutrality, and responsibility must be
observed in all forms of communication.

Question: Which of the following elements are essential for effective business

communication in public administration according to the text?

Options:

A) Logical structure of the message

b) Use of slang and informal expressions
B) Precision and clarity of language

I') Adaptation to the audience

) Ignoring data protection requirements
E) Use of digital communication tools
JK) Emotional and subjective statements
3) Ethical behavior in communication
1) Avoidance of structure

K) Lack of responsibility

Correct answer: A, B, I, E, 3

3ajjaHye 3aKpbITOr0 THIIA HA YCTAHOBJIEHHE IOCJI€I0BATEIbHOCTH

Put the events from the story in the correct order (1-8). Write the number of each
sentence in the box next to it. Translate your answers.

When writing an official email in public administration, it is important to follow a
structured approach. First, the sender must clearly define the purpose of the message and
identify the recipient. This helps to ensure that the communication is relevant and
effective.

Next, the message should begin with a formal greeting, establishing a professional
tone. After that, the main body of the email should present the necessary information in
a clear and concise manner.

The sender should then summarize the key points and, if necessary, include a
request or expected action. After completing the message, it is important to review and
edit the text to eliminate errors and ensure clarity.

Finally, the email should end with a polite closing and a professional signature.

A. Reviewing and editing the message for clarity and correctness
b. Writing a formal greeting to establish professional tone

B. Defining the purpose of the email and identifying the recipient
I'. Presenting the main information in the body of the message

. Summarizing key points and stating expected actions

E. Ending the email with a polite closing

K. Adding a professional signature

3. Sending the finalized email



Correct answers: B-1, b2, I'-3, 1-4, A-5, E-6, )K-7, 3-8

Sanaﬂue KOMOMHHUPOBAHHOIO THHA C BblﬁODOM OJHOI'0 IPABWJIBHOI'0O OTBETA

M3 NPEUI0KEHHBIX H 000CHOBAHHUEM BBLIOOPA

Read the text and choose the one correct statement (A, 5, B or I') that is fully
supported by the information in the passage.

Business communication in public administration is not only a tool for information
exchange but also a mechanism for ensuring accountability and transparency. Clear and
structured communication allows institutions to function effectively and maintain trust
among citizens.

In the digital age, communication has become faster and more accessible
Omarojapsi MCIOJb30BAaHUIO JJIEKTPOHHBIX cuctem. However, this also increases the
responsibility of public officials, as any mistake can quickly spread and cause significant
consequences.

Therefore, communication must be accurate, professional, and adapted to the
audience. Officials must also follow ethical standards and ensure that sensitive
information is protected.

1. What is the main function of business communication in public administration?
A) Entertainment

b) Personal expression

B) Ensuring accountability and transparency

I') Informal interaction

2. What is a consequence of digital communication?
A) Decreased responsibility

b) Increased speed and responsibility

B) Elimination of risks

I') Reduced communication

3. Why is structure important?

A) It improves understanding

b) It makes communication longer
B) It adds complexity

I') It replaces content

4. What must officials ensure?
A) Informal tone

B) Data protection and ethics
B) Personal opinions

I') Speed only

5. What may happen in case of mistakes?
A) No consequences



b) Positive effects
B) Rapid spread of errors
I') Increased trust

6. What is required in communication?
A) Emotional language

b) Personal style

B) Slang

I') Professionalism and accuracy

Correct answer key: 1-B,2-5,3-A,4-5,5-B,6-T

3agaHue OTKPBLITOI0 THIIA C PA3BEPHYThIM 0TBETOM

Read the email invitation below and write a detailed response (40-50 words).

Dear Sir or Madam,

| am writing to request additional information regarding the procedures for
submitting official documents through your online platform. | would appreciate it if you
could clarify the requirements and deadlines.

Thank you in advance for your assistance.
Yours faithfully,
John Smith

Recommendations: When completing this task, the student should follow the
conventions of formal business correspondence typical for public administration. The
response should begin with an appropriate acknowledgment of the received message and
an expression of appreciation for the inquiry. It is important to use a neutral and polite
tone throughout the text, avoiding any informal expressions or emotionally colored
language.

The main part of the response should present the requested information clearly and
logically, ensuring that all details are accurate and easy to understand. The message must
be well-structured, including an introduction, a main body, and a concluding section.
Special attention should be paid to grammatical correctness and the use of professional
vocabulary relevant to official communication.

Ambiguity should be avoided in order to prevent misinterpretation. The closing
part of the message should include a polite ending formula and, if appropriate, an offer
for further assistance or clarification.

Tema 2. [lenoBble neperopopsl. YK-4.1, YK-4.2.




3ajaHue 3aKPLITOr0 THIIA C BLIOOPOM OJIHOI'0 NNPABIWJILHOI0 OTBETA U3
HECKOJIbKHUX BADHUAHTOB IIPCIJ0KCHHDBIX

Read the text and choose the one correct answer (A, b, B or I') to the question
below. Translate your answer.

Negotiations in public administration play a critical role in decision-making
processes that affect not only organizations but also society as a whole. Public officials
often negotiate with representatives of other governmental bodies, private organizations,
and international partners.

Unlike negotiations in the private sector, public administration negotiations are
strictly regulated by legal frameworks and ethical standards. Transparency,
accountability, and fairness are essential principles that must be maintained throughout
the negotiation process.

In addition, successful negotiations require careful preparation. Negotiators must
clearly define their objectives, analyze the interests of all parties involved, and develop
appropriate strategies. Cultural awareness is also important, especially in international
contexts, where differences in communication styles and expectations may influence
outcomes.

Failure to consider these factors may lead to misunderstandings, conflicts, or
ineffective agreements that do not meet the needs of stakeholders.

Question: Which statement best reflects the key characteristic of negotiations in
public administration as described in the text?

Options:
A) Focus primarily on maximizing financial profit
b) Absence of formal rules and procedures

B) Compliance with legal, ethical, and transparency standards
I') Preference for informal communication methods

Correct answer: B) Compliance with legal, ethical, and transparency standards

3allaHl/Ie 3AKPbITOI'0 THIIA HA YCTAHOBJICHHEC COOTBETCTBUNA

Read the text and match the statements (1-6) with the appropriate category (A or
b). One category may be used more than once. Translate your answers.

In negotiation theory, communication styles are often classified as direct or
indirect. Direct communication is characterized by clear, explicit statements and
straightforward expression of ideas. It is commonly used in cultures that value clarity and
efficiency.

Indirect communication, on the other hand, relies on context, tone, and non-verbal
cues. Messages are often implied rather than explicitly stated. This style is typical in
cultures where maintaining harmony and avoiding confrontation are important.



Both communication styles have advantages and disadvantages. Direct
communication reduces ambiguity but may be perceived as rude in some cultures.
Indirect communication promotes politeness but may lead to misunderstandings.

Effective negotiators must recognize these differences and adapt their
communication strategies accordingly to achieve successful outcomes.

Categories:

A — Direct communication
b — Indirect communication

Statements:

It involves explicit and straightforward expression of ideas without ambiguity.
It relies heavily on context and non-verbal signals to convey meaning.

It is often associated with efficiency and clarity in negotiations.

It aims to maintain harmony and avoid open conflict.

It may be perceived as impolite in certain cultural contexts.

It can lead to misunderstandings due to implicit messaging.

ook wnE

Answer key: 1-A, 2-b, 3-A, 4-b, 5-A, 6-b

3ajjaHMe 3aKPbLITOr0 THIIA C BLIOOPOM HECKO0JbLKHX NMPAaBWIbLHbIX OTBETOB M3

HECKOJIbKHX BAPDHAHTOB IPCAJIO0KCHHBIX

Read the text and choose all correct statements (multiple answers possible). Mark
the letters of the options you consider true according to the text. Translate your answers.

Effective negotiations in public administration require a combination of
professional skills and personal competencies. One of the key factors is preparation,
which includes collecting relevant information, identifying objectives, and analyzing the
interests of all stakeholders.

Another important aspect is communication. Negotiators must be able to express
their ideas clearly, listen actively, and respond appropriately to the arguments of the other
party. Emotional control and the ability to remain calm under pressure are also essential.

Cultural awareness plays a significant role in international negotiations.
Understanding cultural differences helps avoid conflicts and facilitates mutual
understanding.

Finally, ethical behavior is fundamental. Negotiators must act honestly, respect the
interests of all parties, and strive for mutually beneficial solutions.

Question: Which of the following factors are essential for effective negotiations in
public administration according to the text?
Options:

A) Thorough preparation and analysis
b) Ignoring the interests of other parties



B) Clear communication and active listening
') Emotional instability

J1) Cultural awareness

E) Ethical behavior

K) Avoiding responsibility

3) Strategic thinking

M) Use of informal language only

K) Lack of planning

Correct answer: A, B, /I, E, 3

3anaHue 3aKpPbITOr0 THMIIA HA YCTAHOBJIEHME T1OCJI€10BATEIbHOCTH

Put the events from the story in the correct order (1-8). Write the number of each
sentence in the box next to it. Translate your answers.

A typical negotiation process in public administration follows several stages. It
begins with preparation, where participants gather information and define their goals.
This is followed by the opening stage, where parties introduce themselves and establish
the agenda.

During the discussion stage, participants exchange proposals, clarify positions, and
explore possible solutions. After that, bargaining takes place, where compromises are
made and agreements are negotiated.

Once a consensus is reached, the agreement is formalized and documented. Finally,
the implementation stage ensures that the agreed decisions are carried out effectively.

A. Exchanging proposals and discussing possible solutions
b. Preparing information and defining objectives

B. Formalizing and documenting the agreement

I'. Implementing the agreed decisions

J. Establishing the agenda and introducing participants

E. Reaching compromises through bargaining

K. Identifying positions of all parties

3. Achieving final consensus

Correct answers: b-1, 1-2, A-3, XK—4, E-5, 3-6, B-7, -8

3agaHe KOMOMHUPOBAHHOI0 THIA ¢ BLIOOPOM OJTHOT0 MPABWJILHOI0 OTBETA

3 NPEUI0KEHHBIX H 000CHOBAHHEM BBLIOOPA

Read the text and choose the one correct statement (A, 5, B or I') that is fully

supported by the information in the passage.



Negotiations are a complex process that involves interaction between different
parties with potentially conflicting interests. In public administration, negotiations must
be conducted in a transparent and ethical manner.

Effective negotiators prepare carefully, analyze the situation, and adapt their
strategies depending on the context. They also demonstrate strong communication skills,
including active listening and the ability to present arguments clearly.

In international settings, cultural differences can significantly influence negotiation
outcomes. Therefore, flexibility and cultural awareness are essential for achieving
mutually beneficial agreements.

1. What is a key requirement in public administration negotiations?
A) Informal interaction

b) Transparency and ethics

B) Emotional expression

I') Lack of preparation

2. What do effective negotiators do?
A) Ignore context

b) Adapt strategies

B) Avoid communication

I') Focus only on themselves

3. What is important in communication?
A) Active listening

b) Silence

B) Informality

I') Slang

4. What influences international negotiations?
A) Weather

b) Cultural differences

B) Random factors

I') Personal preferences only

5. What is the goal of negotiations?
A) Conflict escalation

b) Competition only

B) Mutual benefit

') Delay

6. What is required from negotiators?
A) Rigidity

b) Ignorance

B) Passivity

I') Flexibility

Correct answer key: 1 -65,2—-5,3-A,4-B,5-5,6-T



3agaHue OTKPBLITOI0 THIIA C PAa3BEPHYThIM 0TBETOM

Read the email invitation below and write a detailed response (40-50 words).

Dear Colleague,

We are planning to organize a meeting to discuss the terms of our future
cooperation. Could you please suggest a convenient time and share your expectations
regarding the negotiation process?

Looking forward to your response.

Best regards,
Anna Petrova

Recommendations: When preparing the response, the student should take into
account the specifics of formal communication in a negotiation context. The message
should begin with an expression of willingness to participate in negotiations and a
confirmation of interest in cooperation. It is recommended to propose a specific time or
timeframe for the meeting, demonstrating organizational skills and respect for the
recipient.

In the main part of the response, the student should briefly outline their
expectations regarding the negotiation process, such as achieving mutually beneficial
outcomes or discussing key terms of cooperation. The use of formal language is essential,
and informal or conversational expressions must be avoided.

The response should be logically structured and reflect a professional tone. It is
also important to demonstrate respect and adherence to business etiquette. The message
should conclude with a polite closing formula and an indication of readiness for further
communication.

Tema 3. UKT B rocynapcreennom ynpasjenuu. OIIK-5.1.

3ajaHue 3aKpPbLITOr0 THIIA C BLIOOPOM OJIHOI0 NPABWJILHOI0 OTBETA U3
HECKOJIbKHX BAPDHUAHTOB NPCAJIO0KCHHBIX

Read the text and choose the one correct answer (A, b, B or I') to the question
below. Translate your answer

Information and communication technologies (ICT) have transformed public
administration by improving efficiency, transparency, and accessibility of public
services. Governments use ICT systems to collect, process, and store large volumes of
data, as well as to communicate with citizens and organizations.

E-government platforms allow users to access services online, reducing the need
for physical visits to government offices. This contributes to time savings and increased
convenience.




However, the implementation of ICT also presents challenges. Issues such as
cybersecurity, data protection, and system reliability must be carefully addressed.
Failure to ensure security may result in data breaches and loss of public trust.

Therefore, effective use of ICT requires not only technical infrastructure but also
proper management and regulation.

Question: Which of the following is the main challenge associated with ICT
implementation in public administration according to the text?

Options:

A) Increased accessibility of services

b) Cybersecurity and data protection risks
B) Faster communication

I') Reduced workload

Correct answer: b) Cybersecurity and data protection risks

3ajjaHMe 3aKPbITOr0 THIIA HA YCTAHOBJIEHHE COOTBETCTBUS

Read the text and match the statements (1-6) with the appropriate category (A or
b). One category may be used more than once. Translate your answers.

ICT in public administration offers both advantages and challenges. On the one
hand, it improves efficiency by automating processes and reducing administrative
workload. It also increases transparency, allowing citizens to access information easily.

On the other hand, ICT systems are vulnerable to cyber threats and technical
failures. Data breaches may compromise sensitive information, while system errors can
disrupt services.

Governments must balance the benefits and risks of ICT by implementing strong
security measures and maintaining reliable infrastructure.

Proper training of personnel is also necessary to ensure effective use of digital
technologies.

Categories:

A — Advantages of ICT
b — Challenges of ICT

Statements:

1. Automation of administrative processes
2. Risk of cyber attacks

3. Increased transparency

4. System failures and technical issues

5. Improved access to public services

6. Data protection concerns



Answer key: 1-A, 2-b, 3-A, 4-b, 5-A, 6-b

3ajaHue 3aKpPbITOr0 THIA ¢ BLIOOPOM HECKOJILKHX NPABWIbHBLIX OTBETOB M3

HECKOJIbKHUX BAPDHUAHTOB IIPCIJ0KCHHDBIX

Read the text and choose all correct statements (multiple answers possible). Mark
the letters of the options you consider true according to the text. Translate your answers.

Digital transformation in public administration involves the integration of ICT into
all aspects of governance. This includes the use of electronic document management
systems, online platforms, and cloud technologies.

These tools improve efficiency, reduce costs, and enhance communication between
Institutions. They also provide citizens with easier access to services.

However, digital transformation requires investment in infrastructure, training of
personnel, and development of regulatory frameworks. Without proper planning, the
implementation of ICT may lead to inefficiencies and increased risks.

Question: Which of the following are key elements of digital transformation in
public administration according to the text?
Options:

A) Electronic document systems
b) Cloud technologies

B) Ignoring regulations

') Online platforms

J1) Personnel training

E) Lack of planning

2K) Infrastructure development
3) Data security measures

M) Reduction of communication
K) Elimination of risks

Correct answer: A, b, I', 11, K, 3

3ajaHue 3aKpPLITOr0 THIIA HA YCTAHOBJIEHHE MOCJI€10BATEIbHOCTH

Put the events from the story in the correct order (1-8). Write the number of each
sentence in the box next to it. Translate your answers.

The implementation of ICT in public administration follows several stages.
Initially, the needs and objectives are identified. This is followed by planning, where
appropriate technologies are selected.

Next, the system is developed and tested to ensure its functionality. After
successful testing, the system is implemented and made available to users.



Finally, continuous monitoring and evaluation are carried out to improve system
performance and address potential issues.

A. Monitoring system performance

b. Identifying needs and objectives

B. Planning and selecting technologies
I'. Developing the system

1. Testing the system

E. Implementing the system

K. Providing access to users

3. Evaluating and improving the system

Correct answers: b—1, B-2, I'-3, /-4, E-5, )K-6, A-7, 3-8

3ajaHe KOMOMHMPOBAHHOI'0 THIIA C BLIOOPOM OJHOI0 MPABWJILHOI'0 0TBETA

M3 NpejIoKeHHBIX H 000CHOBaHMEM BbIOOpA

Read the text and choose the one correct statement (A, 5, B or I') that is fully
supported by the information in the passage.

ICT plays a central role in modern governance by enabling efficient data
management and communication. However, the use of digital technologies also requires
strict adherence to security and regulatory standards.

Governments must ensure that systems are reliable and protected against cyber
threats. At the same time, ICT provides opportunities for improving transparency and
accessibility of public services.

Statements:

1. What is the role of ICT in governance?
A) Data management and communication
b) Entertainment

B) Personal use

I') Informal interaction

2. What must governments ensure?
A) Lack of control

B) Security and reliability

B) Speed only

I') Informality

3. What risk exists?
A) Efficiency

B) Accessibility

B) Transparency
I') Cyber threats



4. What is a benefit of ICT?
A) Increased bureaucracy
B) Improved transparency
B) Reduced communication
I') Data loss

5. What is required for ICT systems?
A) Regulation

b) Chaos

B) Informality

I') Ignorance

6. What do ICT systems improve?
A) Complexity

b) Errors

B) Accessibility

I') Risks

Correct answer key: 1-A,2-5,3-1,4-5,5-A,6-B

3ajlaHMe OTKPbITOr0 THIIA C PA3BEPHYTHLIM 0TBETOM

Read the email invitation below and write a detailed response (40-50 words).

Dear Sir or Madam,

I would like to inquire about the possibility of accessing public services through
your online platform. Could you please provide information about registration procedures
and security measures?

Thank you for your assistance.

Yours faithfully,
Michael Brown

Recommendations: When completing this task, the student should demonstrate the
ability to produce formal written communication related to information and
communication technologies in public administration. The response should begin with an
acknowledgment of the request and a polite expression of readiness to provide the
necessary information.

The main part of the message should clearly and concisely describe the registration
process for the online platform, outlining its key steps. Particular attention should be
given to security measures, including how personal data is protected and how system
reliability is ensured.

The text must be logically structured and written in a formal style, without the use
of informal vocabulary. The student should use appropriate professional terminology




related to ICT and governance. The response should avoid unnecessary details while
remaining informative.

In the concluding part, a polite closing formula should be used, possibly including
an offer of further assistance.

5.3. Tekymmii KOHTPOJb YyCIEBAEMOCTH TIO pa3Aeny JUCHUIUIMHBI
npeaycMmarpuBaer 1 koHTposibHyro TOuky (masee — KT) B TeueHue mnepuona
OCBOCHHSI TUCLIUILINHBI.

MakcuManbHOE KOJIMYECTBO OaljioB 3a JitoOoi Tum pador B pamkax KT
cocrasJisieT 20 6aIos.

Pacnpenenenne BecoBbix KoapduuuentoB nmo KT B pamkax Tekymiero
KOHTPOJISI YCIIEBAEMOCTH 10 TUCUUIUIMHE U (POPMYJIbI pacuera:

HaunmenoBanue MakcumanbHoe Koaddunment Beca Pesynbrar
KOHTPOJBHOTO KOJIMYECTBO 0OaIOB KOHTPOJIBHOTO KOHTPOJIBHOTO 3aJJaHus,
3aaHUs 3a paboTy B paMKax 3a/1aHust Y4aCTBYIOIIHI B

K3, kotopoe moxer (hopMUpOBaHHH
Ha0paTh CTYJEHT WUTOTOBOM OAJITbHOM

OLICHKH T10 IUCHUIUIMHE
(oTpaxkaeTcs B KypHase

bPC B C10O)
KT 1 20 0,2 20
Hroro: 20 0,2 20

dopmyia pacuera pe3yabTaTa KOHTPOIbHON TOUKU!
Pe3ynbrat koHTposNbHOU TOukH = KonnuecTBo 0amioB 3a paboTy B paMKax
KT x KoaduimeHT Beca KOHTPOIBHOM TOUKH.

5.4. ®opMbI TEKYIIETO KOHTPOJIS YCIIEBAEMOCTH OOY4YaIOIIMXCA B paMKax
KT u TuNIOBBIE OLIEHOYHBIE MATEPHUAJIBI:

KT - 1.

Bonpocs! 1t yCTHOTO O1poca:

Paznen 1. IIpodeccuonaibHasi KOMMYHMKAIMS U COBPEMEHHbIE TEXHOJIOTMH
B3aMMO/1€fiCTBHUA B FOCYyIapCTBEHHOM YIIPaBJIeHUN
Tema 1. JIenoBasi koMMyHuKanus u koppecnonaennus. YK-4.1, YK-4.2.

8. How does business communication in public administration differ from
general communication practices?

9. What are the structural and linguistic requirements for official written
communication?



10. How do digital communication tools transform business correspondence in
the public sector?

11. What risks arise from improper business communication in governmental
contexts?

12. How can clarity and conciseness be achieved in official documents?

13. What role does communicative etiquette play in official correspondence?

14. How does multilingual communication affect public administration processes?

Tema 2. JlenoBbie neperopopbl. YK-4.1, YK-4.2.

8. What distinguishes negotiations in public administration from commercial
negotiations?

9. How do cultural factors influence negotiation strategies?

10. What are the key competencies required for effective negotiation in a
multicultural environment?

11. How can conflicts in negotiations be transformed into constructive outcomes?

12. What ethical considerations must be observed in public sector negotiations?

13. How does power asymmetry affect negotiation processes?

14. What are the risks of ignoring cultural differences in negotiations?

Tema 3. UKT B rocynapcrsennom ynpasienun. OIIK-5.1.

8. How does ICT contribute to the modernization of public administration?

9. What are the methodological principles of ICT implementation in
governance?

10. What are the key risks associated with ICT in public administration?

11. How does e-government influence citizen-government interaction?

12. What is the role of cloud technologies in government systems?

13. How can big data be used in decision-making processes?

14. What challenges arise in digital transformation of public institutions?

Kpumepuu oyenxu ons ycmnozo onpoca:

[wnana3on Onucanue KpuTepus
6aJIoB
100-90 OO6yuarormuiicst:
MOJTHO W AapryMEHTHPOBAHO DPACKpBIBAET COJICP)KAHUE TEMbI
BBICKa3bIBaHUS,
u3araeT Marepuaid CBS3HO M CIHMTHO, C HCIOJb30BaHHUEM
COOTBETCTBYIOIIHX JIEKCHKO-TPAMMAaTHIECKHX U (POHETHUECKUX CPEJICTB;
MMCbMEHHOE BBICKA3bIBAaHUE UMEET BCTYIUICHHE, OCHOBHYIO YacTh
M 3aKITIOYCHHE, KaX/1ast 9acTh U3 KOTOPBIX JIOTHUECKHU ONpaBIaHa U MIMEET
COOTBETCTBYIOIINI 00bEM;
nomyckaer  1-2  nexchmyeckue, — TpaMMaTHYECKHE  WIIH
CTWJIMCTUYECKHE OIIMOKM, KOTOpble HE BIHMSIOT Ha COJIEpKaHue
BBICKA3bIBAHMS,;
00BEM BBICKA3bIBaHUSI MTOJTHOCTHIO COOTBETCTBYET TPEOOBAHUSIM.
89-75 OO0yuarormuiicst:
JIOCTaTOYHO TIOJIHO M apryMEHTHUPOBAHO PACKPBIBAET COJICPIKaHNE
TEMBbI BBICKA3bIBaHNS;




M3JaracT Marepuajl CBS3HO M CJIHWTHO, C HCIOJIb30BaHUEM
COOTBETCTBYIOIIMX JICKCUKO-TPAMMATHUECKUX M (POHETUYECKHUX CPEJICTB,
JIOTTyCKasi HeOOIbIIIME HETOUHOCTH, KOTOPHICHE BIHSIIOT HAa COJCPYKAHUE
BBICKa3bIBaHUS, HE MEIIAIOT €T0 IPaBHIEHOMY BOCIIPUSITHIO;

MMUCBMEHHOE BBICKA3bIBAHME UMEET BCTYIUICHUE, OCHOBHYIO YacTh
Y 3aKJIFOUCHHUE, KKasi YacTh U3 KOTOPBIX B IIEJIOM JIOTUUECKU OTpaBJlaHa
JIOTUYECKH OMpaB/iaHa M UMEETCOOTBETCTBYIOIINN 00BEM;

JomyckaeT — 3-5  JIGKCHYECKHMX,  IpaMMaTUYeCKHX WU
CTHJIMCTUYECKUX OIIHOOK;

00bEM BBICKa3bIBAHHUSI B OCHOBHOM COOTBETCTBYET TPEOOBAHHSIM.
74-60 OOyyarommiics:

HETIOJIHO PACKPBIBACT COJIEP)KaHHE TEMbI BHICKA3bIBAHHS

W3JIaracT MaTepual HEeIOCTaTOYHO CBSA3HO M IOCIIENOBATEIBHO,
3HAHUS TEPMHUHOJIOTUU HE JIOCTATOYHBI JJIsI PACKPBITUS TEMbI, a TaKKe
o0ygyaeMOMy HE  XBaraeT JICKCHYCCKUX, TIpaMMATUYCCKUX U
CTWJIMCTUYECKUX ~ CPEICTB  JUIsl  OCYIIECTBJICHHS  IOJHOLICHHOTO
BbICKa3bIBaHUS;

MUICbMEHHOE BBICKA3bIBAHHE UMEET BCTYIUICHUE, OCHOBHYIO YacTh
U 3aKJII0YEHHE, OJJHAKO OJIHA M3 YacTel CIMIIKOM KpaTKas/IJIMHHAs, He
CBsI3aHa C OCTAJIbHBIMHU YaCTSIMU,HE COOTBETCTBYET CBOEMY Ha3HAYCHHIO;

Jomyckaer Oonee 6-9 JIEKCHYECKMX, TPaMMAaTHYECKUX —WIIU
(hOHETHUYECKUX OIINOOK;

00beM  BBICKAa3bIBAaHUS HE  COOTBETCTBYET  TpPeOOBAHHUSIM
(TIpeBBIIIACT YCTAHOBIICHHBIA 00bEM WIJIM, HA00OPOT, MUMEET MEHBIIUH
00BeEM).
59-0 OO0yyarommiics:

HE PaCKpBIBAET COAECPIKAHUE TEMBI BEICKA3bIBAHUS,

M3JIaract MaTCprall HCCBA3HO U HCIIOCJICAOBATCIIbHO, HC
BJIaJICET COOTBETCTBYIOIIEH TEPMUHOJIOTHUEH, a TaKxke
JOCTATOYHBIMUA  JIEKCHYECKHUMH, TIpaMMAaTHYECKUMU H©
CTWJINCTUYECKUMHU  CpPE€ACTBAMM  JUId  OCYIIECTBJICHUS

BBICKA3bIBaHHU,

HE MPUJEPKUBAETCS CTPYKTYPbl TUCbMEHHOT'O BHICKA3bIBAHUS;

nomyckaer ©Oomee 10 JeKCHYECKHMX, TpaMMaTHYECKUX WIIN
CTHWJIMCTUYECKUX OIINOOK;

00beM  BBICKAa3bIBAHUS HE  COOTBETCTBYET  TpeOOBaHUSIM
(TIpeBBIIIAET YCTAHOBJICHHBI 00bEM WM, HA0OOPOT, UMEET MEHBIIUI
00BEM).

TeMmbl TUCKYCCUI, Acce (TOKIaa, COOOIIEHE)

Paznea 1. IIpodeccnonajibHasi KOMMYHUKALIMS U COBPEMEHHbIE TEXHOJIOTHU
B3aUMOJEICTBHUS B rOCYyIapCTBEHHOM YIPABJICHUN
Tema 1. le1oBass kommMyHukanus u koppecnongenuus. YK-4.1, YK-4.2.

1. The role of linguistic accuracy in official correspondence and its impact on
administrative decision-making. Analyze how grammar, vocabulary, and style influence
clarity and correctness of official communication.



2. The balance between standardization and flexibility in governmental
communication practices. Discuss whether strict templates improve or limit
communication effectiveness.

3. The impact of digital communication tools on the quality of official
correspondence in public administration. Evaluate advantages and potential risks of using
electronic communication.

4. Ethical dilemmas in official correspondence: neutrality vs personal judgment.
Consider situations where officials must choose between strict neutrality and human
empathy.

5. The importance of communication transparency in building trust between
government institutions and citizens. Analyze how communication strategies affect
public perception.

Tema 2. lenoBbie neperopopbl. YK-4.1, YK-4.2.

1. The role of strategic thinking in achieving successful negotiation outcomes in
public administration. Explain how planning and strategy influence negotiation
effectiveness.

2. Cultural diversity as a challenge and an advantage in international negotiations.
Analyze both risks and benefits of multicultural communication.

3. Ethical limits of persuasion in negotiations: where is the boundary? Discuss
acceptable and unacceptable influence techniques.

4. Conflict management strategies in public sector negotiations. Compare different
approaches to resolving disagreements.

5. The role of trust and reputation in long-term negotiation partnerships. Explain
how credibility influences future cooperation.

Tema 3. UKT B rocynapcreesnom ynpasienuu. OIIK-5.1.

1. The role of digital technologies in improving transparency and accountability in
government. Analyze how ICT contributes to open governance.

2. Cybersecurity challenges in public administration and ways to address them.
Discuss risks and protective strategies.

3. The digital divide and its impact on access to public services. Evaluate
inequalities caused by unequal access to ICT.

4. The effectiveness of e-government platforms in reducing bureaucracy. Assess
whether ICT truly simplifies administrative processes.

5. The future of artificial intelligence in public administration. Discuss
opportunities and risks of Al implementation.

Kpumepuu oyenxu ons P3 — paznoyposnesuix 3a0anuii (cumyayuonnoe sadanue),
acce (0oxnao, coobuenue, OUCKYCCust).

‘ Juamnazon 0ayos ‘ Onucanue KpuTepus




OO0yJarommiics:

-crioco0eH BecTH Oecey Mo MPeIIoKEHHON TeMaTHKe (IHaOrHYecKoe
1 MOHOJIOTHYECKOC BBICKa?;bIBaHI/ISI) B HOPpMAJIbHOM TCMIIC;

- IEMOHCTPUPYET IMIHUPOKUI CIIOBAPHBIi 3arac, 3 (GeKTHUBHBINA BHIOOD U]
MCIONIb30BaHUE ClioBa / WAWOMBI, BiajgeHne (OpMOH  CJoBa,
COOTBETCTBYIOILIMI PETUCTP; HCIOJB3YeT CIOXKHBIE TPaMMaTHYCCKUE
KOHCTPYKIIHH;

-3¢ GEeKTUBHO B3aUMOJICHCTBYET C 9K3aMEHATOPOM H/HITH APTHEPOM;

100-90 -J1aeT TOYHBIC HCYEPIBIBAIOIIIE OTBETHI HA BCE BOIPOCHI;
-YMEJIO CIPAaBIISIETCS C HETIPEACKa3yeMbIMU CUTYaIUSIMU;
- POSIBJISICT MHUITUATHBY; 0OOCHOBBIBAET CBOKO MBICIIb;
- OCYILECTBIISICT CBA3HBIE MOHOJIOTMUYECKHE BHICKA3bIBAHUS;
- pacKpbIBaeT TeMy IOJIHOCTHIO M HaJUIeKAIIuM 00pa3oM, MPHUBOIHT
MpUMephl U (HaKThI;
-1000¢e Kosie0aHue B peuu CBA3aHO C COJICPKAHNEM, a HE C TIOMCKOM CJIOB
WM TPAMMATHKH.
OO0yuaromuiics:
- crioco0eH BecTu Oecenly Mo MpesIoKeHHOM TeMaTHKe (JIMaTorHuecKoe
1/7TM MOHOJIOTUYECKOE BBICKA3bIBAHNE) B HOPMAILHOM TEMIIE;
- MMEeT JIOCTaTOYHBIA JMana3oH CIOBapHOTO 3amaca, JelaeT
HECYIIECTBEHHBIE OMHMOKH B BBIOOpPE (POPMBI CIIOBa/MIUOMBI, WMEET
HE3HAYUTENIbHbIE MTPOOJIEMBI B BBIOOPE CIOKHBIX KOHCTPYKIUH, JenaeT
HECKOJIbKO OIIMOOK B BEIOOPE BPEMEHH, YU CIIA, TIOPSIKA CIIOB / (DYHKIUH,
89-75 apTUKJIEH, MECTOMMEHHUH, MpPeasoroB, JIOMyCKaeT  HeOOJbIIOe
KOJIM4eCTBO OIMOOK B opdorpaduu, MyHKTyalllH, KalnuTaIu3auy;
-B OCHOBHOM BBICKa3bIBaHHE OTBEYAET 33/1aHUIO;
-00ydJarolMiics TIOHMMaeT »dK3aMeHaTopa U TMapTHEpa | JaeT
MpaBIJIbHBIE OTBETHI HA OOIBIIMHCTBO BOIIPOCOB;
-B [I€JIOM YMEET CIPaBIISITHCS C HETIPEICKAa3yeMBIMH CUTYaIUsIMH;
- TaeT pacCIpOCTpaHEHHBIE OTBETHI U MPOSBISET UHULIUATUBY;
- IPOSIBJISICT MUHUMAJIbHBIE KOJICOAHVS B PEYUH.
OO0yyaromuiics:
-IIOHIMAET SK3aMEHATOpa U MapTHepa U AaeT MPaBUIbHBIE OTBETHI;
-BBITIOJIHAET MPOCTHIE 33[a4M, HO HCIBITHIBAET 3aTpyqHEHUs ¢ Ooiee
CJIO’KHBIMH 331a4aMHM, HETOCTATOYHO IIUPOKO Pa3BUBAET CBOIO MBICITh;
74-60 -IOKa3bIBA€T OTPAHUYCHHBIA [MANa30H CJIOBApHOTO 3araca, JIelaeT
JacThle OMMOKK B BBIOOpPE (OPMBI CIIOBA / WAMOMBI, MCIIOJIH30BAHUH,
BHAUCHUSX, UMEET Cephe3HbIe MPOOIEMBI C MPOCTHIMHU / CIOXKHBIMU
KOHCTPYKIIASIMH,
-IIPOSIBJISIET YacThie KOJIeOaHMs, MPOU3HOIIECHHE 3aTPYyIHSAET OOIICHHE;
- TEMIT peUH 3aMe]ICH.
OO0yyaromuiics:
-HE CIIOCOOCH BBICKA3bIBATHCS B YCTHOH (popme;
59-0 - He MOKET PaCKPBITh COJIEpKaHUE 3a/IaHUs, HE TIOHUMAeT COOECeTHHKA;

- UMECT OTpPaHWYCHHBINA JIMAINa30H CJIOBAPHOTO 3araca, JellaeT 4acThie
ommOKM B BbIOOpe (OpMBI cloBa / WAMOMBI, HCIOJIb30BAHUU,

MPAKTUYCCKH HC IMOKA3bIBACT 3HAHMW A ITPABUJI TIOCTPOCHU A Hpe)IHO)KeHHﬁ.

TecToBBIE 3aMaHUS

Choose the correct

answer:



1. Effective business communication requires a clear structure ensures
logical presentation of information.

a) who b) which  c) where  d) when

2. Official correspondence must be written in a formal tone avoid
misunderstandings.

a) in order to b) because of c) despite  d) instead of

3. Public officials should adapt their communication style the target
audience.

a) on b) for c) to d) with

4. Messages must be concise they still need to contain all relevant
information.

a) but b) so C) because d) although

5. The use of unclear language may lead incorrect interpretation of
information.

a) for b) with c) to d) on

6. Negotiators must listen actively understand the position of the other
party.

a) sothat Db) despite c)instead d) unless

7. Preparation is essential successful negotiation outcomes.
a) at b) for c) with d) by

8. Cultural differences may influence people communicate during
negotiations.
a) how b) what c) which  d) why

9. Negotiators should remain calm conflicts arise during discussions.

a) although b) unless c)evenif d) because

10. Flexibility allows negotiators to adapt changing circumstances.

a) on b) at c) to d) in

11. ICT systems are used processing large amounts of data efficiently.

a) for b) to C) by d) with

12. Governments implement digital platforms improve public service
delivery.

a) in order to b) despite c) instead d) because

13. Data protection is essential sensitive information is involved.

a) although b) when c) unless  d) because of



14. ICT infrastructure must be reliable support continuous system
operation.
a)soasto Db)eventhough c)because d) instead of

15. Digital transformation has changed public institutions interact with
citizens.

a) what b) which  c) how d) where

16. Poor communication may result delays in administrative processes.

a) at b) in c) for d) on

17. Ethical behavior is important maintaining trust in public administration.

a) for b) to c) with d) by

18. Negotiation outcomes depend the ability to reach compromise.

a) in b) from c) on d) at

19. ICT tools enable faster communication traditional methods.

a) than b) that c) which  d) what

20. Public services become more accessible digital technologies are
implemented.
a) unless  b) when c) despite  d) instead

Kpumepuu oyenxu ons mecmoguix 3a0anuii:

JlnanazoH Gansos Onucanue KpuTepus
100-90 «oTm4HO» - 90-100% npaBUIbHBIX OTBETOB;
89-75 «XopouIo» - 75-89% mpaBUIIbHBIX OTBETOB;
74-60 «yOBJIETBOPUTENBHOY - 60-74% mpaBUIBHBIX OTBETOB;
59-0 «HEYJIOBJIETBOPUTEIHHO» - 59-35% 1 MeHbI1Ie TPaBUIIbHBIX OTBETOB.

5.5. Ilpy  BBHINOJIHEHWHM MPOBEPOUYHBIX U  KOHTPOJIBHBIX  3aJlaHU
oOydJarommmMcsl  pa3pemraeTcs HCMOIb30BaTh  CIACAYIOIIUE  JOTOJHUTEIHHBIC
MaTtepuaibl U 000pyJOBaHUE — B 3aBUCUMOCTH OT THUIIA 33/IaHUS:

1. IluceMeHHble pabOThl (COUYMHEHHSA, 3CCE, MEPEeBOJbI, 3aMOIHEHHUE
IPOIYCKOB): JIBYSI3bIYHBIN cCiOBapb (OyMaKHBIA WIJIM DJIEKTPOHHBIA) — JUIS
YTOYHEHUS  3HAYEHWl  HE3HAKOMBIX CJOB W  moadopa  HIKBHUBAJICHTOB;
Te3aypyc/ciIoBapb CHHOHUMOB (110 HEOOXOAMMOCTH ) — JIJIs1 00OTaIeHUs IEKCUKU U
n30eraHusi IOBTOPOB.

2. 3agaHus HA YTEHUE M aHAJIU3 TEKCTa: SJEKTPOHHBIA CJIOBAaph WM
NpUJIOKEHUE-TiepeBoAUMK (mpu  pabore ¢ HUGPOBBIM TEKCTOM) — IS
MTHOBEHHOTO TMOMCKAa 3HaueHuW. lMcnosib30BaHME — OHJIAWH-IEPEBOIYMKOB
MOJIHOCTHIO WJIM TIOCTPOYHO TPHU BBHITIOJHEHUU MUCHMEHHBIX TBOPYECKUX PabOT
(3cce, COUMHEHUS) HE pa3pellaeTcsi — JOMYCKAETCS TOJIbKO MOUCK OTIEIbHBIX



CJIOB U Bblpa}KCHHﬁ.

6. (I)Oprl l'lpOMe)KyTO‘IHOﬁ arTreCTanu, KpUuTepuu U IIKaJda ONCHUBaHUSA,

THIIOBBIC OLICHOYHbIC MAaTCPHAJIBI 110 JUCHUILJIMHE

6.1. TlpoMexxyTouHasi aTTecTarus IMPOBOIUTCA B (opMe 3adeTra C OIECHKOM.
[TpomexxyTouHas aTTecTalys (3a4eT ¢ OIICHKON) MOXKET POBOJUTHCS B IBYX OCHOBHBIX
dopmMax — mUCbMEHHOM U ycTHOM. OOydaromuiicss mojy4daeT 3a4€THBIA OWIIET ¢
BapHaHTaMU 3aJaHU, YACThIE MAPKUPOBAHHbBIC JINCThl OyMaru AJis 3amuceidl peuieHus

BaHaHHﬁ, 3aTCM IIPUCTYIIACT K PCUHICHUIO.

[IpomexyTouHas aTTecTalus B TMCbMEHHOM opMe mperonaraet e€ mpoBeeHre
B BHJI€ BBINIOJIHEHMS B BUJE€ TECTOBBIX 3aJlaHui, nepeBoaa. Heobxoanumo 1aTe OTBET B
NUCHbMEHHOM BHJIE, TOJPOOHO M3JI0KUB XOJ1 PEUICHHUS, TP HEOOXOAUMOCTH 3aBEPIIUTD
peLIEHNE BBIBOIAMM.

[TpomexyTouHass aTTectauusi B yCTHOW (opMe mpeanosaraeT €€ mpoBeICHHUE B
BU/JIE: NHIUBUAYAIBHOTO WIIHA ITIEPEKPECTHOTO YCTHOTO OITPOCA MO BOMIPOCAM U3 MEPEYHS,
orpenensieMoro pabouell mporpaMMol JAMCHUIUIMHBL (IucKyccus | dcce, TOKIA,
cooO1eHue).

6.2. TunoBble OIIEHOYHBIE MATEPHUAIIBI TPOMEKYTOUYHON aTTECTALINH.

TunoBble MpoOBEpOUHbIE 3aJaHUS [UIsl CaMONOATOTOBKM OOydJaromierocs K
IIPOMEKYTOYHOM aTTECTALINU:

Paznen 1. IIpodeccuonaibHAsi KOMMYHMKAIMS U COBPEMEHHbIE TEXHOJIOTHH
B3aMMO/JefCTBUA B rOCYIapCTBEHHOM YIIPaBJICHUH

Tema 1. lenoBasi koMMyHuKanusi u koppecnonaenuusi. YK-4.1, YK-4.2.

3aoanue omkKpvlmoz20 mundad.

IIpouumatime mexcm 3a0anus u 3anuuiume pa3eeprHymoiii 000CHOBAHHBIN OMBEM .

Business communication in public administration plays a crucial role in ensuring
effective governance and interaction with citizens. Public officials must communicate
through various formal channels, including emails, official letters, reports, and digital
platforms. These forms of communication must be clear, precise, and structured, as they
often involve important decisions and legal implications.

One of the key requirements of official communication is the use of a formal tone.
Emotional language, slang, and ambiguity are not acceptable, as they may lead to



misunderstandings. Each message should be carefully organized, including an
introduction, main body, and conclusion.

Digital transformation has significantly changed communication practices.
Electronic document management systems and online communication tools allow faster
information exchange. However, they also require strict compliance with information
security and confidentiality standards.

Another important aspect is audience awareness. Communication with citizens
must be simple and accessible, while interaction with professionals may involve more
technical language.

Finally, ethical principles such as neutrality, responsibility, and respect must be
maintained in all forms of communication.

Answer the questions:

What main requirements for effective business communication in public
administration are described in the text? Identify and briefly explain 3—4 key principles,
quoting short phrases from the text.

Do you agree that clarity and formal tone are more important than speed in official
communication? Give two arguments and support them with examples or ideas from the
text.

3aoanue KOMOUHUPOBAHHO20 MUNA.:

Ilpouumaiime u nepesedume mexkcm, GvlOepume NpPaAGUIbHbIE OMEemvl U
3anuwume apeymeHmul, 000CHO8bIBAIOUUE 8b100D:

Official correspondence in public administration is an essential tool for
communication between institutions and citizens. It ensures transparency, accountability,
and proper functioning of governmental processes.

Messages must be written in a formal and structured manner. Each document
should clearly state its purpose and provide accurate information. Mistakes in
communication may result in delays, incorrect decisions, or loss of trust.

With the development of digital technologies, communication has become faster
and more accessible. However, this also increases the responsibility of public officials, as
errors can quickly spread.

Therefore, effective communication requires not only language skills but also
attention to detail, ethical responsibility, and understanding of the audience.

Answer the question:

1. Read the text and choose the correct answer (A, 5 or B).

What is the main purpose of official correspondence in public administration?
A) To express personal opinions and emotions freely in communication

B) To ensure transparency and proper functioning of administrative processes
B) To simplify communication by using informal language

2. Justify your choice.
Write 2—3 sentences (2040 words) to explain why you chose this answer. Use the
words because and and. Find and copy one phrase from the text to support your answer.



Keys:

1. b) To ensure transparency and proper functioning of administrative processes

2. This answer is correct because the text clearly states that official correspondence
ensures transparency and proper functioning of governmental processes. It also
emphasizes responsibility and accuracy. Supporting phrase: “ensures transparency,
accountability, and proper functioning of governmental processes”.

3aoanus 3akpuiMo20 muna.
Ilpouumatime mexcm u ycmaunogume coomeencmaue.

Business communication in public administration is a complex process that
requires coOJIIOICHUE ONpeAeNEHHbIX cTaHaapToB U HopM. One of the key elements is
clarity, which ensures that the message is easily understood and interpreted correctly.
Another important component is structure. Messages must follow a logical order,
including an introduction, a main part, and a conclusion. This helps the recipient process
the information efficiently. Professional tone is also essential, as it reflects the official
nature of communication and supports institutional credibility. In addition,
communication must be adapted to the audience, depending on whether the message is
addressed to citizens or professionals. Finally, ethical behavior plays a crucial role,
ensuring respect, neutrality, and responsibility in all interactions. These elements together
form the basis of effective communication in public administration.

Communication element Characteristic
1. Clarity of message A. Clear meaning
2. Structured format b. Formal style
3. Professional tone B. Logical order
4. Audience awareness I". Respect norms
5. Ethical behavior J1. Adapt content
E. Informal tone
2K. Emotional speech

3anuwume 8viOpaHHble OYKELL NOO COOMBEMCMEYIOUWUMU YUppamu:

1 2 3 4 5

Keys: 1-A, 2-B, 3-b, 4-]1, 5-T
Tema 2. JlenoBbie neperopopbl. YK-4.1, YK-4.2.

3aoanue OmkKpbsinioco muna.

lIpouumatime mexcm 3a0anus u 3anuuiume pa3eepHymblii 060CHOBAHHbBIL OMBEM '

Negotiations in public administration are a structured process aimed at reaching
agreements between different stakeholders. These stakeholders may include government
agencies, private organizations, and international partners.

Effective negotiations require careful preparation, including analysis of the
situation, identification of goals, and understanding the interests of all parties.



Communication plays a key role in negotiations. Negotiators must express their
ideas clearly, listen actively, and respond appropriately. Emotional control is also
Important, as negotiations may involve conflicts or disagreements.

In international negotiations, cultural awareness becomes crucial. Differences in
communication styles, values, and expectations may affect the outcome.

Ethical behavior is essential. Negotiators must act honestly, respect other parties,
and aim for mutually beneficial solutions.

Answer the questions:

What are the main components of effective negotiations described in the text?
Identify and explain 3—4 elements.

Do you agree that cultural awareness is essential in negotiations? Provide two
arguments and examples.

3aoanue KoOMOUHUDOBAHHO20 MUNA.

Ilpouumavime u nepesedume mexcm, 6vibepume nNpPAGUIbHbIE OMEembvl U
3anuwiume apeymeHmol, 000CHO8bl8aOUUe 8bIO0D:

Negotiation is a process of interaction aimed at resolving differences and reaching
agreements. In public administration, negotiations must be conducted in a transparent and
ethical manner.

Preparation is one of the most important stages. It includes gathering information,
analyzing positions, and defining strategies.

Communication skills such as active listening and clear expression are essential.
Negotiators must also be flexible and ready to adapt their approach.

Cultural differences can influence communication and decision-making.
Therefore, understanding cultural context is important for successful negotiations.

Answer the question:

1. Read the text and choose the correct answer (A, 5 or B).

What is the most important stage of negotiation according to the text?
A) Preparation and analysis of information

B) Ignoring differences between parties

B) Emotional expression during discussion

2. Justify your choice.

Write 2—3 sentences (2040 words) to explain why you chose this answer. Use the
words because and and. Find and copy one phrase from the text to support your answer.

Keys:

1. A) Preparation and analysis of information

2. This answer is correct because the text states that preparation is one of the most
Important stages and includes gathering information and defining strategies. It also



emphasizes analysis. Supporting phrase: “Preparation is one of the most important
stages”.

3aoanus 3akpuiMo20 muna.

Hpoqumaﬁme mexKcm u ycmaHosume coomeemcmasue.

Negotiation in public administration is a structured and multi-stage process aimed
at achieving agreements between different stakeholders. The first important element is
preparation, which involves collecting information, defining objectives, and analyzing
the interests of all parties. Communication is another essential component. It includes the
ability to express ideas clearly, listen actively, and respond appropriately to arguments.
Cultural awareness is particularly important in international negotiations, as differences
In communication styles and expectations may influence the outcome. Flexibility allows
negotiators to adapt their strategies and find compromise solutions. Ethical behavior
ensures fairness, respect, and transparency throughout the negotiation process.

Elements Values
1. Preparation A. Adaptation
2. Communication b. Listening
3. Cultural awareness | B. Planning

4. Flexibility I'. Respect

5. Ethics JI. Culture
E. Conflict
K. Emotion

3anuwume 8vibpanuvle OYKEbL NOO COOMBEMCMBYIOUWUMU YUDDAMU.

1 2 3 4 5

Keys: 1-B, 2-b, 3-1, 4-A, 5-T
Tema 3. UKT B rocynapcreennom ynpasiaenuu. OIIK-5.1.

3aoanue OmkKpbsinioco muna.

IIpouumatime mexcm 3a0anus u 3anuuiume pa3eepHymolii 000CHOBAHHIN OMBEM .

Information and communication technologies are widely used in public
administration to improve efficiency and accessibility of services. Governments use ICT
systems for data processing, communication, and service delivery.

E-government platforms allow citizens to access services online, reducing
bureaucracy and saving time. However, ICT implementation also presents challenges.
Cybersecurity risks, data protection issues, and system failures must be addressed.
Effective use of ICT requires proper planning, infrastructure, and trained personnel.

Digital transformation continues to reshape public administration, making it more
transparent and efficient.



Answer the questions:

What are the main advantages of ICT in public administration described in the text?
Identify 3—4 points.
Do you agree that risks of ICT are manageable? Provide two arguments.

3aoanue KoOMOUHUDOBAHHO20 MUNA.:

llpouumavime u nepeseoume mexcm, 6vibepume HNpPABUTIbHBIE OMEEMbl U
3anuuume apeymeHmol, 000CHO8bl8auUe 8b100D:

ICT plays an important role in modern governance by enabling efficient
communication and data management. Governments use digital platforms to provide
services and interact with citizens.

At the same time, ICT systems must be secure and reliable. Data protection is
essential, as sensitive information is processed and stored.

Proper regulation and management are necessary to ensure that ICT systems
function effectively and safely.

Answer the question:

1. Read the text and choose the correct answer (A, b or B).
What is the main requirement for ICT systems?

A) Informal communication

b) Security and reliability

B) Lack of regulation

2. Justify your choice.
Write 2—-3 sentences (20—40 words) to explain why you chose this answer. Use the
words because and and. Find and copy one phrase from the text to support your answer.

Keys:

1. b) Security and reliability

2. This answer is correct because the text clearly states that ICT systems must be
secure and reliable and emphasizes data protection. Supporting phrase: “ICT systems
must be secure and reliable”.

3aoanus 3aKpbinio2o muna.

Hpoqumau"me meKkcm u ycmaHosume coomeemcmeue.

Information and communication technologies are widely used in public
administration to improve efficiency and service delivery. One of the key components is
data storage, which allows large volumes of information to be securely kept and accessed
when needed. Communication systems enable interaction between government
Institutions and citizens, ensuring timely exchange of information. Security is another
critical element, as ICT systems must protect sensitive data from unauthorized access and
cyber threats. Public services are delivered through digital platforms, making them more



accessible to users. Infrastructure supports all ICT operations by providing the technical
foundation necessary for system functioning.

Elements Functions
1. Data storage A. Protection
2. Communication | b. Risk
3. Security B. Storage
4. Services I'. Delivery

5. Infrastructure J. Failure
E. Interaction
K. Support

3anuwume 8vibpanHvie OYKEbL NOO COOMBEMCMBYIOUUMU YUDPAMU

1 2 3 4 5

Keys: 1-B, 2-E, 3-A, 4-T', 5-XK

7. MeToanueckue MaTEPHAJIBI 110 OCBOCHUIO NTUCIHHUILTHHBI

3aHUMAThCS MHOCTPAHHBIM SI3BIKOM PErYJISIPHO, TaK KaK CHCTEMATHYECKHE
3aHATHA CIOCOOCTBYIOT YCIIEIIHOMY YCBOCHHUIO MaTepuaa, a Tak’Ke BBITIOJIHATh BCE
3a/1aHUsl U IPUAEPIKUBATHCS PEKOMEHIALUNA MTPENOIaBaTes.

Bectu nuuHble 3anucu (CIoBapb, 3aMETKHA Pa3jIM4YHOrO BHJA), KOTOPHIE
MO3BOJISIIOT UCIIOJIB30BATh UX B KAYECTBE CIIPABOYHOTO MaTepHalia U HEOJTHOKPATHO
K HUM BO3BpaIlaThCsl.

IIpy mOAroTOBKE 3aJaHUIl 10 YTEHMIO, CIEAYET IOJIb30BaThCS CIOBAapSIMH,
BBITTUCHIBAsI BCE HE3HAKOMbIE ciioBa. OHU MOMOTYT HaJ JajdbHEHIIe paboToi Hal
tekctoM. Ilocme mpoureHuss TekcTa HEOOXOJUMO  BBINOJHUTH — 3aJlaHusl,
MpUIAralIuics K HeMy IJis1 MPOBEPKU MOHUMAHMS €r0 COJAEPKAHMS U MPOBEPUTD
ce0s Mo KIII0YaM.

[Tpuctynas k pabore Haa MPOCTYIIMBAHUEM TEKCTa, HEOOXOAUMO, MPEKIC
BCEr0, 03HAKOMUTHCS C 3aJJaHUEM U IPOCMOTPETH €ro coaepxkanue. [locie neporo
MPOCITYUIMBAHUS BBIMOJHAIOTCA 33JaHUs Ha oOIllee MOHUMAaHUE MPOCIYIIaHHOTO,
nocJie BTOPOro — Ha MOHUMaHue jaeraieil. OgHako, Ipyu caMOCTOSTENbHON padoTe
HaJl ayJAUPOBAHUEM TEKCT PEKOMEHIYETCS MPOCIylIaTh HECKOJIBKO pa3, MOKa €ro
cozepkaHue He OyneT MmoHATHO. [Ipu HEOOXOIUMOCTH MOKHO BOCIOJIB30BATHCS
pacneyaTkoil Tekcta. IIpm 3TOM peKOMEHIyeTcCsl BBINKHCATh BCE HOBBIE CIIOBA,
YCBOUTH UX 3HaueHue. [locie 3Toro, TEKCT peKOMEHAYETCs MPOCIyIIATh €Ile Pas.

Bce ycTHBIE cOOOIIEHUS TOIKHBI UMETh BCTYIUIEHHE, OCHOBHYIO YacTh U
3akmoueHue. IIpu  MOArOTOBKE YCTHBIX COOOILIEHUM ClIeAyeT TIATEeNbHO
OTPEINETUPOBATh CBOE BBHICTYIUIEHHE: BBIYYHTh HOBBIE CIIOBA U UX MPOU3HOILIECHHE,
MIpOJlyMaTh MHTOHALMIO, May3bl, keCThl U T.1. [IpM MCHOAB30BaHMM HATJIAIHBIX
CpencTB (KapTUHKHU, HAJIIIMCH) MPUAEPKUBATHCS OOIIKX MPABUJI UX COCTABJICHUS U
UCIIOJIb30BaHUSI.

Kak u ycTHbIe cOOOIIECHNS, TBOPUYECKHNE MTUChbMEHHbIE 3aJjaHusl (COUMHEHUS,



acce, MUChbMa, aHHOTAIMM), UMEIOT CJEAYIOLIYI0 CXEeMY: BCTYIUIEHHE, OCHOBHAs
9acTh, 3aKITI0UYEHNE, KOTOPOU CIIEAYyeT CTPOTO MPHUIEPKUBATHCA. Bce MMChMEHHBIE
3a/laHusl, BKJIIOYAs YMPAXHEHUS, BCETJa CIEAYeT MPEIOCTABISITH HA IMPOBEPKY
MpernoAaBaTellio ¢ IENIbI0 UCTIPABICHUS OMMOOK U UX aHaIn3a.

B 1npouecce MOArOTOBKM K MNPAKTUUYECKUM 3aHSATHSM, OOYYarOIIMMCS
HEOOXO0IUMO O00paTuTh 0CO00€ BHHUMAHHME HA CaMOCTOSITENIbBHOE H3y4YeHUE
PEKOMEHJIOBAaHHOW yueOHO-METOJMYECKON (a TakKe HayyHOW U MOIYJISIPHON)
mutepatypbl. CamocrosiTesbHasi paboTa ¢ ydyeOHMKaMU, y4eOHBIMH MOCOOHMSIMH,
Marepuanamu cetu VHTepHET, MO3BOJISET 3HAYUTEILHO aKTHBU3UPOBATH MPOIIECC
OBJIaJicHUs WH(pOopMaIe, ClocoOCTBYET 0oJiee TITyOOKOMY YCBOCHHIO H3y9aeMOTO
Marepuana, GOpMHPYET y OOyYalomuXxcsi CBOE OTHOIICHHE K KOHKPETHOM
npobisieme. bosnee riy00KOMYy pacKphITHIO BOIMPOCOB CIOCOOCTBYET 3HAKOMCTBO C
JNOIMOJHUTEIIBHON  JIMTEPATYpOH, PEKOMEHJOBAHHOW MpENoJaBaTesieM, 4TO
MO3BOJISIET OOYYaroNMMCSl TIPOSIBUTH CBOIO HMHIWBHAYAIBHOCTh B paMKax
BBICTYIUICHUS HA 3aHSTHUSIX, BBISIBUTH IMUPOKUN CHEKTP MHEHHM MO H3ydaeMou
npobieme.

[ToaroToBKa K MPOMEKYTOYHOW AaTTECTAIMHM OCYIIECTBISETCS CTYIACHTOM
CaMOCTOSITETbHO C WCITOJIb30BAaHUEM IIEPEYHS BOMPOCOB K TMPOMEKYTOUHOM
aTTECTAIlMN M PEKOMEH/IOBAHHBIX HCTOYHUKOB JIUTEPATYPHI.

B mepuon moAroToBKM K MPOMEXYTOUYHOM aTTECTAllUM CTYJIEHTHI BHOBD
oOpamiaroTcsi K mponeHHOMYy yueOHoMy Martepuaiy. [Ipu 3ToM OHHM HE TOJBKO
YKPEIUISIIOT MOJyYeHHbIE 3HaHUSI, HO M TIOJIy4atoT HoBbIe. [loIroTOBKa CTyeHTa K
MPOMEXKYTOUHOM  aTTecTallii  BKIOYaeT B  ce0s  CIEAyIOUIMe  DTarlbl:
camocTosTeNIbHas paboTa B TEUEHHE CEMECTpa; HEMOCPEACTBEHHAsl MOJTOTOBKA B
JTHU, TIPEIIIECTBYOIINE MPOMEXKYTOYHON aTTECTAIlMU IO TEMaM Kypca; MOCEIICHHEe
CHeIMaIbHBIX YaCOB KOHCYJIbTAIUH C MPEerogaBaTeIeM.

8. YueOnas iutepaTypa u pecypcbl
UH(POPMALMOHHO- TeJIEKOMMYHUKAUMOHHOM ceTu HTEepHeT

8.1. OcHoBHas nuTEpaTypa

1. Kupeena, H. B. /IenoBoii ”HOCTpaHHBIN (aHTIUICKUIA) S3BIK | yaeOHOE Tocoome
/ H. B. Kumpeea. — MockBa : Jlemo PAHXul'C, 2023. — 56 c.— Tekcr:
ANEKTpOHHBIN //  Jlanb  :  SJIeKTpoHHO-OMOmMoteuHnas  cuctema. —  URL:
https://e.lanbook.com/book/466634. — Pexum 1ocTyma: ajis aBTOPHU3. MOJb30BaTEIICH.

2. llImakoma, A. II. AHrmuiickuii s3bIK B cdepe ToCyIapCTBEHHOTO U

MyHUIIUNaNbHOTO yrpasieHus : yueonuk / A.Il. IlImakoBa. — Mocksa : UHOPA-M,
2025. — 294 ¢. — (Bwicmiee obpaszoBanue). — DOI 10.12737/2074256. - ISBN 978-5-
16-018880-5. - Tekct : AIIEKTPOHHBIMN. - URL:

https://znanium.ru/catalog/product/2074256

3. KpamenunnukoBa, A. E. JlenoBoit anrnuiickmii s36ik (Business English) :
yueOHoe mocobue / A. E. KpamenunnukoBa, A. A. Cokk, E. B. ®unonenko. —


https://e.lanbook.com/book/466634
https://znanium.ru/catalog/product/2074256

Kpacnosipck : KI'TIY um. B.I1. Acradsena, 2023. — 85 ¢. — ISBN 978-5-00102-677-
8. — Texkcr : anexkTpoHHbIH // Jlaub : snekTpoHHO-OMOIMOTEUHas cuctemMa. — URL:
https://e.lanbook.com/book/399491 (nata oopamenus: 06.05.2026). — Pexwum noctyna:
JUISl aBTOPU3. MTOJIb30BaTENEH.

4. bouapuukoBa, E. A. AHITIMIACKUH S3bIK B JI€JOBOM U HAYYHON KOMMYHHMKAIWY :
yuebnoe nmocooue / E. A. bouapuukoBa. — Actpaxanb : AI'TY, 2023. — 136 c. — ISBN
978-5-89154-745-2. — Tekct : »nekTpoHHbIN / JlaHp : 31MEeKTPOHHO-OUOIMOTEUHAs
cuctema. — URL.: https://e.lanbook.com/book/411923. — Pexxum goctyna: [Jist aBTOPH3.
II0JIb30BAaTEIICH.

5. Ky3pmenkoBa, 10. b. Aurnuiickuii si3p1k. OCHOBBI Pa3rOBOPHOM MPAKTHUKH :

yueOnuk st By30B / FO. b. Ky3pmenkoBa, A. I1. Ky3pmenkoB. — 4-e usf., crep. —
Canxrt-IletepOypr : Jlans, 2024. — 184 c. — ISBN 978-5-507-51970-5. — Teker :
ANEeKTpPOHHBIN //  Jlanp @  ayekTpoHHO-OuOnMoTeunas  cucrema. —  URL:

https://e.lanbook.com/book/433229. — Pexwum ocTyna: jis aBTOPHU3. TOJIb30BaTEIICH.

6. Bunnukosa, T. A. Aarmmiickuii s3e1k (B1-B2). Language and Culture (A3 u
KyJbTypa) : yueOHoe mocobue g By3oB / T. A. Bunnukosa, M. A. ®enoposa, . H.
Yypwmnoa. — Cankt-IletepOypr : Jlans, 2024. — 124 c. — ISBN 978-5-507-49381-4. —
Tekcr : anexkTpoHHbldd / JlaHb : s3nekTpoHHO-OMONMoTeuHas cucrema. — URL:
https://e.lanbook.com/book/417842. — Pexum gocTyma: Ajis aBTOPH3. TOJIB30BATEIICH.

8.2. JlononHUTENIbHAS IUTEPATYpa

1. MHocTpaHHBIN SI3BIK JEIOBOTO U MPO(ECCHOHAIBHOTO OOIIEHUS: METOIMYECKIE
PEKOMEHIAIUU TI0 OPTaHU3alMA CaMOCTOSITEIbHON paloThl olyuaromuxcs 1-ro Kypca
IporpaMMbl MarucTpaTrypbl HampabiieHus noArotoBku 38.04.04 T'ocymapcTBeHHOE H
MYHHIIMITAJILHOE yTpaBiieHue, Bcex (opm oOyuenus / Jonenkuit dpumman PAHXul'C,
Kadenpa unoctpanubix s3eikoB ; coct. H.A. HoBorpaackas-Mopckas. — [oHenk :
Honenkwnii punmuan PAHXul'C, 2026. — 45 c.

8.3. HopMaTuBHBIC TpaBOBBIC JOKYMEHTHI M HHAS TIpaBOBasi HHPOpMAaIHs

He ucnone3yrorcs

8.4. UnTepHeT-pecypcsl

Hayunas 6u6amorexa PAHXul'C https://lib.ranepa.ru

Hayunas snexkrponnas o6undnuorexa « KUBEPJIEHMHKA» https://cyberleninka.ru
OBC «JIAHb»  https://e.lanbook.com

9BbC «3HAHUYM» https://znanium.ru

3BbC «SOCHUM» https://sochum.ru

9. MatepuajbHO-TeXHMYECKast 0232, MHPOPMALMOHHbIC TEXHOJIOTHH,


https://e.lanbook.com/book/433229
https://e.lanbook.com/book/417842
https://sochum.ru/

NnporpaMMHoe odecriedeHre 1 HHPOPMANMOHHBIE CIPABOYHbIE CHCTEMbI

JlucruminHa oaiep kaHa COOTBETCTBYFOIIIMMHY JIMIICH3MOHHBIMY TTPOTPAMMHBIMH
MPOAYKTaMH, B TOM YHCJIE OTeuecTBEHHOro mpousBojcTBa: Libre Office (nmuuensus
Mozilla Public License v2.0.) 7-Zip (ymuen3ust GNU Lesser General Public License)
AIMP (mumensuss LGPL v.2.1) STDU Viewer (freeware for private non-commercial or
educational use) GIMP (nmmmen3uss GNU General Public License) Inkscape (mumen3us
GNU General Public License), OC Linux.

Jis mpoBeacHHUS Y4YeOHBIX 3aHATHH, MPEIyCMOTPEHHBIX 00pa30BaTEIbHON
IpPOrpaMMOM, 3aKperieHbl ayJAUTOPUU COTJACHO pPACIHCAHWI0 YYEOHBIX 3aHATHM:
pabodee MecTO MpemojaBaTelisi, MOCaTOYHbIE MECTa MO KOJWYECTBY OOyYaroIIUXcCs,
J0CKa MeEJIOBas, TEPCOHAIBHBIA KOMITBIOTEp C JIMIICH3MPOBAHHBIM IMPOTPAMMHBIM
oOecrieueHneM O0OIIEer0 Ha3HAYEHUS, MYJIbTUMEIUUHBIA TPOEKTOP, MYJIbTUMEIUUHBIN
9KpaH.



