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1.

HepequL IVIAHUPYEMBIX PE3YyJabTaToOB oﬁyqemm mo AUCHHUILIMHE, COOTHCCCHHBLIX C

IVIAHUPYEMBIMHU pE3yJdbTaTaMH 0CBOCHUA 06p330BaTeﬂbHOﬁ NnporpaMmmal

Jucrummmaa OT/(.B.J12.01.01 Arrnuiickwuii si3pIK B mpodeccuoHabHON chepe odecrieunBaeT GOpMUPOBAHKE Y 00YIAFOIITIXCSI
CJIEYIOIINX YHUBEPCAIBHBIX, 00IIeNPOPECCHOHATBHBIX U TPO(HECCHOHATBHBIX KOMIIETCHIIUM:

OTD/TD n Kon HaunmenoBanue Kon HaunmenoBanue OO0pa3oBarebHBIN pe3yabTar **
y
PEKBH3UTHI |KOMIIETCHIIUH HHIMKATOPA |[MHAUKATOPA J0CTHIKEHUSA
ke Kommnerenuu N
IIC - JOCTHKEHHUS KOMIIeTeHIIHI
KOMIIeTeHITU A
(npu *x
Haauyuu)
VK-4 Crocobexn VK-4.4. 'YMeet BRITONHATE |YK-4.4. Y-1. Birageer HHOCTpaHHBIM SI3BIKOM Ha YPOBHE
b
oI'0C BO OCYILECTBIIATh [epeBOL HEO0OXOAMMOM M JIOCTATOYHOM JJIsl OOILEHUS B
OakanaBpuar 1o| \IEJIOBYIO HpO(I)eCCI/IOHaJ'IBHBIX HpO(i)eCCHOHaHBHOIZ cpene
HallpaBJICHUIO KOMMYHHKAIUIO B TEKCTOB C MHOCTPAHHOTO(-
HOArOTOBKH YCTHOH U bIX) s3blka (-OB) Ha

38.03.02 o o
M e MUCbMEHHOU (popmax FOCYJapCTBEHHBIM  SI3BIK

CHCIIKMCHT

(HH s Ha TOCYJapCTBEHHOM P® u c rocygapcTBeHHOrO

u o o
MHHHIZ TepcTea s13pIKe Poccuiickoit SI3BIKA PO Ha

HayKH 11 Denepaunu U MHOCTpPaHHBIN (-bI€)

BBICIIIETO MHOCTPAHHOM(BIX) VK-4.5 Bener nenopyto nepenucky [YK-4.5. Y-1. Brageer s;xanpamu yCTHOH M IECbMEHHON
o0pa3oBaHus SI3bIKC(aX) Ha MHOCTPAHHOM(-bIX) [peur Ha MTHOCTPAHHOM(-bIX) SI3bIKe(-aX) B I€JTOBOM U
Poccuiickoii s3bIKe(-aX) C yYETOM npodeccroHaIbHOM chepe

denepayn OT 0COOEHHOCTEH CTUIIMCTHKU
12.08.2020 r. 0pUIIHATBHBIX TTMCEM U
Ne 970) COLIMOKYJIBTYPHBIX
a3 Iuani
VYK-4.6 BeicTpauBaer YK-4.6. Y-1. ¥Ymeer BbicTpauBaThb MOHOJIOT, BECTH

KOMMYHHKAIUX Ha
MHOCTPAHHOM SI3bIKE B
[PA3JTAYHBIX
npodeccnoHamTbHBIX
CUTyalllsaX B 3aBUCUMOCTHU

OT IMMOCTABJICHHBIX 3aJ1a4,

1581(25¢

JuaJor M IIOJUJIOor C CO6J'IIO)ICHI/ICM HOpM pPEYEBOIro
OTUKETA, apryMCHTHPOBAHHO OTCTaMBaThb CBOU MMO3HUIINH U




BJIAACCT HABbBIKaAMU
ApPTyMEHTHPOBAHHOTO
HM3JI0KEHUS COOCTBEHHOM
TOYKU 3PCHUSI U BEICHUS
JTMCKYCCUU

YK-5

Criocoben
BOCIIPHHUMATh
MEKKYJIBTYPHOE
[pa3zHooOpasue
oO111ecTBa B
COLIMAIbHO-
HMCTOPUYCCKOM,
ATHYECKOM U
(bunocodcrom
KOHTEKCTaX

YK-5.1

MmeeT Oa3oBbIE
MPEJICTABICHHS O
MEXKYJIbTYPHOM
[pazHooOpa3uu 00IIecTBa B
COLIMATTLHO-UCTOPUICCKOM,
PTUYECKOM U puocopcrom
KOHTEKCTaX

YK-5.1. 3-1. 3maer o HamMuuu U OpUYUHAX
MEKKYJIBTYPHOTO Pa3HOOOpasus OOIIECTBa B COIUAILHO-
MCTOPUYECKOM M IIUBHIM3ALIMOHHOM KOHTEKCTE

'YK-5.1. 3-2. 3naeT 0 HAMU4YUK U TPUYUHAX
MEXXKYJIbTYPHOTO pa3HOOOpa3us o0LIecTBa B 3THYECKOM
KOHTEKCTE




2. O0beM 1 MeCTO JMCUMILVIMHBI B CTPYKTYpe 00pa3oBaTeIbHOiM
NPOrpaMMbl

OO01muit 00bEM OUCLIUIUINHEL:

4,00 3.e., 144 ak.gac

KonTakTHas pabora oOydaromuxcs ¢ MpernojaBaTeieM IO BHAaM YYeOHBIX
3aHATUN: 24 aK. 4ac Ha KOHTaKTHYIO paboTy ¢ mpemnojaBaTeneM, U3 HuX 16 ak.yac Ha
PAaKTHUECKUE 3aHATHUS, Ha aTTECTALMIO B IEPHO/] 3K3aMEHAIIMOHHBIX CECCHii 8 4acos,
120 ak. yac Ha CaMOCTOATEIBHYIO PAOOTy O0yJAFOIIIHXCA.

OT/.B.J12.01.01 Anrnuiickuii si3bIK B TpoeCCHOHAIBHOM cdepe peannsyercs B 5-6
cemecTpe 3 Kypca.



3. Conep:xaHue M CTPYKTYpPa IMCHUITHHBI

3.1. CTpyKTypa AUCHUILINHBI
Ouno-3a0unas popma 0b6yuerus

Nen/n | HaumeHoBaHHEe TeM U (MJIH) O0nbem
pasaesios AUCUHMILINH, ®opma
aK.gac TEeKylero
BCEI'O KonTakTHasi padoTa o0yJaronmxcst KOHTPOJISA
¢ mpernojaBarteieM 110 BHIaM yCIeBaeMoCTH,
Y4€eOHBIX 3aHATHI CamocTosITeIbHAS | [poMesKyTOUHOI
Ilepuoa TeopeTnyeckoro o0y4eHust Iepuon paGora aTTecTAIMN
MPOMEKYTOYHOM
aTTecTalluu
(ceccus)
3anarus 3anarus HK | KCP | KD CPkp | CP3k | CP
JIEKIHOHHOTO [CEMHHAPCKOI0 "
THIIA THIIA =
2 | o
J | BI |[Jap| 13 2 | a
g | =
= =
°
=
Pasnen 1 IlepBble maru B ynpaBeHUH
Tema | JlenoBas KOMMyHHKAITHSI. 34 0 0 0 4 0 0 0 0 0 0 30 VO, T3, P3
11
Tema | CtpykTypa KOMITaHU " 34 0 0 0 4 0 0 0 0 0 0 30 YO, T3, P3
1.2 OpraHM3alM.
IIpoMexyTouHas aTTecTalus 0 0 0 0 0 0 0 0 0 0 0 0 3auer
Bcero 3a V cemectp: 72 0 0 0 8 0 0 0 4 0 0 60 KT

Pa3znen 2 DddexTuBHoe ynpapneHue




Tema | Ympasnenue. 34 0 0 0 4 0 0 0 0 0 30 YO, T3, P3
%e::LMa JlenoBas mepenucka. 34 0 0 0 4 0 0 0 0 0 30 VO, T3, P3
%Ii)OMencyTquas{ aTTecTaIys 0 0 0 0 0 0 0 0 0 0 0 | 3auer ¢ oueHkoii
Bcero 3a VI cemectp: 72 0 0 0 8 0 0 0 4 0 60 KT

HToro 144 0 0 0 16 0 0 0 8 0 120

HUcnon b3yembvble COKpaujerus.

JI — nexuuu - 3aHATHA, PELyCMaTPUBAIOIINE TPEUMYIICCTBEHHYIO Mepenady yueOHoW uH(pOpMAIMKA OOYYAIONIMMCS MEAarorHueCKUMH paOOTHUKAMU OPraHW3alud U (WITH)

JIMaMu, MpuBJICKAEMbIMU OpFaHI/ISaHHeﬁ K peajin3ainuu O6paSOBaTeJ'ILHI)IX MporpaMM Ha MHBIX yCJ'IOBI/ISIX,).
BJI — Bugeo nexkuuu.
JIP — naGoparopHbie paboTHI.
[13 — mpakTHYeckue 3aHATH (32 HCKITFOUYEHIEM JIAO0PaTOPHBIX padoT).
UK — nHAnBHOYyaNbHBIE KOHCYIIBTAIIHH.
KCP — KOHTPOIIb CAMOCTOATENBHOM paOOTHI
KD — xoHCyIBTALINN TIEpe]] 9K3aMEHOM
KarTak — KOHTaKTHas paboTa Ha aTTECTALMIO B IEPHOJ DK3aMEHAIIMOHHBIX CECCHI
KoHTpoib - KoHTaKTHast paboTa Ha aTTECTAIHMIO B IEPHO]T SK3aMEHAIIMOHHBIX CECCHIT JIJIs 30YHOM (OPMBI 00y4eHHs
CPkp — camocTosTeIbHAsE pabOTa Ha MOArOTOBKY KYPCOBOM PabOThl/ KypCOBOIO MPOEKTA.
CPak — camocTosiTenbHas paboTa Ha IOJTOTOBKY K 9K3aMEHY.
CP — camocTosTensHast paboTa B ceMeCTpe Ha TOATOTOBKY K yUEOHBIM 3aHATHSIM.
T3 — tectroBoe 3amanune, YO — ycTHbIH onpoc, P3 — pasHOypoBHEBBIE 3aaHus (TUCKYyCcCHs, acce (tokna, coobienne), KT — koHTpoibHas Touka




3.2. ConepxaHue AUCIUTTUHBI
Pa3zneu 1 [lepBble maru B ynpasJjieHUH

Tema 1.1 [leaoBasi kommynukanus. YK-4.4.; YK-4.5; YK-4.6; YK-5.1.

JlenoBasi KOMMYyHHUKamusi B TMPOQPECCHOHATLHON MAapKETHHTOBOM  Cpele.
dopmanbHbIe U He(hOpPMaITbHBIE IETTOBBIC KOHTAKTHI. Y CTAHOBJICHHUE MPOPECCHOHATBHBIX
KOHTaKTOB ¢ 3apyOexHbiMH TapTHepamu. CTWIM pa3roBopa W Oecempl: BHIBI U
ocobeHHocTH. OHJIalH U oQuIaliH CrIOCOOBI KOMMYHHKAIIUU.
I'pammatrka: BpeMmeHa aHrjimiickoro riarona: Past Continuous, Present Perfect
Continuous.

Tema 1.2 Crpykrypa xkomnanmii u opranmzammii. YK-4.4.; YK-4.5; YK-4.6;
YK-5.1.
OcHoBHbI€ TUIBI OpraHu3anuii. CTpykTypa KOMIIaHMK U opranuzanuii. Pabodee mecro,
paboTa B KOMaHJIe.
['pammaruka: ¥YcnoBnsie npemioxenus I, 1, I1I turmos. HyneBoit apTukib.

Paznea 2 dpdexruBHOE ynpaBjieHue

Tema 2.1 Yapasaenue. YK-4.4.; YK-4.5; YK-4.6; YK-5.1.
VYrupasnenue. O053aHHOCTH W JIMYHBIC KadecTBa YIpaBiieHUA. [IpUHIUIIBI U CEKPETHI
3¢ ()EKTUBHOTO YIIPABJICHUS B MAPKETUHTE.
['pammaruka: Ilpuwpatounsle  onpenenuTenbHble  OpemtokeHusd. lIpuwaaTounsie
MPEIOKEHUS 1IEH, TPUYUHBI, TPOTUBOMOCTABIICHUS

Tema 2.2 JlenoBasi nepenucka. YK-4.4.; YK-4.5.; YK-4.6.
[enoBasgs mnepenucka: OCHOBHBIE THUIBI MUCEM W MX MPAKTUYECKOE NPHUMEHEHHUE.
OcOOEHHOCTH CTWJIS: KIIIOYEBBIE OTIUYHUS MUCEM O(DUIIMAIBHOTO CTHJIS OT IHCEM
HeoduimaabHoro cTiid. [lepenucka ¢ mapTHepaMu U3 pa3HbIX KyJIbTYp.
I'pammaturka: BpeMeHa anrauiickoro riaroja: Past Perfect Continuous, Future Continuous,
Future Perfect.

4. Tunbl OLIEHOYHBIX MATEPUAJIOB, OKA3aTEJIH U KPUTEPUH

OlLICHMBAHMS

4.1. Ouenounble Marepuanbl 1o jguciummae  OTJ.B.J13.01.01
AHrIMiicKui s13bIK B TIpodeccuoHanbHOM cdepe BXOASIT B COCTaB OLEHOYHBIX
MaTepuaioB Mo oOpa3oBaTenbHOW mnporpaMme. (COBOKYMHOCTh OII€HOYHBIX
MaTepHaloB MO BCEM JUCLUMIUIMHAM (MOIYJIAM) OOpa3oBaTEIbHOM MPOTrpaMMBI
coctaBiisieT ¢oH oneHOYHBIX cpenctB (nanee — GOC). ®OC ucnosb3dyeTcs npu
MPOBEICHUH TEKYILEr0 KOHTPOJS YCIEBAEMOCTH M MPOMEXKYTOYHOW aTTecTaluu
oOy4Jaronmxcst ¢ UeNbl0 OLICHUBAHUS JOCTUXKEHHUSI 00YyYarOUMMUCS TUIAHUPYEMBIX
pe3yJIbTaTOB O0y4YCHHUSI.

4.2. ®OC pazpaboTaH Kak KOMIUIEKC MPOBEPOYHBIX 3aJIaHUN Pa3IAYHOTO
TUTA U YPOBHS CIIOXKHOCTH, BKJIIOYAET KPUTEPHUH U IIKAJIbl OLICHUBAHUS, a TaK¥Ke
«KJTFOYM» TPaBWIBHBIX 0TBETOB. DOC dhopMupyeTCcsl Kak OTIEIbHBIN JOKYMEHT U
XpaHuTCA B 3JIEKTpOHHOM Buje, noctyn Kk ®OC npenocTaBiieH OrpaHUYEHHOMY
KpYTY JIHII.

4.3. JIns camocTosiTeIbHOM pPabOThl OOyYalOmUXCS TMPU TOJATOTOBKE K
TEKYILIEMY KOHTPOJIO YCIIEBAEMOCTH U MPOMEKYTOYHOW arTecTaliuv B paboymx



IIporpaMMmax JIMCLMIUIMH Pa3MEIIEHbl TUIIOBBIE IIPOBEPOYHBIC 3aJaHUA, KOTOPbHIE
MOKHO YCIIOBHO PAa3Je€NuTh Ha 3aJaHusl 3aKpbITOrO0, KOMOWHUPOBAHHOTO U
OTKPBITOTO THIIOB.

3alaHus 3aKpBITOTO THIA — 3TO TECTOBBIE 33JaHUSA, B KOTOPBIX KaXKJIbIi
BOIIPOC  COIIPOBOKIAETCS TI'OTOBBIMM BapUaHTaMU OTBETOB, U3 KOTOPBIX
HEOO0XOMMO BbIOpaTh OJJMH WM HECKOJIBKO IPAaBUIIbHBIX.

3anaHuss KOMOMHUPOBAHHOIO THUIIA — 3TO TECTOBBIE 3a/laHUs, B KOTOPBIX
KQK/bI BOIPOC CONPOBOXKAAETCS F'OTOBBIMH BapHaHTAMH OTBETOB, U3 KOTOPBIX
HEOOXOJMMO BBIOpAaTh OJMH WM HECKOJBKO MPAaBWIBHBIX U OOOCHOBATh CBOU
BBIOOD.

3amaHusl OTKPBITOTO THUIIA — 3TO 3a/IaHUs, B KOTOPBIX Ha KaXKJbI BOIPOC
JIOJKEeH OBITh IPEJITIOAKEH Pa3BepHYTHI 000OCHOBAHHBINA OTBET.

B 3aBucuMOoCTM OT THIA 3adaHus PEKOMEHJOBAHBl  OIPEACIICHHAsA
ITOCJIEA0BATEIBHOCTD BBITTOJIHEHNS U CUCTEMA OLICHUBAHUS BBIIIOJIHEHUS 3aITaHU.



4.4. Tuns SaﬂaHHﬁ, COCHAPHH BBIIIOJIHCHHUA, KPUTCPHUH OLICHUBAHUA

TUIT BATAHMA NMHCTPYKIMA CIHIEHAPHH BBIITOJIHEHM A KPUTEPUHM OLIEHMBAHIA
3azaHue  3aKpBITOTrO ITpounTaiite TeEKcT, 1. BHMMaTenbHO IPOYNUTATh TEKCT 3aJaHUS U TIOHSATD, OtBeT cunTaeTcs BEPHBIM, €CIIU
TUIIA C BBIOOPOM OJHOTO | BHIOGpUTE TNPABWIBHBIA | 4TO B KAueCTBE OTBETA OKUAAETCS TOJBKO OJMH W3 NpaBUIbHO yKazaHa wnudpa WM
IIPABWJIBHOTO OTBETa M3 | OTBET IIPEIOKEHHBIX BAPUAHTOB. OykBa
HECKOJIBKMX  BAapHUaHTOB 2. BHuMarenpbHO  IPOYUTATh  NPEUIOKEHHBIE
IIPEUIOKEHHBIX BapUaHT-ThI OTBETA.

3. BeiOpath 0J11H BEpHBIiA OTBET.
4. 3anucath TOJIbKO HOMep (Wi OyKBY) BBHIOpaAaHHOTO
BapHuaHTa OTBeTa (Hampumep, 3 wiu B).

3aI[aHI/Ie 3aKpPBITOI'O HpO‘IHT&ﬁTG TCKCT H 1. BHUMAaTEIIBHO Npo4YuTarb TCKCT 3adaHUd U OTBeT cuuTaerTcs BCPHBIM, €CJIN
TUIIa Ha YCTAHOBJICHHC YCTaHOBUTEC IIOHATHb, YTO B Ka4CCTBC OTBCTA OXHUAAIOTCA Iapbl MMPpaBUJIbHO YKa3aHbI III/I(i)pI)I nin
COOTBCTCTBUA COOTBCTCTBUC 3JICMCHTOB. 6YKBLI

2. BHuMarenbHO mpouuTaTh 00a crnMcKa: COUCOoK 1 —
BOINPOCHI, YTBEPXKACHUS, (aKThl, TOHATHS U T.11.;

CIHCOK 2 — YTBEPIKJICHHsI, CBOMCTBA OOBEKTOB H T.JI.

3. ComocTaBUTh 3J€MEHTHl crnMcka 1 ¢ aneMeHTaMu
cnucka 2, chopMUPOBAThH Mapbl JIEMEHTOB.

4. 3anucatb onapHo OYKBBI U IUQPHI (B 3aBUCUMOCTH OT
3a/laHusl) BapuaHToB oTBeTa (Harpumep, Al nnu b4).

3ananue 3aKpBITOTrO IIpounTaiite TEKCT, 1. BHUMAaTENBHO MPOYNUTATH TEKCT 3aJaHUS U ITOHSATD, OTtBeT cunTaeTcsl BEPHbIM, €CIU
THUIIA c BBIOOPOM | BbIOEpUTE NpPaBUIbHBIE | YTO B KAUECTBE OTBETA 0KMJAETCS HECKOJIBKO MPABMWIIBHBIX | MPAaBUJIBHO  YCTAHOBJIEHBI  BCE
HECKOJIbKMX ITPaBUJIBHBIX | OTBETHI OTBETOB U3 IIPEAJIOKEHHBIX BAPUAHTOB. COOTBETCTBUS (TO3ULMH U3 OJTHOTO
OTBETOB U3 HECKOJIBbKHUX 2. BHUMaTenbHO IPOYUTATh IIPENJIOKECHHBIE cTOJI0Ila BEPHO COIOCTABJIEHBI C
BapUAaHTOB BAPUAHT-ThI OTBETA. MO3ULUSIMU JIPYTOTO)
IIPEUI0KEHHBIX 3. BeiOpaTh HECKOIBKO MPAaBUIIBHBIX OTBETOB.

4. 3anucath TOJLKO HOMepa (Uiau OyKBbI) BHIOPAHHOTO
BapuaHTa oTBeTa (Hanpumep, 1 4 i A I).




3aﬂaHI/IC 3aKpPbITOI'O
THUIIa HA YCTAHOBJICHUC
IIOCJICA0BATCIBHOCTH

[IpounTaiite TEKCT W
YCTaHOBUTE
MOCJIeI0BATEIbHOCTD

1. BHumarensHO NIpOYUTATh TEKCT 3aaHUS U
MOHATh, YTO B KA4yeCTBE OTBETA OXKHUAACTCS
MOCJIE0BATEIbHOCTD 3JIEMEHTOB.

2. BHUMaTenbHO MPOYUTATh MPEATIOKEHHbIE
BapUaHTHI OTBETA.

3. IlocTpouTh BEpHYIO MOCIEA0BATEILHOCTD U3
MPETIOKEHHBIX JIEMEHTOB.

4. 3anucatb OYKBBI/IIU(PHI (B 3aBUCIMOCTH OT
3a7aHusl) BapuUaHTOB  OTBETa B  HY)KHOU
nocneaoBarenbHocTH (Hanpumep, bBA wmn 135).

OTBer cuMTaeTcsi BEPHBIM, €CIH
IIPaBUWJIbHO yKa3aHa BCS
[I0CJIE10BATENBHOCTD UMD

3ananue
KOMOMHHPOBAHHOTO THIIA

IIpounTaiite TeEKCT,
BBIOCPUTE TIPABHITBHBIN

1. BHUMAaTEIIBHO MNpOYUTATb TCKCT 3aJaHHA H
IIOHATH, YTO B KQYCCTBC OTBETA 0XKMJACTCA TOJIBKO

OtBer cuMTaercs BEpHBIM, €CIIU
IpaBWIbHO YyKa3zaHa uLudpa wim

C  BBIOOPDOM  OJHOTO | OTBET U  3alMIIUTE | OJUH U3 MPEIJIOKEHHBIX BAPHAHTOB. OykBa M TPHUBEACHBI KOPPEKTHBIC
MPaBUIBHOTO OTBETA W3 | apryMEHTHI, 2. BHUMaTeNbHO MPOYUTATH TPEATIOKEHHBIE apryMEHTBI, HCHOJb3yeMble MpH
MIPEITI0KEHHBIX U | 0OOCHOBBIBAIOIINE BapUaHTHI OTBETA. BBIOOpE OTBETA
000CHOBaHKEM BBIOOPA BEIOOp OTBETa 3. BolOpaTh 01uH BEpHBII OTBET.
4. 3anucarh TOJIBKO HOMEp (Uiu OYKBY)
BBIOpPAHHOT'O BapuaHTa OTBETA.
5. 3amucarb apryMeHTbl, 000CHOBBIBAIOIIME BHIOOD
oTBeTa (Hampumep, 4 TeKCT 000CHOBaHUS).
3aaHue OTKPBITOTO [TpounTaiite TekcT U 1. BHUMaTeNbHO MPOYUTATh TEKCT 33aHUS U OTBeT cuuTaeTcs BEPHBIM:
TUTIA C Pa3BEPHYTHIM 3aIUIIATE PAa3BEPHYTHIH | MOHATH CYTh BOIIPOCA. 1. OrcytcTBUE PaKTHUECKUX
OTBETOM 00OCHOBAHHBIN OTBET 2.Ilponymath JIOTUKY U TIOJTHOTY OTBETA. OLIMOOK.
3.3anmcaTh OTBET, UCIIONB3YS YeTKNE KOMITAKTHBIC 2. PackpeiTre o0beMa

(bOpMyJIUPOBKH.
4.B ciydae pacueTHOM 3aJ1au, 3aMKUCcaTh PELICHUE
U OTBET

MCIONIb3YEMBIX TTOHATUH (TIOJTHOTA
OTBETA).

3.000CHOBAaHHOCTh OTBETA
(Hanmu4ue apryMeHTOoB).

4, Jlormueckast
MMOCIE0BATEIBHOCTh U3JIaraeMoro
Marepuana.




4.5. OO01as 1mKana OUEHUBAHUS PE3YJIbTaTOB TEKYIIEro KOHTPOJIS
YCIEBAEMOCTH M  MPOMEXYTOUHOM  aTTecTallid  OO0ydaloluxcs ¢

npumeHenueM bPC Jloneuxoro dununana PAHXul C.

ECTS
Hrorosas TpaguumonHas cucTeMa bunapnas Jast Tpal[j/l- Jast }
0a1JIbHAS OLlEHKA cucreMa HMOHHOM OMHapHOI
CHCTEMBI CHCTEMBI
90-100 OTINYHO A P/ Passed
80-89 3 B P/ Passed
X AYTCHO
75-79 OPOTIO C P/ Passed
70-74 V 10BIE€TBOPUTEIHHO D P/ Passed
60-69 A p E P/ Passed
0-59 HeynoBieTBOpUTEIHHO He 3aureno F F/Failed

CooTHomreHue 0auIoB 3a TGKYIHI/Iﬁ KOHTPOJIb YCIICBACMOCTHU U

IMPOMCIKYTOUYHYIO aTTCCTAllMIO, 4 TAKIKC IIOBTOPHYIO IIPOMCKYTOYHYIO

ATTCCTAlIUIO.

MakcumanbHas MakcuManbHas MaxkcumaibHas MakcumaibpHas

cyMMa 0aJijioB 3a cymma 6aiioB 3a UTOroBasi OaJuIbHAS cyMMa 0aJuioB 3a
TEeKYILUN MIPOMEKYTOUHYIO OILICHKa MIOBTOPHYIO
KOHTPOJIb aTTeCTaIHIO MIPOMEKYTOUHYIO

yCIIE€BAEMOCTHU aTTECTALUIO
100 OaiutoB 100 OaiutoB 100 oGamwioB 100  OauioB
5. (I)OpMLI aTTrecTalum, THUIIOBBIE OILICHOYHBIE

MaTepHaJibl JJIA TEKYLIECIo KOHTPOJIsA ycnmeBaeMoCTH

00y4yaromuxcs, KpUTEPUH M IKAJIbI
OLICHMBAHMSA 10 KOHTPOJIbHBIM TOYKAM

5.1. B xome peammzanmm  aucuumuimHel - OTI.B.J13.01.01
AHTTIMHACKUHN 3BIK B MPO(ECCHOHANBHOMN chepe MCTIOJIB3YIOTCS CIICIYIOINIHE
(GbOpMBI TEKYIIEro KOHTPOJISI YCIIEBAEMOCTH OOydYaronuxcs (B TOM YuCIIe,

3a/laHrd K KOHTPOJIbHBIM TO‘-IKaM)Z

TectoBple 3amaHusl, YCTHBIA OINpPOC, CUTYALMOHHBIC 3aJaHWS,

JUCKyccus / acce (0KIIaj, COOOIIeHHE), KOHTPOJIbHAS TOUKA

5.2. THIIOBBIE OLIEHOYHBIE MAaTE€pHaibl sl TEKyLIEro KOHTPOJIA

yCIEeBAaEMOCTH 00yUaroluXxcs (BHE KOHTPOJIbHBIX TOUEK):
Bonpock! a1 yeTHOro omnpoca:

Pa3zgeu 1 [lepBble maru B ynpasJjieHUH

Tema 1.1 /lesioBast kommynukanusi YK-4.4.; YK-4.5; YK-4.6; YK-5.1.
When is it better to use formal language in communication with partners?
How do people usually introduce themselves in a business meeting with foreign

partners?

What information is important to exchange when you meet a new business




partner?

Why is it important to keep in touch with business partners after a meeting?
What are the main differences between formal and informal speaking styles in
business?

Which phrases are more suitable for a friendly chat with a colleague: “Hi, how
are you?” or “Dear Sir, I hope this message finds you well?” Why?

Can you name one formal and one informal way to ask for help at work?

What are the most common online tools for business communication (for
example, for meetings or messages)?

Is it easier to discuss business matters in person or via email? Why?

What are the advantages of video calls compared to regular phone calls in
business communication?

Tema 1.2. CtpykTypa komnanuii u opranuszamnuii. YK-4.4.; YK-4.5; YK-4.6;
YK-5.1.
What types of organisations need HR managers — big companies, small
businesses, or both?
Why do large corporations usually have a bigger HR department than small
companies?
Can you name one difference between a private company and a government
organisation in terms of staff management?
Do non-profit organisations need human resources specialists? Why or why not?
What is the role of the HR manager in a company?
Which department usually hires new employees — HR or finance?
Who does the HR team report to — the CEO or the sales manager?
What are some common HR tasks in a company (for example, hiring, training,
etc.)?
Why is it important for HR specialists to understand team dynamics?
How can a good HR department improve communication between employees?
What can HR do if there are conflicts in a team?
What qualities should a good team leader have, according to HR best practices?

Paznea 2 D PexTuBHOE YIpaBjieHHe

Tema 2.1 Ynpasiaenue. YK-4.4.; YK-4.5; YK-4.6; YK-5.1.
What are the main duties of a manager in a company?
Does a manager need to check the work of their team? Why?
Who usually makes important decisions in a department — the manager or the
employees?
What does a manager do if an employee has a problem at work?
What personal qualities make a good manager? Can you name two or three?
Is it important for a manager to be patient? Why or why not?
Why is communication an important skill for managers?
Should a manager be able to solve conflicts between team members? How can
they do it?
Why is it important for a manager to set clear goals for their team?
How can a manager motivate employees to work better?



What can happen if a manager doesn’t listen to their employees’ ideas?
Why is teamwork important in effective management?

Tema 2.2 JlenoBas nepenucka. YK-4.4.; YK-4.5; YK-4.6; YK-5.1.
What is the difference between a formal and an informal business email?
Can you give an example of a polite phrase for starting a formal business letter?
What is the main purpose of a job application letter?
When would an HR manager send a formal invitation letter to a candidate?
Why do companies need to reply to complaint emails?
What kind of information should a meeting confirmation email include?
What are two differences between a formal and an informal email (for example,
in greetings and endings)?
Which greeting is more suitable for a formal HR email: “Hi John” or “Dear
Mr. Smith”? Why?
How do you usually end a formal business email? Can you give one example
of a closing phrase?
Why is it important to use polite language in official HR correspondence?
What key details should be in a job offer email?
What information does an HR specialist usually ask for in a recruitment inquiry
email?
Why is it important for HR professionals to consider cultural differences when
emailing partners from other countries?
Can you name one cultural difference that might affect business email writing
(for example, in some countries people prefer more formal language)?

TecToBBIC 3a1aHUA:

Pa3znes 1 [lepBble maru B ynpabJieHHH

Tema 1.1 /lesioBast kommynukanusi YK-4.4.; YK-4.5; YK-4.6; YK-5.1.

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

These days, we have more communication options than ever before. We can
communicate with each other online, through social media and messaging apps, or
we can talk face-to-face in person. Each method of communication has its own set
of pros and cons, so it cannot be easy to decide which is the best option for a
particular situation.

Online and offline communication both have their place.

We now have more means of communicating with each other. It used to be
that we could only talk with someone face-to-face, but as technology developed,
we created means to speak with someone from a distance. It started with the
telephone; from there, computers, the Internet, and social media came in, and we
now have e-mails, messaging applications, video chat, and the ability to post and
comment on what you like to say online. Online communication is now part of our
daily lives, and many people engage in such communication. Offline interaction,
meaning no use of any form of technology to communicate, still exists, but it seems
people tend to use this form to a lesser extent now. Both online and offline



communication is essential, and no one form is better than the other. Each has its
pros and cons, and it's vital to know what each communication form can bring to
us.

1. What is one way people can communicate online?

A) By writing a letter

b) Through social media

B) By talking face-to-face

I') By sending a postcard

2. What was one of the first technologies that allowed people to communicate from a
distance?

A) The Internet

b) Social media

B) The telephone

I') Video chat

3. According to the text, how has communication changed over time?
A) People only communicate face-to-face now.

b) There are more ways to communicate now than before.

B) Technology has made communication more difficult.

I') People stopped using the telephone.

4. What does the phrase “face-to-face” mean?

A) Communicating online

b) Talking in person, in the same place

B) Sending an email

I') Using a messaging app

5. According to the text, which statement is true?

A) Online communication is always better than offline.

b) Offline communication is the only good way to talk.

B) Both online and offline communication are important.

') Technology has completely replaced face-to-face communication.

Correct answer key: 1., 2.B, 3.6, 4.5, 5.B

Read and translate the text:

The effective listening skill is very important in relations with people.
Some of us can hear what others say, but can not listen. It is matter of common
sense: to listen is the simplest way to create a good impression.

Providing feedback gives the possibility to inform a person about some
aspects of his/her behavior ant it’s effect on you. The real difficulty is to provide
person with negative feedback. To avoid hurting a person we should use several
techniques, and their main idea is to keep it impersonal and nonjudgmental.

The performance appraisal skill is used systematically by foreign managers
and has a great impact on the career of employees. During performance-appraisal
interview managers make decision concerning promotion or dismissal of his
subordinates.

The skill of persuasion is also one of the basic communication skills. To
motivate people do what you want them to do it is not enough to have the power.
Being persuaded people feel they are acting on their own accord. Improvement



of persuading techniques means using facilitative tactics and tailoring your
approach to different people.

Tema 1.2. Ctpykrypa komnanuii u opranumzamnuii. YK-4.4.; YK-4.5; YK-4.6;
YK-5.1.

Read the text and choose the one correct answer (A, 5, B or I) to the
question below:

Russia is a democratic federative state based on rule of law and a republican
form of government. State power in Russia is exercised by the President, the
Federal Assembly, the Government and the courts.

One of the basic principles of constitutional government is the division of
powers. In accordance with this principle, power must not be concentrated in the
hands of one person or one institution, but must be divided among the legislative,
executive and judicial branches of power. The division of powers requires that
there be a clear delineation of responsibilities and a system of checks and balances
so that each branch of power can offset the others.

The President is at the summit of the system of state power. He ensures that
all the state institutions are able to carry out their responsibilities and keeps
watching over them to ensure that no institution can encroach on another's
prerogatives, attempt to usurp power in the country or take over another's powers.

The president of Russia is the governments chief executive, head of state,
and most powerful official. The president is elected by the people to serve a four-
year term. The president, with the approval of the lower house of parliament,
appoints a prime minister to serve as head of government. The prime minister is
the top-ranking official of a Council of Ministers (cabinet). The council carries out
the operations of the government.

Each institution of state power is only partially responsible for enforcing the
Constitution. Only the President has the responsibility of safeguarding the state
system, the state's sovereignty and integrity overall. This is the guarantee that the
other state institutions and officials can exercise their powers in a normal
constitutional fashion.

1. What is one of the basic principles of constitutional government in Russia,
according to the text?

A) The concentration of power in the hands of one person.

b) The division of powers among different branches.

B) The absence of checks and balances.

I') The dominance of the judicial branch over others.

2. Who is considered the most powerful official in Russia?

A) The Prime Minister.

b) The Speaker of the lower house of parliament.

B) The President.

') A member of the Council of Ministers.

Correct answer key: 1. b (The division of powers among different branches)
2. B (The President)



Read and translate the text:

The office is a place where we spend a significant amount of our time. It is
a place where people come together to work towards achieving a common goal. In
this topic essay, we will discuss various aspects of the office.

The layout and design of the office can significantly impact productivity and
employee morale. The office should be spacious and well-lit, with ergonomic
chairs and tables. Comfortable chairs and desks can reduce employee fatigue and
increase productivity. The design should encourage interaction and collaboration
among employees.

The office should have the necessary equipment and technology to enable
employees to work efficiently. This equipment includes computers, printers,
photocopy machines, and communication systems like telephones and fax
machines. The office should also have high-speed internet and power backup
systems in case of power outages.

Effective communication within the office is crucial for success. The office
should have effective communication systems that enable employees to work
together efficiently. There should be effective channels for communication that
allow employees to receive essential information. Regular meetings, both formal
and informal, can help to foster better communication.

Pazgea 2 dpdexruBHOE ynnpaBjieHue

Tema 2.1 Yupasienue. YK-4.4.; YK-4.5; YK-4.6; YK-5.1.

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

Our society is made up of all kinds of organizations, such as companies,
government departments, unions, hospitals, school and the like. In all these
organizations there are people carrying out the work of a manager although they
do not always have that title. They have responsibility to use the resources of their
organizations effectively and economically to achieve objectives.

Avre there certain activities common to all managers? Can we define the task
of a manager? There is a classic definition of the manager’s role. It says: “To
manage means to forecast and plan, to organize, to command, to coordinate and to
control.” This definition is still accepted by many people today, though some writer
on management have somewhat modified this description. Instead of talking about
command, they say a manager must motivate or direct and lead other workers.

1. Which of the following statements is fully supported by the information in the
passage?

A) Managers are only found in large companies and government departments.

b) The classic definition of management has been completely abandoned by
modern writers.

B) People can perform managerial work without having the official title of
«manager.

I') The main task of a manager is to manage financial resources only.



2. According to the passage, what is a key responsibility of people performing
managerial work?

A) To ensure that all employees receive managerial titles.

b) To use organizational resources effectively and economically to achieve
objectives.

B) To write new management theories and definitions.

I') To eliminate the need for planning and coordination in their organizations.

Correct answer key: 1. B) People can perform managerial work without
having the official title of «manager».

2. b) To use organizational resources effectively and economically to
achieve objectives.

Read and translate the text:

Public sector management represents the positions found in federal, state
and local agencies or municipalities. Positions include city managers,
administrators, elected officials and similar types of managers. Individuals in these
positions are typically responsible for managing the resources of the agency or
municipality, and making decisions that improve the livelihood of people living
within the area covered by the management position. Public sector management is
somewhat comparable to private sector managers, with a few differences regarding
experience or education.

Individuals holding public sector management position are typically highly
visible to outsiders. Decision making, appropriations and budget cuts are all
viewable to those around the agency or municipality. Public sector managers must
have thick skin in order to take heat or harsh comments from individuals second
guessing their decisions. They also must remember, however, that they are working
for and representing their constituency. People holding elected positions often need
to poll constituents or review decisions in terms of public reception. Managers who
consistently go against the public or waste agency or municipality funds will not
typically last very long in the office.

City managers are perhaps the most common public sector management
position unknown to individuals. While mayors and council members represent
constituents and need regular elections to continue in office, city managers receive
appointment and approval from these elected positions. City managers work with
budgets and allocate resources to complete projects voted on by constituents or
approved by mayors and council members. City managers will often need a
business management degree and some experience in overseeing office positions
and other workers. Experience in private sector management is also beneficial for
city managers, as the tasks and activities involved in the public management
position are very similar.

Tema 2.2 JlenoBas nepenucka. YK-4.4.; YK-4.5; YK-4.6; YK-5.1.

Read the text and choose the one correct answer (A, 5, B or I) to the
question below:



Dear Sir or Madam,

I am writing to apply for the position of Junior HR Assistant, which | saw advertised on
your company’s website last week.

I am a recent graduate from City College, where | studied Human Resources Management.
I also completed a three-month internship at Bright Future Ltd, where I helped the HR team
with paperwork and organizing interviews.

I am organized, friendly and a good team player. | can use Microsoft Office well and |
speak English at an intermediate level. | am eager to learn and gain more experience in HR.
I am available for an interview at any time. | have attached my CV to this email. | would
be happy to provide more information if needed.

Thank you for considering my application. | look forward to hearing from you.

Yours faithfully,

Anna Petrova

Email:

Phone: +7 (949) 123-45-67

1. What position is Anna applying for?
A) Senior HR Manager

b) Junior HR Assistant

B) Office Administrator

I') Recruitment Specialist

2. Where did Anna see the job advertisement?
A) In a newspaper

b) On a job board in the city

B) On the company’s website

I') From a friend

3. What did Anna study at City College?
A) Business Administration

b) Marketing

B) Computer Science

I') Human Resources Management

4. How long was Anna’s internship?
A) One month

b) Two months

B) Three months

I') Six months

5. Which skill does Anna mention?

A) She can speak French fluently

b) She can use Microsoft Office

B) She has driving experience

I') She is a professional designer

6. What does Anna attach to her email?
A) A photo

b) A list of references

B) Her CV

I') A recommendation letter

Correct answer key: 1.b, 2.B, 3., 4.B, 5.b, 6.B




Read and translate the text:

Most people who have an occupation have to write business letters. But the
term "business letter" makes people nervous. Many people with English as a
second language worry that their writing is not advanced enough for business
writing. This is not the case. An effective letter in business uses short, simple
sentences and straightforward vocabulary. The easier a letter is to read, the better.
A business letter should be short and to the point. The content used in the letter
should be clear and it should describe the objective of writing the letter. The letter
should not have any typographical and grammatical error.

Business letters are formal paper communications usually sent through the
Post Office or sometimes by courier. Business letters are sometimes called "snail-
mail™ (in contrast to email which is faster). Business letters also includes: letter,
memo, email.

Letters are written from a person/group, known as the sender to a
person/group, known in business as the recipient. A business letter is written in
formal language. The style of the business letter depends on the relationship that is
shared between the two parties. Here are some examples of senders and recipients.
The letter is written for official correspondence between two organizations,
organizations and customers, clients, by job applicant to the company, between
citizens and government, employer and employee, between staff members, etc.

A business letter is used for various purposes like offering a business deal to
other organization, accepting an offer, rejecting an offer, applying for a job,
extending the contract with a client, persuading, informing, requesting something,
reminding about payment or delivery, recommending something, expressing
thanks, introducing a person or a policy, inviting or welcoming people, etc.

Tembl 1J1s1 AMCKyccuu / 3cce (T0KIaA, COO0IIEHHE):

Pa3znes 1 [lepBble maru B ynpaBJieHHH

Tema 1.1 JlenoBass kommynukanusi. YK-4.4.; YK-4.5; YK-4.6; YK-5.1.
1. «When is it better to write a formal email, and when is it okay to send a quick
message to a colleague?»
Discuss situations that require a formal communication style versus those where
informal communication is acceptable at work. Give 2-3 examples of each
situation.
2. «What are some polite phrases we can use in a formal business conversation?»
Write down or discuss 3—4 polite phrases for starting a conversation, making a
request, or expressing gratitude in a business setting. Explain when it’s best to
use them.
3. «Can friends be good business partners? Why or why not?»
Reflect on whether friendship can help in business or, conversely, get in the way.
Provide one argument “for” and one “against”.
4. «What is the best way to introduce yourself to a new foreign business
partner?»



Describe or act out a short dialogue: how to properly introduce yourself and
exchange contact information at a first meeting (in person or online). Use 34
key phrases.

5. «Why is it important to understand cultural differences in business
communication?»

Give 1-2 simple examples of how cultural differences (e.g., in gestures,
communication style, or business customs) can affect negotiations with foreign
partners.

6. «<How can we keep in touch with business partners after a meeting?»

List 2-3 ways to stay in contact with business partners (e.g., email, social media,
regular calls). Briefly explain the advantages of one of the methods.

7. «Is it better to have a business meeting online (via video call) or in person?»
Compare these two formats. Name one advantage and one disadvantage of an
online meeting and an in-person meeting. Conclude which option is more
suitable for a first introduction.

8. «What are the advantages and disadvantages of communicating by email at
work?»

Write or discuss 2 advantages (e.g., you can save the correspondence) and 2
disadvantages (e.g., replies don’t come right away) of using email at work.
Provide an example of a situation where email is the best choice.

9. «Which communication tools do you use for work or study, and why?»

Talk about 1-2 tools you or your acquaintances use for business communication
(e.g., email, MAX messenger, MTS Link, Yandex Telemost, VK services etc.).
Briefly explain what tasks they are best suited for (discussing projects, quickly
asking questions, holding meetings, etc.).

Tema 1.2. Ctpykrypa komnanui u opranuzaunmii. YK-4.4.; YK-4.5; YK-
4.6; YK-5.1.

1. «Parts of a company: who does what? »

Describe the main parts (departments) of a typical company (e.g., sales, HR,
finance) and what each one does in 2—3 simple sentences.

Key words: company, department, sales, HR (Human Resources), finance,
manager, employee.

2. «Who Is the Boss? Roles in an organizationy

Explain the difference between a boss (manager), a team leader, and a regular
employee. What does each person do? Use examples.

Key words: boss, manager, team leader, employee, give instructions, do tasks.
3. «<How people communicate in a company»

Talk about how employees share information in an organization. Do they use
emails, meetings, or chats? Why is good communication important?

Key words: communicate, email, meeting, chat, information, share, understand.
4. «Working in a team: why it’s important»

Discuss why people often work in teams inside companies. What are the
advantages? Give an example of a team at work.

Key words: team, work together, help, share ideas, project, success.

5. «A day in the office: following the chain of command»

Tell a short story about an employee who needs to ask for permission to take a
day off. Who do they talk to first? Then who? Show the chain of command.



Key words: employee, supervisor, manager, ask permission, chain of command,
rules.

6. «Government office vs. private company: simple comparison»

Compare a local government office (e.g., city council) with a private company
(e.g., a restaurant chain). How are their structures different?

Key words: government office, city council, private company, public service,
profit, structure, employees.

7. «If I were a manager: three rules for my teamy»

Imagine you are a manager. What three simple rules would you make for your
team to work well together? Explain each rule in one sentence.

Key words: manager, team, rule, be on time, be polite, help each other, work
well.

Pasznea 2 IpdexruBHOE ynpaBjieHue

Tema 2.1 Yupasienue. YK-4.4.; YK-4.5; YK-4.6; YK-5.1.

1. «What does a manager do?»

Describe 3—4 main duties of a manager in a simple company (e.g., giving tasks,
checking work, helping employees). Use everyday examples.

Key words: manager, duty, task, employee, help, check, organize.

2. «Three important qualities of a good manager»

Name and explain three personal qualities that make a good manager (e.g., being
kind, patient, organized). Give a short example for each.

Key words: quality, good manager, kind, patient, organized, listen, understand.
3. «My ideal boss: what he/she is like»

Imagine your ideal manager. What do they do every day? How do they talk to
employees? Describe them in 5-6 sentences.

Key words: ideal, boss, talk, listen, help, fair, friendly, support.

4. «How a manager can motivate employees»

Think of 2-3 simple ways a manager can motivate their team (e.g., saying “thank
you”, giving small rewards, organizing team events).

Key words: motivate, employee, thank you, reward, team event, praise, feel
happy.

5. «A manager’s day: a typical schedule»

Describe a typical working day of a manager from morning to evening. What do
they do first? What meetings do they have? How do they finish the day?

Key words: day, schedule, meeting, talk to people, check tasks, plan, finish
work.

6.«Why communication is important for managers»

Explain in 3—4 sentences why good communication is important for a manager.
How do they share information with the team?

Key words: communication, important, talk, listen, email, meeting, share
information.

7. «Solving problems at work: a manager’s role»

Describe how a manager helps solve a simple work problem (e.g., two
employees disagree, a task is late). What do they say and do?

Key words: solve, problem, help, discuss, listen, find solution, calm, fair.
«Teamwork: how a manager builds it»



Talk about how a good manager encourages teamwork. What activities or rules
can help employees work better together?

Key words: teamwork, manager, encourage, work together, help each other,
team meeting, project.

8. «Rules for good management: Three simple principles»

List and explain three simple principles of effective management (e.g., be fair,
listen to others, plan well). Use short sentences.

Key words: principle, effective, management, fair, listen, plan, organize,
success.

9.«If I were a manager for one day»

Imagine you are a manager for one day. What three things would you do to make
the workplace better? Explain each idea in one sentence.

Key words: imagine, manager, day, improve, workplace, listen, help, organize,
smile.

Tema 2.2 JlenoBasi nepenucka. YK-4.4.; YK-4.5; YK-4.6; YK-5.1.

1. «What is the main purpose of a job application email? What information should it
include?»

Discuss the goal of a job application letter and list 2—3 key pieces of information
it must contain (e.g., position you want, your skills, CV attachment).

2. «When do we write a complaint email, and what should we include in 1t?»
Explain a situation when you might need to write a complaint. Name 2 things
that are important to mention (e.g., what went wrong, what you expect as a
solution).

3. «Why do companies send invitation emails? Give 2 examples of events they
might invite people to.»

Think of two professional situations where an invitation email is used (e.g., a
meeting, a job interview, a conference). Briefly describe what details such an
email usually includes (date, time, place).

4. «What are two differences between a formal and an informal email (e.g.,
greetings and endings)?»

Give one example of a formal greeting and one informal greeting. Do the same
for closing phrases. Explain when you would use each style.

5. «Why is it important to be polite in a formal business email ?»

Name 2 reasons why polite language is important in professional
communication. Give a short example of a polite request (e.g., “Could you
please...?”).

6. «What should a meeting confirmation email include? Write 2-3 key points.»
List the most important details that must be in a meeting confirmation (e.g., date,
time, location/link for video call). Briefly explain why each detail matters.

7. «What kind of information is usually in a job offer email?»

Identify 2-3 typical pieces of information found in a job offer (e.g., job title,
start date, salary). Discuss why this email is important for both the company and
the candidate.

8. «Imagine you are an HR manager. Write a short email to invite a candidate
for an interview.»



Compose a very short (4-5 sentences) formal email. Include: a polite greeting,
the purpose of the email, the date/time of the interview, and a closing phrase.
Use at least one polite expression.

9. « Why should we consider cultural differences when writing emails to partners
from other countries?»

Give 1 example of how business email style might be different in another
country. Explain why understanding these differences helps avoid
misunderstandings.

5.3. Texkymmii KOHTPOJAL YCIIEBAEMOCTH IO pa3ienaM JIUCIUILUIAHBI
npeaycMarpuBaeT 2 KoHTpodbHbIe Touku (nanee — KT) B Teduenue mepuona
OCBOCHUSA JUCHUILUIMHBI. MaKkCUMallbHOE KOJWYECTBO 0AlIOB 3a JIF0OOU THM
pab6ot B pamkax KT cocrasnsier 10 6aos.

Pacnipenenenne BecoBbix kodddummentoB mo KT B pamkax Tekyiiero

KOHTPOJISI yCIIEBAEMOCTH 10 TUCIUILIMHE U (POPMYJIBI pacuera

HaunmenoBanue MakcumanbHoe KoadurmenT Beca Pesynbprar
KOHTPOJIBHOTO KOJIMYECTBO OaIOB KOHTPOJIBHOTO KOHTPOJIBHOTO 3aJIaHMs,
3a/laHus 3a paboTy B pamMKax 3a/1aHus Y4aCTBYIOIIHI B

K3, kotopoe moxer (hopMHUpOBaHHH
Ha0paTh CTYJEHT WUTOTOBOM OAJIITbHOM
OLICHKH T10 IUCIUIUIMHE
(oTpaxkaeTcs B KypHaje
BPC B C/Z10)

KT1 10 0,1 10
KT 2 10 0,1 10
Hroro: X 0,2 20

®dopMyia pacyeTa pe3yiabTaTa KOHTPOJIbHOU pabOThI:

Pesynbrar koHTposnbHOW TOuku = KommyecTBo 0OamioB 3a paboTy B
pamkax KT X KoaddunreHT Beca KOHTpOILHON TOUKH.

1.1. ®opmbl TEKyIIEro KOHTPOJIS YCHEBAEMOCTH OOYYarolIuXcs B
pamkax KP u TumoBsie OlieHOUHBIE MaTEpUAIIBI:

Pa3znes 1 [lepBble miaru B ynpaBJjieHHH

KT - 1.

Bomnpocs! Aj1s1 yeTHOrO onpoca:

Tema 1.1 [lenoBasi kommynukauus YK-4.4.; YK-4.5; YK-4.6; YK-5.1.
When is it better to use formal language in communication with partners?
How do people usually introduce themselves in a business meeting with foreign




partners?

What information is important to exchange when you meet a new business
partner?

Why is it important to keep in touch with business partners after a meeting?
What are the main differences between formal and informal speaking styles in
business?

Which phrases are more suitable for a friendly chat with a colleague: “Hi, how
are you?” or “Dear Sir, I hope this message finds you well?” Why?

Can you name one formal and one informal way to ask for help at work?

What are the most common online tools for business communication (for
example, for meetings or messages)?

Is it easier to discuss business matters in person or via email? Why?

What are the advantages of video calls compared to regular phone calls in
business communication?

Tema 1.2 Ctpykrypa komnanuii u opranuzanuii. YK-4.4.; YK-4.5; YK-4.6;

YK-5.1.

What types of organisations need HR managers — big companies, small
businesses, or both?

Why do large corporations usually have a bigger HR department than small
companies?

Can you name one difference between a private company and a government
organisation in terms of staff management?

Do non-profit organisations need human resources specialists? Why or why not?
What is the role of the HR manager in a company?

Which department usually hires new employees — HR or finance?

Who does the HR team report to — the CEO or the sales manager?

What are some common HR tasks in a company (for example, hiring, training,
etc.)?

Why is it important for HR specialists to understand team dynamics?

How can a good HR department improve communication between employees?
What can HR do if there are conflicts in a team?

What qualities should a good team leader have, according to HR best practices?

Kpumepuu oyenxu ons ycmnozo onpoca:

Jnamna3oH 6anos Onucanue kpurepus

100-90 OOyuatromuiics:
INOJHO M apryMEHTUPOBAaHO  PACKpPBIBAET  COIEPIKAHUE
BBICKA3bIBaAHMH,

COOTBETCTBYIOIINI 00bEM;

OIHI/I6KI/I, KOTOPBICHE BJIMAIOT HA COACPIKAHNUE BBICKA3bIBAHUSA
00BEM BBICKA3bIBAHHS TTOJIHOCTHIO COOTBCTCTBYCT Tpe60BaHI/I$IM.

TEMbI

n3jaracrt MaTepuall CBA3HO n CJIMTHO, C HCITIOJIb30BAHHNEM
COOTBETCTBYIOIIHNX JICKCUKO-TPAMMAaTUYCCKUX U (bOHeTI/I‘—IeCKI/IX CpCACTB;
IMUCbMCHHOC BBICKA3bIBAHUC HWMCECT BCTYIUICHHUC, OCHOBHYHO 4YaCTb U
3aKIIIOUYCHHUEC, KaXKIasd 4aCTb M3 KOTOPBIX JIOTHUYCCKU OIllpaBJaHa U UMECT

JOITyCKacT 1-2 JICKCHUYCCKUE, T'paMMAaTHYCCKUEC WM CTHIIMCTHYCCKHEC




89-75 OOyuaromuiics:

JIOCTaTOYHO TIOJIHO M apTyMEHTHPOBAHO PACKPHIBACT COJCPIKAHHUE TEMBI
BBICKa3bIBAHUS;

u3jgaraeT  MaTepHal  CBA3HO M CJIMTHO, C  HCIOJBb30BaHUEM
COOTBETCTBYIOIIUX JICKCUKO-TPAMMATHUECKUX U (DOHETHUYECKUX CPEICTB,
JIOITyCKasi HeOOJIbIIIME HETOYHOCTH, KOTOPBICHE BIIMSIOT Ha COJCPYKAHUE
BBICKA3bIBaHUS, HE MEIIAIOT €T0 MPABUIBHOMY BOCIIPUSTHIO;,

IMUCBMEHHOE BBICKAa3bIBAHHE HMEET BCTYIUICHHE, OCHOBHYIO 4YacTh H
3aKJIFOUeHHE, KaKIas 9acTh U3 KOTOPBIX B IEJIOM JIOTUMECKH OMNpaBIaHa
JIOTMYECKH OIpaB/iaHa U UMEETCOOTBETCTBYOIINN 00BEM;

JOMyCKaeT 3-5 JIeKCMYECKHMX, TPaMMATHYECKUX WM CTHIMCTHYECKHX
OIINOOK;

00bEM BBICKA3bIBaHUsI B OCHOBHOM COOTBETCTBYET TPEOOBAHHSIM.

74-60 OOyuaromuiics:

HETIOJIHO PACKPBIBACT COJICPYKAHUE TEMbI BHICKA3bIBAHUS;

W3JIaraeT MaTepral HEJAOCTATOYHO CBS3HO M IOCTICIOBATEIILHO, 3HAHUS
TEPMHUHOJIOTUM HE JIOCTaTOYHBI JJIi PACKPBITHS TEMbI, a TaKKe
o0yyaeMOMy HE  XBaraeT JIGKCHYEeCKHX, TIpaMMaTU4YeCKuX U
CTHJIMCTHYECKHX  CPEACTB  JUISI  OCYIICCTBIICHUS  TOJHOIICHHOTO
BBICKA3bIBaHHUS;

MMUCEMEHHOE BBICKA3bIBAHHE HMEET BCTYIUICHHE, OCHOBHYIO YacTh U
3aKIIIOYCHHUE, OJTHAKO OJIHA M3 YacTel CIIMIIKOM KpaTKas//UIMHHAs, He
CBSI3aHA C OCTATLHBIMH YaCTSIMH,HE COOTBETCTBYET CBOEMY Ha3HAUYCHUIO,
Jomnyckaer 6onee 6-9 nekcnyeckux, rpaMMaTUYeCKUX Ui (POHETHUECKHIX
OIINOO0K;

00beM BBICKA3bIBaHHS HE COOTBETCTBYET TPeOOBaHHUSAM (TIPEBBIIIACT
YCTaHOBJICHHBIHOOHEM WJTH, HA00OPOT, UMEET MEHBIIHI 00BEM).

59-0 OOyuaromuiics:

HE paCKpbIBACT COACPKAHUE TEMbI BbICKa3bIBaAHHSA,

n3jara€T Marcpuail HCCBA3HO n HCIIOCJIC1OBATCIBHO, HEC BJIagcCT
COOTBQTCTBYIOH_Ieﬁ TepMPIHOHOFPIeﬁ, a TaKKC JOCTAaTOYHBIMHU JICKCHYCCKHUMU,
rpaMMaTui4CeCKUMU U CTWINCTUYCCKUMU CPEACTBAMH IS OCYIICCTBIICHUS
BBICKA3bIBaHU A,

HE IPUJIEPKUBACTCS CTPYKTYPbI MIMCbMEHHOT'O BBICKA3bIBAHUS;

nomyckaet 0onee 10 nekcuyecKux, rpaMMaTHYeCKUX MITH CTHIIMCTHYECKUX
OIINOOK;

00beM BBICKA3bIBAHUSI HE COOTBETCTBYET TpPEOOBAaHUSAM (IPEBBIILIAET
YCTaHOBJIEHHBIIIO0BEM MJIH, HA000POT, UMEET MEHBUINI 00BEM).

CHuTyanuoHHOe 3aJJaHue, dcce (TOKJIA, COO0ONIeHne, TUCKYCCHS):

Tema 1.1 JlenoBasi kommynukanus. YK-4.4.; YK-4.5; YK-4.6; YK-5.1.
1. «When is it better to write a formal email, and when is it okay to send a quick
message to a colleague?»
Discuss situations that require a formal communication style versus those where
informal communication is acceptable at work. Give 2-3 examples of each
situation.
2. «What are some polite phrases we can use in a formal business conversation?»
Write down or discuss 3—4 polite phrases for starting a conversation, making a
request, or expressing gratitude in a business setting. Explain when it’s best to
use them.
3. «Can friends be good business partners? Why or why not?»



Reflect on whether friendship can help in business or, conversely, get in the way.
Provide one argument “for” and one “against”.

4. «What is the best way to introduce yourself to a new foreign business
partner?»

Describe or act out a short dialogue: how to properly introduce yourself and
exchange contact information at a first meeting (in person or online). Use 3—4
key phrases.

5. «Why is it important to understand cultural differences in business
communication?»

Give 1-2 simple examples of how cultural differences (e.g., in gestures,
communication style, or business customs) can affect negotiations with foreign
partners.

6. «<How can we keep in touch with business partners after a meeting?»

List 2-3 ways to stay in contact with business partners (e.g., email, social media,
regular calls). Briefly explain the advantages of one of the methods.

7. «Is it better to have a business meeting online (via video call) or in person?»
Compare these two formats. Name one advantage and one disadvantage of an
online meeting and an in-person meeting. Conclude which option is more
suitable for a first introduction.

8. «What are the advantages and disadvantages of communicating by email at
work?»

Write or discuss 2 advantages (e.g., you can save the correspondence) and 2
disadvantages (e.g., replies don’t come right away) of using email at work.
Provide an example of a situation where email is the best choice.

9. «Which communication tools do you use for work or study, and why?»

Talk about 1-2 tools you or your acquaintances use for business communication
(e.g., email, MAX messenger, MTS Link, Yandex Telemost, VK services etc.).
Briefly explain what tasks they are best suited for (discussing projects, quickly
asking questions, holding meetings, etc.).

Tema 1.2. Ctpykrypa komnanuii u opranuzaumii. YK-4.4.; YK-4.5; YK-
4.6; YK-5.1.

1. «Parts of a company: who does what? »

Describe the main parts (departments) of a typical company (e.g., sales, HR,
finance) and what each one does in 2—3 simple sentences.

Key words: company, department, sales, HR (Human Resources), finance,
manager, employee.

2. «Who Is the Boss? Roles in an organization»

Explain the difference between a boss (manager), a team leader, and a regular
employee. What does each person do? Use examples.

Key words: boss, manager, team leader, employee, give instructions, do tasks.
3. «How people communicate in a company»

Talk about how employees share information in an organization. Do they use
emails, meetings, or chats? Why is good communication important?

Key words: communicate, email, meeting, chat, information, share, understand.
4. «Working in a team: why it’s important»

Discuss why people often work in teams inside companies. What are the
advantages? Give an example of a team at work.



Key words: team, work together, help, share ideas, project, success.

5. «A day in the office: following the chain of command»

Tell a short story about an employee who needs to ask for permission to take a
day off. Who do they talk to first? Then who? Show the chain of command.
Key words: employee, supervisor, manager, ask permission, chain of command,
rules.

6. «Government office vs. private company: simple comparison»

Compare a local government office (e.g., city council) with a private company
(e.g., a restaurant chain). How are their structures different?

Key words: government office, city council, private company, public service,
profit, structure, employees.

7. «If I were a manager: three rules for my team»

Imagine you are a manager. What three simple rules would you make for your
team to work well together? Explain each rule in one sentence.

Key words: manager, team, rule, be on time, be polite, help each other, work
well.

Kpumepuu oyenxu ona P3 — paznoyposnegvix 3adanuii (cumyayuoHuoe
3a0anue), scce (00K1a0, coobujeHue, OUCKYCcus).

JAnana3on 6a/110B Onncanue Kputepus

100-90 OO0yuaromuiics:
-Ccr1oco0eH BeCTH Oecey IM0 MPEIOKEHHOM TeEMATHKE (JIMAIOTHYECKOe U
MOHOJIOTHUECKOE BHICKA3bIBAHUS) B HOPMAJILHOM TEMIIE,

- IGMOHCTPHPYET IHUPOKUHN CIIOBAPHBIN 3arac, 3 (HeKTUBHBIN BEIOOD
YW UCIOJb30BaHUE CJIOBAa / HWJIUOMBI, BiajgeHHUEe (GOpMOH cIoBa,
COOTBETCTBYIOIIUN PETUCTP; UCHOIB3YET CIOKHBbIE TPaMMaTHUECKHE
KOHCTPYKIIMH;

-3¢ PEeKTUBHO B3aUMOJICHCTBYET C IK3aMEHATOPOM WU/UJIU apTHEPOM;
-J1a€T TOYHBIE UCUEPIIBIBAIOIINE OTBETHI HA BCE BOIIPOCHI;

-YMEJO0 CHPaBIISETCS C HETIPEACKa3yeMbIMU CUTYaLUsIMU;

- IPOSIBJISIET MHUIIUATUBY; 00OCHOBBIBAET CBOIO MBICIIb;

- OCYILECTBJISIET CBA3HBIE MOHOJIOTUYECKHUE BHICKAa3bIBAHNUS;

- pacKkpbIBaeT TEMY MOJHOCTHIO U HAAJEXKAIIUM 00pa3oM, MPUBOAUT
pUMepHI U (HaKThI;

-000€e KosiebaHue B pEUM CBSI3aHO C COJIEP)KAHUEM, @ HE C TIOUCKOM
CJIOB MJIM TPAMMAaTHKH.

89-75 OOyuaromuics:

- CIOCOOEH BECTH Oeceiy IMo MPEeIOKEHHON TEMATHKE (JIMaOrMYecKoe
W/IT1 MOHOJIOTHYECKOE BBICKA3bIBAHKE) B HOPMAIIBHOM TEMIIE;

- WMeeT JOCTAaTOYHBIM JWama3oH CJIOBAPHOTO 3araca, JiejaeT
HECYIIIECTBEHHbIC OMUOKHU B BbIOOpE (DOPMBI CIIOBA/UIUOMBI, UMEET
HE3HAYUTEIIbHBIC TMPOOJEMBI B BBIOOpPE CIIOXKHBIX KOHCTPYKITUH,
JieNlaeT HECKOJBLKO OIMMOOK B BEIOOpE BPEMEHH, YHCIIA, TTOPSIKA CIOB
/  (GyHKIMH, apTUKIEH, MECTOMMEHHH, TMPEeJIOroB, JOMyCKaeT
HeOOoJIbIIIOe KOJMYECTBO OHIMOOK B opdorpaduu, MyHKTyalHH,
KaIATaIN3aIiH;

-B OCHOBHOM BBICKa3bIBAHHE OTBEUAET 33JaHHIO;

-o0ydJarommiics TOHMMaeT »JK3aMeHaTopa ¥ TapTHepa M Jaer
MIPaBWIIbHBIE OTBETHI HA OOJIBITMHCTBO BOIIPOCOB;

-B IIEJIOM YMEET CIPABIISITHCS C HEMPEICKa3yeMbIMHU CUTYaIUsIMU;

- TaeT pacIpOCTPaHECHHBIC OTBETHI U MPOSBIISCT HHAIIUATUBY;

- IPOSIBJISIET MUHUMAJIbHBIE KOJICOAHHS B PEUH.




74-60

OOyuarommiics:

-IIOHMMAET SK3aMEHATOpa U MapTHepa U AaeT MPaBUIbHBIC OTBETHI;
-BBITIOJIHSICT TIPOCTHIE 33/1a4M, HO UCTIBITHIBACT 3aTPyJHEHUS ¢ Ooee
CIIO)KHBIMU  33/1a4aMH, HEIOCTATOYHO IIMPOKO pPa3BUBACT CBOIO
MBICITB;

-II0Ka3bIBaeT OTPAHUYCHHBIA JHMAIla30H CIOBApHOTO 3araca, JIejiaeT
9JacThIe OMUOKHU B BBIOOPE (DOPMBI CIIOBA / UUOMBI, HCIIOTH30BAHUH,
3HAYCHUSX, UIMEET CEPhE3HbIC MPOOJIEMBI C MPOCTHIMU / CIIOKHBIMHU
KOHCTPYKIIUSIMH,

-IPOSIBIISICT ~ 4YacThle  KOJICOAHWs, TPOHM3HOIICHUE 3aTPyIHSCT
ob1enue;

- TEMIT PEYH 3aMEJUICH.

59-0

OO0yuaromuiics:

-HE CIIOCOOEH BBICKA3hIBATHCS B YCTHOU (hopme;

- HE MOYKET PACKPBITh COJICPYKAHKE 33/IaHNsl, HE IOHUMAET COOCCETHUKA;
- ©IMEeT OrpaHIYEHHBIN Uara3oH CJIOBAPHOTO 3a1iaca, IeIaeT YacThble
omuOK:H B BbIOOpe (OpMBI CilOBa / HMAMOMBI, HCIIOJIb30BaHUH,

NIPEIIOKEHU .

INPpaKTUYCCKU  HC  IIOKa3bIBACT  3HAHUA IIpaBUI IOCTPOCHUA

TecToBEIE 3a1aHUs

Choose the correct answer:

1. The HR manager a candidate when the phone suddenly rang.

A) was interviewing

B) interviewed

C) has interviewed

D) had interviewed

2. Our team on this project for three months, and we’re finally close to
finishing it.

A) worked

B) were working

C) have been working

D) has worked

3. While the director the new staff training programme, the employees
were filling out forms.

A) explained

B) was explaining

C) has explained

D) explains

4. She in the HR department since January, and she really enjoys her
job.

A) works

B) is working

C) was working

D) has been working

5. Yesterday at 3 p.m., the recruitment team resumes to find the best
candidates.

A) reviewed



B) reviews

C) were reviewing

D) has reviewed

6. We performance reviews all morning, so we haven’t had a break yet.
A) did

B) have been doing

C) were doing

D) do

7. He couldn’t answer the call because he an important meeting with
the HR director.

A) has had

B) had

C) is having

D) was having

8. The employees about the new company policy for over an hour
before the manager arrived.

A) discussed

B) have discussed

C) were discussing

D) have been discussing

9.1 on the employee handbook all week — I hope to finish it by Friday.
A) worked

B) was working

C) have worked

D) have been working

10. At 9 a.m. yesterday, the HR assistant job applications when the
CEO came into the office.

A) processed

B) has processed

C) was processing

D) processes

11. If the company more employees, it will be able to handle larger
projects.

A) hires

B) hired

B) will hire

I') had hired

12. If 1 the team leader, I would organize regular team-building
activities.

A)am

b) were

B) will be

I') have been

13. She would have joined the meeting if she about it earlier.

A) knows

b) knew

B) had known

I') will know




14. If employees well together, the company achieves better results.
A) work

b) worked

B) will work

I') would work

15. A startup usually a small team and focuses on innovation.

A) has

b) have

B) having

I') had

16. If we more resources, we could expand the department next year.
A) have

b) had

B) will have

') would have

17. He wouldn’t have missed the deadline if he the task earlier.

A) starts

b) started

B) had started

') will start

18. In large corporation, there are usually many departments and levels
of management.

A)a

b) an

B) the

I -

19. If the manager clear instructions, the team will complete the project
on time.

A) gives

b) gave

B) had given

I') would give

20. teamwork is essential for success in any modern company.
A)A

b) An

B) The

I -

Keys: 1. A, 2., 3.5, 4.A, 5.A, 6.A, 7.T, 8.A, 9.B, 10.A, 11. A, 12. B, 13.B, 14.A,
15.A, 16.5, 17.B, 18.A, 19.A, 20.T -

Jlnamna3oH 6ayioB Onucanue KpuTepus
100-90 90-100% npaBUIBHBIX OTBETOB,;
89-75 75-89% mpaBUIILHBIX OTBETOB;
74-60 60-74% npaBUIIBLHBIX OTBETOB;
59-0 59-35% u MeHblIIe PaBUIBHBIX OTBETOB.




Pa3znen 2 D¢ dexTuBHOE ynpasiaenune

KT - 2.

Tema 2.1 Ynpasaenue. YK-4.4.; YK-4.5; YK-4.6; YK-5.1.
What are the main duties of a manager in a company?
Does a manager need to check the work of their team? Why?
Who usually makes important decisions in a department — the manager or the
employees?
What does a manager do if an employee has a problem at work?
What personal qualities make a good manager? Can you name two or three?
Is it important for a manager to be patient? Why or why not?
Why is communication an important skill for managers?
Should a manager be able to solve conflicts between team members? How can
they do it?
Why is it important for a manager to set clear goals for their team?
How can a manager motivate employees to work better?
What can happen if a manager doesn’t listen to their employees’ ideas?
Why is teamwork important in effective management?

Tema 2.2 JlenoBas nepenucka. YK-4.4.; YK-4.5; YK-4.6; YK-5.1.
What is the difference between a formal and an informal business email?
Can you give an example of a polite phrase for starting a formal business letter?
What is the main purpose of a job application letter?
When would an HR manager send a formal invitation letter to a candidate?
Why do companies need to reply to complaint emails?
What kind of information should a meeting confirmation email include?
What are two differences between a formal and an informal email (for example,
in greetings and endings)?
Which greeting is more suitable for a formal HR email: “Hi John™ or “Dear
Mr. Smith”? Why?
How do you usually end a formal business email? Can you give one example
of a closing phrase?
Why is it important to use polite language in official HR correspondence?
What key details should be in a job offer email?
What information does an HR specialist usually ask for in a recruitment inquiry
email?
Why is it important for HR professionals to consider cultural differences when
emailing partners from other countries?
Can you name one cultural difference that might affect business email writing
(for example, in some countries people prefer more formal language)?

Kpumepuu oyenxu ons ycmnozo onpoca:

Jlnamas3oH 6anoB Onucanue KpuTepust




100-90

OO0yuaromuiics:

NOJHO M apryMCHTHPOBAHO  PACKPBIBACT  COJACPYKAHUEC  TEMbI
BBICKAa3bIBaHUA,

u3araeT  Marepual  CBS3HO M CIHMTHO, C  HCIIOJb30BaHHEM
COOTBCTCTBYIOIIHUX JICKCUKO-TPAMMATUUCCKUX U (I)OHCTI/I‘ICCKI/IX CpCACTB,;
NHCHbMCHHOE BBICKA3bIBAHUE HMEET BCTYIUICHHWE, OCHOBHYIO 4YacTh H
3aKJII0YCHHE, KaK/Ias YacTh M3 KOTOPHIX JIOTHUECKH ONpaBiaHa U MMEET
COOTBETCTBYIOIINI 00BEM;

Jomnyckaer 1-2 JIeKCHMYEeCKHe, IpaMMaTHYeCKUE WM CTHIMCTUYCCKHE
OIIMOKH, KOTOPBICHE BIUSIOT HA COJICP)KAHUE BHICKA3bIBAHHUS;

00bEM BBICKa3bIBaHUsI TOJTHOCTHIO COOTBETCTBYET TPEOOBAHUSIM.

89-75

OO0yuaromuiics:

JOCTATOYHO TIOJTHO W apryMEHTHUPOBAHO PACKPBIBACT COJICPIKAHUE TEMBI
BBICKa3bIBaHUS,

u3jlaracT  Marepual  CBA3HO M CIIUTHO, C  HCIOJBb30BaHUEM
COOTBETCTBYIOIIMX JICKCUKO-TPAMMATHUCCKUX U (DOHETUUIECKHUX CPEJICTB,
JIOIyCKasi HeOOJIbIIIME HETOYHOCTH, KOTOPBICHE BIIMSIOT HA COJICPKAHHE
BBICKa3bIBaHUS, HE MEIIIAIOT €T0 IIPABUIEHOMY BOCIIPUSITHIO;

MMCbMEHHOE BBICKa3bIBAHUE HMMEET BCTYIUICHHE, OCHOBHYIO 4YacThb U
3aKJIIOYCHHE, KaK/Iasi YaCTh U3 KOTOPBIX B IIEJIOM JIOTHUECKU OIpaBIaHa
JIOTUYECKH OIPaBIaHa U KMEETCOOTBETCTBYIOIINN 00bEM;

JOMyCKaeT 3-5 JeKCHUYECKHX, TIPaMMaTHYECKUX WM CTHIMCTHYCCKHX
OIIHOO0K;

00bEM BBICKa3bIBaHUSI B OCHOBHOM COOTBETCTBYET TPEOOBAHHSIM.

74-60

OO6yuaromuiics:

HETIOJTHO PacKPHIBACT COJIEP)KAHNE TEMbI BHICKA3bIBAHHS,

u3JIaraeT MaTepuasl HEJOCTAaTOYHO CBSI3HO M I1OCJEOBATENIbHO, 3HAHUS
TEPMHUHOJIOTHM HE JIOCTATOYHBI JJIsI PACKPBITHS TEMBI, a TaKxke
o0yyaeMOMy HE  XBaraeT  JICKCHYECKMX, TIPAMMaTHYEeCKUX U
CTWJIMCTUYECKUX  CPEICTB ISl  OCYIIECTBICHHS  IOJHOLIEHHOTO
BBICKa3bIBaHUS;

NICPMEHHOE BBICKa3bIBAHWE HMEET BCTYIUICHHE, OCHOBHYIO 4YacThb M
3aKJIIOYEHHE, OJIHAKO OJIHA W3 YacTel CIMIIKOM KpaTKas/JUIMHHas, He
CBsI3aHa C OCTAJIbHBIMHU YaCTSIMU,HE COOTBETCTBYET CBOEMY Ha3HAYCHHIO;
Jomyckaet 6onee 6-9 nekcuuecKnx, TpaMMaTHYECKUX WITH (POHETHYECKUX
OmIKOOK;

00beM BBICKA3bIBaHHsS HE COOTBETCTBYET TPeOOBaHMSAM (IPEBBIIIAET
YCTaHOBJICHHBIOOBEM MIIHM, HA0OOPOT, UMEET MEHBIIUN 00BEM).

59-0

OO6yuaromuiics:

HE PACKPBIBACT COACPIKAHUE TEMbI BICKA3bIBAHMA

n3jgaracr MaTtepuail HECBA3HO n HETI0CJIC10BATCIBHO, HC BJIaAcCCT
COOTBeTCTBYIOIHeﬁ TepMI/IHOHOFI/Ieﬁ, a TaKXKX€ A0CTAaTOYHBIMHU JICKCUYCCKUMH,
rpaMMaTU4C€CKUMN U CTWIMCTUYCCKUMU CPEACTBAMH JIsI OCYHICCTBIICHUSA
BbICKA3bIBaAHUAA,

HE MPUAEPKUBACTCS CTPYKTYPbI IMCbMEHHOT'O BBICKA3bIBAHHS;

nomyckaer 6osee 10 TeKCHYeCKHX, TPaMMATHYECKIX MITA CTHITCTHYCCKIX
OIIMOOK;

00beM BBICKA3bIBaHHS HE COOTBETCTBYET TPeOOBaHHUSAM (TIPEBBIIIAET
YCTaHOBJICHHBIHOOBEM MJIHM, HA0OOPOT, UMEET MEHBIIUN 00BEM).

CurtyanmoHHoe 3a1aHue, 3cce (T0KJIaa, COO0IIeHue, TUCKYCCHS):

Tema 3. Ynpasiaenne. YK-4.4.; YK-4.6.
1. «What does a manager do?»




Describe 3—4 main duties of a manager in a simple company (e.g., giving tasks,
checking work, helping employees). Use everyday examples.

Key words: manager, duty, task, employee, help, check, organize.

2. «Three important qualities of a good manager»

Name and explain three personal qualities that make a good manager (e.g., being
kind, patient, organized). Give a short example for each.

Key words: quality, good manager, kind, patient, organized, listen, understand.
3. «My ideal boss: what he/she is like»

Imagine your ideal manager. What do they do every day? How do they talk to
employees? Describe them in 5-6 sentences.

Key words: ideal, boss, talk, listen, help, fair, friendly, support.

4. «How a manager can motivate employees»

Think of 2-3 simple ways a manager can motivate their team (e.g., saying “thank
you”, giving small rewards, organizing team events).

Key words: motivate, employee, thank you, reward, team event, praise, feel
happy.

5. «A manager’s day: a typical schedule»

Describe a typical working day of a manager from morning to evening. What do
they do first? What meetings do they have? How do they finish the day?

Key words: day, schedule, meeting, talk to people, check tasks, plan, finish
work.

6.«Why communication is important for managers»

Explain in 34 sentences why good communication is important for a manager.
How do they share information with the team?

Key words: communication, important, talk, listen, email, meeting, share
information.

7. «Solving problems at work: a manager’s role»

Describe how a manager helps solve a simple work problem (e.g., two
employees disagree, a task is late). What do they say and do?

Key words: solve, problem, help, discuss, listen, find solution, calm, fair.
«Teamwork: how a manager builds it»

Talk about how a good manager encourages teamwork. What activities or rules
can help employees work better together?

Key words: teamwork, manager, encourage, work together, help each other,
team meeting, project.

8. «Rules for good management: Three simple principles»

List and explain three simple principles of effective management (e.g., be fair,
listen to others, plan well). Use short sentences.

Key words: principle, effective, management, fair, listen, plan, organize,
success.

9.«If I were a manager for one day»

Imagine you are a manager for one day. What three things would you do to make
the workplace better? Explain each idea in one sentence.

Key words: imagine, manager, day, improve, workplace, listen, help, organize,
smile.

Tema 2.2 JlenoBasi nepenucka. YK-4.4.; YK-4.5; YK-4.6; YK-5.1.



1. «What is the main purpose of a job application email? What information
should it include?»

Discuss the goal of a job application letter and list 2—3 key pieces of information
it must contain (e.g., position you want, your skills, CV attachment).

2. «When do we write a complaint email, and what should we include in 1t?»
Explain a situation when you might need to write a complaint. Name 2 things
that are important to mention (e.g., what went wrong, what you expect as a
solution).

3. «Why do companies send invitation emails? Give 2 examples of events they
might invite people to.»

Think of two professional situations where an invitation email is used (e.g., a
meeting, a job interview, a conference). Briefly describe what details such an
email usually includes (date, time, place).

4. «What are two differences between a formal and an informal email (e.g.,
greetings and endings)?»

Give one example of a formal greeting and one informal greeting. Do the same
for closing phrases. Explain when you would use each style.

5. «Why is it important to be polite in a formal business email?»

Name 2 reasons why polite language is important in professional
communication. Give a short example of a polite request (e.g., “Could you
please...?”).

6. «What should a meeting confirmation email include? Write 2—3 key points.»
List the most important details that must be in a meeting confirmation (e.g., date,
time, location/link for video call). Briefly explain why each detail matters.

7. «What kind of information is usually in a job offer email?»

Identify 2-3 typical pieces of information found in a job offer (e.g., job title,
start date, salary). Discuss why this email is important for both the company and
the candidate.

8. «Imagine you are an HR manager. Write a short email to invite a candidate
for an interview.»

Compose a very short (4-5 sentences) formal email. Include: a polite greeting,
the purpose of the email, the date/time of the interview, and a closing phrase.
Use at least one polite expression.

9. «Why should we consider cultural differences when writing emails to partners
from other countries?»

Give 1 example of how business email style might be different in another
country. Explain why understanding these differences helps avoid
misunderstandings.

Kpumepuu oyenxu ons P3 — pasnoyposnesvix 3adanuii (cumyayuonnoe
3a0anue), scce (00Kk1a0, coobuenue, OUCKyCcus):

Jnana3on 6a/110B Omnucanne kpurepus

100-90 OOyyJarommiics:

-crocoOeH BecTr Oecey Mo MpeIOKEHHON TEMATHKE (MAIOTHYECKOe 1
MOHOJIOTHYECKOC BBICKaSBIBaHI/ISI) B HOPMAJIbHOM TEMIIC,

- IGMOHCTPHPYET IUPOKUI CIIOBAPHBIH 3armac, 3hHeKTUBHBIN BEIOOP
W WCIOJh30BaHWE CJIOBA / WIAWOMBI, BlageHue (opmoil cioBa,
COOTBGTCTBYIOL[II/Iﬁ PETUCTP, UCIIOJB3YCT CIIOXKHBIC T'PAMMATUYCCKUC




KOHCTPYKIIUU;
-3(h(heKTUBHO B3aMMOJICHCTBYET C DK3aMEHATOPOM H/WUJIH TTAPTHEPOM;
-AaCT TOYHBIC HUCUYCPIBIBAIOIIKUEC OTBCTHI HA BCC BOIIPOCHI;

-YMEIIO CIPABISIETCS C HEMPEICKA3yeMbIMH CUTYAIUSIMH;

- IPOABJIACT NHUIITUATHUBY, O6OCHOBBIB3,€T CBOIO MBICJIb,

- OCYIIECTBIISICT CBSI3HBIC MOHOJIOTUYECKUE BHICKA3bIBAHHS,

- pPacKpbIBaeT TEMY MOJHOCTHIO U HAAJIEKAIIUM 00pa3oM, MPUBOIUT
pUMepbI U (DaKThI,

-mo0oe KonebaHue B peur CBS3aHO C COJACPKAHUEM, a HE C TIOUCKOM
CJIOB MJT TPAMMAaTHKH.

89-75

OOyuaromuiics:

- croco0eH BecTr Oecemy Mo MPeUIOKEHHOW TeMaTHKe (TNaIoTHIeCcKoe
W/ MOHOJIOTHYECKOE BBICKa3bIBaHHE) B HOPMAJIBHOM TEMIIC;

- HWMEeT JOCTaTOYHbIM JHMara3oH CIIOBAapHOTO 3amaca, JeJlaeT
HECYIICCTBEHHBIC OIMMUOKH B BHIOOpE (POPMBI CIOBA/UAUOMBI, UMEET
HE3HAYUTEIIbHBIC TMPOOJIEMBI B BBIOOpPE CIIOXKHBIX KOHCTPYKITUH,
JieNlaeT HECKOJIbKO OMIMOOK B BRIOOPE BPEMEHH, YUCIIA, MOPSIKA CIIOB
/  yHKIMKM, apTHKIEH, MECTOMMEHHH, TMPEIUIOroB, JOIYCKaeT
HEOOJIbIIIOE KOJMYECTBO OMMOOK B opdorpaduu, TyHKTyalHH,
KaIluTaJIn3aIui;,

-B OCHOBHOM BBICKa3bIBAHHME OTBEYACT 33/IaHHUIO;

-o0yvaronmiics TMOHMMAaeT 93K3aMeHaTopa W TapTHepa U JIaeT
MPaBUJIHLHBIE OTBETHI HAa OOJIITMHCTBO BOTIPOCOB;

-B LIEJIOM YMEET CIPAaBJISTHCS C HEMIPEICKA3yEMbIMH CUTYaIUSIMH;

- TaeT pacIpOCTPaHECHHBIC OTBETHI U MPOSBIISCT HHULIUATUBY;

- IPOSIBJISICT MUHUMAJIbHBIC KOJICOAHHS B PEUH.

74-60

OOyuaromuiics:

-IIOHUMAET 3K3aMeHaTOpa U MapTHepa U JIaeT MPaBUIbHBIC OTBETHI;
-BBITIOJIHSICT MPOCTHIC 3a/1a4M, HO UCTIBITHIBACT 3aTPYAHEHUs ¢ Oolee
CJIIOKHBIMH  33j7]a4aMH, HEJOCTaTOYHO IMUPOKO pPa3BUBACT CBOIO
MBICIIE;

-TIOKa3bIBACT OTPAHUYCHHBIM JTMANa30H CIOBApHOTO 3araca, JeiacT
YJacThle OIUOKHU B BBIOOPE (DOPMBI CIIOBA / UTUOMBI, HCTIOIH30BAHUH,
3HAUEHUSIX, IMEET CEPhE3HBIC MPOOJIIEMBI C MPOCTHIMH / CIIOKHBIMH
KOHCTPYKIIASIMH,

-IPOSIBJISIET ~ YacThle  KoyieOaHWs, MPOU3HOIICHHWE 3aTpyAHSET
oO1eHue;

- TEMII peuH 3aMeJIJIeH.

59-0

OO6yyarommiics:

-HE CMIOCOOEH BBICKA3hIBATHCS B YCTHOH (hopme;

- HE MOXKET PacKpPhITh COAEPKaHUE 3a/IaHNs1, HE TIOHUMAeT COOSCEeTHIKA,
- IMEET OTPaHUYCHHBIN TUana30H CI0BAPHOTO 3aIiaca, JeJIaeT YacThie
ommOKW B BBIOOpe (OpMBI C€lIOBa / HWAMOMBI, HCIIOIH30BAHHH,
MPAKTUYCCKH HE I[MOKA3bIBACT 3HAHHWS TIPABHJ  ITOCTPOCHHS
MPEJIOKEHUN.

TecToBBIE 3a1aHUS

Choose the correct answer:

1. The manager,

project.
A) which
b) who
B) where

has many years of experience, will lead the new




') when

2. We need to finish the report by Friday the client can review it before

the meeting.

A) because

b) although

B) so that

I') unless

3 She had been discussing the budget with the finance team for two hours
the CEO entered the room.

A) when

B) while

B) before

') after

4. 1 will be having a meeting with the HR department at 3 PM tomorrow,

[ won’t be able to answer your emails then.

A) so

b) because

B) if

') although

5. The employees will attend the training session should register by
Monday.

A) who

B) which

B) whose

I') where

6. He was very tired because he on the presentation all morning.

A) worked

b) has worked

B) had been working

I') will work

7. By the end of the year, we all the key performance indicators for the
new team structure.

A) will be analyzing

b) will have analyzed

B) analyze

I') had analyzed

8. The team will be discussing the new strategy all afternoon, you can
join the call at 4 PM.

A) unless

b) so

B) although

') because

9. The leader motivates the team effectively is often respected by
everyone.

A) which

b) who

B) where

I') when



10. We postponed the meeting several team members were ill.

A) although

b) because

B) so that

I)if

11. 1By next month, the HR manager all the feedback from the
employee survey.

A) will be collecting

b) will have collected

B) collected

I') had collected

12.The project, was started last quarter, is now on schedule.

A) who

B) which

B) where

') whose

13. 1 will be reviewing the quarterly reports from 2 PM to 4 PM, please
don’t schedule any calls during that time.

A) because

b) so

B) unless

I') although

14. They had been preparing the annual report for weeks they finally
submitted it.

A) before

b) after

B) while

') since

15. A good manager is someone listens to their team’s ideas.

A) which

b) who

B) where

') when

16. She will have completed the training program by June, she can take
on more responsibilities.

A) so that

b) although

B) because

') unless

17. The meeting was moved to Friday we could all attend.

A) because

b) so that

B) although

I)if

18. By the time the new policy was announced, the staff about the
changes for days.

A) talked

b) had been talking



B) will talk

') talk

19. The department handles customer complaints needs more support.
A) which

b) who

B) where

I') when

20. Tomorrow at this time, | the results of the performance review with
my team.

A) will discuss

b) will be discussing

B) discussed

I') have discussed

Keys: 1. b, 2.B, 3.A,4.A,5.A, 6.B, 7., 8.5, 9.5, 10.b, 11.b, 12.b, 13.b, 14.A,
15.b, 16.A, 17.b, 18.B, 19.A, 20.b

Kpumepuu oyenku o011 mecmogulx 3a0anuii.

Juana3oH OaioB Onucanue kpurepus
100-90 90-100% mpaBMIIBHBIX OTBETOB;
89-75 75-89% mpaBUIIBHBIX OTBETOB;
74-60 60-74% mpaBUIBHBIX OTBETOB;
59-0 59-35% u MeHbIIIe TPaBUIBHBIX OTBETOB.

5.5. Ilpu BbIMOTHEHWUH 3aJaHUN  OOyYaIOIIMMCA  pa3pelraeTcs
UCIIOJIb30BATh CJIEIYIONTNE JOTOTHUTEIbHbIE MAaTEPHAIIbI U 000pYA0BaHUE —
B 3aBUCHUMOCTH OT THIIA 33JJaHUS:

1. Tlucemennbie pabOTHI (COUMHEHHS, 3CCE, IMEPEBOIBI, 3aMOJTHEHUE
IPOITYCKOB): ABYSI3bIYHBINA CJIOBAaph (OyMa)KHBIM WM DJICKTPOHHBIA) — JJIA
YTOYHEHUsI 3HAYEHUM HE3HAKOMBIX CJIOB M TMOAOOpa SKBHUBAJICHTOB,;
Te3aypyc/clioBapb CHHOHUMOB (IO HEOOXOAUMOCTH) — JUIsi oOoramieHus
JIEKCUKH U U30eraHus MOBTOPOB.

2. 3ajaHusg Ha YTEHUE M aHAJIU3 TEKCTa: BJIEKTPOHHBINA CJIOBaph WU
MPUWIOKEHUE-NIEPEBOTUMK (IpU paboTe € HUPPOBBIM TEKCTOM) — JJIA
MTHOBEHHOI'O TMOMCKa 3HadyeHuu. NCronb30BaHUE OHJIAWH-TIEPEBOIUYNKOB
MOJIHOCTBIO WJIM TOCTPOYHO MPU BBIMOJHEHUH MHUCHMEHHBIX TBOPYECKUX
paboTt (dcce, COUMHEHUS) HE pa3perraeTcss — JOMYyCKAaeTCs TOJBKO TOUCK
OT/ICJIbHBIX CJIOB U BBIPAKEHUH.

6. ®opMbI IPOMEKYTOUHOM ATTECTAIUN, KPUTEPHH U HIKAJIA
OLICHMBAHUS, TUNIOBbIC OLICHOYHbIC MATEPHUAJIbI 10 JUCUHUILTIMHE

6.1. IlpomexyTouHas aTTecTanuss NOPOBOAUTCS B (Qopme 3auera.
[IpomexyTouHasi artectaius (3a4eT) MOXKET MPOBOJAUTHLCSA B JIBYX OCHOBHBIX
dbopmax — MUCbMEHHOM 1 YCTHOU. OOyYaromuiics moxydaer 3a4€THBIN OWIIET ¢
BapuaHTaMU 3aJ[aHUM, YUCThIC JINCThI OyMaru Ajis 3arucel perieHus 3aaHui,



3aTeM MPUCTYNAET K PEUICHUIO.

[IpomexxyTouHast aTTecTarsi B MUCbMEHHON (popme mpesamnosaraet eé
MIPOBEJCHUE B BHUJIC BBINOJHEHUS B BHUJAE TECTOBBIX 3aJaHU, MEPEBOAA.
Heobxoaumo nath OTBET B MHUCHbMEHHOM BHUJE, MOAPOOHO H3JI0KUB XOJ
pelieHus1, Npyu HeOOXOAUMOCTH 3aBEPIIUTH PEIICHUE BHIBOIAMHU.

[IpomexxyTouHast arrectanmusi B yCTHOM (Qopme mnpeanonaraer eé
MIPOBEJCHUE B BUJIE: MHANBUIYaJIbHOTO WM IIEPEKPECTHOTO YCTHOIO ONPOCa MO
BOIIPOCAM M3 MEpPEeyHs, ONpelesieMoro paboudeld MporpaMMoON HUCHUILTHHBI
(TMcKyccus / acce, T0KIIal, COOOIICHHE).

6.2. TumoBkie OIIEHOYHBIC MaTEPUAITBI IPOMEKYTOUYHOM aTTeCTaITHH.

TunoBsle MPOBEPOYHBIE 3aJaHUS JIJIS1 CAMONOATOTOBKH 00Y4aroIIErocs K
IIPOMEKYTOYHOM aTTECTALINU:

Pa3znes 1 [lepBble maru B ynpabJieHHH

Tema 1.1 /lesioBass kommynukanusi. YK-4.4.; YK-4.5; YK-4.6; YK-5.1.

3a0aﬂue oOmKpslmozo muna.
lIpouumaiime mexcm 3a0anus u 3anuwume paszeepHymolii 060CHOBAHHDbII
omeem:.

Communication in the workplace can be challenging, but it is essential to
the success of any business. Effective workplace communication can lead to
better understanding and collaboration among employees, which can in turn lead
to improved productivity and a more positive work environment.

However, communication is not always easy, and it often breaks down.
This can happen for a variety of reasons, such as differences in communication
styles, personality clashes, or a lack of understanding about what is being
communicated. Understanding these challenges is crucial.

When communication breakdowns occur, it is important to take steps to
address the issue. This may involve having difficult conversations, but it is
important to remember that effective communication can help resolve problems
and improve the workplace.

Answer the questions:
1. What are two benefits of effective workplace communication? Explain briefly
and give a reason from the text.
Example answer structure: “Two benefits are  and . The text says that
effective communication leads to , which shows that...”.
2. Name one reason why communication can break down at work. Use a phrase
from the text to justify your answer.
Example answer structure: “Communication can break down because of... The
text mentions that this happens due to *.”

3aoanue KoMOUHUPOBAHHO20 MUNA:

IIpouumaiime u nepesedume mexkcm, 6vlbepume NPAsUIbHbLIE OMEEmbl U
3anuwiume ap2ymeHmol, 060CHO8bIBAIOUfUE 8bIO0D:



Communication in the workplace can be challenging, but it is essential to the
success of any business. Effective workplace communication can lead to better
understanding and collaboration among employees, which can in turn lead to
improved productivity and a more positive work environment.

However, communication is not always easy, and it often breaks down. This
can happen for a variety of reasons, such as differences in communication styles,
personality clashes, or a lack of understanding about what is being communicated.
Understanding these challenges is crucial.

When communication breakdowns occur, it is important to take steps to
address the issue. This may involve having difficult conversations, but it is
important to remember that effective communication can help resolve problems and
improve the workplace.

Choose the correct answer (A, 5, B or I') for each question (1-5). Write the
letter of your chosen answer next to the question number:

1. What is one benefit of effective workplace communication?

A) More conflicts

b) Improved productivity

B) Fewer employees

I') Longer working hours

J1) More meetings

2. What is one reason communication can break down at work?

A) Because everyone always understands each other perfectly

b) Because communication is never important

B) Because of personality clashes

') Because all employees are the same

JT) Because the office is too big

3. What should you do when communication problems happen?

A) Ignore the problem

b) Stop talking to everyone

B) Blame your colleagues

') Take steps to address the issue

J1) Quit your job

4. Why is understanding communication challenges important?

A) So we can avoid all communication

b) So we can fix problems when they happen

B) So we can make more mistakes

I') So we don’t have to work with others

1) So we can complain more

5. Which word from the text means ““very important™?

A) Challenging

b) Breaks down

B) Essential

') Variety

JI) Clashes

Keys:



1. B) Improved productivity. The text states: ““...which can in turn lead to improved
productivity”.

2. B) Because of personality clashes. Mentioned directly in the text: “...personality
clashes...”.

3.T') Take steps to address the issue. The passage advises: “When communication
breakdowns occur, it is important to take steps to address the issue”.

4. B) So we can fix problems when they happen. This is implied by the advice to
“take steps to address the issue” and the idea that “effective communication can help
resolve problems”.

5. B) Essential. The word means “very important” and is used in the first sentence:
“it is essential to the success of any business”.

3a0aﬂuﬂ 3aKpbslmozo muna.

Hpoqumaﬁme mexKkcem u ycmaHosumie coomeemcmeue.

Communication in the workplace can be challenging, but it is essential to the
success of any business. Effective workplace communication can lead to better
understanding and collaboration among employees, which can in turn lead to
improved productivity and a more positive work environment.

However, communication is not always easy, and it often breaks down. This
can happen for a variety of reasons, such as differences in communication styles,
personality clashes, or a lack of understanding about what is being communicated.
Understanding these challenges is crucial.

When communication breakdowns occur, it is important to take steps to
address the issue. This may involve having difficult conversations, but it is
important to remember that effective communication can help resolve problems and
improve the workplace.

Answer the questions:
Match each item in the left column with the corresponding item in the right
column:

Match: Options:

important for business? business.

problems at work? personality clashes.
problems arise? difficult conversations.
causes of communication problems? fix problems.

communication? productivity and a positive work environment.
E) Because communication is never important.

1. Why is effective communication | A) Because it is essential to the success of any
2. What can lead to communication | B) Because of differences in communication styles or
3. What to do if communication | B) Take steps to address the issue, for example, have
4. Why is it important to understand the | I') Because understanding these challenges is crucial to

5. What are the benefits of effective | ) It leads to better understanding, improved

Keys:1—A,2—b,3—B,4—T1,5—]1

Tema 1.2 Crpykrypa komnanuii u opranmzammii. YK-4.4.; YK-4.5;
YK-4.6; YK-5.1.



3adanue omKpbimo20 muna.:

Ilpouumatime mexcm 3a0anus u 3anuuiume pazeepHymoiii 000CHOBAHHbBIU
omeem.

My office is a place where | spend most of my day. It is located in the
heart of the city, surrounded by busy streets and high-rise buildings. The office
Is situated on the fifth floor of a modern building with glass walls that make it
look bright and spacious. Once you enter the office, you can feel the energy of
the place. Everything is organized and well-managed, from the neatly arranged
desks to the designated storage areas.

The interior design of the office is minimalistic and modern. The walls
are painted white, and the furniture is made of light-colored wood, providing a
calm and relaxed atmosphere. Natural light floods the space, making it a
comfortable environment to work in. The decor is minimal, with a few plants
and paintings adorning the walls.

My favorite feature of the office is the communal area. It is a comfortable
space equipped with a sofa set, a large flat-screen TV, and a coffee machine. It
is a perfect place to gather with colleagues during breaks or for informal
meetings.

The office is well-equipped with the latest technology, including high-
speed internet and modern computers, enabling us to work efficiently. The office
also has a conference room, which is used for important meetings with clients
or when discussing important projects. The room is spacious and well-lit, with
a large table and comfortable chairs.

The office has a friendly ambiance, thanks to the people who work there.
The staff is supportive and encouraging, making it easy to work together and
collaborate.

In conclusion, my office is a great working space that provides a
comfortable and motivating environment to work in. It has all the necessary
facilities and amenities, which ensure that the team works together effectively.

Answer the question:
Imagine your ideal office. Write a short text (60-90 words) describing it. Use the
questions below to help you structure your writing.
Where is your office located? (e.g., in the city center, near a park, in a quiet area)
What floor is it on?
What does the interior look like? (Describe the walls, furniture, and light.)
What is your favorite part of the office? Why?
What facilities or equipment does it have? (a coffee machine, computers, a TV)

3adanue KOMOUHUPOBAHHO20 MUNA.

Hpouumadme mekcm, 6bl5€pum€ npaesujlibHble omeenibl U 3anuwiume
apcymeHniol, 0600H08b16al0u4u€ 6bl60p, nepeeedume edut omeem.

My office is a place where | spend most of my day. It is located in the heart
of the city, surrounded by busy streets and high-rise buildings. The office is




situated on the fifth floor of a modern building with glass walls that make it look
bright and spacious. Once you enter the office, you can feel the energy of the
place. Everything is organized and well-managed, from the neatly arranged desks
to the designated storage areas.

The interior design of the office is minimalistic and modern. The walls are
painted white, and the furniture is made of light-colored wood, providing a calm
and relaxed atmosphere. Natural light floods the space, making it a comfortable
environment to work in. The decor is minimal, with a few plants and paintings
adorning the walls.

My favorite feature of the office is the communal area. It is a comfortable
space equipped with a sofa set, a large flat-screen TV, and a coffee machine. It is
a perfect place to gather with colleagues during breaks or for informal meetings.

The office is well-equipped with the latest technology, including high-
speed internet and modern computers, enabling us to work efficiently. The office
also has a conference room, which is used for important meetings with clients or
when discussing important projects. The room is spacious and well-lit, with a
large table and comfortable chairs.

The office has a friendly ambiance, thanks to the people who work there.
The staff is supportive and encouraging, making it easy to work together and
collaborate.

In conclusion, my office is a great working space that provides a
comfortable and motivating environment to work in. It has all the necessary
facilities and amenities, which ensure that the team works together effectively.

Choose the correct answer (A, 5 or B) for each question (1-5). Write the
letter of your chosen answer next to the question number.
1. Where is the office located?

A) In the suburbs.

b) In the heart of the city.

B) Near the forest.

2. On which floor is the office?

A) On the first floor.

B) On the tenth floor.

B) On the fifth floor.

3. What color are the walls in the office?
A) White.

b) Blue.

B) Grey.

4. What is in the communal area?

A) A swimming pool.

B) A kitchen with many appliances.

B) A sofa set, a TV, and a coffee machine.
5. How does the author feel in this office?
A) Stressed and tired.

B) Comfortable and motivated.

B) Bored and unhappy.

Keys: 1 — b “in the heart of the city”.



2 — B “on the fifth floor”.

3 — A “the walls are painted white”.

4 — B “a sofa set, a large flat-screen TV, and a coffee machine”.
5 — b “a comfortable and motivating environment to work in”.

3a0aHu;z 3AKpblimoco muna.

Ilpouumaiime mekcm, gvloepume nPAGUIbHLIL OMEEN.:

Organizations permeate all levels of our lives. Organizations exist for one
reason: they can accomplish things that individuals cannot. Organizations are
characterized by their goal-directed behavior. They have goals and objectives that
can be achieved more efficiently and effectively by the concerted action of
individuals and groups. Organizations are essential to the way our society
operates.

To work effectively in organizations, managers must have a clear
understanding of the organizational structure. Viewing an organization chart on a
piece of paper or framed on a wall, one sees only a configuration of positions, job
duties, and lines of authority among the parts of an organization. However,
organizational structures can be far more complex than that. An organization’s
structure is the formal pattern of activities and interrelationships among the
various subjects of the organization.

Most organizations have a hierarchical or pyramidal structure, with one
person or a group of people at the top, and an increasing number of people below
them at each successive level. There is a clear line or chain of command running
down the pyramid. All the people in the organization know what decisions they
are able to make, who their superior (or boss) is (to whom they report), and who
their immediate subordinates are (to whom they can give instructions). Some
people in an organization have colleagues who help them: for example, there
might be an Assistant to the Marketing Manager. This is known as a staff position.
Yet the activities of most companies are too complicated to be organized in a
single hierarchy. Today, most large manufacturing organizations have a
functional structure, including (among others) production, finance, marketing,
sales, and personnel or staff departments. This means, for example, that the
production and marketing departments cannot take financial decisions without
consulting the finance department.

An inherent problem of hierarchies is that people at lower levels are unable
to make important decisions, but have to pass on responsibility to their boss. One
solution to this is matrix management, in which people report to more than one
superior.

Put the statements in the correct order (1-5) according to how they appear
in the text:
A. Organizations can accomplish things individuals cannot.
b. Most organizations have a hierarchical structure.
B. Managers must understand the organizational structure.
I". Matrix management is a solution to hierarchy problems.
J1. Large organizations often have a functional structure.



Keys: 1.A,2.B,3.5,4. /1,5.T

Paznea 2 DpdexTuBHOE YIpaBieHHe

Tema 2.1 Ynpasaenue. YK-4.4.; YK-4.5; YK-4.6; YK-5.1.

3a0aHue OMKpblimoco muna.

Ilpouumatime mexcm 3a0anus u 3anuuiume pazeepHymoiii 000CHOBAHHbIU
omeem.

Everyone is a manager. People learn how to manage their lives and their
relationships with others. They learn how to organize their time and work. In
business, management is usually a team of people who operate the business and
try to get the work done. They organize the time and work, and they manage
relationships among the employees who work together.

Management has five main jobs: to plan, direct, control, coordinate, and
organize. Managers at different levels spend different amounts of time on these
jobs. For instance, a president is a manager who spends a lot of time on planning.
A supervisor is a manager who spends more time on directing.

The most important job of management is planning the goals of a business
and how these goals will be completed. In planning, managers must consider five
variables: personnel, money, machines, materials and methods. There are four
steps in the planning process. First, the goals must be identified and defined. For
example, the managers may decide to increase production by 10 percent in two
years. Then the managers must select the best plan for completing the goal.
Second, the managers must get approval for the plan. Third, they must check its
effectiveness. Is it working? Fourth, they must be able to change the plan if it is
not working.

Management also directs and supervises. Managers usually know their
workers well so that they can lead and give instructions. Managers must
communicate clearly with workers so that they will understand their jobs and
responsibilities. Good managers get the cooperation of all their workers. Directing
is a difficult job for managers, but good supervision of workers is essential for
business success.

Managers control too. They decide on the quality of the work or the
products. Is the work good? If the quality is low, the manager looks for the
reasons. Managers decide if the workers are fast or slow. Are the workers good
or bad? Are there enough workers? Is the plan working? If necessary, the
managers hire more workers or make changes in the company policy. Managers
control the workers, time, materials, and the job.

Another job of managers is to coordinate. All parts of an organization need
to work together. Workers must understand their jobs and how to do them
efficiently. When there are problems, the manager must solve them. Good
managers must communicate well to coordinate goals and plans. All managers at
every level must coordinate well in order to keep an organization together.

Answer the question:
Write a short text (80—100 words) answering the following questions:



What are two important jobs of a manager? (Use the words and.)
hy is planning an important part of management? Give one reason.
What is one quality of a good manager? Why is this quality important?

3adanue KoMOUHUPOBAHHO20 MUNA.:

Hpoqumaﬁme meKkcm, 8bl6€pum€ npaeujlbHble omeenibl U 3anuwiume
apzcymeHnmal, 0600H06bl€6110u4u€ 6bl60p, nepeeedume eduw omeem.

What is management? What do managers do? How do | manage? These
are standard questions that most of us in the management profession have been
asked more than once.

Contemporary period in the development of Russian economics, when the
radical changes have been made in the sphere of human resource management, is
characterized by the acute shortage of qualified trained managers selected on the
basis of ability and expertise. During last years interesting books on the personnel
management have appeared, however, still there is lack of monographs, books
and research works based on the modern management theory and a long history
of work. So it turns out to be important to study the questions, concerning
personnel and personal management either in business or in state and municipal
management.

A management career path is not a straight line. Nor is it the same for
everyone. Yet all management career paths have a starting point. All have
milestones along the way. This page is the starting point for several management
paths. Each path leads managers to what they need to know based on where you
are in your career and where your interests lie. On each visit you can go further
along the path, retrace steps along the same path, or start down a new path. Five
paths are listed below.

Choose the correct answer (A, b, B or I') for each question (1-5). Write the
letter of your chosen answer next to the question number:
1. What is a key problem in Russian economics today?
A) There are too many books about management.

b) There is a shortage of qualified managers.

B) Human resource management is not changing.
I') There is no interest in management studies.

2. What has appeared in recent years?

A) More factories in Russia.

b) New government rules for managers.

B) Interesting books on personnel management.

I') More universities for managers.

3. Is a management career path the same for everyone?
A) Yes, all paths are identical.

B) No, it is different for each person.

B) Only for experienced managers.

') Only in big companies.

4. What does every management career path have?
A) Only a final goal.



b) A starting point and milestones.

B) No clear structure or goals.

I') Exactly five steps to follow.

5. What can you do on each visit to the page?
A) Delete old career paths.

b) Go further, retrace steps, or start a new path.
B) Automatically get a promotion.

I') See only one career option.

Keys:

1 — b “shortage of qualified trained managers”.

2 — B “interesting books on personnel management”.
3 — b “not the same for everyone™.

4 — b “a starting point. All have milestones”.

5 — b “go further... retrace steps... start a new path”.

3a0aHuﬂ 3AKpblmoco muna.

Hpouumaﬁme mekKkcm, 6bl6epume npaeujibHble omeenivl.

What is management? What do managers do? How do | manage? These
are standard questions that most of us in the management profession have been
asked more than once.

Contemporary period in the development of Russian economics, when the
radical changes have been made in the sphere of human resource management, is
characterized by the acute shortage of qualified trained managers selected on the
basis of ability and expertise. During last years interesting books on the personnel
management have appeared, however, still there is lack of monographs, books
and research works based on the modern management theory and a long history
of work. So it turns out to be important to study the questions, concerning
personnel and personal management either in business or in state and municipal
management.

A management career path is not a straight line. Nor is it the same for
everyone. Yet all management career paths have a starting point. All have
milestones along the way. This page is the starting point for several management
paths. Each path leads managers to what they need to know based on where you
are in your career and where your interests lie. On each visit you can go further
along the path, retrace steps along the same path, or start down a new path. Five
paths are listed below.

Answer the question:
Match each statement (1-5) with the correct piece of information (A-Z) from the
text. Write the letter (A—Z) next to the number (1-5).

Statements: Information (A-/1):
1. The main problem in Russian economics | A. ...interesting books on  personnel
today is... management.

of... person.

2. In recent years, there has been an appearance | b. ...is not a straight line and differs for each

3. A management career path... B. ...a starting point and milestones along the




4. Every management career path includes. .. way.
5. On each visit to the page, you can... I'. ...go further, retrace steps, or start a new path.
H. ...the shortage of qualified managers.

Keys: 1. ]1,2. A,3.5,4. B, 5.’

Tema 2.2 JlenoBas nepenucka. YK-4.4.; YK-4.5; YK-4.6; YK-5.1.

3adanue omkpsvimo2o muna:

IIpouumaiime mexcm 3a0anust u 3anumiume pa3eepHymvlil 0O0CHOBAHHbILL
omeem.

Communication through the exchange of letters and documents is known
as correspondence. In our personal lives, we share feelings and thoughts with
friends and relatives — this is called personal correspondence.

Similarly, in public public administration, officials and institutions
communicate through official correspondence. This type of communication is
essential for the functioning of government bodies, local authorities, and public
services.

Official correspondence refers to written communication between:

government agencies; public institutions and citizens; different levels of
government (federal, regional, local); state bodies and private organisations (e.g.,
contractors, NGOs).

For example:

A citizen may write a letter or submit an official request to a local
administration to get information about public services, social benefits, or urban
development plans.

A regional government may send a formal letter to a federal ministry to
request funding for an infrastructure project.

Government agencies exchange reports and memos to coordinate policies,
share data, or report on the implementation of national programs.

Public institutions send notices or instructions to citizens (e.g., tax
notifications, voting information, or public health guidelines).

Thus, official letters and documents can be defined as a medium or means
through which: decisions are communicated; information is shared between
authorities and the public; citizens’ rights and requests are addressed; policies and
regulations are implemented across different levels of governance.

Effective official correspondence ensures transparency, accountability, and
responsiveness in public administration. It helps build trust between the
government and citizens, and supports the smooth operation of public services.

Answer the questions:
1. What is the difference between personal and official correspondence?
Give one example of each.
Use phrases: “Personal correspondence is...”, “Official correspondence
1s...”, “For example...”
2. Name two groups that communicate through official correspondence.
Use examples from the text to explain why they write to each other.



Use phrases: “Two groups are...”, “They write to... because...”, “The text
says...”

3adanue KoMOUHUPOBAHHO20 MUNA.:

Hpoqumaﬁme meKkcm, 8bl6€pum€ npaeujlbHble omeenibl U 3anuwiume
apcymeHnivl, 06OCH06b16ai01/l4u€ 8bl60p, nepeeedume eaul omeem.

Communication through the exchange of letters and documents is known
as correspondence. In our personal lives, we share feelings and thoughts with
friends and relatives — this is called personal correspondence.

Similarly, in public public administration, officials and institutions
communicate through official correspondence. This type of communication is
essential for the functioning of government bodies, local authorities, and public
services.

Official correspondence refers to written communication between:

government agencies; public institutions and citizens; different levels of
government (federal, regional, local); state bodies and private organisations (e.g.,
contractors, NGOs).

For example:

A citizen may write a letter or submit an official request to a local
administration to get information about public services, social benefits, or urban
development plans.

A regional government may send a formal letter to a federal ministry to
request funding for an infrastructure project.

Government agencies exchange reports and memos to coordinate policies,
share data, or report on the implementation of national programs.

Public institutions send notices or instructions to citizens (e.g., tax
notifications, voting information, or public health guidelines).

Thus, official letters and documents can be defined as a medium or means
through which: decisions are communicated; information is shared between
authorities and the public; citizens’ rights and requests are addressed; policies and
regulations are implemented across different levels of governance.

Effective official correspondence ensures transparency, accountability, and
responsiveness in public administration. It helps build trust between the
government and citizens, and supports the smooth operation of public services.

Read the text and choose the one correct answer (A, b, B or I') for each
question. Then write 1-2 sentences to justify your choice. Use information from the
text to support your answer:

1. What is the term for communication through letters and documents?

A) Conversation

b) Correspondence

B) Discussion

') Negotiation

J1) Debate

2. Who can communicate through official correspondence?

A) Only friends and family



B) Only international organisations

B) Government agencies and citizens

I') Only school students

J1) Only businessmen

3. What is one reason a citizen might write an official letter?
A) To tell a joke

b) To get information about public services

B) To invite a friend to a party

I') To write a poem

J) To play a game

4. What does effective official correspondence help build?
A) New buildings

B) Trust between government and citizens

B) Computer games

I') Musical instruments

J1) Sports teams

5. What do government agencies exchange to coordinate policies?
A) Gifts

b) Clothes

B) Reports and memos

I') Food

I1) Toys

Keys:

1. B) Correspondence because the text clearly states: “Communication
through the exchange of letters and documents is known as correspondence.” This
sentence directly defines the term used for written communication.

2. B) Government agencies and citizens because the text lists them as
participants in official correspondence. It says: “Official correspondence refers to
written communication between: government agencies; public institutions and
citizens...” This shows that both groups use official letters.

3. B) To get information about public services because the text gives a
specific example: “A citizen may write a letter or submit an official request to a
local administration to get information about public services, social benefits, or
urban development plans.” This directly explains why citizens write official
letters.

4. B) Trust between government and citizens because the last paragraph of
the text states: “It helps build trust between the government and citizens, and
supports the smooth operation of public services.” This clearly shows one
important result of effective official communication.

5. B) Reports and memos because the text says: “Government agencies
exchange reports and memos to coordinate policies, share data, or report on the
implementation of national programs.” This sentence directly answers the
question about what agencies exchange.

3aoanus 3aKpsvlmozco muna.
Hpoqumaﬁme mexKcm u ycmaHoeume NnOC1e008aMebHOCb:




Communication through the exchange of letters and documents is known
as correspondence. In our personal lives, we share feelings and thoughts with
friends and relatives — this is called personal correspondence.

Similarly, in public public administration, officials and institutions
communicate through official correspondence. This type of communication is
essential for the functioning of government bodies, local authorities, and public
services.

Official correspondence refers to written communication between:

government agencies; public institutions and citizens; different levels of
government (federal, regional, local); state bodies and private organisations (e.g.,
contractors, NGOs).

For example:

A citizen may write a letter or submit an official request to a local
administration to get information about public services, social benefits, or urban
development plans.

A regional government may send a formal letter to a federal ministry to
request funding for an infrastructure project.

Government agencies exchange reports and memos to coordinate policies,
share data, or report on the implementation of national programs.

Public institutions send notices or instructions to citizens (e.g., tax
notifications, voting information, or public health guidelines).

Thus, official letters and documents can be defined as a medium or means
through which: decisions are communicated; information is shared between
authorities and the public; citizens’ rights and requests are addressed; policies and
regulations are implemented across different levels of governance.

Effective official correspondence ensures transparency, accountability, and
responsiveness in public administration. It helps build trust between the
government and citizens, and supports the smooth operation of public services.

Arrange the external interaction steps in the correct order (1-5), as
suggested or implied in the text. Use the letters A—/:
A) Public institutions process the request and prepare a response.
b) Citizens receive notices or instructions (e.g., tax notifications).
B) A citizen writes a letter to a local administration asking for information about
social benefits.
I') The institution sends an official reply with the requested information.
1) Government agencies exchange reports to coordinate policies.

1 2 3 4 5

Keys:

1. B (A citizen writes a letter...)

2. [1 (Government agencies exchange reports...)
3. A (Public institutions process the request...)
4. T (The institution sends an official reply...)
5. b (Citizens receive notices...)



6.3. Kpurepuu u mkana oueHuBanusa Ha ocHoBe bPC.

KPUTEPMHN OLUEHMBAHUA PE3VJIbTAT B
BAJIJIAX
Jla" TIONTHBIIA, B JIOTHYECKOM MOCIIEA0BATEIHHOCTH Pa3BEPHYTHI OTBET 90-100

Ha TIOCTaBJICHHBI BOIPOC, IZ€ OH IPOAEMOHCTPHPOBAN 3HAHUS
npeaMera B TOJIHOM OObeMe Y4eOHOH MporpamMMbl, JOCTaTOYHO
rmyOOKO ~ OCMBICIMBAET  AWCHUIUIMHY,  CaMOCTOSTENBHO, U
MCUCPIBIBAIOIIE OTBEYACT HA JIOMOJHUTEIBHBIC BOMPOCHI, MPHBOAUT
COOCTBEHHBIE NPHUMEPHI 10 NpoOIeMaTHKe MOCTaBICHHOTO BOIPOCA,
PELII IPeJIO’KEHHBIE MPAKTHUECKUE 3a/1aHusI €3 omMOoK

JlaH pa3BepHYTHI OTBET Ha MOCTABJICHHBIN BOIIPOC, T/Ie 00yJaromuics 75-89
JNEeMOHCTPUPYET 3HAHWSA, TNPUOOPETEHHbIE Ha JIGKIHOHHBIX H
CEMHUHAPCKUX 3aHITUSIX, @ TAKXKe MOTyYeHHbIE TOCPEICTBOM U3yUCHUS
o0s3aTeNpbHBIX ~ y4e€OHBIX ~ MaTepuajoB MO  Kypcy,  JlaeT
apryMEHTUPOBAHHbIE OTBETHI, MPUBOAUT TMPUMEPHI, B OTBETE
NPUCYTCTBYET CBOOOJHOE BIIAJCHHE MOHOJIOTHYECKOH  peublo,
JIOTUYHOCTh U TOCJIeN0oBaTeNbHOCTh OTBeTa. OIHAKO JHOMycKaercs
HETOYHOCTb B OTBETE. Pemmmi mpeioskeHHbIe MPaKTHIECKUE 3a1aHus C
HEOOJIBIIMMU HETOYHOCTSIMHU.

JlaH oTBeT, CBUAETENHCTBYIOIIMKA B OCHOBHOM O 3HAaHUH IIPOLIECCOB 60-74
U3y4aeMO JUCHHUILIHHBL, OTIMYAOIIUICS HEJIOCTATOYHOU TITyOUHOM U
HIOJIHOTOM PAaCKPBITHSI TEMbI, 3HAHUEM OCHOBHBIX BOIPOCOB TEOPHH,
cnabo copMHUPOBAHHBIMU HABBIKAMH aHAIW3a SIBJICHHM, MMPOLIECCOB,
HEJIOCTATOYHBIM yMEHHEM [[aBaTh apryMEHTHPOBAHHBIC OTBETHI U
IPUBOJAUTH  MPUMEPbI, HEIOCTATOYHO CBOOOAHBIM  BIIAJICHUEM
MOHOJIOTHYECKOH PpeUbl0, JIOTHYHOCTHIO M IOCIIE0BATEIBHOCTHIO
orBeTa. JlomyckaeTcs HECKOJNBKO OIIMOOK B COJCPIKAaHHM OTBETA M
PCUICHUU MPAKTUYESCKUX 3/ IaHHI.

JlaH oOTBeT, KOTOpBIA COHEPKHUT PAX CEPbE3HBIX HETOYHOCTEW, 1-59
0OHapyXMBAIOIIUNA HE3HAHUE TIPOIECCOB HU3Y4aeMOM MpeaMEeTHOMN
00JacTH, OTIMYAIONIUICS HErTyOOKUM pacKpPBITHEM TEMbI, HE3HAHUEM
OCHOBHBIX BOMPOCOB TEOPHH, HEC(HOPMUPOBAHHBIMH HABBIKAMH
aHaJIn3a ABJIEHUMN, IIPOLIECCOB, HEYMEHUEM J1aBaTh apr'yMEHTUPOBAHHbIE
OTBETHI, CIa0BIM BJIAJCHUEM MOHOJOTUYECKOW pPEUYbl0, OTCYTCTBHEM
JOTUYHOCTH M  IIOCJHENOBATEIbHOCTA. BBIBOABI MOBEPXHOCTHBI.
Pemienne nmpakTudecKux 3a1aHUI HE BBITTOJIHEHO, T.€. 00yUYaOIIHUiCs HEe
CIIOCOOEH OTBETUTh HA BOMPOCHI Jake TMPU JIOTOTHUTEIbHBIX
HAaBOJISIIIIMX BOMPOCAX MPENOIaBaTeNsl.

6.4. Ilpm BeIMOSHEHWH 3aJaHUN  OOYYArONIMMCSl  pa3peliaeTcs
HCTOJIb30BaTh AJICKTPOHHBIM CJIOBaph WM MPUII0KEHHUE-TICPEBOTUUK IS
MTHOBEHHOI'O IIOMCKa 3HadyeHU. M Cnonp30BaHUE OHJIANMH-TIEPEBOIYNKOB
MOJHOCTBIO WJIM TOCTPOYHO HE Pa3pelIaeTcs — JOMYCKAETCS TOJIBKO MOUCK
OT/ICJIbHBIX CJIOB U BBIPAKEHUH.

7. MeToagnyecKue MaTepHAaJIbl 10 OCBOCHUIO JUCIUTIIMHbBI
3aHUMATBCSI THOCTPAHHBIM SI3bIKOM PETYJISIPHO, TAK KAK CHCTEMATUYECKUE

3aHATUA CHOCO6CTBYIOT YCIICHIHOMY YCBOCHHIO MaTCpualia, a TaKKC BBIITOJIHATD
BCC 3a/1aHUA U MIPUACPIKNBATHCA peKOMeHI[aHI/Iﬁ MpernogaBaTclI.



Bectu nuuHble 3amucH (CIoBapb, 3aMETKU PAa3jIMYHOIO BHJIA), KOTOPHIE
MO3BOJISIFOT  UCIIOJIB30BaTh HMX B KAauyecTBE CIPABOYHOrO Marepuaia u
HEOJHOKPATHO K HUM BO3BPAIIaThCA.

[Ipy mOATOTOBKE 3aJaHUM 110 YTEHUIO, CIECAYET MOJIB30BATHCS CIOBAPSMM,
BBINIUCHIBAsl BCE HE3HAKOMBIE cjioBa. OHU MOMOTYT HaJ JajbHeuIe padoToin
HaJ TekcToM. [locne mpouyTeHHs] TeKCTa HEOOXOIMMO BBINIOJIHUTH 3aJlaHus,
NpWIAraroluics K HEeMy I NPOBEPKH IOHMMAHHS €ro COJAEpXKaHUs U
IIPOBEPUTH CE0s MO KITH0YaM.

[Ipuctymnas k paboTe HaJl MPOCITYIIMBAaHUEM TEKCTa, HEOOXOIUMO, ITPEXKIE
BCET0, O3HAKOMHUTHCS C 3aJaHUEM U MPOCMOTPETh €ro coaepxkanue. llocie
MEPBOrO MPOCTYUIMBAHUS BBIMOJHSIOTCS 3aJaHus Ha oOliee MOHUMaHHUE
IPOCIYIIAaHHOIO, TOCJIE BTOPOr0 — Ha IMOHUMaHue Aetaned. OgHako, npu
CaMOCTOSITENILHOM ~ paboTe Haja  ayJupOBaHHEM TEKCT PEKOMEHIyeTcs
IpOCIyIIaTh HECKOJIBKO pa3, MOKa €ro cojaep:kaHue He OyneT moHsATHO. llpu
HEOOXOJIMMOCTA MOYKHO BOCIIOJIB30BaThCS pacreyaTkod Tekcta. llpu sTom
PEKOMEH/y€eTCsI BEITUCATh BCE HOBBIE CIIOBA, YCBOUTH UX 3HaueHue. [locie aroro,
TEKCT PEKOMEH]IyEeTCsl IPOCTYIIATh €UIE pas.

Bce yctHbIe cO0O0IIEHNS NOHKHBI HMETh BCTYILJIEHUE, OCHOBHYIO YacTh U
3akroyeHue. Ilpu MOAroToBke YCTHBIX COOOLIEHUN CIEAyeT THIATEIbHO
OTpENEeTUPOBaTh CBOE BBICTYIUICHHWE: BBIYYUTh HOBBIE CIIOBAa M HX
IPOU3HOILIEHNE, TMPOAYMaTh MHTOHALMIO, Tay3bl, >XecTbl H T.A. llpu
WCIIOJIB30BaHUN HATJISIHBIX CPEACTB (KApTUHKH, HAIIUCHU) MPUNICPKUBATHCS
oOLIMX MPAaBUJI UX COCTABIEHUS U UCIIOJIb30BAHUS.

Kak u ycTtHble COOOIICHUS, TBOpPYECKHUE MHUCbMEHHBIC 3aJIaHUS
(counHeHus, 3cce, NUChbMA, AaHHOTALMU), HMEIOT CIEIYIONIYI0 CXEMY:
BCTYIUICHHE, OCHOBHAsl 4YacTh, 3aKIIOUYEHHE, KOTOPOM CIEIyeT CTpOro
npuaepx uBaThcs. Bece mucbMeHHbIE 3aaHusi, BKIIOYas YHPaKHEHHs, BCEraa
CJIelyeT MPEJOCTABIATh HA MPOBEPKY IMPENOAABATENIO C LIENbIO UCIPABICHUS
OLIMOOK M UX aHaIu3a.

B mporecce MOATOTOBKM K MPAKTUYECKUM 3aHSATHSM, OOydarouuMmcs
HEOOXOUMO 00paTUTh 0CO00€ BHMMAHHME HA CaMOCTOSTENIbHOE H3Y4YCHHE
PEKOMEHIOBAaHHOW Y4eOHO-METOAMYECKON (a2 TakKe HAYyYHOM U TOIMYJISIPHON)
muteparypsl. CaMocTosiTeNbHas paboTa ¢ yueOHUKaMu, y4eOHBIMHU TOCOOUSIMH,
MarepuaniamMu ceth VIHTepHeT, NO3BOJSET 3HAYUTENbHO aKTUBU3UPOBATH
npoIriecc oBJlajieHust nHpopMaluei, cnocoOCTByeT OoJiee riTyO00KOMY YCBOEHUIO
U3y4yaeMoro marepuaina, (GopmMupyerT y OOydaromMXCs CBOE OTHOIIECHHE K
KOHKPETHOH mpobiieme. bosee rimy0oKoMy pacKpbITHIO BOIIPOCOB CIIOCOOCTBYET
3HaKOMCTBO C  JONOJIHUTEIBHOW  JIMTEPAaTypod,  pPEKOMEHIOBAHHOMN
npernojaBareyieM, 4YTO  MO3BOJISIET  OOy4alolMMcs — MPOSIBUTH  CBOIO
WHJMBUAYAJIbHOCTh B paMKaX BBICTYIUICHUSI HA 3aHSTHUSAX, BBISIBUTH IIUPOKUMN
CHEKTp MHEHUH MO U3y4aeMoil mpolieme.

[ToaroToBKa K MpOMEXYTOYHOM aTTECTAIMU OCYIIECTBISIETCS CTYACHTOM
CaMOCTOATENIbHO C HCIIOJIb30BAHUEM IIEPEUHS BOIPOCOB K IMPOMEXKYTOUHOH
aTTeCTallMM U PEKOMEHIOBAHHBIX HCTOYHUKOB JIUTEPATYPHI.

B nepuoa moAroToBKHM K MPOMEKYTOUHOM aTTECTAllMU CTYACHThI BHOBB
oOpalaroTcs K npoiieHHoMy yuyeOHoMy maTepuaiy. [Ipu 3ToM OHM HE TOJIBKO
YKPEIUIAIOT MOJYYEHHbIE 3HaHUS, HO U MOJIy4yaroT HOBbI€. [loroToBKa CTyIeHTa
K TPOMEXKYTOYHOM aTTeCTallid BKIIOYAET B CeOsl CIEAYIOLIUE DITallbl:



CaMOCTOsTeNIbHAs paboTa B TEUEHHE CEMECTPA; HEITOCPEICTBEHHAs TIOJrOTOBKA B
JHU, TPEAUIECTBYIOIINE IPOMEKYTOYHOM arrecTauud II0 TeEMaM Kypca;
IIOCELIEHUE CIIEIIUAIbHBIX YaCOB KOHCYJIBTALUH C IIPENIOAABATEIIEM.

8. YueOnas iurepatypa u pecypcbl
UH(OPMALMOHHO- TEJIEKOMMYHUKANUOHHOM ceT UHTEepHeT

8.1. OcHoBHas nuTEepaTypa

1. 'pammaTHKa aHTIMICKOTO s3bIKa. Teopus W MpakTHKa : ydeOHOe
nocobue 111 cTyaeHToB By30B / P. B. BypobuHn, O. A. Bypo6una, E. B. Bynsgposuu
[v np.]. — Bnagumup : Bnagumupckuit dpumman PAHXul'C, 2025. - 193 ¢. — ISBN
978-5-907789-42-5. - Tekcr : AJIEKTPOHHBIH. - URL:
https://znanium.ru/catalog/product/2238841

2. KapaBanos, A. A. Bpemena anrnuiickoro rinarona. Cucrema, mpaBuia,
yOpaXHEHUS, TECTHI : yueOHoe nocodue / A.A. KapaBanoB. — Mocksa : UTHOPA -
M, 2025. — 212 c. — (Cpennee npodeccrnonanbpaoe oopa3oBanue). - ISBN 978-
5-16-020404-8. - Texcr : AIIEKTPOHHBIM. - URL:
https://znanium.ru/catalog/product/2172160

3. lImakoBa, A. Il. AHrmiickuil sI3bIK B cdepe rocyJapCTBEHHOTO U
MYHHUIUTATBEHOTO yripaBieHus : yueOnuk / A I1. [lImakoBa. — Mocksa : UHOPA -
M, 2025.—294 c. — (Briciiee oopazoBanue). — DOI 10.12737/2074256. - ISBN
978-5-16-018880-5. - Teker : AJIIEKTPOHHBIN. - URL:
https://znanium.ru/catalog/product/2074256

4. MyprazoBa, 3. A. AHMMICKUI A3bIK : yuyeOHoe mocobue / 3. A.
Myprazona, 3. 0. Ynumbamera. — Hanbuuk : KBI'Y, 2024. — 64 ¢. — TekcT :
ANEKTPOHHBIN //  JlaHb : 2JIeKTpOHHO-OMOMMOTeuHass cucrema. — URL:
https://e.lanbook.com/book/434423

5. Apxurnos, A. B. Business English / JlenoBoit anrnuiickuii : yueOHo-
Meroaudeckoe nmocooue / A. B. Apxumos, M. A. Jlpwxkenko, E. FO. KoctrokoBuu.
— Mocksa : MUCHU — MI'CY, 2023. — 44 c. — ISBN 978-5-7264-3321-9. —
Tekcr : anexTponHsbIit // Jlanb : snexkTpoHHO-OMOMMoTeuHas cuctema. — URL:
https://e.lanbook.com/book/426833

6. Auapeea, E. 0. A Comprehensive Grammar of Contemporary
English in Higher Education Studies : yueonuk / E.}O. Auapeesa. — Mocksa :
NH®PA-M, 2025. — 359 c. : un. + Jlon. Marepuasl [ DIeKTpOHHBIN pecypc]. —
(Beiciee obOpazoBanue). - ISBN 978-5-16-020949-4. - TekcT : 3/€KTPOHHBIN. -
URL.: https://znanium.ru/catalog/product/2206802

7. AnromenkoBa, O. H. Aurmmiickuii si3pik. MenemxmenT (English for
Management) : yue6noe noco6ue / O.H. Anromenkoa. — Mocksa : UHOPA-M,
2024. — 426 c. — (Bricmiee oopazoBanue). - ISBN 978-5-16-017899-8. - Tekcr :
anekTponHbid. - URL: https://znanium.ru/catalog/product/1896103

8. bormanoga, JI. B. Mnoctpannsiii s3eik. English for HRM students :
yuebHoe nocodue / JI. B. bornanosa. — Kpacnosipck : Kp/KT HpI'VIIC, 2022.
— 87 ¢. — TekcrT : 21eKTpoHHBIH // JIaHb : 3IeKTPOHHO-OUOIHOTEYHAS CUCTEMA.
— URL.: https://e.lanbook.com/book/339812

9. NnoctpaHHBIN $3bIK MPOQPECCHOHATBHOTO OOIIEHUS (aHTJIUACKUMA
A3bIK) : yuebHoe nocobue / JI. FO. Butpyk, E. H. Mupomnuuenko, E. A. Monoapix,


https://znanium.ru/catalog/product/2238841
https://znanium.ru/catalog/product/1896103

C. B. ITaBmoBa. — Boponex : BITYUT, 2025. — 135 ¢. — ISBN 978-5-00032-
749-4. — TekcT : neKTpoHHbIH // JIaHb : 2NEeKTPOHHO-OUOINOTEeYHAs cCCTEMa. —
URL.: https://e.lanbook.com/book/515918

8.2. lonoHUTEIbHAS JTUTEPATypa
He ncnonp3yercs

8.3. HopMaTuBHbI€ paBOBBIE JOKYMEHTHI M MHAsI TpaBOBasi HHPOpMAaLIUs
He ucnons3yrores

8.4. InTepHeT-pecypcChl
Hayunas 6ubmuorexka PAHXwul C https://lib.ranepa.ru
Hayunas snexkrponnas 6monuorexka « KUBEPJIEHMHKA» https://cyberleninka.ru
9bC «JIAHb» https://e.lanbook.com
9bC «(3HAHUYM» https://znanium.ru
9bC «SOCHUM» https://sochum.ru

9. MatepuajbHO-TeXHMYECKast 0232, MHPOPMALTMOHHbIE TEXHOJIOTHH,
nporpaMMHoe odecriedeHre 1 HH(PpOpMaMOHHBIE CIIPABOYHbIE CHCTEMbI

JlucuuiuinHa — MOJAJepaHa  COOTBETCTBYIOUIMMM  JIMIICH3UOHHBIMU
POrpaMMHBIMH MPOYKTaMH, B TOM 4YHUCIIEe OTE€YECTBEHHOIO
npousBojcTBa: Libre Office (mumensus Mozilla Public License v2.0.) 7-Zip
(mumen3ust GNU Lesser General Public License) AIMP (nmunensus LGPL v.2.1)
STDU Viewer (freeware for private non-commercial or educational use) GIMP
(mmuuensust GNU General Public License) Inkscape (munensuss GNU General
Public License), OC Linux.

J1ist mpoBeieHus y4eOHBIX 3aHSTHI, TPETyCMOTPEHHBIX 00pa30BaTEIbHOMN
IPOrpaMMOi, 3aKpEIJIEHbI Ay IUTOPUH COTIIACHO PACTIMCAHUIO YUEOHBIX 3aHATHIA:
paboyee MecTO MpenojaBaressi, IOCAJOYHbIE MeCTa 10 KOJUYECTBY
oOydaronmmxcs,  JOCKa  MeJloBas,  I[EePCOHAIbHBIA  KOMIIBIOTEp  C
JUIIEH3UPOBAHHBIM MPOTPAaMMHBIM  OO€criedeHHeM OOIlero Ha3zHauYeHWs,
MYJIbTUMEIUNHBINA IPOEKTOP, MYJIbTUMEAUNHBIN YKPaH, UHTEPAKTUBHAS MIAHENb.


https://sochum.ru/

